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Quantity Surveying Practice
QUANTITY SURVEYING PRACTICE LEVEL 4 NVQ/SVQ

INTRODUCTION

This Level 4 qualification has been developed by a Working Group of practitioners drawn from industry and professional bodies for their experience in the field of Quantity Surveying Practice. The development of the award has the active and continuing support of UK professional bodies including ASI, BIAT, CIBSE , CIOB, ICES, RIBA and the RICS
This qualification is based on the Occupational standards developed by The Construction Industry Standing Conference (CISC), now known as the Construction Industry Council Standards Panel 
(CICSP). Where appropriate these standards have been modified to reflect the context and role of practitioners.

ROLE DEFINITION

This qualification is designed for those working on a consultancy basis as a quantity surveyor, either in private practice or local or central government in the Construction Industry and reflects the role as client, advisor or financial and contractual matters and may be those:

· entering employment as trainees with a view to a career in project financial control

· entering employment as trainees with aspirations to progress up the professional ladder to corporate 
membership of a relevant professional body

· already in employment in a support role who seek qualifications.

Practitioners working or intending to work in a quantity surveying role in contracting should consider the Construction Contracting Operations Level 4.

While the level of knowledge required to gain this award will be broadly equivalent to that gained in a degree or HNC/D programme, there are no pre-requisite age or academic requirements for those wishing to enter this award. With reasonable access to work based experience in a Quantity Surveying Practice role and with opportunities to acquire the necessary knowledge associated with this role, candidates should be able to complete the requirements of the award over a period of 2-3 years. Those who are already experienced in the field should be able to complete the requirements in much less time.

The award is also designed to give those who have achieved this award the option to progress to higher levels of qualification in relevant practice areas, in general management or in another related field. 

The units and elements for Quantity Surveying Practice 4
Unit C01
Manage project development factors and feedback risks (Based on CIC B15.1/B15.2/B31.2/D34.3)
C01.1
Investigate and analyse development factors, likely problems and potential solutions 
C01.2
Evaluate project risks 
C01.3
Specify and implement methods, procedures and controls to manage project risks 
C01.4
Learn and improve from project feedback 
Unit C02
Assess, plan and estimate proposed capital costs  (Based on CIC B42.1/B42.2/B42.3)
C02.1
Assess and advise on project cost strategies 
C02.2
Plan and control proposed capital costs 
C02.3
Prepare cost estimates 
Unit C03
Prepare bills of quantities  (Based on CIC B64.1/B64.2)
C03.1
Select and prepare bills of quantities 
C03.2
Measure quantities from design information 
Unit C04
Obtain and evaluate tenders (Based on CIC D13.1/D13.2/D13.3)
C04.1
Evaluate and select potential tenderers 
C04.2
Obtain tenders 
C04.3
Receive, evaluate and recommend tenders and negotiate changes 
Unit C05
Prepare and complete construction contracts  (Based on CIC /D15.1)
C05.1
Prepare and modify forms of construction contract 
C05.2
Negotiate and complete a construction contract
Unit C06
Manage and ascertain costs, valuations and accounts (Based on CIC /D31.4/D32.1/D32.2)
C06.1
Control and report on costs 
C06.2
Prepare and issue recommendations for interim valuations 
C06.3
Ascertain claims for reimbursement for loss and expense 
C06.4
Prepare and issue recommendations for final accounts
Unit C07
Contribute to the resolution of contractual disputes  (Based on CIC D41.1/D41.2/D41.3/D42.1)
C07.1
Evaluate potential implications for the resolution of contractual disputes 
C07.2
Evaluate information relevant to a contractual dispute 
C07.3
Negotiate and progress the resolution of a contractual dispute 
C07.4
Prepare evidence for a formal submission 
Unit C08
Develop self and others (Based on CIC F46.3/F46.4)
C08.1
Undertake personal development in the occupational practice area 
C08.2
Enable people to learn and benefit from one’s experience
Unit O09
Establish project procurement procedures (Based on CIC /B12.1/B12.3)
O09.1
Select and agree a procurement procedure with stakeholders
O09.2
Participate in project team partnering
O09.3
Identify and recommend a form of contract 
Unit O10
Establish work methods and organise project documents  (Based on CIC /B61.1/B61.2/F33.2)
O10.1
Establish team working methods
O10.2
Identify project document requirements 
O10.3
Collate and evaluate project information 
O10.4
Operate information systems 
Unit O11
Implement contract determination rules  (Based on CIC D44.1/D44.2)
O11.1
Initiate contract determination procedures 
O11.2
Implement and account for completion arrangements 
Unit O12
Develop relationships and provide advice within an ethical framework (Based on CIC F43.3/F45.1/F45.2/F45.3)
O12.1
Develop and maintain relationships with people who benefit from one’s work 
O12.2
Exchange information and provide advice on technical problems 
O12.3
Identify, re-frame and generate solutions to complex, indeterminate problems 
O12.4
Operate in an ethical manner
Unit O13
Manage the performance of teams and individuals (Based on CIC F44.1/F44.2/F44.3/F44.4)[Imported C13.1/C13.2/C13.3/C13.4]
O13.1
Allocate work to teams and individuals 
O13.2
Agree objectives and work plans with teams and individuals 
O13.3
Assess the performance of teams and individuals 
O13.4
Provide feedback to teams and individuals on their performance 
Unit O14
Prepare offers and contracts for consultancy services (Based on CIC /D14.1/D14.2/D14.3)
O14.1
Evaluate consultancy enquiry documentation 
O14.2
Assess resource requirements and costs 
O14.3
Finalise and submit a consultancy services offer 
O14.4
Negotiate and conclude a contract for consultancy services
Quantity Surveying Practice 4 QSP4

The Unit:
QSP4/C01
Manage project development factors and feedback risks
The Standards that are part of this Unit
QSP4/C01.1
Investigate and analyse development factors, likely problems and potential solutions 
QSP4/C01.2
Evaluate project risks 
QSP4/C01.3
Specify and implement methods, procedures and controls to manage project risks 
QSP4/C01.4
Learn and improve from project feedback 
The Unit Commentary
This Unit is concerned with investigating, analysing, providing solutions and managing the factors and risks that affect a project.

You will need to understand what factors affect developments in order to select the most appropriate methods and techniques for the projects you are working on.  Your analysis of the factors should lead to appropriate findings.

Similarly, risks analysis should be applied to projects.  In order to do this you will need to understand how risks are identified, the factors that affect the risk profile for a project and how to control, manage and minimise risk.

On the conclusion of a project or project phase you will need to demonstrate that a feedback process has been instigated, applied to the projects and the findings fed back to the project team.  Your evidence should include demonstrating that changes and improvements from the feedback have been promoted to the stakeholder.
C01   Manage project development factors and feedback risks
C01.1   Investigate and analyse development factors, likely problems and potential solutions 
	Performance Criteria - this involves...
(a)
choosing methods and techniques for the investigation which are valid, reliable and consistent with legal requirements  

(b)
identifying investigation sources and collecting and collating relevant data   

(c)
analysing and evaluating the investigation data which has been collected about all of the significant factors affecting the project development  

(d)
consulting with experts on specific problems which are relevant to the investigation  

(e)
identifying and recording the opportunities and constraints for project development options  

(f)
presenting findings, which clearly describe all the important factors, and which detail the implications for each development option 

(g)
stating clearly the authority for assumptions, exclusions and projections used in the report  

(h)
assembling any supporting data which is relevant to the study, but which is not included in the report, storing it safely and indexing it clearly for future reference 


	The Range...
[1]   Methods and techniques for the investigation:    

          •  documentary and record search;  

          •  investigative research;  

          •  field research  

[2]   Investigation sources:    

          •  client records;  

          •  tenants; 

          •  site owners;  

          •  site managers;  

          •  previous owners;  

          •  statutory authorities;  

          •  public utilities;  

          •  government departments;  

          •  consultative bodies;  

          •  public and specialist libraries and archives;  

          •  original designs;

          •  previous solutions

[3]   Data:    

          •  photographs;  

          •  maps;  

          •  charts;  

          •  drawings;  

          •  archive records;  

          •  legal documents;  

          •  surveys 

[4]   Factors:  

          •  historical;  

          •  conservation;  

          •  social;  

          •  visual and spatial;  

          •  ecological and environmental;  

          •  construction  

[5]   Opportunities and constraints:    

          •  project type, purpose, location;  

          •  durability;  

          •  occupancy;  

          •  significance/status;  

          •  legal and regulatory constraints;  

          •  physical and technical constraints;  

          •  health and safety;  

          •  anticipated development timetable;  

          •  environmental quality and sustainability  

[6]   Presenting:    

          •  orally;  

          •  in writing;  

          •  graphically;  

          •  electronically  




C01   Manage project development factors and feedback risks

C01.1   Investigate and analyse development factors, likely problems and potential solutions 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:


"There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion."                                                                                                                                                                                                                                                "The candidate must produce documentary evidence from the workplace covering the following item (s) that are considered to be common and key/critical to demonstrating competence."

(1)
Evaluation(s) of investigation data (a,b,c) [1,2,3,4]   
(2)
Summary(ies) of problems directed to experts (d) [4]   
(3)
Findings from investigations which include: opportunities and constraints for project development options; previous solutions; factors; implications for each development option; supporting data (e,f,g,h,i) [3,4,5,6,7]   

Simulations are not considered to be acceptable for producing  evidence for this Element

Process Evidence:

(1)   Presentation(s) of the evaluation report (g) [4,6,7]   

	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you choose methods and techniques for the investigation? (evaluation) (a) [1]   
(2)
What do you identify as investigation sources? (understanding) (b) [2,3]   
(3)
How do you collect and collate relevant data? (application) (b) [2,3]   
(4)
How do you consult with experts? (application) (d) [2,5,6]   
(5)
How do you analyse the investigation data which has been collected about all of the significant factors affecting the project development? (analysis) (c) [3,4]   
(6)
How do you evaluate the investigation data which has been collected about all of the significant factors affecting the project development? (evaluation) (c) [3,4]   
(7)
How do you assemble, store and index any supporting data which is relevant to the study, but which is not included in the report? (application) (h) [3]  
(8)
What do you identify as opportunities and constraints for project development options? (understanding) (e) [5]   
(9)
How do you record the opportunities and constraints for project development options? (application) (e) [5]  
(10)
How do you present findings? (application) (f) [4,6]  
(11)
How do you state the authority for assumptions and projections used in the report? (application) (g) [6]  



C01   Manage project development factors and feedback risks
C01.2   Evaluate project risks 
	Performance Criteria - this involves...
(a)
checking and confirming that risk management processes are undertaken   

(b)
identifying and reviewing project information relating to potential project risks   

(c)
identifying project risks arising from project development, construction and installation processes and products that need to be assessed.   

(d)
evaluating the available information on any factors and opportunities relating to the project risks 

(e)
identifying the significance of the project risks  

(f)
assessing the significant project risks to identify the residual risks  


	The Range...
[1]   Risk Management:    

          •  risk identification;  

          •  risk assessment;  

          •  prevention, reduction and protection  

[2]   Project information:    

          •  environmental;  

          •  statutory and legal requirements;  

          •  client, user and community requirements;  

          •  construction and technical requirements;  

          •  site constraints;  

          •  finance, procurement and contract;  

          •  quality;  

          •  cost;  

          •  timescale 

[3]   Project risks:    

          •  health, safety and welfare;  

          •  project environment and impact;  

          •  project management and workforce experience; 

          •  project complexity and scope;  

          •  project consents;  

          •  project team composition;  

          •  project costs;  

          •  technical considerations; 

          •  timescale; 

          •  contract form

[4]   Factors and opportunities:    

          •  impact on the natural and built environment (including damage to property);  

          •  impact on users, public and third parties (including injury and ill-health);  

          •  impact on quality;  

          •  impact on cost;  

          •  impact on timescale 




C01   Manage project development factors and feedback risks

C01.2   Evaluate project risks 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:


"There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion."                                                                                                                                                                                                                                                "The candidate must produce documentary evidence from the workplace covering the following item(s) that are considered to be common and key/critical to demonstrating competence."

(1)
Record(s) of potential project risks identified from project information (a,b,c) [2,3]  
(2)
Information on factors and opportunities relating to project risks (a,d) [3,4]  
(3)
Record(s) of residual risks assessed from significant project risks (e,f) [3]  

Simulations are not considered to be acceptable for producing  evidence for this Element

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you check and confirm that risk management processes are undertaken? (application) (a) [1]   
(2)
What do you identify as project information relating to potential project risks? (understanding) (b) [1,2]   
(3)
How do you review project information relating to potential project risks? (analysis) (b) [1,2]                                                           
(4)
What do you identify as project risks arising from project development, construction and installation processes and products that need to be assessed? (understanding) (c) [3]   
(5)
How do you identify the significance of the project risks? (synthesis) (e) [3]  
(6)
How do you obtain information on any factors and opportunities relating to the project risks? (application) (d) [3,4]   
(7)
How do you assess the significant project risks to identify the residual risks? (analysis) (f) (4)  



C01   Manage project development factors and feedback risks
C01.3   Specify and implement methods, procedures and controls to manage project risks 
	Performance Criteria - this involves...
(a)
obtaining accurate details of the residual risks   

(b)
selecting the most effective methods to manage residual risks   

(c)
selecting the risk management methods and procedures that comply with all relevant regulations and guidelines   

(d)
identifying the resources that are necessary to implement the risk management methods   

(e)
identifying the activities and controls required to implement the risk management methods  

(f)
specifying clearly the procedures and controls for implementing the risk management methods  

(g)
implementing and maintaining the risk management methods and procedures and modifying them to meet changed circumstances  


	The Range...
[1]   Residual risks:    

          •  high;  

          •  medium;  

          •  low 

[2]   Methods:    

          •  eliminate;  

          •  control at source;  

          •  cumulative protection;  

          •  mitigate;  

          •  allocation of responsibility 

          •  risk analysis techniques

[3]   Control:  

          •  allocation of contingencies;

          •  provisional sums;




C01   Manage project development factors and feedback risks

C01.3   Specify and implement methods, procedures and controls to manage project risks 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:


"There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion."                                                                                                                                                                                                                                               "The candidate must produce documentary evidence from the workplace covering the following item(s) that are considered to be common and key/critical to demonstrating competence."

(1)
Record(s) of details of the residual risks selected (a) [1]   
(2)
Record(s) of specified methods for managing residual risks (b,c,d,e,f) [1,2]   
(3)
Records of maintained risk management methods and procedures including modifications (g) [2]  
Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you obtain accurate details of the residual risks? (application) (a) [1]   
(2)
What do you identify as the resources that are necessary to implement the risk management methods? (understanding) (d) [2]   
(3)
What do you identify as the activities and controls required to implement the risk management methods? (understanding) (e) [2]  
(4)
How do you implement, maintain and modify the risk management methods and procedures? (application) (g) [2]   
(5)
How do you select the most effective methods to manage residual risks? (evaluation) (b) [1,2]   
(6)
How do you select the risk management methods and procedures that comply with all relevant regulations and guidelines? (evaluation) (c) [2]   
(7)
How do you specify clearly the procedures  and controls for implementing the risk management methods? (evaluation) (f) [2]  



C01   Manage project development factors and feedback risks
C01.4   Learn and improve from project feedback 
	Performance Criteria - this involves...
(a)
promoting the value of learning and improving from feedback and encouraging all those involved in the project to cooperate and obtain feedback information  

(b)
identifying and agreeing the areas to focus on for learning and improving from feedback  

(c)
identifying and agreeing valid and reliable methods and sources for obtaining feedback information on completed projects and for learning and improving from feedback 

(d)
obtaining, investigating and assessing feedback information from all relevant methods and sources  

(e)
reviewing the feedback information, matching it against the original requirements and objectives and summarising both positive and negative factors  

(f)
recommending improvements from feedback received and justifying the recommendations to decision makers  

(g)
classifying improvements from feedback which have been agreed and incorporating the improvements accurately into updated procedures and databases  

(h)
summarising changes and improvements from feedback which have been agreed and promoting them for adoption and use 


	The Range...
[1]   Learning and improving:   

          •  management procedures;  

          •  client, design and construction team performance;  

          •  working arrangements;  

          •  formal and informal communications;  

          •  quality control;  

          •  design and technical appraisal;  

          •  operational appraisal;  

          •  performance and cost in use; 

          •  benchmarking;  

[2]   Those involved with the project:    

          •  the design team;  

          •  specialist consultants;  

          •  the client;  

          •  contractors/sub-contractors; 

          •  site inspectorate;  

          •  users;  

          •  managing agents;

          •  funders;

          •  partners

[3]   Methods and sources:   

          •  project records and documentation;  

          •  site inspections;  

          •  scientific research and data;  

          •  studies of performance in use;  

          •  meetings;  

          •  questionnaires;  

          •  reports;

          •  interviews;

          •  post project review

[4]   Types of database:   

          •  manual files;  

          •  library;  

          •  standard drawings;  

          •  specifications;  

          •  pro-forma;  

          •  electronic 




C01   Manage project development factors and feedback risks

C01.4   Learn and improve from project feedback 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, eg. (a), and range, eg. [1], to which they apply.

Product Evidence:


"There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion."                                                                                                                                                                                                                                               "The candidate must produce documentary evidence from the workplace covering the following item (s) that are considered to be common and key/critical to demonstrating competence."

(1)
Record(s) of promotion of and agreement on, obtaining and making improvements from feedback (a,b,c) [1,2,3,4]  
(2)
Record(s) of obtained feedback information which includes investigation, assessment, review and summary recommendations for improvements (d,e,f) [1,3,4]   
(3)
Record(s) of improvements classified into procedures and databases and promote (g,h) [1,5]  

Simulations are not considered to be acceptable for producing evidence for this Element

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
What do you identify as the areas to focus on for making improvements from feedback and learning and improving? (understanding) (b) [1] 
(2)
How do you summarise changes and improvements from feedback which have been agreed? (application) (h) [1] 
(3)
How do you recommend improvements from feedback received to decision makers? (synthesis) (f) [1] 
(4)
How do you promote changes and improvements from feedback which have been agreed for adoption and use? (synthesis) (h) [1] 
(5)
How do you agree the areas to focus on for making  learning and improving? (evaluation) (b) [1] 
(6)
How do you justify the recommendations to decision makers? (evaluation) (f) [1]  
(7)
How do you encourage all those involved in the project to cooperate and obtain feedback information? (application) (a) [2,3] 
(8)
How do you summarise both positive and negative factors from the feedback information?  (application) (e) [3] 
(9)
How do you review the feedback information? (analysis) (e) [3] 
(10)
How do you match feedback information against the original requirements and objectives? (synthesis)  (e) [3] 
(11)
What do you identify as valid and reliable methods and sources for obtaining feedback information on completed projects and for learning and imporving? (understanding) (c) [1,2] 
(12)
How do you obtain feedback information from all relevant methods and sources? (application) (d) [3,4] 
(13)
How do you investigate and assess feedback information from all relevant methods and sources? (analysis) (d) [3,4] 
(14)
How do you agree valid and reliable methods and sources for obtaining feedback information on completed projects and for learning and improving  from feedback? (evaluation) (c) [1,3,4] 
(15)
How do you classify improvements from feedback which have been agreed and incorporate improvements from feedback which have been agreed accurately into updated procedures and databases? (application) (g) [1,5] 


Quantity Surveying Practice 4 QSP4

The Unit:
QSP4/C02
Assess, plan and estimate proposed capital costs 
The Standards that are part of this Unit
QSP4/C02.1
Assess and advise on project cost strategies 
QSP4/C02.2
Plan and control proposed capital costs 
QSP4/C02.3
Prepare cost estimates 
The Unit Commentary
This Unit is concerned with your competence in assessing project costs.  You will demonstrate your competence in assessing and advising on project cost strategies using various techniques in order to manage cost.

In order to achieve this you will have an understanding of the various cost strategies available and which is most appropriate for the stakeholders for the construction project and their requirements. You will show that these have been agreed with the stakeholders.

