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TASK

The purpose of this unit is to develop knowledge and understanding of managing contracts and contractors in the workplace.

The task requires you to demonstrate your awareness of the key aspects of contract and health and safety law and that you know how to ensure contractors working on your premises do not pose a risk to the organisation.

You should provide a short context statement to introduce your responses.

NOTE:
You may want to relate your answers to an organisation that you work in. If you are not currently working within an organisation, then you may complete this task in relation to an organisation with which you are familiar. This could include experience working in a voluntary capacity.
[bookmark: OLE_LINK1][bookmark: OLE_LINK2][bookmark: OLE_LINK3]You should plan to spend approximately 13 hours researching your workplace context, preparing for and writing or presenting the outcomes of this assignment for assessment. The 'nominal' word count for this assignment is 1500 words: the suggested range is between 1000 and 2000 words.

Check your assignment carefully prior to submission using the assessment criteria.


	Please use the sub-headings shown below when structuring your Assignment
	Assessment Criteria

	Managing contracts in the workplace

· Briefly describe the main aspects of contract management within your own organisation. You should show that you understand the basics of contract law, types of contracts and the management systems in use.

· Give an overview of a particular contract you have been involved with. Outline its scope and the stages involved in letting the contract. You should also explain how the contract was managed, monitored, evaluated and closed-out.

	
· Briefly outline contract management procedures and tools used in own workplace (16 marks)
· Describe a contract that you have assisted in managing and explain how you do this (20 marks)


	Managing contractors in the workplace

· Using an example from your workplace, explain how communication channels were established. Briefly explain the information provided to the contractor(s) on site about the requirements of the task, the constraints on work activities and any other relevant arrangements. 

· Select either a single event work activity or an on-going contract and explain how site rules and health and safety information are communicated to the contractor(s) working on your premises. You should also explain the processes in place to communicate and manage potential risks and how emergency arrangements are established.

· Provide details of an appropriate control measure used in your organisation and explain how it ensures legal compliance and/or reduces exposure to business and safety risks.

· Show that you understand how to ensure only approved and competent contractors work on your premises. Explain the actions you would take if inappropriate methods of working or behaviours on the part of the contractor(s) presented a significant risk to safety or the business. 

	 
· Explain how to communicate all relevant information to contractor(s) in the workplace (16 marks)
· Give an example of a contractor that you manage and explain what information the contractor will require to perform their function safely (16 marks)
· Using the example provided explain a control tool that you could use to monitor the contractors work (16 marks)
· Using the example provided explain how you could stop a contractor working if the work were unsafe, unauthorised or causing business disruption (16 marks)
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