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PLAN AND PREPARE FOR WORK

Compliance information

Work requirements are important so workers know:

•	 What needs to be done
•	 How it is to be done 
•	 When they need to do it. 

This allows work to be completed in a way that is safe, efficient, compliant and meets quality requirements. 

Workers must be able to locate and understand work requirements. If you are not sure you should speak to a supervisor so 
the instructions can be explained further.

Work requirements include things like:

Company policies and procedures Manufacturers guidelines 
and specifications

Work requirements

PC 1.1
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PLAN AND PREPARE FOR WORK

Wages (Pay) Days and hours of work Breaks 

Dress code Holidays/holiday pay Sick leave/sick pay

Employment conditions, responsibilities and obligations (continued)

Employment conditions contain information on things like:

PC 1.3
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PLAN AND PREPARE FOR WORK

Identify work
When planning the job it is important that you identify (examine in detail) the required outcome (what needs to be done). 

This means that you carefully look at all the steps that are involved in completing the task so you can plan and organise 
everything. This will help to make sure the task is done in a safe and efficient way and nothing is forgotten.

When identify the task you should consider the following things:

What forms or documents need to be completed.
What permits are needed.

Work that needs to be performed: “Erect a Fence around site 
ABC123 18 Floriston Road Boronia VIC 3155”
What steps need to be taken to complete the task. 
For example:
Step 1 – 	Measure and mark fence post positions as per plans

Step 2 – 	Check area for underground hazards

Step 3 – 	Dig post holes using post hole digger

Step 4 – 	Remove excess dirt from holes using spade

Step 5 – 	Place one fence post in each hole

Step 6 – 	Level and brace each post, fill holes with dirt/cement 		
		  mix and compact area around post.

Work procedures (work process)
Work procedures are clear and precise instructions that outline how a job should be done. Work procedures are written by a 
person or group selected by the employer, they contain information like:

Who is responsible for what.

PC 1.4

SAMPLE



© Easy Guides Australia Pty. Ltd. May not be reproduced22

PLAN AND PREPARE FOR WORK

Calculating the time to complete a task 
When identify a task it is important to calculate how long it will take. It can be difficult to 
get this exactly right but a close estimate will be helpful. 

Knowing how long the task will take helps to identify things like:

•	 When the next part of the task can commence 
•	 When the next trades person might be required 
•	 When materials need to be delivered
•	 How long disruptions might last, for example traffic delays.

Identify work (continued)

Consider the following scenario:

•	 150 m² of asphalt needs to be laid

•	 30 m² can be laid in 60 minutes

•	 The job takes 30 minutes to set up

•	 The job takes 30 minutes to pack up

•	 Workers have: 
– 2 × 15 minute break, and 
– 1 × 45 minute break during the day.

How long will it take to complete the job?

If work commences at 8:00 am —
What time could we expect to finish the job?

PC 1.4
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PLAN AND PREPARE FOR WORK

Step 1
If it takes 60 minutes to lay 30 m² 
of asphalt. 

How long will it take to lay 150 m²?

150 m² ÷ 30 m² = 5

(5 lots of 30 m² in 150 m²)

5 × 60 minutes = 300

300 minutes = 5 hours
to lay asphalt.

Step 2
Add the set up, pack up and break times 
to the time it takes to lay the asphalt.

300 + 30 + 30 + 15 + 15 + 45 = 435

435 minutes = 
7 hours and 15 minutes
to complete the job.

Step 3
If work starts at 8:00 am and there 
are no delays, the job should be 
completed at 

3:15 pm

Calculate the time to complete a task (continued)

PC 1.4
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PLAN AND PREPARE FOR WORK

Calculating material requirements
The quantity of materials needed to do the job must be calculated accurately. If too many materials are ordered it can cause 
money to be wasted. If too few materials are ordered it can cause the job to be delayed.

Area
Area is the quantity we need to know if we need a material to cover the surface of a two dimensional (2-D) object.  
For example if we wanted to know how much instant turf was needed to cover a field. 

The formula used to calculate area can be different depending on the shape. 

The basic formula for a square or rectangle is Length × Width. 

Area is expressed in metres squared (m²). 