In order to produce estimates you will demonstrate your understanding of the data required and how you have obtained suitable quotations, estimates and other information in order to prepare you cost estimate in order to produce a reliable and accurate results.
C02   Assess, plan and estimate proposed capital costs 
C02.1   Assess and advise on project cost strategies 
	Performance Criteria - this involves...
(a)
identifying and agreeing assumptions about cost elements, alternative designs, construction, services, financing and use options for the project with stakeholders   

(b)
selecting and agreeing appropriate methods for assessing the factors relevant to the projected cost options for the project with stakeholders   

(c)
applying standard rules for the selected method of estimating and assessing options to relevant design data, calculating estimates for cost elements and presenting them clearly   

(d)
discussing the implications of adopting different design, construction, services, financing and use strategies and agreeing them with stakeholders   

(e)
selecting the most viable options and presenting them clearly and accurately  


	The Range...
[1]   Stakeholders:    

          •  national and local government;  

          •  government agencies;  

          •  private sector;  

          •  voluntary agencies;

          •  third parties

[2]   Methods:    

          •  cost benefit analysis;  

          •  life cycle costing;  

          •  value management;

          •  feasibility studies;

          •  elemental cost planning

[3]   Factors:    

          •  scale;  

          •  location;  

          •  use;  

          •  projected planned life;  

          •  land costs;  

          •  capital construction costs;  

          •  health and safety costs;  

          •  capital financing costs;  

          •  maintenance costs;  

          •  energy costs;  

          •  costs in use;  

          •  income from rentals;  

          •  residual value of site;  

          •  residual value of structures;  

          •  residual value of salvageable materials and equipment;  

          •  costs of returning site to original use;  

          •  project organisation costs;  

          •  sustainability;  

          •  value management;  

          •  risk management  

[4]   Presenting:    

          •  orally;  

          •  in writing;  

          •  graphically;  

          •  electronically  




C02   Assess, plan and estimate proposed capital costs 

C02.1   Assess and advise on project cost strategies 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:

"There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion."

"The candidate must produce documentary evidence from the workplace covering the above items(s) that are considered to be key/critical to demonstrating competence."

(1)
Record(s) of selected cost options (all) [all]   

Simulations are not considered to be acceptable for producing  evidence for this Element

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
What assumptions do you identify about cost elements, alternative designs, construction, services, financing and use options for the project? (understanding) (a) [1]   
(2)
How do you discuss the implications of adopting different design, construction, services, financing and use strategies with stakeholders? (application) (d) [1]   
(3)
How do you agree assumptions about cost elements, alternative designs, construction, services, financing and use options for the project with stakeholders? (evaluation) (a) [1]   
(4)
How do you agree design, construction, services, financing and use strategies with stakeholders? (evaluation) (d) [1]   
(5)
How do you select appropriate methods for assessing the factors which are relevant to the projected cost options for the project and agree them with stakeholders? (evaluation) (b) [1,2,3]   
(6)
How do you apply standard rules for the selected method of estimating and assessing options to relevant design data? (application) (c) [2]   
(7)
How do you calculate and present estimates for cost elements? (application) (c) [2,4]   
(8)
How do you present options? (application) (e) [4]   
(9)
How do you select the most viable options? (evaluation) (e) [2,4]   



C02   Assess, plan and estimate proposed capital costs 
C02.2   Plan and control proposed capital costs 
	Performance Criteria - this involves...
(a)
confirming and agreeing priorities and capital cost requirements with the client and other stakeholders   

(b)
estimating the relationship between area and cost accurately from the existing design information   

(c)
selecting reliable sources of cost data which correlate with the function, size and quality of the proposed project  

(d)
applying the selected cost data to identified elements to produce an accurate cost estimate which is interpolated realistically and adjusted to suit the project context  

(e)
obtaining realistic estimates for specialist work and incorporating them in the cost analysis   

(f)
developing and presenting an accurate cost plan statement of capital costs, with status qualifications and exclusions identified 

(g)
advising on the interpretation and use of the cost plan for controlling proposed capital costs during design development   

(h)
planning and implementing accurate element cost checks at agreed stages of design development, using standard rules for estimating approximate quantities, applied to available design data   

(i)
calculating realistic interpolations and adjustments to suit the project context   

(j)
comparing estimated element costs against the cost plan and recommending appropriate corrective action to the client and other stakeholders  


	The Range...
[1]   Capital cost requirements:    

          •  cost limit;  

          •  cost range;  

          •  time limits;  

          •  programme;

          •  forecasted cash flow;

          •  project risk

[2]   Client:    

          •  national and local government;  

          •  government agencies;  

          •  private sector;  

          •  voluntary agencies  

[3]   Stakeholders:    

          •  potential contractors;  

          •  potential subcontractors and suppliers;  

          •  potential investors;  

          •  partners in development programme;  

          •  existing funding agencies  

[4]   Sources of cost data:   

          •  Building Cost Information Service; 

          •  published cost analyses and indices;  

          •  databases;

          •  historical data

[5]   Cost estimate:    

          •  unit;  

          •  gross floor area; 

          •  elemental cost analysis;  

          •  approximate quantities  

[6]   Project context:  

          •  inflation;

          •  market factors;

          •  location

[7]   Presenting  

          •  orally;

          •  in writing;

          •  using graphics;

          •  electronically




C02   Assess, plan and estimate proposed capital costs 

C02.2   Plan and control proposed capital costs 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:


"There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion."                                                                                                                                                                                                                                               "The candidate must produce documentary evidence from the workplace covering the following item (s) that are considered to be common and key/critical to demonstrating competence."

(1)
Cost estimates (a,b,c,d,e) [1,2,3,4,5]   
(2)
Cost plan statement(s) and advice (f,g) [1,5,6]   
(3)
Element cost check(s) and calculation(s) (h,i) [4]   
(4)
Recommendations for corrective action (j) [4]   

Simulations are not considered to be acceptable for producing evidence for this Element

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you advise on the interpretation and use of the cost plan for controlling proposed capital costs during design development? (synthesis) (g) [1]   
(2)
How do you confirm capital cost requirements with the client and other stakeholders? (application) (a) [1,2,3]   
(3)
How do you agree capital cost requirements with the client and other stakeholders? (evaluation) (a) [1,2,3]   
(4)
How do you develop an accurate cost plan statement of capital costs, with status qualifications? (synthesis) (f) [6]   
(5)
How do you compare element cost estimates against the cost plan and recommend appropriate corrective action to the client and other stakeholders if element cost estimates differ to the cost plan? (synthesis) (j) [2,3,4,5]   
(6)
How do you calculate realistic interpolations and adjustments to suit the project context? (application) (i) [4]   
(7)
How do you select reliable sources of cost data? (evaluation) (c) [4]  
(8)
How do you implement accurate element cost checks at agreed stages of design development? (application) (h) [4,5]   
(9)
How do you plan accurate element cost checks at agreed stages of design development? (synthesis) (h) [4,5]   
(10)
How do you apply the selected cost data to identified elements to produce an accurate cost estimate? (application) (d) [5]   
(11)
How do you obtain estimates for specialist work and incorporate them into the cost analysis? (application) (e) [5]   
(12)
How do you estimate the relationship between area and cost accurately from the existing design information? (analysis) (b) [5]   
(13)
How do you present an accurate cost plan statement of capital costs, with status qualifications? (application) (f) [6]   



C02   Assess, plan and estimate proposed capital costs 
C02.3   Prepare cost estimates 
	Performance Criteria - this involves...
(a)
identifying and agreeing with the client and other stakeholders the factors which will affect the capital costing of the project   

(b)
identifying and agreeing, with the client the nature and the work of the estimate 

(c)
applying the selected method to produce accurate calculations which are interpolated realistically and adjusted to suit the project context   

(d)
choosing reliable sources of cost data and applying the cost data to the calculations   

(e)
producing a realistic estimate total and project costs, and presenting it to the client and other stakeholders  

(f)
giving people clear and accurate advice on how to interpret the forecast  


	The Range...
[1]   Client:    

          •  national and local government;  

          •  government agencies;  

          •  private sector;  

          •  voluntary agencies  

[2]   Stakeholders:    

          •  the client’s financial advisers;  

          •  potential contractors;  

          •  potential subcontractors and suppliers;  

          •  potential investors;  

          •  partners in the development programme;  

          •  funding agencies  

[3]   Methods for estimating:    

          •  unit;  

          •  gross floor area; 

          •  elemental cost analysis;  

          •  approximate quantities  

[4]   Sources of cost data:    

          •  Building Cost Information Service; 

          •  published cost analyses and indices;  

          •  databases;

          •  historical data;

          •  specialist quotations

[5]   Presenting:    

          •  orally;  

          •  in writing;  

          •  graphically;  

          •  electronically  




C02   Assess, plan and estimate proposed capital costs 

C02.3   Prepare cost estimates 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, eg. (a), and range, eg. [1], to which they apply.

Product Evidence:

There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.                                                                                                                  

The candidate must produce documentary evidence from the workplace covering the following item(s) that are considered to be common and key/critical to demonstrating competence.

(1)
Record(s) of agreed capital cost factors and estimating methods (a,b) [1,2,3]  
(2)
Forecast(s) of net and total capital costs, including calculations and advice (d,e) [2,3]   

"Simulations are not considered to be acceptable for producing evidence for this Element."

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
What do you identify as the factors which will affect the capital costing of the project? (understanding) (a) [1,2]   
(2)
How do you agree with the client and other stakeholders the factors which will affect the capital costing of the project? (evaluation) (a) [1,2]   
(3)
How do you select and agree with the client and other stakeholders a method for estimating the capital costs? (evaluation) (b) [1,2,3]   
(4)
How do you apply the selected method to produce accurate calculations? (application) (c) [3]   
(5)
How do you produce a realistic forecast of the net and total capital costs? (analysis) (e) [3,4]   
(6)
How do you apply the cost data to the calculations? (application) (d) [4]   
(7)
How do you choose sources of cost data? (evaluation) (d) [4]   
(8)
How do you present a forecast of the net and total capital costs to the client and other stakeholders? (application) (e) [1,2,5]  
(9)
How do you give people advice on how to interpret the forecast? (synthesis) (f) [5]   



Quantity Surveying Practice 4 QSP4

The Unit:
QSP4/C03
Prepare bills of quantities 
The Standards that are part of this Unit
QSP4/C03.1
Select and prepare bills of quantities 
QSP4/C03.2
Measure quantities from design information 
The Unit Commentary
This Unit is concerned with your competence in selecting the appropriate type and format of Bills of Quantities, for a project including the preliminaries bill and in preparing the BQ’s using design information.

In order to do this you will need to identify the type of design and other information you will need.  Put in place a process for checking and agreeing the information and amendments and the conventions to be followed during the preparation of the Bills.

You will need to demonstrate the accuracy of your measurement against the measurement standards and methodology you have chosen.
C03   Prepare bills of quantities 
C03.1   Select and prepare bills of quantities 
	Performance Criteria - this involves...
(a)
identifying the type and format of bills of quantities which are suitable for the type of procurement and evaluating the options against relevant criteria  

(b)
selecting valid options for the type and format of bills of quantities, discussing them with the client and other people who have an interest and agreeing a form  

(c)
collating the quantities and descriptions, producing them in a recognised form and sequencing them so that they can be included in the documentation  

(d)
including within the quantities and descriptions, changes, clarifications and corrections arising from the source documents and the brief   

(e)
forecasting the prime cost, provisional sums and contingencies so that they can be included in the bills of quantities  

(f)
preparing an accurate bill of preliminaries which describes the needs of the contractor and the client  

(g)
obtaining necessary checks and approvals   

(h)
checking the final drafts and approving those which are accurate for production and printing   


	The Range...
[1]   Type:   

          •  trade;  

          •  elemental;  

          •  operational/activity

[2]   Format:  

          •  firm;

          •  approximate;

          •  schedule of rates

[3]   Procurement:   

          •  competitive tender - limited competition;  

          •  open competition (including advertising);  

          •  non- competitive - negotiation;  

          •  serial award  

[4]   Relevant criteria:   

          •  cost of production;  

          •  time in preparation;  

          •  suitability to the contract;  

          •  form of project procurement;  

          •  intended purpose  

[5]   Producing:  

          •  manual;

          •  electronic

[6]   Checks and approvals:   

          •  format;  

          •  presentation;  

          •  accuracy;  

          •  technical content;  

          •  completeness;  

          •  referencing;  

          •  cross-referencing and correlation with associated documents;  

          •  status 




C03   Prepare bills of quantities 

C03.1   Select and prepare bills of quantities 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:


There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.                                                                                                                                                                                                                                             The candidate must produce documentary evidence from the workplace covering the following item(s) that are considered to be common and key/critical to demonstrating competence.

(1)
Bill(s) which include: evaluated options; collated and sequenced quantities and descriptions; changes; prime cost; provisional sums and contingencies, preliminaries; checks and approvals (all) [all] 

Simulations are not considered to be acceptable for producing evidence for this Element

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you discuss options for and agree a type and format of bills of quantities with the client and other people who have an interest? (application) (b) [1]  
(2)
How do you collate, produce and sequence the quantities and descriptions in a recognised form so that they can be included in the documentation,  including within the quantities and descriptions, changes, clarifications and corrections arising from the source documents and the brief? (application) (c) [1,3]  
(3)
How do you prepare an accurate bill of preliminaries? (application) (f) [1]  
(4)
How do you forecast the prime cost, provisional sums and contingencies? (analysis) (e) [1]   
(5)
How do you select and agree valid options for bills of quantities? (evaluation) (b) [1]  
(6)
Which bills of quantities do you identify as suitable for the type of procurement? (understanding) (a) [1,2]  
(7)
How do you evaluate the options against relevant criteria? (evaluation) (a) [1,2,3]   
(8)
How do you obtain necessary checks and approvals? (application) (g) [4]   
(9)
How do you check the final drafts? (application) (h) [4]   
(10)
How do you approve those final drafts which are accurate for production and printing? (evaluation) (h) [4]   
(11)
How do you identify the type and format of bills of quantities, which are suitable for the type of procurement 



C03   Prepare bills of quantities 
C03.2   Measure quantities from design information 
	Performance Criteria - this involves...
(a)
assembling and collating design documents and identifying which categories of work require type and formats of measurement  

(b)
deciding how to measure dimensions and quantities methodically and in a way which conforms to relevant conventions, standard methods and standard phraseology   

(c)
clarifying any information which is incomplete and inconsistent and making accurate amendments   

(d)
deciding what action to take where types and formats of measurement is inappropriate or impossible, and using standard methods and other appropriate conventions  

(e)
obtaining the necessary checks on accuracy   

(f)
measuring the quantities and preparing descriptions accurately, collating and sequencing them correctly and presenting them in a way which meets their intended purpose 


	The Range...
[1]   Design documents:    

          •  drawings;  

          •  schedules;  

          •  specifications;  

          •  information about the contract and allocation of risks and responsibilities;  

          •  quotations;  

          •  records of queries raised and answers;  

          •  standard methods of measurement;  

          •  technical literature  

[2]   Type:   

          •  trade;  

          •  elemental;  

          •  operational/activity

[3]   Format:  

          •  firm;

          •  approximate;

          •  schedule of rates

[4]   How to measure dimensions and quantities methodically:   

          •  manual;  

          •  electronic  

[5]   Intended purpose:   

          •  procurement;  

          •  contract;  




C03   Prepare bills of quantities 

C03.2   Measure quantities from design information 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:

There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.

The candidate must produce documentary evidence from the workplace covering the following item(s) that are considered to be common and key/critical to demonstrating competence.

(1)
Measured quantities and descriptions which include identified categories of work, conformance to relevant conventions, standard methods and phraseology, clarified information, checks (all) [all]  

Simulations are not considered to be acceptable for producing evidence for this Element

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment, which is matched to the element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you assemble and collate design documents? (application) (a) [1]   
(2)
How do you clarify any information which is incomplete and inconsistent and make accurate amendments where information which is incomplete and inconsistent? (application) (c) [1]  
(3)
What do you identify as categories of work requiring types and formats of  measurement? (understanding) (a) [2]  
(4)
How do you use standard methods and other appropriate conventions to take action where measurement is inappropriate or impossible? (evaluation) (d) [2]   
(5)
How do you decide how to measure dimensions and quantities? (evaluation) (b) [2]   
(6)
How do you decide what action to take where types and formats of measurement is inappropriate or impossible? (evaluation) (d) [2]  
(7)
How do you obtain the necessary checks on accuracy? (application) (e) [3]   
(8)
How do you measure quantities and prepare descriptions, collate, sequence and present quantities and descriptions in a way which meets their intended purpose? (application) (f) [3,4]  



Quantity Surveying Practice 4 QSP4

The Unit:
QSP4/C04
Obtain and evaluate tenders
The Standards that are part of this Unit
QSP4/C04.1
Evaluate and select potential tenderers 
QSP4/C04.2
Obtain tenders 
QSP4/C04.3
Receive, evaluate and recommend tenders and negotiate changes 
The Unit Commentary
This Unit is concerned with your competence in implementing the tendering process. It is concerned with your detailed preparation of tender and contract documentation in a way which clearly reflects the objectives of the tender process; identifying and agreeing the most suitable form of tendering procedure; ensuring that the preparation of all relevant contract documentation is correctly specified and coordinated.

In order to prepare tender documentation and establish tendering procedures effectively you will need to understand how to specify and control the production of all the documentation required for the tendering and contracting process. Some of this you will prepare but a significant amount may be prepared by others who will expect your guidance on the content and level of detail necessary. You will also need to justify your recommendations for the tendering method in terms of the scale and complexity of the project. There may also be organisational and legal considerations that will need to be taken into account.

Tenders may be for works, supplies or services and might relate to new works, planned maintenance or re-furbishment. Equally ‘works’ may be building or building services engineering or infrastructure projects such as civil engineering projects. The form of contract and the method of measurement are dealt with in the particular elements.

Tenderers may be

•Main contractors / sub-contractors

•Suppliers of goods and materials

•Service providers (e.g. telecoms, professional services)
C04   Obtain and evaluate tenders
C04.1   Evaluate and select potential tenderers 
	Performance Criteria - this involves...
(a)
selecting an appropriate type and format of tender and deciding which potential tenderers could meet the contract specification  

(b)
deciding how many tenders to invite, taking into account the value and size of the contract and statutory requirements 

(c)
sending tender enquiries to potential tenderers, and inviting them to provide evidence about their experience and capability  

(d)
choosing selection criteria which are suitable to evaluate performance for the type of work described in the tender  

(e)
evaluating potential tenderers who respond to the invitation against the selection criteria, placing them in rank order and choosing the number needed   

(f)
offering advice and information to decision makers about potential tenderers and the selection criteria and modifying the tender list to reflect any changes which are agreed  

(g)
confirming that the selected tenderers are willing to tender   

(h)
adding more potential tenderers from the evaluation list which meet the selection criteria if those contacted are not willing to tender   


	The Range...
[1]   Type:   

          •  negotiated; 

          •  selected list; 

          •  open competition

[2]   Format:  

          •  single stage;

          •  two stage;

          •  serial;

          •  negotiation

[3]   Tenderers:   

          •  contractors;  

          •  sub/works/trade contractors;  

          •  suppliers;  

          •  consultants  

[4]   Evidence:    

          •  documentary;  

          •  references;  

          •  interview  

[5]   Selection criteria:    

          •  quality and delivery record;  

          •  perceived added value (including reputation of potential contractors);  

          •  acceptability of known sub-contracting arrangements;  

          •  acceptability to client;  

          •  financial resources;  

          •  references from previous clients and bankers;  

          •  health and safety;  

          •  competence of people;  

          •  resources (human, materials, facilities);  

          •  insurance;  

          •  environmental policy and management; 

          •  industry benchmarking




C04   Obtain and evaluate tenders

C04.1   Evaluate and select potential tenderers 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:

There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.

The candidate must produce documentary evidence from the workplace covering the following item(s) that are considered to be common and key/critical to demonstrating competence.

