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 Introduction 
This Terms of Reference is for the provision of professional services for the role of Project Manager. Typically 
used for school or regional office delivered projects and non PQC consultant/contractor engagement. The role 
of Project Manager includes responsibility for project planning, leadership, organisation and control as both 
Project Manager (including cost management and programming) and Superintendent (and Superintendent’s 
Representative) under the building contract. Project Manager’s also support the school principal in 
understanding and managing Workplace Health and Safety requirements. 

The Project Manager will appoint and have full responsibility for the work and performance of any specialist 
sub-consultants required as part of the Project Management team. 

 Project Details 
For further project details refer to Section 2 of the Request for Quote form. 

 Project Steering Committee 
The Project Manager establishes and provides the secretariat for the Project Steering Committee (PSC). The 
PSC is an important governance arrangement for consultation, coordination and cooperation to occur to 
achieve the desired outcomes. 

The Project Steering Committee (PSC) will provide strategic direction to the Project Manager. The committee 
will typically comprise: 

• School Principal / College Director / Regional Infrastructure Advisor (Chair); 
• Business Services Manager; 
• School’s nominated contact officer; 
• Regional Infrastructure Advisor, Infrastructure Services; and  
• Other DoE officers. 

The PM is responsible for facilitating discussion with the PSC to address WHS risks and mitigations in a way 
that is appropriate to the stage of the project, the extent of such assistance and advice may require an expert 
safety advisor.   

Ensure Facilities Management Team (FMT) or Asbestos Management Team (AMT) training is up to date at 
the school, and to later ensure the project does not commence until this is the case. 

Note: The PSC must comprise at least three (3) DoE representatives in order for the committee to form a 
tender evaluation panel in accordance with the Department’s procurement policies. 

 Policies and Procedures 
Project Managers must be aware of, and comply with, all Queensland Government and Department of 
Education policies and procedures, including: 

• Design Standards for DoE Facilities 
https://qed.qld.gov.au/publications/standards/design-standards-for-doe-facilities 

• Working on Department of Education (DoE) Facilities 
https://education.qld.gov.au/about/Documents/working-on-doe-facilities.pdf 

• Asbestos Management Plan for DoE Facilities 
https://education.qld.gov.au/about-us/reporting-data-research/reporting/asbestos-management 

• Queensland Government Asbestos Management Policy for its Assets 
https://www.asbestos.qld.gov.au/ 

• Queensland Government Capital Works Management Framework 
http://www.hpw.qld.gov.au/construction/BuildingPolicyAdvice/CWMF/Pages/Default.aspx  

• Queensland Government building construction and maintenance (BCM) works contracts 
https://www.forgov.qld.gov.au/building-construction-and-maintenance-contract-templates 

https://qed.qld.gov.au/publications/standards/design-standards-for-doe-facilities
https://education.qld.gov.au/about/Documents/working-on-doe-facilities.pdf
https://education.qld.gov.au/about-us/reporting-data-research/reporting/asbestos-management/policy-and-procedures/policy
https://education.qld.gov.au/about-us/reporting-data-research/reporting/asbestos-management/policy-and-procedures/policy
https://www.asbestos.qld.gov.au/
https://www.asbestos.qld.gov.au/
http://www.hpw.qld.gov.au/construction/BuildingPolicyAdvice/CWMF/Pages/Default.aspx
https://www.forgov.qld.gov.au/building-construction-and-maintenance-contract-templates
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•  Queensland Government Building and Construction Training Policy 
https://desbt.qld.gov.au/training/employers/trainingpolicy  

• Queensland Charter for Local Content (the Charter) 
https://www.statedevelopment.qld.gov.au/industry/industry-support/qld-charter-for-local-content  

• South East Queensland Koala Conservation Strategy 
https://environment.des.qld.gov.au/wildlife/animals/living-with/koalas/conservation/seq-koala-strategy  

• Guideline – Procuring Building Contractors for Projects less than $1M (GST inc) 
 

• Criminal Record and History Check - upon the reasonable request of the customer at any time 
during the contract term, the supplier must conduct and provide to the customer an original or certified 
copy of the result of a Criminal History Check or other check required by the customer for personnel 
involved in the supply of deliverables under the contract. 
https://www.qld.gov.au/law/crime-and-police/criminal-records-and-history-checks 

 Project Objectives 
The Department’s objectives are: 

• Ensuring a safe work environment is created and maintained for the duration of the project. 
• Project Management services that support delivery of the project within the specified time, cost and 

quality parameters, and which include suitable consultation and communication of project objectives 
and progress to all relevant stakeholders. 