Identify work (continued)

For example: 

To calculate the amount of instant turf required to cover the field below:

Length (L) = 15 metres

Width (W) = 20 metres

15 m × 20 m = 300 metres

The quantity of turf required is 300 m²

Note: 
The formula to calculate the area of a triangle is Base × Height ÷ 2

15 metres

20 metres

PC 1.4
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PLAN AND PREPARE FOR WORK

Length - 10 metres

Width - 2 metres

Height - 1.5 metres

For example:

To calculate the amount of dirt required to fill the trench below:

Length (L) = 10 metres

Width (W) = 2 metres

Height (H) = 1.5 metres

10 × 2 × 1.5 = 30 metres

The quantity of dirt required is 30 m³

Volume
Volume is the amount we need to know if we want to fill a three dimensional (3-D) space. 
For example if we wanted to know how much dirt will be required to fill a trench.

The formula used to calculate volume can be different depending on the shape.

The basic formula for a cube or rectangular shape is Length × Width × Height. 

Volume is expressed in cubic metres (m³).

Identify work (continued)

PC 1.4
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PLAN AND PREPARE FOR WORK

Environmental protection requirements
Sometimes the environment can be damaged by the work which is done. The worksite may have an 
Environmental Management Plan (EMP) in place.

The EMP is a plan that is developed for the worksite to identify all the environmental hazards that exist 
and give information on how they must be controlled so the environment is protected. The plan also 
makes sure the site is complying with environmental legislation including the correct disposal of rubbish 
and waste products.

Some environmental issues that need to be considered include:

Air pollution
Asbestos

Underground 
services

Fire Chemicals and 
hazardous substances

Noise, vibration and dust

Waste management 
and clean up

Water quality 
protection

Damage to plants 
and trees

Soil damage and erosion

PC 1.8
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PLAN AND PREPARE FOR WORK

Compliance documents tell you how to work safely and legally.

Answer may include:

•	 Legislation (Health and Safety Acts and Regulations)
•	 Australian standards
•	 Codes of practice
•	 Guidance notes
•	 Site policies and procedures.

QUESTION 1

Why do we have 
compliance documents?

QUESTION 2

Identify three (3) types of 
compliance documents.

PC 1.2
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PLAN AND PREPARE FOR WORK

Answer may include but is not limited to:

•	 Safe Work Australia
•	 State/territory health and safety regulator
•	 SAI Global (Australian Standards)
•	 Supervisors/managers
•	 Health and Safety representatives (HSRs)
•	 Human Resource (HR) department.

These are the terms agreed to by the employer 
and the employee to do the job.
They include the responsibilities and obligations 
of the employee.

QUESTION 3

Where can you find 
compliance documents?

QUESTION 4

What is meant by 
employment conditions or 
terms of employment?

PC  1.2, 1.3
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PLAN AND PREPARE FOR WORK

Answer may include but is not limited to:
•	 Duty of care
•	 Health and safety
•	 Reporting
•	 Return to work.

Work instructions are important 
so workers know:
•	 What needs to be done
•	 How it is to be done 
•	 When they need to do it. 

This allows work to be completed in a way 
that is:
•	 Safe
•	 Efficient
•	 Compliant
•	 Meets quality requirements. 

QUESTION 5

As well as following all of 
the terms and conditions 
of employment –

What are the other 
responsibilities and 
obligations of workers?

QUESTION 6

Why are work instructions 
important when planning 
and preparing your work?

PC  1.3, 1.1
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PLAN AND PREPARE FOR WORK

1.	 Work procedures.

2.	 Available time.

3.	 Resource requirements.

4.	 Priorities.

Identify how long the task will take helps you to 
plan for things like:

•	 When the next part of the task can commence 
•	 When the next trade might be required 
•	 When materials need to be delivered
•	 How long traffic might be disrupted for.

QUESTION 7

You are identify and 
preparing the job.

What four (4) things need 
to be considered when 
analysing the job?

QUESTION 8

Why is it important to 
work out how long the 
task should take?

PC 1.4
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SAMPLE WORK ORDER
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SAMPLE JOB PLAN

Work: (Work Order - WO-019)
•	 Erect a Fence around site ABC123 18 Floriston Road Boronia VIC 3155 to create a work zone or exclu-

sion zone for the general public for site works.
•	 Need a gate for truck to come in and out of site.
•	 Need gravel laid for crane and trucks to enter site this can be done at al later stage if need be but 

however if can be done on same day this would be good.

Sample Job Plan for work order: WO-019 

Job Plan 
What is the job that needs to be done?

•	 Erect a Fence around site ABC123 18 Floriston Road Boronia VIC 3155 to create a work zone or 
exclusion zone for the general public for site works.

•	 Need a gate for truck to come in and out of site.
•	 Need gravel laid for crane and trucks to enter site this can be done at al later stage if need be 

but however if can be done on same day this would be good.

What is the expected outcome for the job?

•	 Erect a Fence around site ABC123 18 Floriston Road Boronia VIC 3155 to create a work zone or 
exclusion zone for the general public for site works.