(1)
Record(s) of tender enquiries sent to potential tenderers (a,b,c,h) [1,2,3,4]   
(2)
Evaluation(s) of tenderers including advice and information provided (d,e,f,g) [1,2,5]   

Simulations are not considered to be acceptable for producing evidence for this Element

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you decide how many tenders to invite? (evaluation) (b) [1]  
(2)
How do you select an appropriate type and format of tender and decide which potential tenderers could meet the contract specification? (evaluation) (a) [1,2] 
(3)
How do you confirm that the selected tenderers are willing to tender? (application) (g) [2]   
(4)
How do you send tender enquiries to potential tenderers and invite potential tenderers to provide  evidence about their experience and capability? (application) (c) [2,3,4]  
(5)
How do you choose selection criteria which are suitable for the type of work described in the tender? (evaluation) (d) [1,5] 
(6)
How do you modify the tender list to reflect any changes which are agreed? (application) (f) [1,2,5]   
(7)
How do you add more potential tenderers from the evaluation list which meet the selection criteria if those contacted are not willing to tender? (application) (h) [2]  
(8)
How do you place potential tenderers in rank order? (application) (e) [3] 
(9)
How do you offer advice and information to decision makers about potential tenderers and the selection criteria? (synthesis) (f) [1,2,5]  
(10)
How do you evaluate potential tenderers, place them in rank order and choose the number of tenderers needed? (evaluation) (e) [2,5]  



C04   Obtain and evaluate tenders
C04.2   Obtain tenders 
	Performance Criteria - this involves...
(a)
drafting tender documents in a suitable format which meet statutory regulations, codes of practice and the organisations policies and stakeholder requirements 

(b)
issuing tender documents to all the tenderers on the agreed list, following the agreed procedures  

(c)
responding to queries from tenderers promptly and passing on any additional information which they need   

(d)
investigating any errors, omissions, ambiguities and qualifications which are reported by tenderers and amending the tender documents to correct them  

(e)
passing on to all the tenderers the information given to individual tenders, and amendments to tender documents  

(f)
keeping accurate records of tender documents issued, feedback, queries and information from tenderers   

(g)
agreeing and implementing action when tenderers withdraw from the process  


	The Range...
[1]   Tender documents - type:   

          •  invitation to tender;  

          •  form of tender;  

          •  returns procedure;  

          •  errors procedure;

          •  qualifications procedures;

          •  surveys;

          •  specifications; 

          •  drawings; 

          •  schedules; 

          •  bills of quantities; 

          •  health and safety plans; 

          •  scope of services; 

          •  terms and conditions; 

          •  schedules of rates 

[2]   Format:  

          •  printed;

          •  electronic

[3]   Tenderers:   

          •  contractors; 

          •  sub/works/trade contractors; 

          •  suppliers;

          •  consultants

[4]   Queries and information about:    

          •  price;  

          •  quantity;  

          •  quality;  

          •  standards;  

          •  carriage and delivery;  

          •  completion;  

          •  maintenance;  

          •  after sales service;  

          •  method of payment;  

          •  terms of payment;  

          •  contract conditions; 

          •  survey information 

[5]   Amendments:    

          •  extension to tender period;  

          •  changes resulting from queries;

          •  qualifications




C04   Obtain and evaluate tenders

C04.2   Obtain tenders 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:


There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.                                                                                                                                                                                                                                             The candidate must produce documentary evidence from the workplace covering the following item(s) that are considered to be common and key/critical to demonstrating competence.

(1)
Tender document(s) (a) [1,2]  
(2)
Record(s) of tender documents issued including amendments and queries (b,c,d,e,f,g) [all]  

Simulations are not considered to be acceptable for producing  evidence for this Element

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you draft tender documents in a suitable format? (evaluation) (a) [1,2] 
(2)
How do you issue tender documents? (application) (b) [1,2,3]  
(3)
How do you implement action when tenderers  withdraw from the process? (application) (g) [1,3]  
(4)
How do you agree action when tenderers withdraw from the process? (evaluation) (g) [1,3]  
(5)
How do you respond to queries from tenderers and pass on any information which tenderers need? (application) (c) [1,3,4]  
(6)
How do you amend the tender documents to correct any errors, omissions or ambiguities? (application) (d) [1,2,4]  
(7)
How do you keeping accurate records of tender documents issued, feedback, queries and  information from tenderers? (application) (f) [1,2,3,4]  
(8)
How do you investigate any errors, omissions and ambiguities which are reported by tenderers? (analysis) (d) [1,2,3]  
(9)
How do you pass on to all the tenderers the information given to individual tenderers, and amendments to tender documents? (application) (e) [1,2,3,5]  



C04   Obtain and evaluate tenders
C04.3   Receive, evaluate and recommend tenders and negotiate changes 
	Performance Criteria - this involves...
(a)
storing the tenders received in a secure place and opening them in line with the organisations procedures and legal requirements  

(b)
selecting for evaluation those tenders which meet the criteria and rejecting those that do not  

(c)
checking with tenderers if any discrepancies, omissions and errors are found in the tenders, and making any amendments which tenderers authorise  

(d)
evaluating the tenders which are selected against the agreed criteria and choosing the tender which best meets the criteria  

(e)
checking that the successful tenderer and the client can meet the obligations of the contract and recommending a preferred tender to the client  

(f)
negotiating and agreeing any variations, adjustments and corrections with the successful tenderer and confirming them in writing, subject to contract   

(g)
accepting the successful tender formally notifying tenderers who have been unsuccessful, about the result  

(h)
modifying and repeating the tendering processes if the tenders received are not within acceptable criteria 


	The Range...
[1]   Legal requirements:   

          •  statutes;  

          •  regulations, including EU regulations;  

          •  codes of practice and procedure  

[2]   Criteria:   

          •  quality;  

          •  technical viability;  

          •  timescale;  

          •  cost (budgets, rates);  

          •  loading and cash flow; 

          •  policies which offer added value;  

          •  comparative criteria (eg price indices, databases, trade journals, pre-tender estimates);  

          •  weighting;  

          •  organisational policies;  

          •  legal requirements 

[3]   Variations, adjustments and corrections:   

          •  price;  

          •  quantity;  

          •  quality;  

          •  standards;  

          •  carriage and delivery;  

          •  completion;  

          •  maintenance;  

          •  after sales service;  

          •  method of payment;  

          •  terms of payment;  

          •  contract conditions;  

          •  scope of service;  

          •  terms and conditions  




C04   Obtain and evaluate tenders

C04.3   Receive, evaluate and recommend tenders and negotiate changes 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:


There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.                                                                                                                                                                                                                                              The candidate must produce documentary evidence from the workplace covering the following item(s) that are considered to be common and key/critical to demonstrating competence.

(1)
Evaluation(s) of selected tenders amendments and checks that the successful tenderer and the client can meet the obligations of the contract (a,b,c,d,e) [1,2,3]   
(2)
Record(s) of negotiations including variations, adjustments and corrections made (f) [4]   
(3)
Record(s) of notifications to tenderers (g) [1]   
(4)
Record(s) showing repeated tender processes (h) [1]   

Simulations are not considered to be acceptable for producing  evidence for this Element

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you store and open the tenders received? (application) (a) [1,2] 
(2)
How do you check with tenderers if any discrepancies, omissions and errors are found in the tenders and make any amendments which tenderers authorise? (application) (c) [1] 
(3)
How do you check that the successful tenderer and the client can meet the obligations of the contract? (application) (e) [2]   
(4)
How do you modify and repeat the tendering processes if too few tenders are received to show that there has been adequate competition? (application) (h) [1,2] 
(5)
How do you recommend a preferred tender to the client? (synthesis) (e) [1,2]  
(6)
How do you notify tenderers who have been unsuccessful, about the result? (application) (g) [3]  
(7)
How do you select for evaluation those tenders which meet the criteria and reject those tenders which do not meet the criteria? (evaluation) (b) [1,3] 
(8)
How do you evaluate the tenders which are selected  and choose the tender which best meets the criteria? (evaluation) (d) [1,3] 
(9)
How do you accept the successful tender formally? (evaluation) (g) [1,2,3] 
(10)
How do you confirm any variations, adjustments and corrections in writing, subject to contact? (application) (f) [2,4]  
(11)
How do you negotiate any variations, adjustments and corrections with the successful tenderer? (synthesis) (f) [2,4]  
(12)
How do you agree any variations, adjustments and corrections with the successful tenderer? (evaluation) (f) [2,4]  
(13)
How do you ensure that all tenders received are dealt with in line with the organisations procedures and legal requirements (application) (a)  [1] 



Quantity Surveying Practice 4 QSP4

The Unit:
QSP4/C05
Prepare and complete construction contracts 
The Standards that are part of this Unit
QSP4/C05.1
Prepare and modify forms of construction contract 
QSP4/C05.2
Negotiate and complete a construction contract
The Unit Commentary
This Unit is concerned with the selection, preparation, modification and agreeing of the construction contract.

You will need to understand the various forms of contract available, the alternatives and how to select a contract suitable for the scale and complexity of the construction project.

Whilst most contracts are in a standard format you may need to amend the clauses as appropriate to the project and you will need to justify the amendments you have made.

Negotiation of the contract with the contractor(s) and the accurate recording of the correspondence and agreed changes will need to be demonstrated.

The choice of contract will depend on a number of factors such as value, complexity availability and completeness of design information and the time available for the design and constructive phases.
C05   Prepare and complete construction contracts 
C05.1   Prepare and modify forms of construction contract 
	Performance Criteria - this involves...
(a)
selecting forms of contract , contract clauses and documents which are up-to-date and suitable for the form of procurement proposed   

(b)
amending standard forms of contract so that the contract is suitable for the form of procurement proposed   

(c)
drafting particulars and preliminaries which accurately describe the needs of all the people involved in the form of contract   

(d)
checking that contract clauses, appendices and amendments meet statutory requirements   

(e)
drafting non-standard forms of contract , clauses and documents, which have legal precedent, where standard forms of contract or modified standard forms are not suitable   

(f)
obtaining legal advice on the implications of drafting non-standard clauses and forms of contract and explaining why this is necessary to the people involved in the contract   

(g)
obtaining necessary checks and approvals for the draft forms of contract  


	The Range...
[1]   Forms of contract:    

          •  standard;  

          •  non standard/client bespoke

[2]   Form of procurement:    

          •  traditional; 

          •  design and build; 

          •  management contracting;

          •  construction management;

          •  partnering

[3]   Amending and drafting:    

          •  allocation of risks and responsibilities;  

          •  structure of contract;  

          •  key instructions;  

          •  legal factors 




C05   Prepare and complete construction contracts 

C05.1   Prepare and modify forms of construction contract 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:


There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.                                                                                                                                                                                                                                               The candidate must produce documentary evidence from the workplace covering the following item(s) that are considered to be common and key/critical to demonstrating competence.

(1)
Standard forms of contract, contract clauses and documents which include amendments suitable for the form of procurement. particulars and preliminaries, appendices (a,b,c,d,g) [all]  
(2)
Non-standard forms of contract, clauses and documents (e,f,g) [1,3]  
(3)
Record(s) of legal advice and expectations (f) [1,3]   

Simulations are not considered to be acceptable for producing evidence for this Element

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you check that contract clauses, appendices and amendments meet statutory requirements? (application) (d) [1]   
(2)
How do you obtain necessary checks and approvals for the draft forms of contract? (application) (g) [1]   
(3)
How do you select forms of contract, contract clauses and documents? (evaluation) (a) [1,2]   
(4)
How do you amend standard forms of contract so that the contract is suitable for the form of procurement proposed? (application) (b) [all]  
(5)
How do you obtain legal advice on the implications of drafting non-standard clauses and forms of contract and explain why this is necessary? (application) (f) [1,3]   
(6)
How do you draft particulars and preliminaries? (evaluation) (c) [1,3]  
(7)
How do you modify standard forms are not suitable, draft non-standard forms of contract, clauses and documents? (evaluation) (e) [1,3]  



C05   Prepare and complete construction contracts 
C05.2   Negotiate and complete a construction contract
	Performance Criteria - this involves...
(a)
negotiating contracts using a style and manner which maintains good long term relationships with all the people involved in the contract and maintains good long term relationships 

(b)
negotiating and agreeing the best possible supply position, contract terms, conditions and amendments 

(c)
recording the results of negotiations accurately and passing the information on, promptly and in accordance with legal requirements, to all the people involved in the contract 

(d)
preparing accurate final contract documents, checking that they meet legal requirements and arranging for them to be signed 

(e)
identifying the obligations of the parties to the contract and obtaining  valid, written proof that they are able to meet the obligations 

(f)
checking that all the contract documents are signed, complete, accurate and stored securely 


	The Range...
[1]   Contract - type:  

          •  main contract;

          •  sub-contract;

          •  material supply only

[2]   People involved in the contract:  

          •  employers;

          •  main contractors;

          •  domestic and named/nominated sub-contractors;

          •  works/specialist contractors;

          •  consultants;

          •  third parties;

          •  funders

[3]   Amendments:  

          •  allocation of risks ad responsibilities;

          •  structure of contract;

          •  key instructions from client;

          •  legal factors

[4]   Legal requirements:  

          •  statutes;

          •  regulations, including European Union regulations;

          •  codes of practice and procedure;

          •  common law

[5]   Contract documents:  

          •  form of contract;

          •  agreed amendments;

          •  specifications;

          •  survey reports;

          •  drawings;

          •  schedule of works;

          •  bills of quantities;

          •  schedule of rates;

          •  health and safety plans;

          •  programme

[6]   Signed:  

          •  under hand;

          •  under seal

[7]   Obligations:  

          •  insurances;

          •  bonds;

          •  warranties;

          •  statutory;

          •  financial guarantees;

          •  competence of people




C05   Prepare and complete construction contracts 

C05.2   Negotiate and complete a construction contract

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:

There must be workplace evidence against each performance criterion.  Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range of each relevant performance criterion.

"The candidate must produce documentary evidence from the workplace covering the following items that are considered to be common and key/critical to demonstrate competence."

(1)
Records of contract negotiations (a,b,c) [1,2,3,4] 
(2)
Contract documents (d,e,f,g,h) [,1,2,3,4,5,6] 
(3)
Corresponding with the people involved in the contract (a,c,g) [1,2,3,4] 

Simulations are not considered to be acceptable for producing evidence for this Element

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning or from industry recognised education and training course assessment which is matched to the Element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you negotiate contracts? (synthesis) (a) [1,2]   
(2)
 How do you record the contract correctly? (application) (c) [1]   
(3)
How do you notify people involved in the contract? (application) (c) [1,2]   
(4)
How do you check that all the contract documents are complete, accurate and stored securely? (application) (c) [1,2] 
(5)
How do you record the results of negotiations accurately? (application) (c) [2,4] 
(6)
How do you pass on the information resulting from negotiations (application) (c) [2,4] 
(7)
How do you negotiate the best possible supply position, contract terms, conditions and amendments? (synthesis) (b) [3] 
(8)
How do you evaluate the best possible supply position, contract terms, conditions and amendments? (evaluation) (b) [3] 
(9)
How do you prepare accurate copies of the final contract documents? (application) (d) [4,5]   
(10)
How do you check that contract documents meet legal requirements? (application) (d) [4,5]   
(11)
How do you arrange for contract documents to be signed? (application) (d) [4,5]   
(12)
What do you identify as the obligations of the parties to the contract? (understanding) (e) [1,6]   
(13)
How do you obtain valid, written proof that the parties to the contract are able to meet the obligations? (application) (e) [1,6]   
(14)
How do you obtain adequate insurance cover to safeguard the contract? (application) (f) [1,6]   



Quantity Surveying Practice 4 QSP4

The Unit:
QSP4/C06
Manage and ascertain costs, valuations and accounts
The Standards that are part of this Unit
QSP4/C06.1
Control and report on costs 
QSP4/C06.2
Prepare and issue recommendations for interim valuations 
QSP4/C06.3
Ascertain claims for reimbursement for loss and expense 
QSP4/C06.4
Prepare and issue recommendations for final accounts
The Unit Commentary
This Unit is concerned with controlling and reporting on costs during the construction and final account phases of a construction project.

You will set up a cost control system appropriate to the type and complexity of the project and the level of information available.  A standard reporting procedure will need to be agreed with the client and contract administrator.  You will prepare and issue recommendations for interim valuations based on your own and information supplied to you.  You will demonstrate how you have dealt with variations in accordance with the construction contract.

Claims for reimbursement for loss and expense are a common feature of construction project.  You will need to prepare your assessment of the loss and expense with a justification of your build up if the assessment is based on the contract provisions and other information such as site diaries.  On completion of a construction project you will prepare a final account and issue recommendations for payments on account during the final account period.  You will justify your calculations based on the contract provisions and other information.
C06   Manage and ascertain costs, valuations and accounts
C06.1   Control and report on costs 
	Performance Criteria - this involves...
(a)
developing and implementing appropriate cost control systems which are able to provide early warning of problems  

(b)
identifying variations and trends in quantities and costs and quantifying and costing them  

(c)
presenting cost data in a format which will help people to make decisions  

(d)
investigating any variations thoroughly and agreeing and implementing appropriate action with decision makers which will restore costs and expenditure to budget  

(e)
developing and implementing systems and processes for identifying opportunities for cost and programme savings and recommending them to decision makers  


	The Range...
[1]   Cost control systems:   

          •  contractual procedures and meetings;  

          •  technical procedures and meetings

[2]   Quantities and cost:   

          •  materials;  

          •  plant;  

          •  people; 

          •  sub-contractors;  

          •  dayworks;  

          •  periodic valuations;  

          •  forecasts of expenditure

[3]   Action:   

          •  regulating expenditure to conform with budgets;  

          •  agreeing additional costs;  

          •  agreeing savings

[4]   Decision makers:    

          •  the client;  

          •  contractor administrator; 

          •  consultants;  

          •  funders/fund monitors

[5]   Opportunities for cost and programme saving:   

          •  waste reduction;  

          •  resource management and logistics;  

          •  applications of new technology;  

          •  energy management;  

          •  water;  

          •  recyclable materials;  

          •  alternative sources and types of materials;  

          •  plant and labour which meet project requirements;  

          •  variations in quality  

          •  alternative design solutions;

          •  acceleration measures




C06   Manage and ascertain costs, valuations and accounts

C06.1   Control and report on costs 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:


There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion."                                                                                                                                                                                                                                              The candidate must produce documentary evidence from the workplace covering the following item(s) that are considered to be common and key/critical to demonstrating competence.

(1)
Contract cost control system(s) which include records of quantities and cost data collection, calculations of work values, quantities and cost data (a,b,c,d,e) [1,2]  
(2)
Record(s) of corrective action to restore costs and expenditure to budget which include identified and investigated variations and trends in quantities and cost data (e,f) [2,3,4]  
(3)
Record(s) of system(s) and process(es) for identifying opportunities for cost-savings which have been developed, implemented, costed and recommended (g,h) [4,5]   

Simulations are not considered to be acceptable for producing evidence for this Element

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you implement appropriate contract quantities and cost control systems which are able to provide early warning of problems? (application) (a) [1]  
(2)
How do you develop appropriate contract quantities and cost control systems which are able to provide early warning of problem? (synthesis) (a) [1]  
(3)
What do you identify as variations and trends in quantities and cost data? (understanding) (b) [2] 
(4)
How do you collect and record quantities and cost data and pass on the data to people who need it? (application) (b) [2]  
(5)
How do you calculate the correct work values and quantities and cost data from estimates of work quantity and payment rates? (application) (b) [2] 
(6)
How do you prepare and present accurate quantities and cost data in a format which will help people to make decision? (application) (d) [2]  
(7)
How do you quantify and cost trends in quantities and cost data? (analysis) (b) [2] 
(8)
How do you investigate any variations? (analysis) (d) [2] 
(9)
How do you implement appropriate corrective action with decision makers which will restore costs and expenditure to budget? (application) (d) [3] 
(10)
How do you agree appropriate corrective action with decision makers which will restore costs and expenditure to budget? (evaluation) (d) [3]  
(11)
What do you identify as realistic opportunities for cost saving? (understanding) (e) [5] 
(12)
How do you implement systems and processes for identifying opportunities for cost savings? (application) (e) [5] 
(13)
How do you cost opportunities for cost saving? (analysis) (e) [5] 
(14)
How do develop and recommend to decision makers systems and processes for identifying opportunities for cost savings? (synthesis) (e) [4] 
(15)
How do you recommend opportunities for cost savings to decision makers? (synthesis) (e) [5] 



C06   Manage and ascertain costs, valuations and accounts
C06.2   Prepare and issue recommendations for interim valuations 
	Performance Criteria - this involves...
(a)
valuing work in progress, and agreeing the calculations with contractors involved in the contract  

(b)
pricing and referencing the quantities used in valuations so that they meet contract provisions 

(c)
valuing variations in accordance with the most appropriate contract provisions 

(d)
preparing and submitting accurate valuations which contain relevant background information and clarifying and justifying areas of potential disagreement  

(e)
recording documents, back-up information and calculations accurately, referencing them clearly and storing them so that they can be easily referred to for audit and reference  


	The Range...
[1]   Valuing work in progress:    

          •  verified information sources; 

          •  contract valuations;  

          •  variations; 

          •  adjustments and allowances made 

          •  materials on site;

          •  materials off site;

          •  retention

[2]   Variations:   

          •  costs;  

          •  quantity;  

          •  quality;  

          •  programme

[3]   Background information:  

          •  nominated sub-contractor payment proof;

          •  off-site material warranties;

          •  advanced payment bonds




C06   Manage and ascertain costs, valuations and accounts

C06.2   Prepare and issue recommendations for interim valuations 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:


There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion."                                                                                                                                                                                                                                               The candidate must produce documentary evidence from the workplace covering the following item(s) that are considered to be common and key/critical to demonstrating competence.

(1)
Valuation(s), and account(s), back-up information and calculations which include the value of work in progress, pricing and referencing quantities, values of variations, liability and estimates for the cost of re-work and additional work (all) [all]   

Simulations are not considered to be acceptable for producing evidence for this Element.