• Maintenance solutions and efficient building design to achieve value for money in capital and recurrent 
costs, without compromising service provision. Simple, cost effective, functional design solutions and 
construction techniques are preferred. 

• Environmentally sustainable designs that consider recyclability of materials, are energy and water 
efficient, and incorporate passive design features such as light-coloured roofing materials, appropriate 
building orientation, roof and wall insulation, natural lighting and ventilation, roof overhangs and sun-
control screening. 

• Engineering systems, materials and finishes, which maximise the anticipated functional life of the 
component, consider whole of life cycle costs and minimise ongoing maintenance requirements. 

• Building designs that are sympathetic to the existing school buildings and environment, maximising 
current building functionality while providing flexibility to respond to changing future needs, and 
respond appropriately to the school’s ongoing service needs and priorities including contributing to a 
safe, hygienic environment and promoting equal access for all, including people with disabilities. 

• To ensure that the school is able to maintain operations throughout construction, the impact on 
adjacent facilities is properly managed and the impact of construction activities on students, staff and 
the public is minimised wherever possible. 

 Safety 
The safety of students, staff and visitors is critically important to the department. As the property owner of 
school sites, the Department is considered a person conducting a business or undertaking (PCBU) under the 
Work Health Safety (WHS) Act, 2011 (the Act).  PCBUs have a duty of care, to the extent that is reasonably 
practicable, to ensure the health and safety of workers engaged in the business or undertaking, and also to 
ensure other people’s safety is not put at risk by the business or undertaking1. 

Where construction work is taking place, the department is able to rely on the expertise of contractors, also a 
PCBU under the Act. The primary duties outlined below are shared between the department and the contractor 
(and other PCBUs) under this arrangement, to the extent of what is reasonably practical given their respective 
level of control and expertise in undertaking the work.2 The PM must consider this when working with PCBUs 
to refine their shared duties under the Act, and the actions that follow from that. 

• the provision and maintenance of a work environment without risks to health and safety. 
                                                      

1 Work Health and Safety Act, 2011 (Qld), Section 19 (3). 
2 Contractor Management: Guidance for Commonwealth PCBUs covered by the Work Health Safety Act 2011 (Cth), p5. 

https://desbt.qld.gov.au/training/employers/trainingpolicy
https://www.statedevelopment.qld.gov.au/industry/industry-support/qld-charter-for-local-content
https://environment.des.qld.gov.au/wildlife/animals/living-with/koalas/conservation/seq-koala-strategy
https://qed.qld.gov.au/publications/standards/design-standards-for-doe-facilities#pqp
https://www.legislation.qld.gov.au/view/pdf/inforce/current/act-2011-018
https://www.comcare.gov.au/about/forms-publications/documents/publications/safety/contractor-management-guidance-for-pcbus.pdf
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• the provision and maintenance of safe plant and structures. 
• the provision and maintenance of safe systems of work. 
• the safe use, handling and storage of plant, structures and substances. 
• the provision of adequate facilities for the welfare at work of workers in carrying out work for the 

business or undertaking, including ensuring access to those facilities. 
• the provision of any information, training, instruction or supervision that is necessary to protect all 

persons from risks to their health and safety arising from work carried out as part of the conduct of the 
business or undertaking. 

• that the health of workers and the conditions at the workplace are monitored for the purpose of 
preventing illness or injury of workers arising from the conduct of the business or undertaking. 
 

The PM organisation is a PCBU in its own right when visiting the department’s sites, subject to the same duties 
as outlined above, to the extent of what is reasonably practicable, and their level of control and expertise for 
which they were contracted. The PMs to be fully aware of their WHS obligations, and to fulfil their duties under 
the Act. 

The PM also plays an important role in assisting and ensuring that the department meets its WH&S duties, 
including the department’s requirement to3: 

• Meet the duties outlined above. 
• Verify the contractor has the necessary expertise for the work. 
• Verify the contractor has their own systems in place for carrying out the work safely.  
• Verify the contractor is carrying out that work safely as per their own stated procedures (and not putting 

others at risk). 
• Continue to consult, co-ordinate and co-operate with the contractor. 
• Provide appropriate instruction to the contractor.  

 
The PM advises the department whether an expert safety advisor is required to evaluate the appropriateness 
of responses from tenderers regarding their approach to managing work health and safety risks. This is likely 
to be required where safety risks are expected to be particularly prevalent or complex. If a safety advisor is 
required they are to be procured and managed by the PM as part of the Project Management Team. 