•	 Some sort of gate for trucks to enter.
•	 Gravel laid for crane and trucks to enter site.

What workplace policies, procedures need to be considered and what documentation will need 
to be completed for the job?

Need underground plans for site of cables, pipes and live wire lines if any underground. Need ap-
proval and sited before digging to commence.
What resources will be needed to complete the job (human and material)? Include an estimate 
of the quantity of each resource that will be needed.

Equipment / Material

Spray Can – Pink, Green, Blue, Pegs 1000, Line, Tape Measure / Digital, Pegs, Tape, Post Hole Dig-
ger, Spade, Pick, Poles, Wire fence mesh, Wire Cutters and Mesh Ties, Dirt / Cement Mix

Gravel, Shovel Spade Pad Lock and key

Personnel

Supervisor, Harry Styles, Local Council, Superman
What tools, plant and equipment are needed to complete the job?

Spray Can – Pink, Green, Blue, Pegs 1000, Line, Tape Measure / Digital, Pegs, Tape, Post Hole Dig-
ger, Spade, Pick, Poles, Wire fence mesh, Wire Cutters and Mesh Ties, Dirt / Cement Mix

Gravel, Shovel Spade Pad Lock and key

What is the most logical, safe and efficient sequence for completing the job including clean up 
and completion of documentation at the end of the job (step by step instructions). 

Include an estimate of the time it will take to complete each step of the job and an estimate of 
the total time the job should take.

Task 0. Have meeting with supervisor to discuss work order.

Task 1 – Measure and mark fence post positions as per plans

Task 2– Check area for underground hazards

Task 3 – Dig post holes using post hole digger

Task 4 – Remove excess dirt from holes using spade

Task 5 – Place one fence post in each hole

Task 6 – Rape fence mesh around pole stumps

Task 7 – Level and brace each post, fill holes with dirt/cement mix and compact area around post.

Wait for delivery of gravel

Task 8. Level out section of property for gravel to be dumped for drive way

Task 9. Secure Site after all work done

<Insert Job Plan Work Summary> 

Continue next page…SAMPLE
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JOB PLAN WORK SUMMARY

Job Plan Work Summary 

Date Tasks Personnel Equipment / Material Qty Documents and 
Permits

Duration Start Date End Date Price

2/1/2022 Task 0. Have meeting with supervi-
sor to discuss work order.

Supervisor, Harry 
Styles

30 min / 
0.5 hrs

2/1/2022 2/1/2022 $35,$35

6/1/2022 Task 1 – Measure and mark fence 
post positions as per plans

Harry Styles

Super Man

Spray Can – Pink, 
Green, Blue

Pegs 1000, Line

Tape Measure / Digital

1hr 6/1/2022 6/1/2022

Pegs 1000 $1
Tape 1 $10
Line 1 $5

2/1/2022 Task 2– Check area for under-
ground hazards

Local Council / 

Supervisor

Underground line 
document report

3 days 2/1/2022 5/1/2022 $35

6/1/2022 Task 3 – Dig post holes using post 
hole digger

Harry Styles Post Hole Digger 4 hrs 6/1/2022 6/1/2022 $35

6/1/2022 Task 4 – Remove excess dirt from 
holes using spade

Harry Styles

Superman

Spade

Pick

2

2

4hrs 6/1/2022 6/1/2022 $35

6/1/2022 Task 5 – Place one fence post in 
each hole

Harry Styles Poles 1000 4hrs 6/1/2022 6/1/2022 $1

$35
6/1/2022 Task 6 – Rape fence mesh around 

pole stumps
Harry Styles

Superman

Wire fence mesh

Wire Cutters and Mesh 
Ties

1000 4hrs 6/1/2022 6/1/2022 $1

$35, $35

6/1/2022 Task 7 – Level and brace each post, 
fill holes with dirt/cement mix and 
compact area around post.

Harry Styles

Superman

Dirt / Cement Mix 4hrs 6/1/2022 6/1/2022

$35, $35

6/1/2022 Wait for delivery of gravel Gravel 8 hrs 6/1/2022 6/1/2022 $35
6/1/2022 Task 8. Level out section of prop-

erty for gravel to be dumped for 
drive way

Harry Styles

Superman

Shovel Spade 2 hrs 6/1/2022 6/1/2022 $10, 
$35,$35

6/1/2022 Task 9. Secure Site after all work 
done

Harry Styles Pad Lock and key 0.5 hrs 6/1/2022 6/1/2022 $35

For Work: (Work Order - WO-019)

SAMPLE