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you value work in progress? (analysis) (a) [1]   
(2)
How do you agree the calculations with valuers who are acting for the people involved in the contract? (evaluation) (a) [1,2] 
(5)
How do you reference the quantities used in  valuations and accounts? (application) (b) [3]  
(6)
How do you prepare and submit valuations which contain relevant background information? (application) (d) [3]  
(7)
How do you price the quantities used in valuations and accounts? (analysis) (b) [3]  
(8)
How do you justify areas of potential disagreement in valuations and accounts? (evaluation) (d) [3]  
(9)
How do you value variations and items which do not have an agreed contract rate? (analysis) (c) [4] 
(10)
How do you record, reference and store documents, back-up information and calculations accurately? (application) (e) [all] 



C06   Manage and ascertain costs, valuations and accounts
C06.3   Ascertain claims for reimbursement for loss and expense 
	Performance Criteria - this involves...
(a)
assessing in conjunction with the contract administrator, the basis of claims and criteria for reimbursement against the contract, and progressing valid claims which can be substantiated  

(b)
calculating the cost of claims accurately from relevant and verified information sources  

(c)
negotiating and agreeing amendments to the cost of the claim with the contractors  

(d)
conducting negotiations with the contractor in a manner which maintains their goodwill and trust  

(e)
recording documents, back-up information and calculations accurately, referencing them clearly and storing them so that they can be easily referred to for audit and reference  


	The Range...
[1]   Claims - resulting from:    

          •  measurement;  

          •  valuation of variations;  

          •  liability for costs;  

          •  loss and expense arising from breaches of contract;  

          •  extensions of time;  

          •  damages arising from extra-contractual consideration  

[2]   Information sources:   

          •  agreed contract provisions; 

          •  contract claims for payment;  

          •  dimensions and approximations from latest revisions of contract drawings;  

          •  records of executed work;  

          •  inspections of work in progress;  

          •  signed day work sheets; 

          •  notification of delay and disruption;

          •  contractors' accounts records;

          •  site diaries, records and photographs




C06   Manage and ascertain costs, valuations and accounts

C06.3   Ascertain claims for reimbursement for loss and expense 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:


There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.

(1)
Record(s) of progressed and valid claims (a) [1,2,3]  
(2)
Record(s) of negotiations claims which include back-up information, calculations, analysis of opposing grounds for claim, agree amendments (b,c,d,e,f) [1,2,4,5]  

"Simulations are considered to be acceptable for producing evidence for the above items (s) are considered to be rare, but key/critical to demonstrating competence. The following conditions of realism should be present: contingencies; standards and quality specifications; quantities; relationship with people; type of interaction; communication methods and media; information & data.

Process Evidence:

(1)   Presentation(s) to and negotiations with people involved in the contract (c,d,e) (1,2,4]   

	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you progress valid claims which can be substantiated? (application) (a) [1]   
(2)
How do you conduct negotiations with the people involved in the contract? (application) (d) [2]  
(3)
How do you negotiate amendments to the claim with the people involved in the contract? (synthesis) (d) [1,2]  
(4)
How do you agree amendments to the claim with the people involved in the contract? (evaluation) (d) [1,2]  
(5)
How do you assess the basis of claims and criteria for recovery against the contract and relevant expert opinion? (analysis) (a) [1,2,3]  
(6)
How do you calculate claims from information sources? (application) (b) [1,4]   
(7)
How do you record, reference and store documents, back-up information and calculations accurately? (application) (e) [4]  
(8)
How do you structure and present the claims clearly? (application) (c) [1,5]   
(9)
How do you analyse the opposing grounds for the claims? (analysis) (c) [1,5]  



C06   Manage and ascertain costs, valuations and accounts
C06.4   Prepare and issue recommendations for final accounts
	Performance Criteria - this involves...
(a)
ascertaining the final cost of the works executed under the terms and conditions of the contract 

(b)
valuing completed contract works and setting out calculations for agreement by contractors involved in the contract 

(c)
pricing and referencing the quantities used in the valuations so that they meet contract provisions 

(d)
valuing variations in accordance with the most appropriate contract provisions 

(e)
preparing and submitting accurate final accounts which contain relevant background information and clarifying and justifying areas of potential disagreement 

(f)
recording documents, back-up information and calculations accurately, referencing them clearly and storing them so that they can be easily referred to for audit and reference 


	The Range...
[1]   Valuing completed contract works:  

          •  verified information sources;

          •  contract valuations;

          •  variations

          •  adjustments and allowances made;

          •  retention

[2]   Variations:  

          •  costs;

          •  quantity;

          •  quality;

          •  programme

[3]   Background information:  

          •  nominated sub-contractor final accounts;

          •  signed final account statement by contractor




C06   Manage and ascertain costs, valuations and accounts

C06.4   Prepare and issue recommendations for final accounts

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:


There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.                                                                                                                                                                                                                                              The candidate must produce documentary evidence from the workplace covering the following item(s) that are considered to be common and key/critical to demonstrating competence.

(1)
Valuations, accounts and contracts which include the value of work in progress, pricing and referencing quantities, values of variations, liability and estimates for the cost of re-work and additional work (all) [all]   

Simulations are not considered to be acceptable for producing evidence for this Element.

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you value work in progress? (analysis) (a) [1,2]   
(2)
How do you agree the calculations with valuers who are acting for the people involved in the contract? (evaluation) (a) [1,2]  
(3)
How do you record the estimates for the cost of re-work and additional work to meet administrative and contractual requirements? (application) (d) [2]   
(4)
How do you identify the liability for the cost of re-work and additional work? (evaluation) (d) [2]   
(5)
How do you agree the liability for the cost of re-work and additional work with the people involved in the  contract? (evaluation) (d) [2]   
(6)
How do you reference the quantities used in  valuations and accounts? (analysis) (b) [3]   
(7)
How do you price the quantities used in  valuations and accounts? (application) (b) [3]   
(8)
How do you prepare valuations and accounts? (application) (e) [3]   
(9)
How do you submit valuations and accounts? (application) (e) [3]   
(10)
How do you clarify areas of potential disagreement in valuations and accounts? (application) (e) [3]   
(11)
How do you justify areas of potential disagreement in valuations and accounts? (evaluation) (e) [3]   
(12)
How do you value variations and items which do not have an agreed contract rate? (analysis) (c) [4]  
(13)
How do you record documents, back-up information and calculations accurately? (application) (f)   
(14)
How do you reference documents, back-up information and calculations clearly? (application) (f)   
(15)
How do you store documents, back-up information and calculations so that they can be easily referred to for audit and reference? (application) (f)   



Quantity Surveying Practice 4 QSP4

The Unit:
QSP4/C07
Contribute to the resolution of contractual disputes 
The Standards that are part of this Unit
QSP4/C07.1
Evaluate potential implications for the resolution of contractual disputes 
QSP4/C07.2
Evaluate information relevant to a contractual dispute 
QSP4/C07.3
Negotiate and progress the resolution of a contractual dispute 
QSP4/C07.4
Prepare evidence for a formal submission 
The Unit Commentary
Contractual disputes are a common feature of construction projects and this unit is concerned with the potential for evaluation, negotiation and resolution of a dispute.

You will prepare a report on the potential implications of a contractual dispute advising in the type and nature of the dispute, your conclusions and recommendations for resolution and the supporting documentation such as contract documents, correspondence and contract records.

To resolve the dispute you will need to gather and summarise the information relevant to the dispute and then negotiate and program the dispute to a resolution including formal acceptance letter and supporting documentation.

Where a dispute is to be resolved by others you will prepare evidence for formal submission including summaries of your evidence, the advice received and the strategies adopted.
C07   Contribute to the resolution of contractual disputes 
C07.1   Evaluate potential implications for the resolution of contractual disputes 
	Performance Criteria - this involves...
(a)
summarising the type and nature of the contractual dispute  

(b)
assessing the strengths and weaknesses of the case and making a judgment about the potential outcomes  

(c)
identifying what expertise and support will be needed at different stages of the contractual dispute  

(d)
assessing the implications of proceeding with the case   

(e)
identifying potential options for settling the contractual dispute which are based on relevant information and accurate assessments  

(f)
identifying potential responses to the options for settling the contractual dispute and assessing the risk involved  

(g)
recommending a process for settling the contractual dispute which is most likely to be acceptable to all the people involved  

(h)
specifying, clearly, the process for settling the contractual dispute which has been agreed and preparing written terms and conditions  

(i)
advising against proceeding where the contractual dispute is neither valid nor credible, and offering realistic advice on alternative approaches 


	The Range...
[1]   Contractual dispute - types:  

          •  time;

          •  cost;

          •  quality

[2]   Expertise and support in:    

          •  law; 

          •  finance; 

          •  technical matters

[3]   Options and processes for settling the dispute:    

          •  negotiation; 

          •  alternative dispute resolution;

          •  mediation; 

          •  adjudication; 

          •  arbitration;

          •  legal proceedings




C07   Contribute to the resolution of contractual disputes 

C07.1   Evaluate potential implications for the resolution of contractual disputes 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

"References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply."

Product Evidence:


There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.                                                                                                                                                                                                                                              The candidate must produce documentary evidence from the workplace covering the following item(s) that are considered to be common and key/critical to demonstrating competence.

(1)
Assessment(s) of the type and nature and the strengths and weaknesses of the case, the expert support needed and the implications of proceeding (a,b,c,d) [1,2]   
(2)
Record(s) assessments of options for settling dispute(s) (e,f) [3]  
(3)
Recommendation(s) and specification(s) for the process of settling dispute(s) (g,h,i) [1,3]   

"Simulations are not considered to be acceptable for producing evidence for this Element."

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(2)
How do you assess the strengths and weaknesses of the case? (analysis) (b) [1]  
(3)
How do you advise against proceeding where the  contractual dispute is neither valid nor credible and offer realistic advice on alternative approaches? (synthesis) (i) [1] 
(4)
How do you summarise the type and nature of the  contractual dispute? (application) (a) [1] 
(4)
How do you make a judgement about the potential outcomes of the case? (evaluation) (b) [1]  
(5)
What expertise and support do you identify will be needed at different stages of the contractual dispute? (understanding) (c) [1,2] 
(6)
What do you identify as potential options for settling the contractual dispute? (understanding) (e) [3] 
(7)
What do you identify as potential responses to the  options for settling the contractual dispute? (understanding) (f) [3] 
(8)
How do you assess the implications of proceeding with the case? (analysis) (d) [3]  
(9)
How do you assess the risk involved in options for settling the contractual dispute? (analysis) (f) [3] 
(10)
How do you recommend a process for settling the contractual dispute? (synthesis) (g) [3] 
(11)
How do you specify the process for settling the contractual dispute which has been agreed and prepare written terms and conditions? (evaluation) (h) [3] 



C07   Contribute to the resolution of contractual disputes 
C07.2   Evaluate information relevant to a contractual dispute 
	Performance Criteria - this involves...
(a)
collating information which is relevant to the contractual dispute, within the time limits, identifying potentially inaccurate information and clarifying it with the people who produced it  

(b)
obtaining information about similar cases, where applicable identifying key points and common features and producing an accurate summary  

(c)
obtaining enough additional information to make a valid evaluation in instances where the information is incomplete   

(d)
evaluating all the information which is relevant to the contractual dispute, identifying information which will support the case and summarising and justifying it in a reasoned argument  

(e)
consulting with experts, and providing them with a clear, valid and accurate summary, in cases where expert interpretation and judgment is required   

(f)
assessing the arguments and the advice received from experts, producing justifiable conclusions and recommendations for further action and passing this to the people involved in the dispute   

(g)
disclosing information which is relevant to the contractual dispute only to those who have a right to see it 


	The Range...
[1]   Information which is relevant to the contractual dispute:   

          •  contract documents;  

          •  correspondence;  

          •  instructions;  

          •  contract records;  

          •  technical reports; 

          •  witness testimony;  

          •  other evidential material  

[2]   Contractual dispute - types:  

          •  times;

          •  cost;

          •  quality

[3]   Experts and support in:   

          •  law; 

          •  finance; 

          •  design;  

          •  technical matters




C07   Contribute to the resolution of contractual disputes 

C07.2   Evaluate information relevant to a contractual dispute 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:


There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.                                                                                                                                                                                                                                             The candidate must produce documentary evidence from the workplace covering the following item(s) that are considered to be common and key/critical to demonstrating competence.

(1)
Summary(ies) of evaluation(s) of the information about the dispute which include clarifications and comparisons with similar cases (a,b,c,d,g) [1,2]   
(2)
Record(s) of recommendation(s) and assessment of the arguments and the advice received from experts (e,f,g) [all]   

"Simulations are not considered to be acceptable for producing evidence for this Element."

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
What do you identify as potentially inaccurate information? (understanding) (a) [1]  
(2)
How do you collate information which is relevant to the contractual dispute and clarify potentially inaccurate information with the people who produced it? (application) (a) [1] 
(3)
How do you obtain information about similar cases? (application) (b) [1]  
(4)
How do you obtain enough additional information to make a valid evaluation in instances where the information is incomplete? (application) (c) [1]  
(5)
How do you disclose information which is relevant to the contractual dispute? (application) (g) [1] 
(6)
How do you produce an accurate summary of key points and common features from similar cases? (application) (b) [2]  
(7)
How do you summarise information which will support the case? (application) (d) [1,2]  
(8)
How do you identify key points and common features of similar cases? (synthesis) (b) [2]  
(9)
How do you identify information which will support the case? (understanding) (d) [1,2]  
(10)
How do you evaluate all the information which is relevant to the contractual dispute and justify information which will support the case? (evaluation) (d) [1,2] 
(11)
How do you consult with experts? (application) (e) [3]  
(12)
How do you produce justifiable conclusions and recommendations for further action and pass them to the people involved in the contractual dispute? (application) (f) [2,3] 
(13)
How do you assess the arguments and the advice received from experts? (analysis) (f) [2,3]  
(14)
How do you provide experts with a clear, valid and accurate summary? (synthesis) (e) [all]  



C07   Contribute to the resolution of contractual disputes 
C07.3   Negotiate and progress the resolution of a contractual dispute 
	Performance Criteria - this involves...
(a)
preparing documents about the contractual dispute which have a clear rationale, and which include valid supporting information  

(b)
keeping regular contact with the people involved in the dispute and investigating and proposing options and processes for settling the contractual dispute, which are likely to be acceptable to them  

(c)
reviewing reactions and proposals from opposite parties and recommending a response   

(d)
asking questions to test the consistency and resilience of the opposite parties position and to probe for possible movement   

(e)
summarising and recording points of agreement   

(f)
recommending acceptance of offers which are judged to be the best available   

(g)
drafting formal acceptance letters accurately and in a suitable style, and sending them promptly to all parties   

(h)
suggesting realistic options and processes for settling the contractual dispute when offers are not acceptable and assessing the advantages and disadvantages of each alternative 


	The Range...
[1]   Contractual dispute - types:   

          •  time;

          •  cost;

          •  quality

[2]   Options and processes for settling the dispute:   

          •  negotiation;

          •  alternative dispute resolution

          •  mediation;

          •  adjudication;

          •  arbitration;

          •  legal proceedings

[3]   Reactions and proposals:    

          •  positive;  

          •  negative;

          •  neutral

[4]   Responses:    

          •  accepting;  

          •  rejecting;  

          •  clarifying;  

          •  providing additional information; 

          •  amending




C07   Contribute to the resolution of contractual disputes 

C07.3   Negotiate and progress the resolution of a contractual dispute 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:


There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion,                                                                                                                                                                                                                                              The candidate must produce documentary evidence from the workplace covering the following item(s) that are considered to be common and key/critical to demonstrating competence.

(1)
Document(s) about the dispute which have been prepared (a) [1]   
(2)
Record(s) of negotiations which include proposed options and processes for settling the dispute, reactions and proposals, recommended responses, questions and summaries, and recommendation(s) for acceptance of offers  (b,c,d,e,f) [all]   
(3)
Formal acceptance letters (g) [4]   
(4)
Record(s) of suggestions for options and processes for settling the dispute (h) [2,3,4]   

"Simulations are not considered to be acceptable for producing evidence for this Element."

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you prepare documents about the contractual dispute? (application) (a) [1] 
(2)
How do you keep regular contact with the people involved in the contractual dispute? (application) (b)[1] 
(3)
How do you investigate options and processes for settling the contractual dispute? (analysis) (b) [1,2] 
(4)
How do you propose options and processes for settling the contractual dispute? (synthesis) (b) [1,2] 
(4)
How do you assess the advantages and disadvantages of each alternative? (analysis) (h) [2]   
(5)
How do you ask questions to test the consistency and resilience of the opposite parties position and to probe for possible movement? (application) (d) [all]   
(6)
How do you suggest realistic options and processes for settling the contractual dispute when offers are not acceptable? (synthesis) (h) [2] 
(7)
How do you review reactions and proposals from opposite parties? (analysis) (c) [3]  
(9)
How do you summarise and record points of agreement? (application) (e) [3,4]   
(10)
How do you send formal acceptance letters to all parties? (application) (g) [4]  
(11)
How do you recommend a response to reactions and proposals from opposite parties? (synthesis) (c) [3,4]  
(12)
How do you recommend acceptance of offers which are judged to be the best available? (synthesis) (f) [2,3,4]   
(13)
How do you draft formal acceptance letters? (evaluation) (g) [4]  



C07   Contribute to the resolution of contractual disputes 
C07.4   Prepare evidence for a formal submission 
	Performance Criteria - this involves...
(a)
investigating sources of information that are relevant to the contractual dispute and summarising valid and reliable information which supports the case  

(b)
interviewing people involved in the contractual dispute and witnesses using a questioning style which encourages honest and accurate responses  

(c)
advising people involved in the  contractual dispute and witnesses on the procedures, appropriate responses and their roles in hearings, interviews and legal proceedings  

(d)
developing a presentation strategy, which is most likely to be successful, and agreeing the strategy with people involved in the  contractual dispute and witnesses  

(e)
assessing documents for relevance, confirming that they are valid and summarising them accurately   

(f)
examining existing cases and precedent, selecting relevant examples and including them into the background materials and evaluation criteria   

(g)
consulting with experts by providing them with accurate summary information in cases where more information and expertise is needed   

(h)
producing case materials which are complete and contain valid, reliable and accurate information   

(i)
following agreed procedures and meeting time limits for submitting written materials and responses   

(j)
preparing written submissions which are accurate, contain valid and relevant information and follow reasoned arguments which present the case in the most favourable manner   


	The Range...
[1]   Sources of information:    

          •  contract documents;  

          •  correspondence;  

          •  instructions;  

          •  contract records;  

          •  technical reports; 

          •  case summaries;  

          •  research and test sources;  

          •  standards and codes of practice;  

          •  witnesses;  

          •  colleagues;

          •  experts

[2]   Contractual dispute - types:   

          •  time; 

          •  cost;

          •  quality

[3]   Experts and support in:   

          •  negotiation;

          •  alternative dispute resolution; 

          •  mediation; 

          •  adjudication; 

          •  arbitration;

          •  legal proceedings




C07   Contribute to the resolution of contractual disputes 

C07.4   Prepare evidence for a formal submission 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:


There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.

(1)
Summary(ies) of investigation(s) and interview(s) (a) [1,2]   

Simulations  are considered to be acceptable for producing evidence  for the above item (s) are considered to be rare, but key/critical to demonstrating competence. The following item (s) of realism should be present: contingencies; standards and quality specifications; relationship with people; type of interaction; communication methods & media; information & data.