The PM needs to undertake Electrical Safety duties as per the requirements of the Electrical Safety Act 2002. 
Such duties and requirements being incorporated into the Scope of Works.  

 Project Management Scope 

 General 
The Project Manager is to provide project management (including cost and program management) services 
for the delivery of the project in a thorough, competent and professional manner, and with all reasonable 
diligence and expedience. The project management services shall include both the quality and quantity of 
professional work considered necessary to fulfil the requirements of the Terms of Reference, including 
normally associated works not explicitly stated below. 

The scope of work shall include, but is not limited to: 

• Consultation, negotiation and liaison with the PSC, Queensland Government entities, Local 
Authorities, developers and other stakeholders, as required to achieve outcomes acceptable to the 
Department. 

• Preparation and distribution of regular progress reports and updates, and minutes for all PSC, 
stakeholder and construction Site Meetings to the PSC as required. 

• Preparation of cost estimates, and the implementation of stringent budget and cost control measures, 
underwritten by a thorough risk assessment and quantification of site-specific issues during the pre-
construction stage. 

                                                      

3 Contractor Management: Guidance for Commonwealth PCBUs covered by the Work Health Safety Act 2011 (Cth), p6. 

https://www.comcare.gov.au/about/forms-publications/documents/publications/safety/contractor-management-guidance-for-pcbus.pdf
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• The development and maintenance of a detailed project program based on completion of the project 
in accordance with the proposed date for practical completion, allowing sufficient time for all processes 
including approvals, tendering and construction, and an adequate contingency for unforeseen delays. 

• Preparation of a detailed scope of work sufficient for the calling of construction tenders. Where 
specialist sub-consultants are required, e.g. architects and/or engineers, these are to be directly 
appointed by the Project Manager and included in their fee. 

• Preparation of tender and contract documents in accordance with Queensland Government policies 
and procedures as outlined in the Capital Works Management Framework, and utilising the 
Queensland Government Building Construction and Maintenance (BCM) works contracts. 

• Management of the tender and tender award process on behalf of DoE following the Guideline – 
Procuring Building Contractors for Projects less than $1M (GST inc) including issuing tender 
documents, responding to queries and issuing addenda, reviewing tender submissions and issuing 
construction documents. 

• Where specified, management of the building contract in the role of Superintendent (and 
Superintendent’s Representative), including ensuring that the building contractor performs their duties 
and obligations in relation to the construction and commissioning of the project in accordance with the 
contract, reporting on project progress (noting that financial and milestone reporting requirements are 
on an individual project basis), and ensuring compliance with all applicable laws, statutes, regulations, 
codes and Queensland Government policies and procedures.  

Those undertaking the role of a Superintendent or Superintendent’s Representative must be 
appropriately registered or licenced for the role of such under a building contract i.e. registered as an 
architect or engineer in Queensland, or in possession of a relevant Queensland Building and 
Construction Commission (QBCC) Act licence, refer to http://www.qbcc.qld.gov.au/Pages/default.aspx  

• The Customer (Client) reserves the right to modify the scope of works to ensure that the project 
remains within budget. 

7.1.1 Project Managers Submission 
The Project Manager’s fee is to include: 

• All necessary specialist sub-consultants required, which may include architects, engineers, building 
certifiers and quantity surveyors. Note: statutory fees and charges applicable to the project are 
excluded from the Project Manager’s fee, and will be reimbursed. 

• Sufficient travel time and fares to allow for thorough consultation with the PSC and selected 
departmental personnel as required. 

• Asbestos investigations, if required, to inform the scope of works. 

Note: all documentation provided by the Project Manager is to be provided in both hard and soft copy. 

Any extension of the contract will be managed in accordance with the Conditions of Contract.  

The Customer (Client) reserves the right to modify the scope of works to ensure that the project remains within 
budget. 

 Pre-Construction 
The pre-construction stage involves the development of a detailed scope of work sufficient for the calling of 
construction tenders. The Project Manager’s scope of work during the pre-construction stage shall include, but 
is not limited to: 

• In consultation with the PSC, prepare a Project Plan, updating as required throughout the pre-
construction stage, incorporating: 

- A detailed program of works based on completion of the project in accordance with the proposed 
date for practical completion, allowing sufficient time for client approvals, minor amendments as 
requested by the PSC, legislative approvals, tendering, construction staging, decanting and other 
processes, and with appropriate risk allowances in the contingency for extensions of time and 
other unforeseen delays. 

https://qed.qld.gov.au/publications/standards/design-standards-for-doe-facilities#pqp
https://qed.qld.gov.au/publications/standards/design-standards-for-doe-facilities#pqp
http://www.qbcc.qld.gov.au/Pages/default.aspx
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- A detailed cost estimate and cash flow forecast. Cost estimate to include all building work, 
consultant fees, statutory fees and charges, appropriate risk allowances and contingencies, and 
any relocation and decanting costs. 