(2)
Advice on procedures, responses and their roles in hearings, interviews and legal proceedings (c) [2]   
(3)
Case materials which include agreed presentation strategies, assessed documents, examination of existing cases and precedent, consultation with experts (d,e,f,g,h) [all]  
(4)
Record(s) of submissions and procedures followed (i,j) [2]  
Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you summarise documents and confirm that they are valid? (application) (e) [1]  
(2)
How do you include relevant examples from existing cases and precedent into the background materials and evaluation criteria? (application) (f) [1]  
(3)
How do you assess documents for relevance? (analysis) (e) [1]  
(4)
How do you examine existing cases and precedent? (analysis) (f) [1]  
(5)
How do you select relevant examples from existing cases and precedent? (evaluation) (f) [1]  
(6)
How do you summarise valid and reliable information which supports the case? (application) (a) [1,2]  
(7)
How do you produce case materials? (application) (h) [2]  
(8)
How do you follow agreed procedures and meet time limits for submitting written materials and responses? (application) (i) [2]  
(9)
How do you prepare written submissions? (application) (j) [2]  
(10)
How do you investigate sources of information that are relevant to the contractual dispute? (analysis) (a) [1,2] 
(11)
How do you interview people involved in the contractual dispute and witnesses? (analysis) (b) [2] 
(12)
How do you develop a presentation strategy? (synthesis) (d) [2]  
(13)
How do you advise people involved in the dispute and witnesses on the procedures, appropriate responses and their roles in hearings, interviews and legal proceedings (synthesis) (c) [2]  
(14)
How do you agree a presentation strategy with people involved in the contractual dispute and witnesses? (evaluation) (d) [2] 
(15)
How do you consult with experts? (application) (g) [3]  



Quantity Surveying Practice 4 QSP4

The Unit:
QSP4/C08
Develop self and others
The Standards that are part of this Unit
QSP4/C08.1
Undertake personal development in the occupational practice area 
QSP4/C08.2
Enable people to learn and benefit from one’s experience
The Unit Commentary
There are no public notes for this unit.
C08   Develop self and others
C08.1   Undertake personal development in the occupational practice area 
	Performance Criteria - this involves...
(a)
defining the personal aims and objectives for undertaking personal development   

(b)
identifying and contacting sources of support and guidance for undertaking personal development   

(c)
identifying and selecting relevant standards of competence against which personal development can be measured   

(d)
analysing the current personal level of performance against the identified standards of competence and recording a profile of present competence and personal development needs   

(e)
preparing a development plan for achieving identified development needs   

(f)
undertaking development activities aimed at achieving identified development needs, reviewing and recording progress and the effectiveness of the activities   

(g)
measuring achievement of identified development needs and recording evidence of competence gained against the identified standards of competence   

(h)
reviewing the cycle of personal development aims and objectives and revising and updating aims and objectives to suit changing circumstances  


	The Range...
[1]   Aims and objectives:    

          •  preparation for new jobs;  

          •  intellectual challenge;  

          •  need for updating;  

          •  need to provide evidence of professional competence;  

          •  compliance with employer and professional requirements;  

          •  promotion or job change;  

          •  awareness of shortcomings 

[2]   Personal development:    

          •  maintenance of existing competence;  

          •  updating improvements to existing competence; 

          •  development of new competence;  

          •  commitment to professional excellence  

[3]   Sources of support and guidance:    

          •  national/industry bodies;  

          •  professional institutions; 

          •  education and training providers;  

          •  in house  

[4]   Standards of competence:    

          •  job descriptions;  

          •  professional institution requirements;  

          •  industry national occupational standards 

[5]   Development plan includes:    

          •  priorities;  

          •  target dates;  

          •  development activities  

[6]   Development activities:    

          •  formal courses;  

          •  research;  

          •  work experience;  

          •  personal study; 

          •  seminars and events;

          •  dissemination




C08   Develop self and others

C08.1   Undertake personal development in the occupational practice area 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:


There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion."                                                                                                                                                                                                                                               The candidate must produce documentary evidence from the workplace covering the following item(s) that are considered to be common and routine to demonstrating competence.

(1)
Record(s) of personal development aims and objectives which include sources of support and guidance and selected standards of competence and reviews and updating (a,b,c,h)  
(2)
Profile(s) of present competence identified against standards of competence (d) [4]  
(3)
Personal development plan(s) which include identified development needs (d,e) [5]  
(4)
Record(s) of developed progress achievement and evidence of competence identified against standards of competence (f,g) [4,6]  

"Simulations are not considered to be acceptable for producing evidence for this Element."

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you revise and update personal development aims and objectives to suit changing circumstances? (application) (h) [1,2]  
(2)
How do you review the cycle of personal development aims and objectives? (analysis) (h) [1,2]  
(3)
How do you define the personal aims and objectives for undertaking personal development? (evaluation) (a) [1,2]  
(4)
What do you identify as sources of support and guidance for undertaking personal development? (understanding) (b) [2,3]  
(5)
How do you contact sources of support and guidance for undertaking personal development? (application) (b) [2,3]  
(6)
What do you identify as relevant standards of competence against which personal development  can be measured? (understanding) (c) [2,4]  
(7)
How do you record a profile of present competence and personal development needs? (application) (d) [4]  
(8)
How do you measure achievement of identified development needs and record evidence of competence gained against the identified standards of competence? (application) (g) [4]  
(9)
How do you analyse the current personal level of performance against the identified standards of competence? (analysis) (d) [4]  
(10)
How do you select relevant standards of competence against which personal development  can be measured? (evaluation) (c) [2,4]  
(11)
How do you prepare a development plan? (synthesis) (e) [5]  
(12)
How do you record progress and the effectiveness of the activities development activities? (application) (f) [6]  
(13)
How do you review progress and the effectiveness of the development activities? (analysis) (f) [6]  
(14)
How do you undertake development activities? (evaluation) (f) [6]  



C08   Develop self and others
C08.2   Enable people to learn and benefit from one’s experience
	Performance Criteria - this involves...
(a)
identifying and offering adequate and appropriate opportunities and resources for people to learn   

(b)
selecting and summarising relevant and up to date information about knowledge and practice in a format which is suitable for distribution and for developing learning materials   

(c)
advising and coaching people so that they can identify their current level of competence, their learning needs and targets   

(d)
selecting and using appropriate learning techniques and methods which are suitable for the topic and the needs of the individual   

(e)
presenting information to others using a pace, style and form which is appropriate to their needs   

(f)
encouraging people to ask questions, seek clarification and advice when they need help and during learning activities   

(g)
reviewing peoples progress towards agreed objectives and giving realistic and positive feedback on achievements   

(h)
identifying, through discussion with people, areas where they need help to achieve their agreed competence levels and using the information to produce an agreed personal development plan  


	The Range...
[1]   Opportunities and resources:    

          •  paid time;  

          •  personal time;  

          •  office;  

          •  site, group and mutual collaboration;

          •  publishing information

[2]   People:    

          •  colleagues;  

          •  junior colleagues; 

          •  trainees entering the industry; 

          •  potential entrants to the industry;

          •  peers

[3]   Learning techniques and methods:    

          •  attending training and educational programmes;  

          •  coaching;  

          •  mentoring;  

          •  instructing;  

          •  agreeing work based learning opportunities  




C08   Develop self and others

C08.2   Enable people to learn and benefit from one’s experience

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:


"There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion."                                                                                                                                                                                                                                                "The candidate must produce documentary evidence from the workplace covering the following item (s) that are considered to be common and routine to demonstrating competence."

(2)
Information summarised for developing learning materials (b)   
(3)
Personal development plan(s) which include identified competence level needs, opportunity and resources for people to learn, reviewed progress and feedback (a,g,h) [1,2]  
(3)
Record(s) of advice and coaching given (c) [2]   
(4)
Record(s) of presented information which includes selected learning techniques and methods, questions, clarification and advice (d,e,f) [2,3]  

Simulations are not considered to be acceptable for producing evidence for this Element.

Process Evidence:

(1)   Presentation(s) made (e,f) [2]   

	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidate's knowledge and understanding  can also be demonstrated through presented performance evidence.

(1)
What do you identify as adequate and appropriate  opportunities and resources for people to learn? (understanding) (a) [1,2]  
(2)
What do you identify as areas in which people need help to achieve agreed competence levels? (understanding) (h) [2]  
(3)
How do you offer adequate and appropriate  opportunities and resources for people to learn? (application) (a) [1,2]  
(4)
How do you present information to people? (application) (e) [2]  
(5)
How do you encourage people to ask questions, to ask for clarification and to ask for advice when they need help and during learning activities? (application) (f) [2]  
(6)
How do you use information about people's needs to produce an agreed personal development plan (application) (h) [2] 
(7)
How do you review people's progress towards agreed objective? (analysis) (g) [2] 
(8)
How do you advise and coach people so that they can identify their current level of competence, their learning needs and targets? (synthesis) (c) [2]  
(9)
How do you give realistic and positive feedback on achievements? (synthesis) (g) [2]  
(10)
How summarise relevant and up to date information about knowledge and practice? (application) (b) [3]  
(11)
How do you  use appropriate learning techniques and methods? (application) (d) [3]  
(12)
How do you select relevant and up to date information about knowledge and practice? (evaluation) (b) [3]  
(13)
How do you select appropriate learning techniques and methods? (evaluation) (d) [3]  



Quantity Surveying Practice 4 QSP4

The Unit:
QSP4/O09
Establish project procurement procedures
The Standards that are part of this Unit
QSP4/O09.1
Select and agree a procurement procedure with stakeholders
QSP4/O09.2
Participate in project team partnering
QSP4/O09.3
Identify and recommend a form of contract 
The Unit Commentary
This Unit is concerned with your competence selecting and agreeing a procurement procedure with the stakeholders. It is concerned with understanding who your stakeholders are, their priorities and suitable procurement methods to meet stakeholder, legal and statutory requirements.

In order to select and agree a procurement procedure you will need to have a full understanding of the what is meant by procurement, the various procurements routes commonly available and their advantages and disadvantages in order to advise your stakeholders correctly. You will also need to justify your recommendations for the procurement procedure in terms of the scale and complexity of the project. There may also be organisational and legal considerations that will need to be taken into account.

Partnering is now a more common method of working. You will need to demonstrate competence in the operation of a partnering project, how partners are selected and interviewed and how partnering is facilitated.

Finally you will need to show competence in advising on the use of one of the various forms of construction contracts in use. The reasons for the existence of the different forms, their differences and usage. Contracts may be for local authority or private clients, for small medium of large projects. Equally the project may be for building, or civil engineering projects. The form of contract is dealt with in the particular elements
O09   Establish project procurement procedures
O09.1   Select and agree a procurement procedure with stakeholders
	Performance Criteria - this involves...
(a)
identifying key requirements with stakeholders, resolving any conflicting demands between them, reviewing their relative importance and risks, and confirming the priorities   

(b)
identifying methods which are suitable for monitoring and controlling the priorities   

(c)
identifying and agreeing feasible and realistic procurement objectives and criteria   

(d)
identifying procurement methods which are capable of meeting the procurement objectives and evaluating them against selected criteria   

(e)
selecting and recommending the most effective procurement method which meets stakeholder constraints and relevant legal and statutory requirements   

(f)
agreeing and recording the selected procurement method and appropriate implementation procedures  


	The Range...
[1]   Stakeholders:    

          •  the client;  

          •  the client’s financial advisers;  

          •  design and other consultants; 

          •  potential contractors; 

          •  potential subcontractors and suppliers; 

          •  potential investors; 

          •  funding agencies; 

          •  independent client adviser; 

          •  user groups

[2]   Methods:    

          •  selection and appointment of independent client advisers;  

          •  consultant;  

          •  internal or self monitoring;  

          •  project management;  

          •  value management; 

          •  risk management ;

          •  selection of contractor;

          •  supply chain management

[3]   Procurement objectives and criteria:    

          •  type of contract; 

          •  risk allocation;  

          •  economic, political and social context; 

          •  funding sources;  

          •  degree of commercial and financial risk;  

          •  best overall value;  

          •  project insurance;  

          •  timescales;  

          •  complexity;  

          •  design and build quality  

          •  authorisation responsibilities

[4]   Procurement methods:    

          •  managed forms of construction;  

          •  design and build;  

          •  traditional;  

          •  Public, Private Partnership;  

          •  prime contracting;  

          •  partnering;  

          •  term contracts

[5]   Stakeholder constraints:   

          •  mandatory; 

          •  advisory 

[6]   Legal and statutory requirements:    

          •  common law;  

          •  contract law;  

          •  EU and statutory directives on procurement; 

          •  codes of practice and procedures 

[7]   Implementation procedures:    

          •   selection process; 

          •  selection evaluation; 

          •  award recommendation;  

          •  contract award 




O09   Establish project procurement procedures

O09.1   Select and agree a procurement procedure with stakeholders

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:


There must be workplace evidence against each performance criterion.  Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range of each relevant performance criterion.

(1)
Record (s) of prioritised key stakeholder requirements (a) [1]  
(2)
Record (s) of methods for monitoring and controlling the critical priorities. (b) [2]   
(3)
Record (s) of identified procurement objectives, criteria and methods (c,d) [3,4]  
(4)
Recommendation (s) for a procurement method based on an evaluation of procurement methods against agreed criteria (c,d,e) [2,3,4,5,6,7]   
(5)
Record (s) of the selected procurement method and the implementation procedures (f) [4,7]   

Simulations are considered to be acceptable for producing evidence for the above item(s) that are considered to be rare, but key/critical to demonstrating competence. The following conditions of realism should be present:  contingencies; standards & quality specifications; timescales; relationship with people; communication methods and media; information and data

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence

(1)
What do you identify as key stakeholder requirements? (understanding) (a) [1,3]   
(2)
How do you confirm the key critical priorities? (application) (a) [1,3]   
(3)
How do review the relative importance and risks of conflicting priorities? (analysis) (a) [1,3]   
(4)
How do you resolve conflicting demands between stakeholders requirements? (synthesis) (a) [1,3]   
(5)
What do you identify as methods which are suitable for monitoring and controlling the priorities? (understanding) (b) [2]   
(6)
What do you identify as feasible and realistic  procurement objectives and criteria? (understanding) (c) [3]   
(7)
How do you agree feasible and realistic  procurement objectives and criteria? (evaluation) (c) [3]   
(8)
What do you identify as procurement methods  which are capable of meeting the procurement objectives? (understanding) (d) [4]   
(9)
How do you evaluate procurement methods  against appropriate criteria? (evaluation) (d) [3,4]   
(10)
How do you recommend the most effective  procurement methods which meets  stakeholder constraints and relevant legal and statutory requirements ? (synthesis) (e) [4,5,6]   
(11)
How do you select the most effective  procurement methods which meets  stakeholder constraints and relevant legal and statutory requirements ? (evaluation) (e) [4,5,6]   
(12)
How do you record the selected procurement method and appropriate implementation procedures ? (application) (f) [4,7]   
(13)
How do you agree the selected  procurement methods and appropriate implementation procedures ? (evaluation) (f) [4,7]   



O09   Establish project procurement procedures
O09.2   Participate in project team partnering
	Performance Criteria - this involves...
(a)
advising decision makers on the areas and objectives for project team partnering working  

(b)
advising on the formation of a selection panel of stakeholders to assess potential partners and identifying selection criteria 

(c)
providing information to potential partners and inviting them to submit a statement of their capabilities 

(d)
advising on the evaluation of potential partners using the weighted selection criteria and agreeing the short listed potential partners 

(e)
interviewing and holding discussions with the short-listed potential partners to assess their suitability and commitment to the project 

(f)
finalising agreements and contracts with project partners 

(g)
participating in workshops for project partners to facilitate co-operative team working and agreeing individual and mutual project objectives 


	The Range...
[1]   Areas:  

          •  design;

          •  construction;

          •  supply

[2]   Objectives:  

          •  commitment to multi-party partnering (whole supply chain);

          •  minimum on-site construction period;

          •  certainty of completion;

          •  minimum whole life cost;

          •  sustainable solution;

          •  agreed maximum cost;

          •  zero defects;

          •  respect for people (including health, safety, welfare and the environment)

[3]   Working:  

          •  co-operative action;

          •  sharing knowledge;

          •  blame-free decision making;

          •  problem resolving structure;

          •  continuous improvement;

          •  performance measurement;

          •  risk management;

          •  value engineering;

          •  reward sharing

[4]   Stakeholders:  

          •  client;

          •  client adviser;

          •  user representatives;

          •  funding bodies

[5]   Partners:  

          •  client;

          •  client adviser;

          •  consultants;

          •  contractors;

          •  subcontractors;

          •  suppliers

[6]   Selection criteria:  

          •  cost;

          •  quality;

          •  time;

          •  organisational experience;

          •  performance measurement;

          •  health, safety and environmental policy;

          •  staff competence and development;

          •  commitment to partnering

[7]   Information:  

          •  administration details;

          •  scope of work;

          •  budget;

          •  information required from partners;

          •  selection criteria and weightings




O09   Establish project procurement procedures

O09.2   Participate in project team partnering

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:


There must be workplace evidence against each performance criterion.  Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range of each relevant performance criterion.

(1)
Record(s) of advice to decision makers (a)  
(2)
Information provided to potential partners (c) (5) 
(3)
Interviewing and holding discussions with partners (e) (5) 
(4)
Records of finalised agreements  (f) 
(5)
Records of participation in workshops (g) 

Simulations are considered to be acceptable for producing evidence for the above item(s) that are considered to be rare, but key/critical to demonstrating competence. The following conditions of realism should be present:  contingencies; standards & quality specifications; timescales; relationship with people; type of interaction; communication methods and media; information and data

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence

(1)
What do you identify as the areas and objectives for project team partnering working? (understanding) (a)[1,2,3]   
(2)
How do you confirm with the client the areas and objectives for project team partnering working? (application) (a) [1,2,3]   
(3)
How do you agree individual and mutual project objectives? (evaluation) (g) [2,3,5]   
(4)
How do you conduct workshops for project partners to facilitate co-operative team working? (application) (g) [3,5]   
(5)
What do you identify as selection criteria for assessing potential partners? (understanding) (b) [4,5,6] 
(6)
How do you provide information to potential partners and invite them to submit a statement  of their capabilities? (application) (c) [5] 
(7)
How do you form a selection panel of stakeholders to assess potential  partners? (synthesis) (b) [4,5,6] 
(8)
How do you interview and hold discussions with the short-listed potential partners to assess their suitability for and commitment to the project? (analysis) (e) [5] 
(9)
How do you negotiate agreements and contracts with project partners (synthesis) (f) [5] 
(10)
How do you evaluate and agree the potential partners using the weighted selection criteria? (evaluation) (d) [5,6] 



O09   Establish project procurement procedures
O09.3   Identify and recommend a form of contract 
	Performance Criteria - this involves...
(a)
identifying clearly the parties and the purpose of the contract  

(b)
identifying with the parties significant criteria for selecting the form of contract  

(c)
selecting and recommending a form of contract which is appropriate to the type of project work   

(d)
agreeing a form of contract which is capable of being put into effect 


	The Range...
[1]   Parties:   

          •  the client;  

          •  the employer;  

          •  lead contractors;  

          •  sub-contractors; 

          •  management;  

          •  partners;  

          •  third parties 

[2]   Form of contract:   

          •  standard; 

          •  non standard 

[3]   Criteria for selecting:    

          •  parties needs and requirements; 

          •  form of procurement;  

          •  degree of risk to project outcomes; 

          •  technical complexity;  

          •  project partnering;  

          •  sector practice 

[4]   Type of project work:    

          •  design;  

          •  construction;  

          •  services 




O09   Establish project procurement procedures

O09.3   Identify and recommend a form of contract 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:

There must be workplace evidence against each performance criterion.  Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range of each relevant performance criterion.

The candidate must produce documentary evidence from the workplace covering the following items that are considered to be common and key/critical to demonstrate competence:

(1)
Record(s) of identified stakeholders, the purpose of, and criteria for selecting the form of contract (a,b) [1,2,3]  
(2)
Recommendation(s) for a form of contract (c,d) [2,3,4]   
(3)
Agreed form(s) of contract (e) [2]  

Simulations are not considered to be acceptable for producing evidence for this Element

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
Who do you identify to be the parties? (understanding) (a) [1]  
(2)
What do you identify as the purpose of the form of contract? (understanding) (a) [2]   
(3)
What do you identify with the parties as significant criteria for selecting the form of contract? (understanding) (b) [1,2,3]  
(4)
How do you agree a form of contract which is capable of being put into effect? (evaluation) (d) [1,2]  
(5)
How do you recommend a form of contract which is appropriate to the type of project work? (synthesis) (c) [2,3]  
(6)
How do you select a form of contract which is appropriate to the type of project work? (evaluation) (c) [2,3]  



Quantity Surveying Practice 4 QSP4

The Unit:
QSP4/O10
Establish work methods and organise project documents 
The Standards that are part of this Unit
QSP4/O10.1
Establish team working methods
QSP4/O10.2
Identify project document requirements 
QSP4/O10.3
Collate and evaluate project information 
QSP4/O10.4
Operate information systems 
The Unit Commentary
The success of a project partly rests on ensuring that the project team is working effectively. 

This Unit is concerned with how you establish good team working methods and communication.

You will need to understand the dynamics of team working by identifying the stakeholders and their needs. In order to ensure effective team working you must understand the information requirements, the procedures to be adopted and the most appropriate means of communication depending on the mode of delivery required.

You will also need to demonstrate how the project documentation was controlled using registers and records to ensure that they are available as necessary to the appropriate persons
O10   Establish work methods and organise project documents 
O10.1   Establish team working methods
	Performance Criteria - this involves...
(a)
preparing a strategy for the project which makes the best use of the capabilities of all team members 

(b)
challenging stakeholder development intentions which are unclear from the brief or thought to be unsound, discussing them with stakeholders, clarifying them and resolving them 

(c)
developing clear parameters which will enable the project to meet the requirements of the development brief and schedules 

(d)
developing and agreeing procedures, which are appropriate to the selected criteria requirements of the project and the contract conditions, for dealing with discrepancies and inconsistencies in information, and delays and revisions to project information 

(e)
developing arrangements and contingency plans for reporting progress in meeting the programme requirements and to manage effective communication 

(f)
identifying potential development areas needing investigation and agreeing a realistic timescale 

(g)
maximising the involvement of team members by motivating, coaching and involving team members to maximise and integrate their contributions to the project development 

(h)
agreeing with the stakeholders and the project team, changes to the brief and development programme which improve the effectiveness of the results and the efficiency of the process 

(i)
monitoring the progress of the team and providing team members with feedback on timing, class completion and team processes 

(j)
coordinating feedback sessions in a manner which is suitable for the needs and capabilities of the team and which allows each team member enough time to express their views 

(k)
summarising major learning points, conclusions, agreements and conflicts accurately and clearly 


	The Range...
[1]   Stakeholders:  

          •  the client;

          •  design and development consultants;

          •  potential contractors;

          •  potential subcontractors and suppliers;

          •  partners in the development programme;

          •  prospective occupiers;

          •  prospective users;

          •  regulatory authorities;

          •  government agencies;

          •  public interest organisations;

          •  funders/investors

[2]   Requirements of  the development brief and schedule:  

          •  key decision stages;

          •  scheduling and timetabling;

          •  delivery of documentation;

          •  statutory approvals;

          •  team meetings;

          •  procurement

[3]   Effective communication:  

          •  oral;

          •  correspondence;

          •  reports;

          •  organisation and minuting of team minutes and actioning outcomes;

          •  key liaison personnel;

          •  electronic data transfer;

          •  contingency arrangements

[4]   Procedures:  

          •  responsibilities;

          •  format;

          •  content;

          •  indexing;

          •  distribution;

          •  reviewing;

          •  resolving conflicts;

          •  revising;

          •  quality control;

          •  storage

          •  security;

          •  retrieval;

          •  statutory approvals;

          •  integration of data

[5]   Investigation:  

          •  documentary search;

          •  investigative research;

          •  field investigation;

          •  consultation with stakeholders;

          •  physical models;

          •  electronically

[6]   Agreeing:  

          •  exchanging and coordinating information;

          •  checks and approvals;

          •  meetings;

          •  reporting




O10   Establish work methods and organise project documents 

O10.1   Establish team working methods

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:

There must be workplace evidence against each performance criterion.  Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range of each relevant performance criterion.

The candidate must produce documentary evidence from the workplace covering the following items that are considered to be common and key/critical to demonstrate competence:

(1)
A project strategy (a) 
(2)
Design parameters (b,c) [1,2] 
(3)
Arrangements for communication between all the people involved in the design development (e) [3] 
(4)
Methods for design development, evaluation, modification and updating (e) [4]   
(5)
A description of areas needing design investigation, including timescale (f) [5] 
(6)
A specification for a method of design monitoring (g) [6]   

Simulations are not considered to be acceptable for producing evidence for this Element

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence."

(1)
How do you challenge stakeholder development intentions which are unclear from the brief or thought to be unsound?  (analysis) (b) [1] 
(2)
How do you discuss with stakeholders, stakeholder development intentions which are unclear from the brief or thought to be unsound? (application) (b) [1]   
(3)
How do you clarify stakeholder development intentions which are unclear from the brief or thought to be unsound? (application) (b) [1]   
(4)
How do you resolve stakeholder development intentions which are unclear from the brief or thought to be unsound? (synthesis) (b) [1]   
(5)
How do you prepare a strategy for the project? (synthesis) (a) [2]   
(6)
How do you develop parameters which will enable the project to meet the requirements of the development brief and schedules? (synthesis) (c) [2]   
(7)
How do you coordinate feedback sessions? (application) (j) [3]   
(8)
How do you set up arrangements to achieve effective communication between all the people involved in the project development? (synthesis) (e) [3] 
(9)
How do you summarise major learning points, conclusions, agreements and conflicts? (application) (k) [3,4]   
(10)
How do you motivate team members? (application) (g) [4]   
(11)
How do you involve team members? (application) (g) [4]   
(12)
How do you coach team members? (synthesis) (g) [4 
(13)
What do you identify to be potential development areas needing investigation? (understanding) (f) [5]   
(14)
How do you agree a realistic timescale and costs for development investigation with the design team? (evaluation) (f) [5]   
(15)
How do you agree a realistic timescale and costs for development investigation with the design team? (evaluation) (f) [5]   
(16)
 How do you monitor the progress of the team? (analysis) (i) [2,3,6]   
(17)
How do you provide team members with feedback on timing, task completion and team processes? (synthesis) (i) [2,3,6]   


O10   Establish work methods and organise project documents 
O10.2   Identify project document requirements 
	Performance Criteria - this involves...
(a)
selecting controlling requirements for the project document programme which are suitable for the project and the resources available   

(b)
specifying and agreeing with the client the purpose and scope of documents and the controlling requirements they need to meet  

(c)
developing a production programme, which meets agreed controlling requirements, to produce all the required documents in a feasible sequence of production   

(d)
specifying enough resources and realistic individual targets to complete the document production within the set programme  

(e)
setting up registers, records and systems for monitoring and controlling the production of documents which are capable of maintaining compliance within the set programme 

(f)
selecting criteria for the evaluation of the project documents, agreeing the criteria with stakeholders and circulating the criteria to the production team  


	The Range...
[1]   Controlling requirements:    

          •  type of measurement;  

          •  cost;  

          •  time;  

          •  quality;  

          •  methods of production;  

          •  methods of coordination (eg Common Arrangement);  

          •  liaison requirements;  

          •  model documents and standards;  

          •  integration of data;  

          •  electronic data transfer  

[2]   Document:    

          •  contract document; 

          •  bills of quantities; 

          •  estimates/cost plan;

          •  document register

[3]   Purpose:    

          •  to obtain consents;  

          •  procurement;  

          •  contract;  

          •  control

[4]   Scope:    

          •  number;  

          •  type;  

          •  format;  

          •  size  

[5]   Registers and records:    

          •  incoming and outgoing drawing and document registers;  

          •  records of document approval and revision  

[6]   Criteria:    

          •  format;  

          •  presentation;  

          •  accuracy;  

          •  technical content;  

          •  completeness;  

          •  referencing;  

          •  cross referencing and correlation with associated documents;  

          •  status; 

          •  change control;

          •  spelling, grammar and punctuation

[7]   Stakeholders:   

          •  the client;  

          •  financial advisers;  

          •  consultants; 

          •  potential contractors;  

          •  potential sub-contractors and suppliers;

          •  potential funders/investors;

          •  potential end users/occupiers




O10   Establish work methods and organise project documents 

O10.2   Identify project document requirements 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:


"There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion."                                                                                                                                                                                                                                                "The candidate must produce documentary evidence from the workplace covering the following item (s) that are considered to be common and key/critical to demonstrating competence."

(2)
Document production programme(s) including resources and production instructions (c,d,f) [1,2]  
(3)
Record(s) of systems for evaluating, approving and integrating documents (g,h) [2,6,7]  
(4)
Record(s) of procedures which have been developed for dealing with discrepancies and inconsistencies in information, and delays and revisions to project information (i) [1]  
(5)
Record(s) of arrangements and contingency plans which have been developed for reporting progress in meeting the programme requirements and managing problems in document production (j) [1,2]   

Simulations are not considered to be acceptable for producing evidence for this Element

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate  or from industry recognised education and training course assessment which is matched to the Element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you develop a production programme? (synthesis) (c) [1,2]   
(2)
How do you select controlling requirements for the project document? (evaluation) (a) [1,2]  
(3)
How do you specify enough resources and realistic individual targets to complete the programme? (evaluation) (d) [1,2]  
(4)
How do you specify the purpose and scope of documents and the controlling requirements they need to meet? (evaluation) (b) [1,2,3,4]  
(5)
How do you set up registers, records and systems for monitoring and controlling the production of documents? (synthesis) (e) [2,5]  
(6)
How do you circulate the criteria for the evaluation of the design to the production team? (application) (f) [6] 
(7)
How do you specify individual production instructions which are accurate, clear and complete? (evaluation) (d) [1,6]  
(8)
How do you select, and agree criteria  with stakeholders for the evaluation of the design and the documents? (evaluation) (f) [2,6,7]  



O10   Establish work methods and organise project documents 
O10.3   Collate and evaluate project information 
	Performance Criteria - this involves...
(a)
obtaining information about project requirements which may contribute to the preparation of documents   

(b)
evaluating the information to see whether it is adequate to meet the requirements of the stakeholders and requirements for controlling document production  

(c)
assessing the status of the information and passing it on to people who need it for document production, indicating any special considerations and limitations on its use   

(d)
maintaining accurate and complete registers and records which can be used for quality auditing   

(e)
collating documents when they have been produced and evaluating them against the agreed criteria   

(f)
advising people who are producing documents when they do not understand the instructions  

(g)
identifying any diverges from the criteria and inconsistencies in the information and referring any problems back to the originators for clarification  

(h)
recommending changes to the brief, design, specification and contract when the discrepancies which have been identified suggest that modifications are needed  

(i)
collating late revisions, requirements and additions to the information, distributing the information promptly and briefing the stakeholders and the people responsible for producing documents  

(j)
producing up-to-date and accurate information on document progress and circulating it to the people who need the information  


	The Range...
[1]   Information about project requirements:    

          •  design brief;  

          •  design information from earlier stages;  

          •  surveys;  

          •  reports;  

          •  statutory approvals and requirements;  

          •  cost estimates;  

          •  standards and codes of practice;  

          •  technical literature  

[2]   Documents:    

          •  contract documents; 

          •  bills of quantities; 

          •  estimates/cost plans;

          •  document register

[3]   Requirements:   

          •  to obtain consents;  

          •  procurement;  

          •  contract;  

          •  control

[4]   Requirements for controlling document production:    

          •  type of measurement;  

          •  cost;  

          •  time;  

          •  quality;  

          •  methods of production;  

          •  methods of coordination (eg Common Arrangement);  

          •  liaison arrangements;  

          •  model documents and standards;  

          •  integration of data;  

          •  electronic data transfers 

[5]   Registers and records:    

          •  incoming and outgoing drawing and document registers;  

          •  records of document approval and revision  

[6]   Criteria:   

          •  format;  

          •  presentation;  

          •  accuracy;  

          •  technical content;  

          •  completeness;  

          •  referencing;  

          •  cross referencing and correlation with associated documents;  

          •  status  

          •  change control




O10   Establish work methods and organise project documents 

O10.3   Collate and evaluate project information 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:


There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.                                                                                                                                                                                                                                               The candidate must produce documentary evidence from the workplace covering the following item(s) that are considered to be common and key/critical to demonstrating competence.

(1)
Record(s) of information which has been obtained, evaluated and assessed (a,b,c) [1,2,3,4]   
(2)
Register(s) and record(s) (d) [5]   
(3)
Record(s) of collated and evaluated documents (e) [2,6]   
(4)
Record(s) of advice given to people who are producing documents and referrals of outstanding queries (f) [1,2,3]   
(5)
Recommendation(s) for changes to the brief, design, specification and contract based on discrepancies which have been identified (g,h) [1,7]   
(6)
Record(s) of collated design information which has been distributed including briefings given to the client and the people responsible for producing documents (i) [1,2,3]   
(7)
Record(s) showing where alternative methods of producing documents have been chosen (j) [2]   
(8)
Record(s) showing checks and approvals obtained (k) [5]   
(9)
Record(s) of information on progress which has been circulated (l) [4]  

Simulations are not considered to be acceptable for producing evidence for this Element

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidate’s knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you obtain information about project requirements which may contribute to the preparation of documents? (application) (a) [1,2]   
(2)
How do you pass on information for document production? (application) (c) [1,2]   
(3)
How do you advise people who are producing documents when they do  not understand the instructions? (f) (application) [1,2]  
(4)
How do you assess the status of the information? (analysis) (c) [1,2]   
(5)
How do you indicate any special considerations and limitations the use of information? (application) (c) [1,4]  
(7)
How do you collate late revisions, requirements and additions to the design information, distribute the information and brief the stakeholders and the people responsible for producing documents? (application) (i) [1,2,4]  
(8)
How do you advise people who are producing documents? (f) (synthesis) [2,4]   
(9)
How do you produce and circulate information on progress? (application) (j) [4]  
(10)
How do you evaluate the information to see whether it is adequate to meet the requirements of the stakeholders and requirements for controlling document production? (evaluation) (d) [3,4]  
(11)
How do you maintain accurate and complete registers and records? (application) (d) [5]  
(12)
How do you collate documents when they have been produced? (application) (e) [2,6]  
(13)
How do you evaluate documents against the agreed criteria? (evaluation) (e) [2,6]  
(14)
What you identify as diverges from the criteria and inconsistencies in the information? (understanding) (g) [7]  
(15)
How do you refer any problems with the information back to the originators for clarification? (application) (g) [7]  
(16)
How do you recommend changes to the brief, design, specification and contract when the discrepancies which have been identified suggest that modifications are needed? (synthesis) (h) [1,7]  



O10   Establish work methods and organise project documents 
O10.4   Operate information systems 
	Performance Criteria - this involves...
(a)
collating information and organising it into a suitable form for display and use   

(b)
classifying stored information so that it can be quickly identified and retrieved when needed   

(c)
advising and offering guidance to people who are unable to find the information they need and suggesting alternative sources   

(d)
controlling the use of the information system by using procedures which have been agreed so that the  information system remains reliable and useful  

(e)
setting up and operating appropriate and valid procedures for maintaining up to date information, removing information which is not needed and archiving redundant information   

(f)
identifying, summarising and disseminating information which might be of use to others  


	The Range...
[1]   Information:    

          •  approved providers;  

          •  contract documentation;  

          •  standard drawings;  

          •  specifications;  

          •  technical books;  

          •  product information;  

          •  government and statutory publications;  

          •  research and advisory data;  

          •  reports;  

          •  periodicals;  

          •  abstracts;  

          •  samples;  

          •  project documentation;  

          •  organisational documentation (e.g. proforma)

[2]   Use (of information):    

          •  technical reference;  

          •  current record;  

          •  archive record;  

          •  knowledge management;  

          •  personal development (inc. Continuing Professional Development) 

          •  quality assurance procedures

[3]   Classifying by:    

          •  project file;  

          •  organisational system;  

          •  alphanumeric;  

          •  industry standards; 

[4]   Information systems:   

          •  paper based (e.g. manual files, technical library);  

          •  photo reduced (e.g. microfiche);  

          •  electronic (e.g. computer database, CD ROM, on-line) 




O10   Establish work methods and organise project documents 

O10.4   Operate information systems 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:


There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.                                                                                                                                                                                                                                             The candidate must produce documentary evidence from the workplace covering the following item(s) that are considered to be common and routine to demonstrating competence.

(1)
Record(s) of information which has been classified and stored (a,b) [1,2,3]   
(2)
Record(s) of advice and guidance offered (c) [1,2]   
(3)
Record(s) of procedures used to control the use of technical information systems (d) [2,4]   
(4)
Record(s) of procedures set up for managing the updating, removal and archiving of information (e) [1]   
(5)
Record(s) of disseminated information (f) [1,2]   

Simulations are not considered to be acceptable for producing evidence for this Element

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
What do you identify as information which might be of use to others? (understanding) (f) [1]  
(2)
How do you collate information? (application) (a) [1]  
(3)
How do you operate appropriate and valid procedures for maintaining up to date information, removing information which is not needed and archiving redundant information? (application) (e) [1]  
(4)
How do you advise and offer guidance to people who are unable to find the information they need, and suggest alternative sources of information? (synthesis) (c) [1]  
(5)
How do you set up procedures for maintaining up to date information? (synthesis) (e) [1]  
(6)
How do you summarise and disseminate information which might be of use to others? (application) (f) [1,2] 
(7)
How do you organise information use in a form for display (synthesis) (a) [1,2] 
(8)
How do you classify stored information for identification and retrieval (application) (b) [3] 
(9)
How do you control the use of the information systems? (evaluation) (d) [2,4] 



Quantity Surveying Practice 4 QSP4

The Unit:
QSP4/O11
Implement contract determination rules 
The Standards that are part of this Unit
QSP4/O11.1
Initiate contract determination procedures 
QSP4/O11.2
Implement and account for completion arrangements 
The Unit Commentary
This Unit is concerned with the determination of a construction contract due to default as laid out in the construction contract used for the project.

You will monitor the situation, identifying when the default leading to determination occurs and serve notices on the parties.  You will then prepare completion statements as laid out in the contract and also record your negotiations to assure the successful completion of the project.  Your submission may include reconciled, final accounts, agreed financial statements and records of claims paid.
O11   Implement contract determination rules 
O11.1   Initiate contract determination procedures 
	Performance Criteria - this involves...
(a)
monitoring aspects of the contract for which there could be potential defaults and identifying defaults which would justify ending the contract   

(b)
identifying from the contract conditions the criteria for ending a contract   

(c)
assessing defaults against the criteria and summarising and justifying any decision to end the contract   

(d)
serving appropriate notices when defaults are identified and taking action to end the contract which is within the terms of the contract and legal requirements and which will minimise losses   

(e)
preparing accurate records of progress and up to date valuations  


	The Range...
[1]   Contract - type:    

          •  main;  

          •  sub-contract;  

          •  supply  

[2]   Criteria:    

          •  payment;  

          •  progress;  

          •  performance;

          •  insolvency; 

          •  corruption; 

          •  contractual performance

[3]   Action to end the contract:    

          •  secure site; 

          •  controlling withdrawal from site of resources; 

          •  reassignment of responsibilities  




O11   Implement contract determination rules 

O11.1   Initiate contract determination procedures 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:


There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.

(1)
Record(s) of contract monitoring which include identifying and assessing defaults (a,b,c) [1,2]   
(2)
Record(s) of notices served and action taken to end the contract (d,e) [1,3]   

There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range. Knowledge evidence must be provided to cover the remaining item (s) for each relevant performance criterion."

(3)
Record(s) of progress and valuations (e) [2]   

"Simulations  are considered to be acceptable for producing evidence  for the above item (s) are considered to be rare, but key/critical to demonstrating competence. The following item (s) of realism should be present: contingencies; standards and quality specifications; timescales; relationship with people; type of interaction; communication methods & media; information & data.

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
What do you identify as the criteria for ending a contract? (understanding) (a) [1,2]  
(2)
How do you monitor aspects of the contract for which there could be potential defaults? (analysis) (a) [1]  
(3)
What do you identify as defaults which would justify ending the contract? (understanding) (a) [1]  
(4)
How do you summarise any decision to end the contract? (application) (c) [1,2]  
(5)
How do you prepare accurate records of progress and up to date valuations? (application) (e) [2]  
(6)
How do you assess defaults against the criteria? (analysis) (c) [1,2]  
(7)
How do you justify any decision to end the contract? (evaluation) (c) [1,2]  
(8)
How do you serve appropriate notices when defaults are identified and take action to end the contract? (application) (d) [1,3]  



O11   Implement contract determination rules 
O11.2   Implement and account for completion arrangements 
	Performance Criteria - this involves...
(a)
negotiating realistic options for completing the contract and selecting options which balance the needs of the people involved   

(b)
preparing the documents which are required and implementing the selected option for completing the contract   

(c)
preparing accurate financial statements, submitting them to the people involved and negotiating the best possible agreement   

(d)
certifying payments which are justified and substantiated and submitting them to the people involved   

(e)
calculating claims which are justifiable and substantiated and submitting them  


	The Range...
[1]   Options for completing the contract:    

          •  re-tender;  

          •  negotiated;  

          •  joint venture;  

          •  assignment;  

          •  novation  

[2]   Contract - type:    

          •  main;  

          •  sub-contract;  

          •  supply  

[3]   The people involved:    

          •  funder;  

          •  employer;  

          •  developer;  

          •  contractor;  

          •  sub-contractor;  

          •  workforce;  

          •  suppliers;  

          •  receiver;  

          •  liquidator;  

          •  administrator;  

          •  other consultants;  

          •  insurers;  

          •  bondsman;  

          •  statutory bodies  

[4]   Financial statements:    

          •  legitimate completion costs;  

          •  fees;  

          •  notional final account;  

          •  mitigation of expenditure  




O11   Implement contract determination rules 

O11.2   Implement and account for completion arrangements 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:


There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.