- A detailed risk assessment incorporating WHS risks and all site-specific issues with potential to 
impact on the project program and budget. For instance, work occurring within an operational 
school may need to be staged to ensure a block-by-block approach in isolation from staff and 
students, or all work may have to be undertaken after hours, etc.  

- The Project Manager is to arrange for any additional investigations required to quantify site specific 
issues prior to tender. The direct cost of any necessary additional investigations will be reimbursed 
by the school, with a minimum of three (3) written quotes required, cost to be approved by the 
school prior to acceptance. 

• Organise PSC meetings (outside school operating hours if required) to 

- present new information to the committee, including any updates to the Project Plan,  

- prepare and distribute meeting minutes within three (3) working days.  

- discuss and resolve significant WHS risks, and how (if at all) the program and cost plan have been 
adjusted to mitigate them. In many cases this work will later be augmented or superseded by the 
successful contractor’s planning, who the department relies upon as experts in managing WHS 
risks for the work they are undertaking.  

- follow up on any outstanding information required from the PSC. 

- Investigate project options and develop an options analysis with associated cost estimates, 
maintenance implications and risk analysis outlining the advantages and disadvantages of each 
option. Ensure that the options complement the existing facilities and achieve a cost-effective 
solution with regards to site conditions, infrastructure availability, drainage and environmental 
conditions.  

- present the options analysis to the PSC, ensuring sufficient information for informed decision 
making. Project Managers are required to explain and compare maintenance requirements for 
different options with the PSC, and will need to demonstrate how the preferred solution will 
minimise recurrent costs. 

• Develop a preliminary scope of work for the project, based on the brief and preferred option as directed 
by the PSC. Consult with all statutory and other authorities having jurisdiction over the project, 
incorporate their requirements and obtain all relevant approvals (all associated fees and charges shall 
be reimbursed by the PSC upon production of a receipt). Review the preliminary scope of work with 
the PSC, and revise if necessary. 

• Review BEMIR and seek comments from PSC as to whether Asbestos is suspected in the work area. 
If so, develop a site-specific Asbestos Management Plan (AMP). Review the preliminary scope of work 
with the Project Steering Committee, and revise if necessary. 

• Expand the preliminary scope of work to form a detailed scope of work that clearly and 
comprehensively describes the project requirements, suitable for the calling of construction tenders, 
and sufficient to ensure that prices received from building contractors are directly comparable. The 
detailed scope of work may include: 

- detailed descriptions of the scope of work for each trade; 
- a site plan, floor and ceiling plans, elevations, sections and detail drawings; 
- fittings, fixtures, materials and finishes schedules; and 
- architectural and engineering specifications. 
- any particular site specific WHS risks and mitigation strategies. 
Obtain sign-off of the detailed scope of work and updated Project Plan from the PSC prior to 
proceeding to the tender and contract award stage. 

 Working on DoE Facilities  
The Working on DoE Facilities document is used alongside all contracts, terms of reference and purchase 
order documents to ensure contractors fulfil their obligations regarding all work performed on DoE facilities, 
including work involving asbestos containing materials (ACM). The document is to be included with all contract 
documents issued for work performed on school sites. 
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This document clearly identify the responsibilities and obligations of contractors who undertake any work on 
DoE facilities. This ensures full accountability on the part of the contractor, for work completed and any issues 
which may arise. 

Furthermore, the contractor must submit online Pre and Post Works Safety Assurance Forms, which provides 
additional assurance that the contractor has actually read, understood and agrees to the most critical elements 
of the document. The PM must verify the contractor has submitted these forms at the appropriate time through 
the online system. Refer to ISD Pre and Post Works Safety Assurance Form Reporting - Guidelines.  

 Tender and Contract Award 
The Project Manager will tender the works to building contractors in consultation with, and on behalf of, the 
PSC, following the   Guideline – Procuring Building Contractors for Projects less than $1M (GST inc) 

 For works that are likely to exceed $1 million (excluding GST) building contractors must be PQC registered 
and the Project Manager is required to liaise with Infrastructure Services (PSC to provide contact details).  

All building contractors must to be in possession of the necessary Queensland Building and Construction 
Commission (QBCC) licence(s).  