(1)
Record(s) of negotiated options for completing the contract (a) [1,2,3]  
(2)
Record(s) of documents for implementing the selected option for completing the contract  
(3)
Agreed financial statement(s) (c) [3,4]   
(4)
Record(s) of certified payments (d) [3,4]   
(5)
Claim(s) which include calculations (e) [4]  

"Simulations are considered to be acceptable for producing evidence  for the above item (s) are considered to be rare, kut key/critical to demonstrating competence. The following item (s) of realism should be present: contingencies; standards and quality specifications;timescales; quantities; relationship with people; type of interaction; communication methods & media; information & data.

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you prepare the documents which are required and implement the selected option for completing the contract? (application) (b) [1]  
(2)
How do you negotiate realistic options for completing the contract? (synthesis) (a) [1,2]  
(3)
How do you select options which balance the needs of the people involved? (evaluation) (a) [1,3]  
(4)
How do you prepare accurate financial statements and submit them to the people involved? (application) (c) [3,4]  
(5)
How do you submit payments to the people involved? (application) (d) [3]  
(6)
How do you negotiate the best possible agreement? (synthesis) (c) [3,4]  
(7)
How do you submit claims? (application) (e) [4]  
(8)
How do you calculate claims? (analysis) (e) [4]  
(9)
How do you certify that payments are justified and substantiated? (evaluation) (d) [4]  



Quantity Surveying Practice 4 QSP4

The Unit:
QSP4/O12
Develop relationships and provide advice within an ethical framework
The Standards that are part of this Unit
QSP4/O12.1
Develop and maintain relationships with people who benefit from one’s work 
QSP4/O12.2
Exchange information and provide advice on technical problems 
QSP4/O12.3
Identify, re-frame and generate solutions to complex, indeterminate problems 
QSP4/O12.4
Operate in an ethical manner
The Unit Commentary
There are no public notes for this unit.
O12   Develop relationships and provide advice within an ethical framework
O12.1   Develop and maintain relationships with people who benefit from one’s work 
	Performance Criteria - this involves...
(a)
developing, maintaining and encouraging working relationships with people which promote goodwill and trust   

(b)
informing people about work activities in an appropriate level of detail and with an appropriate degree of urgency   

(c)
offering advice and help to people about work activities with sensitivity and encouraging questions, requests for clarification and comments   

(d)
presenting proposals for action clearly to people at an appropriate time and with the right level of detail for the degree of change, expenditure and risk involved   

(e)
clarifying with people objections to proposals and suggesting alternative proposals   

(f)
resolving conflicts and differences of opinion in ways which minimise offence, and maintain goodwill, trust and respect  


	The Range...
[1]   Working relationships:    

          •  formal;  

          •  informal  

[2]   People:    

          •  commissioning work; 

          •  employers;  

          •  employees;  

          •  clients and customers;  

          •  statutory bodies;  

          •  users;  

          •  contractors; 

          •  consultants; 

          •  partners; 

          •  general public; 

          •  community groups; 

          •  suppliers of products and services; 

          •  government agencies 

[3]   Promote goodwill and trust:    

          •  demonstrating a duty of care;  

          •  ethical relationships;  

          •  professional independence;  

          •  honouring promises and undertakings;  

          •  honest relationships;  

          •  constructive relationships 

[4]   Informing, offering advice, presenting and clarifying:    

          •  orally;  

          •  in writing;  

          •  using graphics;  

          •  electronically  

[5]   Work activities:    

          •  progress;  

          •  results;  

          •  achievements;  

          •  emerging threats;  

          •  risks;  

          •  opportunities  

          •  health, safety and welfare




O12   Develop relationships and provide advice within an ethical framework

O12.1   Develop and maintain relationships with people who benefit from one’s work 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:


There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.                                                                                                                                                                                                                                              The candidate must produce documentary evidence from the workplace covering the following item(s) that are considered to be common and routine to demonstrating competence.

(1)
Information and advice provided about work activities (a,b,c,f) [all]   
(2)
Proposal(s) presented, including clarification and alternatives offered (a,d,e,f) [1,2,3,4]   

"Simulations are not considered to be acceptable for producing evidence for this Element."

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you maintain and encourage working relationships with people which promote goodwill and trust? (application) (a) [1,2,3]  
(2)
How do you develop working relationships with  people which promote goodwill and trust? (synthesis) (a) [1,2,3]  
(3)
How do you resolve conflicts and differences of opinion in ways which minimise offence, and maintain goodwill, trust and respect? (synthesis) (f) [3]  
(4)
How do you encourage questions, requests for clarification and comments? (application) (c) [4]  
(5)
How do you present proposals for action to  people? (application) (d) [2,4]  
(6)
How do you clarify with people objections to proposals? (application) (e) [2,4]  
(7)
How do you suggest alternative proposals where objections have been raised in respect of existing proposals? (synthesis) (e) [2,4]  
(8)
How do you inform people about work activities in an appropriate level of detail and with an appropriate degree of urgency? (application) (b) [4,5]  
(9)
How do you offer advice and help to people about  work activities? (synthesis) (c) [2,4,5]  



O12   Develop relationships and provide advice within an ethical framework
O12.2   Exchange information and provide advice on technical problems 
	Performance Criteria - this involves...
(a)
obtaining information which is sufficiently detailed for the technical problems for which it is to be used   

(b)
providing technical information and advice which is complete, summarised accurately and clearly relevant to technical problems   

(c)
presenting technical information and advice using a style of communication which is appropriate to the ability, knowledge, understanding and disposition of the people receiving information and advice   

(d)
giving technical instructions and guidance which are likely to be understood by the people who will follow them   

(e)
adapting and modifying technical information where people are having difficulties in understanding it   

(f)
presenting technical recommendations which are clear, accurate and valid, and which represent the best advice possible given the information and resources available  


	The Range...
[1]   Obtaining information:    

          •  using proactive and open methods;  

          •  using discussion; 

          •  using questioning;  

          •  showing sensitivity to feedback  

[2]   Technical information and advice:    

          •  sharing experience;  

          •  issuing instructions;  

          •  making decisions;  

          •  increasing understanding;  

          •  implementing a solution;  

          •  confrontation;  

          •  negotiation;  

          •  dispute resolution;  

          •  expert testimony to legal constituted bodies  

[3]   Presenting:    

          •  orally;  

          •  in writing;  

          •  graphically;  

          •  electronically  

[4]   People receiving information and advice:    

          •  same and other related occupations;  

          •  clients and customers;  

          •  technical and non-technical team members;  

          •  craftspeople and operatives;  

          •  senior and junior colleagues;  

          •  members of the public;  

          •  government agencies  

[5]   Giving technical instructions and guidance:    

          •  including critical points;  

          •  reasoning behind critical points;  

          •  using clear language  

[6]   Adapting and modifying technical information using:   

          •  drawings and diagrams; 

          •  analogy, metaphors and examples 

[7]   Technical recommendations include:    

          •  realistic estimates of the implications of alternatives which have been considered;  

          •  clear descriptions of the information sources consulted; 

          •  the analysis techniques applied;  

          •  the criteria used for making evaluations and reaching justifiable conclusions  




O12   Develop relationships and provide advice within an ethical framework

O12.2   Exchange information and provide advice on technical problems 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:


There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion."                                                                                                                                                                                                                                               The candidate must produce documentary evidence from the workplace covering the following item(s) that are considered to be common and routine to demonstrating competence.

(1)
Technical information and advice provided, including technical information obtained in significant detail which has been modified and adapted (a,b,c,e) [1,2,3,4,6]   
(2)
Record(s) of technical instructions and guidance (d) [5]   
(3)
Record(s) technical recommendations (f) [7]   

"Simulations are not considered to be acceptable for producing evidence for this Element."

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidate's knowledge and understanding  can also be demonstrated through presented performance evidence.

(1)
How do you obtain information which is sufficiently detailed for the technical problems for which it is to be used? (application) (a) [1]  
(2)
How do you provide technical information and advice? (synthesis) (b) [2]  
(3)
How do you present technical information and advice in a style appropriate to the people receiving information and advice? (synthesis) (c) [2,3,4]  
(4)
How do you give technical instructions and guidance? (synthesis) (d) [5]  
(5)
How do you adapt and modify technical information where people are having difficulties in understanding it? (application) (e) [6]  
(6)
How do you present technical recommendations? (application) (f) [3,7]  



O12   Develop relationships and provide advice within an ethical framework
O12.3   Identify, re-frame and generate solutions to complex, indeterminate problems 
	Performance Criteria - this involves...
(a)
identifying where complex, indeterminate problems exist, estimating their effects realistically and summarising the problems for the people who are affected and concerned  

(b)
assessing the accuracy and completeness of the information available and identifying any significant gaps   

(c)
obtaining enough additional information to cover any gaps and to provide a valid starting point for the analysis of the problem   

(d)
selecting, specifying, commissioning and implementing appropriate tests to collect information which cannot be obtained directly   

(e)
analysing and interpreting the test results using a valid and reliable method and drawing conclusions which are justified by the data and the reliability of the analysis method   

(f)
consulting with specialists from different technical disciplines by providing them with clear and accurate information   

(g)
identifying and describing clearly and coherently the probable causes of problems, and recording them for analysis   

(h)
analysing the different perceptions of problems and interpreting them into detailed issues that enable known solutions and procedures to be identified and the solutions applied   

(i)
applying aids and techniques which increase the reliability of the decisions and judgements   

(j)
identifying and justifying, using clear criteria and reasoned arguments, solutions and procedures which are likely to solve the problem with the least disruption and risk   

(k)
recommending and recording those solutions which offer the least disruption and risk, and suggesting controls, including the collection of valid and reliable data   


	The Range...
[1]   Information - sources:    

          •  experience and practice;  

          •  manual and electronic information systems (e.g. libraries, technical journals, databases);  

          •  research; 

          •  other colleagues and specialists  

[2]   Tests:    

          •  site investigation;  

          •  physical surveys;  

          •  laboratory analysis; 

          •  examination of compliance with statutory, health and safety, environmental and other ruling constraints

[3]   Analysing the different perceptions of problems:    

          •  information and conclusions from previous cases;  

          •  similarities between previous cases and the current situation;  

          •  the outcomes required;  

          •  known and anticipated limitations 

          •  lateral thinking

[4]   Aids and techniques:    

          •  identify options;  

          •  relationships between factors;  

          •  weighted priorities;  

          •  expert systems;  

          •  graphical and electrical aids

[5]   Criteria:    

          •  the interests of the stakeholders;  

          •  legal;  

          •  conformity with recognised good practice;  

          •  based on up to date information;  

          •  cost-effectiveness;  

          •  resources;  

          •  safety;  

          •  return to operational state;  

          •  predicted risk;  

          •  predicted disruption  




O12   Develop relationships and provide advice within an ethical framework

O12.3   Identify, re-frame and generate solutions to complex, indeterminate problems 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:


There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.                                                                                                                                                                                                                                           The candidate must produce documentary evidence from the workplace covering the following item(s) that are considered to be common and key/critical to demonstrating competence.

(1)
Assessment(s) and summary(ies) of problems and information obtained which include estimates of effects (a,b,c) [1]   
(2)
Analysis(es) of test results and conclusions drawn which include specifications for the tests (d,e) [1,2]   
(3)
Record(s) of consultations with specialists (f) [1]   
(4)
Record(s) of analyses of problems which include probable courses, different perceptions, interpretation of issues, applied aids and techniques (g,h,i) [3,4]  
(5)
Record(s) of solution(s) which have been identified, justified and recommended which include criteria (j,k) [5]   

"Simulations are not considered to be acceptable  for producing evidence for this Element."

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
What do you identify as any significant gaps in the  information available? (understanding) (b) [1]  
(2)
How do you obtain enough additional information  to cover any gaps and to provide a valid starting point for the analysis of the problem? (application) (c) [1]  
(3)
How do you consult with specialists from different technical disciplines? (application) (f) [1]  
(4)
How do you assess the accuracy and completeness of the information? (analysis) (b) [1]  
(5)
How do you implement appropriate tests to collect information which cannot be obtained directly? (application) (d) [1,2]  
(6)
How do you analyse and interpret the test results using a valid and reliable method? (analysis) (e) [2]  
(7)
How do you select, specify and commission appropriate tests to collect information which cannot be obtained directly? (evaluation) (d) [1,2]  
(8)
How do you draw justified conclusions from test results? (evaluation) (e) [2]  
(9)
Where do you identify complex, indeterminate problems exist? (understanding) (a) [1,3] 
(10)
What do you identify and describe as the probable causes of problems? (understanding) (g) [3]  
(11)
How do you summarise problems for the people who are affected and concerns? (application) (a) [1,3]  
(12)
How do you record the probable causes of problems? (application) (g) [3]  
(13)
How do you record those solutions which offer the least disruption and risk? (application) (k) [3]  
(14)
How do you estimate the effects of complex, indeterminate problems? (analysis) (a) [1,3]  
(15)
How do you analyse and interpret the different perceptions of problems? (analysis) (h) [3]  
(16)
How do you recommend those solutions which offer the least disruption and risk and suggest controls? (synthesis) (k) [4]  
(17)
How do you identify and justify using clear criteria solutions and procedures which are likely to solve the problem with the least disruption and risk? (evaluation) (j) [3]  
(18)
How do you apply aids and techniques which increase the reliability of the decisions and judgements? (application) (i) [4]  


O12   Develop relationships and provide advice within an ethical framework
O12.4   Operate in an ethical manner
	Performance Criteria - this involves...
(a)
defining and agreeing the terms of reference and the expectations of the people involved in contracts   

(b)
entering into formal and informal contracts and agreements for advisory and problem-solving services which conform to legal requirements, ethical standards and recognised good practice   

(c)
refusing offers and contracts which are illegal and which may generate conflicts of interest   

(d)
making judgments and offering advice which balance the needs of the client, the resources available and the needs of people in the community who are directly and indirectly affected   

(e)
taking clear and unequivocal personal responsibility for personal decisions   

(f)
applying systems to protect individual and community interests and to compensate clients where the advice given results in loss or damage to the client  

(g)
disclosing information obtained from clients only to those who have a statutory right to receive it  

(h)
communicating with clients in a style and manner which maintains professional independence and maximises goodwill and trust  


	The Range...
[1]   Ethical standards:    

          •  situate behaviour in the context of abstract principles of relation and obligation and to comment critically thereon;  

          •  recognise norms of consistency in matters of intention, description and action;  

          •  evaluate the field of occupational practice in moral terms 

[2]   Recognised good practice - sources:    

          •  mandatory ethical codes of practice within the occupation or discipline;  

          •  statute law;  

          •  voluntary codes of practice;  

          •  duty of care 

[3]   Conflicts of interest:    

          •  offers which may result in adverse conditions to other individuals or the community;  

          •  offers which involve the financial interest of the practitioner;  

          •  giving unfair advantage to the practitioners family, friends or associates

[4]   Systems:    

          •  indemnity insurance;  

          •  guarantees;  

          •  contract conditions;  

          •  bonds;

          •  complaints handling;

          •  ombudsman;

          •  auditors




O12   Develop relationships and provide advice within an ethical framework

O12.4   Operate in an ethical manner

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:


There must be workplace evidence against each performance criterion. Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.                                                                                                                                                                                                                                           The candidate must produce documentary evidence from the workplace covering the following item(s) that are considered to be common routine to demonstrating competence.

(1)
Record(s) of contract(s) agreement(s) and terms of reference which include conformance to legal requirements, ethical standards and recognised good practice (a,b,c,h,i) [1,2,3]   
(2)
Record(s) of balanced judgments, advice and personal decisions (d,e,h,i) [1,2,3]  
(3)
System(s) which have been set up to protect the interests of, and to compensate clients which include separate funds (f,g) [3,4]  

"Simulations are not considered to be acceptable for producing evidence for this Element."

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you enter into formal and informal contracts and agreements for advisory and problem-solving services which conform to legal requirements, ethical standards and recognised good practice (evaluation) (b) [1,2]  
(2)
How do you ensure you disclose information obtained from clients only to those who have a statutory right to receive it? (application) (g) [1,2,3]  
(3)
How do you communicate with clients in order to maintain professional independence? (application) (h) [1,2,3,]  
(4)
How do you make judgments and offer advice which balances the needs of the client, the resources available and the needs of people in the community who are directly and indirectly affected? (synthesis) (d) [1,2,3]  
(5)
How do you define and agree the terms of reference and the expectations of the people involved in contracts? (evaluation) (a) [1,2,3]  
(6)
How do you refuse offers and contracts which are illegal and which may generate conflicts of interest? (evaluation) (c) [3]  
(7)
How do you make judgements which balance the needs of the client, the resources available and the needs of people in the community who are directly and indirectly affected? (evaluation) (d) [1,2,3]   
(8)
How do you take personal responsibility for personal decisions? (evaluation) (e) [1,2,3]   
(9)
How do you set up systems to protect individual and community interests and to compensate clients where the advice given results in loss or damage to the client? (synthesis) (f) [4] 



Quantity Surveying Practice 4 QSP4

The Unit:
QSP4/O13
Manage the performance of teams and individuals
The Standards that are part of this Unit
QSP4/O13.1
Allocate work to teams and individuals 
QSP4/O13.2
Agree objectives and work plans with teams and individuals 
QSP4/O13.3
Assess the performance of teams and individuals 
QSP4/O13.4
Provide feedback to teams and individuals on their performance 
The Unit Commentary
There are no public notes for this unit.
O13   Manage the performance of teams and individuals
O13.1   Allocate work to teams and individuals 
	Performance Criteria - this involves...
(a)
giving opportunities to your team members for recommending how you should allocate work within the team   

(b)
allocating work making the best use of your team s resources and the abilities of all its members   

(c)
allocating work providing your team members with suitable learning opportunities to meet their personal development objectives   

(d)
allocating work consistently with your team s objectives, and the objectives, policies and values of your organisation   

(e)
clearly defining the responsibilities of your team and its individual members, and the limits of their authority   

(f)
providing sufficient information when allocating work in a manner and at a level and pace appropriate to the individuals concerned   

(g)
confirming team and individual understanding of, and commitment to, work allocations at appropriate intervals   

(h)
reaching agreement with relevant people on the prioritisation of objectives or reallocation of resources, where team resources are insufficient   

(i)
informing your team and its members of changes to work allocations in a way which minimises the impact on time, cost and inconvenience   


	The Range...
[1]   Allocating work in the contexts of:    

          •  normal working;  

          •  emergencies  

[2]   Information:    

          •  spoken;  

          •  written;  

          •  graphical  

[3]   Relevant People:    

          •  team members;  

          •  colleagues working at the same level as yourself;  

          •  higher-level managers or sponsors;  

          •  customers;  

          •  suppliers 




O13   Manage the performance of teams and individuals

O13.1   Allocate work to teams and individuals 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:

(1)
You must also show evidence that you reach agreement with at least two types of relevant people (all) [3]   
(2)
You must prove that you allocate work to teams and individuals to the National Standard of competence. (all) [all]   
(3)
You must show evidence that you make allocations covering both contexts (a,b,c,d) [1]   
(4)
You must show evidence that you provide at least two types of information (f) [2]   
(5)
You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of information and relevant people. (all) [2,3   
(6)
Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is only acceptable for performance criterion (h) in this element.  
Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidates knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
Communication:   
(1a)
the importance of defining and communicating team and individual responsibilities clearly;   
(1b)
how to communicate team and individual responsibilities clearly to those involved;   
(1c)
how to develop and present work plans using spoken, written and graphical means;   
(2)
Delegation:   
(2a)
the importance of the effective allocation of work to your teams performance and your role and responsibilities in relation to this;   
(2b)
the factors which you need to consider when allocating work to individuals within the team;   
(2c)
how to match the allocation of work to learning needs and individual development plans;   
(2d)
how to prioritise and re-prioritise work allocations according to resource availability;   
(2c)
how your changes to work allocations and negotiations around them can impact on cost, time and convenience;   
(2d)
involvement and motivation;   
(2e)
why your team members should have the opportunity to recommend work allocations;   
(2f)
how to encourage and enable team members to provide suggestions on the allocation of work  and be committed to their responsibilities.   
(3)
Organisational context:   
(3a)
your team objectives, and the organisational policies and values which have a bearing on the  allocation of work within your team;   
(3b)
the relevant people with whom negotiations on the allocation of resources need to take place.   



O13   Manage the performance of teams and individuals
O13.2   Agree objectives and work plans with teams and individuals 
	Performance Criteria - this involves...
(a)
giving opportunities to your team members to help defining their own objectives and work plans   

(b)
developing objectives and work plans which are consistent with team and organisational objectives and agreeing these with all personnel in your area of responsibility   

(c)
ensuring the objectives, work plans and schedules are realistic and achievable within organisational constraints   

(d)
ensuring the objectives and work plans take account of team members abilities and development needs   

(e)
explaining the objectives and work plans in sufficient detail and at a level and pace appropriate to your individual team members   

(f)
confirming team and individual understanding of, and commitment to, objectives and work plans at appropriate intervals   

(g)
providing advice and guidance on how to achieve objectives in sufficient detail and at times appropriate to the needs of teams and individuals   

(h)
updating the objectives and work plans regularly and taking account of any individual, team and organisational changes  


	The Range...
[1]   Team members:    

          •  people for whom you have line responsibility;  

          •  people for whom you have functional responsibility  

[2]   Objectives and work plans:    

          •  short-term;  

          •  medium-term;  

          •  long-term  

[3]   Organisational constraints:    

          •  organisational objectives;  

          •  organisational policies;  

          •  resources 




O13   Manage the performance of teams and individuals

O13.2   Agree objectives and work plans with teams and individuals 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:

()
Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.   
(1)
You must also show evidence that you take account of types of organisational constraints (c) [3]   
(2)
You must prove that you agree objectives and work plans with teams and individuals to the National Standard of competence. (all) [all]   
(3)
You must show evidence that you agree at least two types of objectives and work plans (a,b,c,d,e,f,h) [2]   
(4)
You must show evidence that you involve and plan work with at least one type of team member. (a,d,e) [1]   
(5)
You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of team member, and objectives and work plans   
Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidates knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
Communication:   
(1a)
the importance of good communication when explaining objectives and work plans   
(2)
Involvement and motivation:   
(2a)
the importance of consulting with team members  and achieving consensus and agreement on  objectives and work plans;   
(2b)
how to encourage and enable team members to define their own work objectives and plans;   
(2c)
how to gain the commitment of team members to  objectives and work plans;   
(2d)
the types of issues on which your team members  may need advice and guidance   
(3)
Organisational context:   
(3a)
the organisational objectives and constraints which have a bearing on objectives and work;   
(3b)
planning;   
(3c)
how to identify and devise objectives and work plans for the short, medium and long term;   
(3d)
the importance of agreeing objectives and work plans which are realistic and achievable;   
(3e)
how to match objectives and work plans with individuals abilities and development needs;  
(3f)
the importance of regularly updating objectives and work plans;   
(3g)
the difference between someone who is within the managers line management control and someone for whom the manager has functional responsibility, and the implications this difference may have for planning work.   



O13   Manage the performance of teams and individuals
O13.3   Assess the performance of teams and individuals 
	Performance Criteria - this involves...
(a)
clearly explaining the purpose of monitoring and assessment to all those involved   

(b)
giving opportunities to teams and individuals to monitor and assess their own performance against objectives and work plans   

(c)
monitoring the performance of teams and individuals at times most likely to maintain and improve effective performance   

(d)
assessing the performance of teams and individuals based on sufficient, valid and reliable information   

(e)
carrying out your assessments objectively, against clear, agreed criteria   

(f)
assessing taking due account of the personal circumstances of team members and the organisational constraints on their work  


	The Range...
[1]   Purpose:    

          •  assuring that objectives have been achieved;  

          •  assuring that quality and customer requirements have been met;  

          •  appraising team or individual performance;  

          •  assessing performance for reward;  

          •  recognising competent performance and achievement  

[2]   Monitoring and assessment:    

          •  specific to one activity or objective;  

          •  general to overall performance of the team or individual  

[3]   Information:    

          •  qualitative;  

          •  quantitative  

[4]   Organisational constraints:    

          •  organisational objectives;  

          •  organisational policies;  

          •  resources  




O13   Manage the performance of teams and individuals

O13.3   Assess the performance of teams and individuals 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:

()
You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of purpose, monitoring and assessment   
(1)
You must also show evidence that you take account of all types of organisational constraints (f) [4]   
(2)
You must prove that you assess the performance of teams and individuals to the National Standard of competence. (all) [all]   
(3)
You must show evidence that you use at least one types of monitoring and assessment (a,b,c,e,f) [2]   
(4)
You must show evidence that you use both types of information (d) [3]   
(5)
You must show evidence that your assessments have at least two types of purpose (a) [1]   
(6)
Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.   
Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidates knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
Communication:   
(1a)
the importance of being clear yourself about the  purpose of monitoring and assessment and communicating this effectively to those involved  
(2)
Continuous improvement:  
(2a)
the importance of monitoring and assessing the ongoing performance of teams and individuals;  
(2b)
different purposes of work monitoring and assessment;  
(2c)
how to make fair and objective assessments;  
(2d)
how to monitor and assess the performance of teams and individuals;  
(2e)
the standards against which work is to be assessed;  
(2f)
the information needed to assess the performance of teams and individuals.  
(3)
Information handling:   
(3a)
how the necessary information should be gathered and validated.  
(4)
Involvement and motivation:   
(4a)
the importance of providing opportunities to team members to monitor and assess their own work, and how to enable this.  
(5)
Organisational context:   
(5a)
the organisational constraints which may affect the achievement of objectives.  
(6)
Providing support:   
(6a)
the types of personal circumstances which may impact on individual performance  



O13   Manage the performance of teams and individuals
O13.4   Provide feedback to teams and individuals on their performance 
	Performance Criteria - this involves...
(a)
providing feedback to teams and individuals in a situation and in a form and manner most likely to maintain and improve their performance   

(b)
providing feedback which is clear, and is based on your objective assessment of their performance against agreed objectives   

(c)
providing feedback acknowledging your team members achievements   

(d)
giving feedback providing your team members with constructive suggestions and encouragement for improving future performance against their work and development objectives   

(e)
providing feedback in a way which shows respect for individuals and the need for confidentiality   

(f)
giving opportunities to teams and individuals to respond to feedback , and recommending how they could improve their performance in the future  


	The Range...
[1]   Feedback:    

          •  positive;  

          •  negative;  

          •  spoken;  

          •  written  

[2]   Situation:    

          •  during normal day-to-day activities;  

          •  when required to maintain motivation, morale and effectiveness;  

          •  during formal appraisals;  

          •  at team meetings and briefings;  

          •  during confidential discussions of work  




O13   Manage the performance of teams and individuals

O13.4   Provide feedback to teams and individuals on their performance 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:

(1)
You must also show evidence that you give feedback in at least three types of situation (a) [2]   
(2)
You must prove that you provide feedback to teams and individuals on their performance to the National Standard of competence. (all) [all]   
(3)
You must show evidence that you provide both types of feedback (a) [1]   
(4)
You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of situation. (a) [2   
(5)
Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.   
Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidates knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
Communication:   
(1a)
the important of good communication skills when providing feedback;   
(1b)
how to provide both positive and negative feedback to team members on their performance;      
(1c)
how to choose an appropriate time and a place to give feedback to teams and individual;    
(1d)
how to provide feedback in a way which encourages your team members to feel that you respect them;    
(2)
Continuous improvement:   
(2a)
the importance of providing clear and accurate feedback to your team members on their performance and your role and responsibilities in relation to this.   
(2b)
Information handling:   
(2c)
the principles of confidentiality when providing feedback - which people should receive which pieces of information  
(3)
Involvement and motivation:   
(3a)
how to motivate team members and gain their  commitment by providing feedback;    
(3b)
the importance of being encouraging when providing feedback to team members and showing respect for those involved;     
(3c)
the importance of providing constructive suggestions on how performance can be improved;    
(4)
Communication: the important of giving those involved the opportunity to provide suggestions on how to improve their work.       



Quantity Surveying Practice 4 QSP4

The Unit:
QSP4/O14
Prepare offers and contracts for consultancy services
The Standards that are part of this Unit
QSP4/O14.1
Evaluate consultancy enquiry documentation 
QSP4/O14.2
Assess resource requirements and costs 
QSP4/O14.3
Finalise and submit a consultancy services offer 
QSP4/O14.4
Negotiate and conclude a contract for consultancy services
The Unit Commentary
There are no public notes for this unit.
O14   Prepare offers and contracts for consultancy services
O14.1   Evaluate consultancy enquiry documentation 
	Performance Criteria - this involves...
(a)
checking the consultancy enquiry details and summerising scope of service requirements and passing them on for comment to line managers 

(b)
identifying any points of concern in the tender and referring them to decision makers for them to clarify and resolve  

(c)
evaluating the tender documents against the agreed criteria and assessing whether the organisation is capable of meeting the tender requirements and has enough resources to do so  

(d)
identifying and assessing any contractual and legal issues which might affect the project  

(e)
drawing accurate conclusions about tender requirements within the limits of the tender information which is available, and which provide an objective basis for making a decision on whether to make a bid  

(f)
keeping information about tender enquiries in confidence and only passing it on to people who have the authority to receive it 


	The Range...
[1]   Scope of service:  

          •  inception and feasibility;

          •  pre-contract cost control;

          •  tender and contractual documentation;

          •  tender selection and appraisal;

          •  interim valuations;

          •  post-contract cost control;

          •  final account;

          •  attendance at meetings;

          •  provision of printing/production/copying of documents and the like

[2]   Points of concern:   

          •  incomplete enquiry information;  

          •  inconsistent with the policy of the organisation;  

          •  discrepancies within enquiry information;  

          •  unclear enquiry information;  

          •  tender procedure requirements;  

          •  quantitative requirements;  

          •  qualitative requirements 

[3]   Tender documents - type:   

          •  invitation to tender;  

          •  form of tender;  

          •  returns procedure;  

          •  scope of services; 

          •  terms and conditions; 

          •  schedule of rates

[4]   Agreed criteria:   

          •  financial;  

          •  viability of tendering information;  

          •  current workload;  

          •  type of work;  

          •  competence of people; 

          •  timescale;  

          •  social policies;  

          •  environmental impact;  

          •  location;  

          •  potential completion;

          •  viability of client;

          •  basis of competition

[5]   Legal issues:   

          •  common law rights; 

          •  European Union requirements 

          •  basis of appointment;

          •  indemnity




O14   Prepare offers and contracts for consultancy services

O14.1   Evaluate consultancy enquiry documentation 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:


There must be workplace evidence against each performance criterion.  Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range of each relevant performance criterion.

(1)
Evaluation(s) of tender documents which include tender details and requirements, points of concern, assessment of capability to meet the requirements, contractual and legal issues, conclusions (all) [all]   

Simulations are considered to be acceptable for producing evidence for the following item (s) are considered to be rare, but key/critical to demonstrating competence. The following conditions of realism should be present: standards & quality specifications; timescales; relationship with people; type of interaction; communication methods & media; information & data

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidates knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you keep information about tender enquiries in confidence and ensure you only pass it on to people who have the authority to receive it? (application) (f) [1]  
(3)
How do you summarise the scope of service requirements and pass them on to decision makers for comment? (application) (b) [2,3]  
(4)
What do you identify as any points of concern in the tender? (understanding) (b) [1,3,4]  
(5)
How do you refer any points of concern in the tender to decision makers for them to clarify and resolve? (application) (b) [1,3,4]  
(6)
How do you evaluate the tender documents against the agreed criteria? (analysis) (c) [5]  
(7)
How do you assess whether the organisation is capable of meeting the tender requirements and has enough resources to do so? (analysis) (d) [2,6]   
(8)
How do you evaluate the tender documents? (evaluation) (c) [5,6]  
(9)
How do you draw accurate conclusions about tender requirements? (evaluation) (e) [1,2,6]  
(10)
What do you identify as contractual and legal issues which might affect the project? (understanding) (d) [7]  
(11)
How do you assess any contractual and legal issues which might affect the project? (analysis) (d) [7]  



O14   Prepare offers and contracts for consultancy services
O14.2   Assess resource requirements and costs 
	Performance Criteria - this involves...
(a)
calculating accurately from available sources, what resources will be needed, investigating whether the resources will be available to meet the scope of services and presenting the information so that the requirements can be costed and planned  

(b)
estimating resource costs by calculating an accurate cost for each item which is required  

(c)
modifying the cost to take into account any external factors which may affect the cost projections  

(d)
producing the overall estimate of costs and checking that it is complete, accurate and in a form which is suitable for a judgment to be made  

(e)
explaining and clarifying the projected costs and resources to support the calculations  

(f)
recommending payment schedules which will meet known internal and external cash flow requirements 


	The Range...
[1]   Available sources:   

          •  client brief;  

          •  tender enquiry documentation;  

          •  programmes 

[2]   Resources - type:   

          •  people (in-house, sub-consultants);

          •  plant and equipment;  

          •  materials;  

          •  finance;  

          •  time;  

          •  supply options 

[3]   Scope of Services:  

          •  inception and feasibility;

          •  pre-contract cost control;

          •  tender and contractual documentation

          •  tender selection and appraisal;

          •  interim valuations

          •  post-contractual cost control

          •  final account;

          •  attendance at meetings

          •  provision of printing/reproduction/copying of documents and the like

[4]   Estimating:    

          •  cost based on a quotation;  

          •  unit cost built up from basic data;  

          •  internal and historical data; 

          •  percentage value of works

[5]   External factors:   

          •  variations over time;  

          •  geographic location;  

          •  statutory and contractual requirements;  

          •  special working conditions and methods;  

          •  special resourcing conditions; 

          •  tendering climate
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O14.2   Assess resource requirements and costs 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:


There must be workplace evidence against each performance criterion.  Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range of each relevant performance criterion.

(1)
Method statement(s) and draft programme(s) (a) [1]   

Simulations are considered to be acceptable for producing evidence for the following item (s) are considered to be rare, but key/critical to demonstrating competence. The following conditions of realism should be present: standards & quality specifications; timescales; quantities; relationship with people; type of interaction; communication methods & media; information & data

(2)
Estimate(s) of costs (b,c,d,e,f) [2,3,4,5,6]   
(3)
Payment schedules (g) [3]   
Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidates knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you calculate what resources will be needed from available sources? (application) (a) [2,3]  
(2)
How do you present information about resource availability so that the requirements can be costed and planned? (application) (a) [3]  
(3)
How do you investigate whether the resources needed will be available to meet the scope of services? (analysis) (a) [3]  
(4)
How do you check that the overall estimate of costs is complete, accurate and in a form which is suitable for a judgement to be made? (application) (d) [4,5]  
(5)
How do you explain and clarify the projected costs to support the calculations? (application) (e) [4,5]  
(6)
How do you recommend payment schedules which will meet known cash flow requirements? (synthesis) (f) [3]  
(7)
How do you estimate resource costs by calculating an accurate cost for each item? (analysis) (a) [3,4,5]  
(8)
How do you produce the overall estimate of costs? (analysis) (d) [4,5]  
(9)
How do you modify the cost to take into account any external factors which may affect the cost projections? (application) (c) [6]  
(10)
How and why do you investigate whether the resources needed will be available? (analysis) (a) [3] 
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O14.3   Finalise and submit a consultancy services offer 
	Performance Criteria - this involves...
(a)
identifying and evaluating, realistically, the risks and opportunities involved in a successful consultancy services offer  

(b)
identifying and specifying alternatives and qualifications to the original enquiry which may improve the organisation's ability to carry out the work  

(c)
preparing qualitative supporting evidence where required 

(d)
applying a profit margin and payment schedule which meets the objectives and strategy of the organisation  

(e)
checking that the tender offer is complete and accurate and conforms to house style, and making any necessary modifications  

(f)
submitting and supporting the tender offer in a manner which maximises its acceptability  

(g)
collating, arranging and submitting tender offer information in accordance with procurement requirements  

(h)
collecting together all the tender offer information, recording it, storing it securely and only passing it on to people who have the authority to receive it 


	The Range...
[1]   Risks and opportunities:    

          •  environmental;  

          •  financial and market;  

          •  political;  

          •  technical;  

          •  health and safety;  

          •  reputation; 

          •  competence of people 

[2]   Consultancy services:  

[3]   Alternatives and qualifications:    

          •  specifications and materials;  

          •  methods of construction;  

          •  services;  

          •  time-scales;  

          •  supply options;  

          •  price offer options 

[4]   Qualitative supporting evidence:  

          •  competence;

          •  CVs;

          •  QA accredition;

          •  management procedures;

          •  consultancy experience;

          •  letters of recommendation

[5]   Submitting and supporting:   

          •  orally;  

          •  in writing;  

          •  graphically;  

          •  electronically
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O14.3   Finalise and submit a consultancy services offer 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:


There must be workplace evidence against each performance criterion.  Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range of each relevant performance criterion.

(1)
Tender offer(s) (all) [all]   

Simulations are considered to be acceptable for producing evidence for the following item (s) are considered to be rare, but key/critical to demonstrating competence. The following conditions of realism should be present: standards & quality specifications; timescales; quantities; relationship with people; type of interaction; communication methods & media; information & data.

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidates knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you identify the risks and opportunities involved in a successful consultancy service offer? (understanding) (a) [1,2]  
(2)
How do you evaluate the risks and opportunities involved in a successful tender offer? (evaluation) (a) [1,2]  
(3)
How do you check that the tender offer is complete and accurate and conforms to house style and make any necessary modifications to the tender offer? (application) (e) [2]  
(4)
How do you collate, arrange and submit tender offer information? (application) (g) [2]  
(5)
How do you collect together, record and store all the tender offer information and ensure it is only passed on to people who have the authority to receive it? (application) (h) [2]  
(6)
How do you apply a profit margin and payment schedule which meets the objectives and strategy of the organisation? (application) (d) [3]  
(7)
What do you identify as the alternatives and qualifications to the original tender requirements which may improve the organisations ability to carry out the work? (understanding) (b) [3,4]  
(8)
How do you specify alternatives and qualifications to the original tender requirements which may improve the organisations ability to carry out the work? (evaluation) (b) [3,4]   
(9)
How do you submit and support the tender offer in a manner which maximises its acceptability? (application) (f) [2,5]  
(10)
How do you prepare qualitative supporting evidence where required?(analysis) (c) [2,5]  
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O14.4   Negotiate and conclude a contract for consultancy services
	Performance Criteria - this involves...
(a)
negotiating contracts for consultancy services using a style and manner which balances the interests of the people involved in the contract and maintains good long term relationships 

(b)
negotiating and agreeing the best possible contract terms, conditions and amendments 

(c)
recording the results of negotiations accurately and passing the information on promptly to stakeholders, and in accordance with legal requirements 

(d)
preparing accurate final contract documents, checking that they meet legal requirements and arranging for them to be signed 

(e)
identifying the obligations of the parties to the contract and obtaining valid, written proof that they are able to meet the obligations 

(f)
checking that all the contract documents are signed complete, accurate and stored securely 


	The Range...
[1]   Contracts for consultancy services:  

[2]   People involved in the contract:  

          •  clients;

          •  third parties;

          •  funders

[3]   Amendments:  

          •  allocation of risks and responsibilities;

          •  structure of contract;

          •  key instructions from client;

          •  legal factors

[4]   Legal requirements:  

          •  statutes;

          •  regulations, including European Union regulations;

          •  codes of practice and procedure;

          •  common law

[5]   Signed:  

          •  under hand;

          •  under seal

[6]   Obligations:  

          •  insurances;

          •  bonds;

          •  warranties;

          •  statutory;

          •  competence of people
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O14.4   Negotiate and conclude a contract for consultancy services

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:


There must be workplace evidence against each performance criterion.  Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range of each relevant performance criterion.

(1)
Records of contract negotiations (a,b,c) [1,2,3,4,5,6]   
(2)
Contract documents (d,e,f,g,h) [1,2,3,4,5,6,7]   
(3)
Correspondence with the people involved in the contract (g) [1,5]   
Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element. A candidates knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you negotiate contracts for financial services? (synthesis) (a) [1,2]   
(2)
How do you record the contract correctly?(application) (g) [1]   
(3)
How do you notify stakeholders? (application) (g) [1,2]   
(4)
How do you negotiate the best possible supply possible levels of finance, contract terms, conditions and amendments? (synthesis) (b) [3]   
(5)
How do you agree the best possible supply possible levels of finance, contract terms, conditions and amendments? (evaluation) (b) [3,4,5]   
(6)
How do you summarise the results of negotiation? (application) (b) [3,4,5]   
(7)
How do you record the funding offers? (application) (c) [6]   
(8)
How do you pass on information about funding offers? (application) (c) [6]   
(9)
How do you prepare accurate copies of the final contract documents? (application) (d) [6]   
(10)
How do you check that contract documents meet legal requirements? (application) (d) [6]   
(11)
How do you arrange for contract documents to be signed? (application) (d) [6]   
(12)
What do you identify as the obligations of the parties to the contract? (understanding) (e) [1,7]   
(13)
How do you obtain valid, written proof that the parties to the contract are able to meet the obligations? (application) (e) [1,7]   
(14)
How do you obtain adequate insurance cover to safeguard the contract? (application) (f) [1,7]   