The Project Manager’s scope of work during the tender and contract award stage shall include, but is not 
limited to: 

• Prepare tender and contract documents for the calling of tenders based on the Queensland 
Government building construction and maintenance (BCM) works contracts. Documents to include: 
- Request for Tenders; 
- Conditions of Tender; 
- Conditions of Contract and Annexure;  
- Tender Form;  
- Working on DoE Facilities; 
- Procurement and Evaluation Plan and arrange for its endorsement; and  
- WHS related documentation (e.g. asbestos register, Working on DoE Facilities document). The 

PM is to ensure any additional information important to contractors understanding and mitigating 
WHS risks at the site, is included in tender documentation. 

Obtain tender and contract documentation sign-off from the Department. Consider the use of optional 
works within the building tender (to be outlined in the Tender Forms), as agreed with the PSC, which 
may be omitted if the building tender is over budget. Note Provisional Sums and Separable Portions 
are not tender options, and are not to be used in this way. 

• In consultation with the PSC, issue the tender using an open invitation process or a select tender 
option.  

• Manage the tender process, in consultation with the PSC, including: 

- if required, organise and conduct mandatory site visits with all tenderers, at times suitable to the 
school so as not to cause disruption to school operations; 

- assist tenderers with the interpretation of tender documentation; and 
- respond to tenderer queries during the tender period, issuing amended and/or supplementary 

information to all tenderers in the form of tender addenda. 

• When the tender has closed, undertake a technical review of tender submissions, and prepare a 
comprehensive Tender Review Schedule, incorporating: 

- a tenderer overview; 
- any compliance issues, discrepancies or other issues; 
- a review of any exclusions, qualifications and alternatives; 
- an overview of the responses to any non-price criteria; 
- a review of the proposed program (if included); 
- a compliance check whether any preferred tenderers have the necessary expertise for the work 

(such as licences, qualifications, level of experience etc). 
- a price comparison; and 

https://rps-qed.myprojects.rpsgroup.com/external-access/link/6d1ca3e6-8a63-4f88-892a-55aac19c4c9e#portfolios=InfrastructureServices
https://qed.qld.gov.au/publications/standards/design-standards-for-doe-facilities#pqp
https://qed.qld.gov.au/publications/standards/design-standards-for-doe-facilities#pqp
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- recommended general and individual clarifications for each tenderer. 

• Assist the PSC with the evaluation of tender submissions including: 

- arrange and attend evaluation meetings;  
- provide advice and assistance to the tender evaluation panel as required; 
- ensure that the Acknowledgment of Obligations and Disclosure/Conflict of Interest Forms are 

completed and signed; 
- present the Tender Review Schedule; 
- compile and issue post-tender clarifications to tenderers, and distribute their responses to the 

PSC; 
- document the evaluation process including minutes of meetings; and 
- develop a Tender Recommendation Report and arrange for its endorsement. 

• In instances where tenders exceed $1 million (incl. GST) (obtain a formal financial capacity 
assessment of the preferred building contractor. To arrange this, contact Infrastructure Services (PSC 
to provide contact details). 

• Prepare the Contract, Letter of Acceptance and letters to unsuccessful tenderers for signing by the 
DoE. Issue the relevant documents to tenderers. Note: Project Managers are not authorised to sign 
contracts on DoE behalf. 

• Once the contract has been finalised, if requested, undertake a debrief with the unsuccessful tenderers 
and provide feedback, including: a brief description of the evaluation process; number of applications 
received; strengths and weaknesses of the submission in relation to the evaluation criteria; and, some 
suggestions regarding improvements. You may also disclose the successful tenderer’s name and 
accepted price.  Further information and advice can be found in the  Guideline – Procuring Building 
Contractors for Projects less than $1M (GST inc) 

 Construction 
The Project Manager is responsible for the administration of the building contract in the roles of Principal’s 
Representative, Superintendent and Superintendent’s Representative, including, but not limited to: 

• Complete, submit and arrange for the payment of the QLeave levy and ensure that the building 
contractor has fulfilled their obligations with respect to insurance and security under the relevant 
contract. Submit to QLeave any building and construction detail changes using the QLeave Change 
Form (Online) as required throughout the project. At the completion of the project, submit to QLeave 
Finalisation Form (Online). 

• Ensure that all personnel with access to site have undertaken a working with children and young 
people (Blue Card) check, and are in possession of a valid Blue Card. 

• Arrange, chair and minute all site meetings (which are to be held weekly). Provide copies of all meeting 
minutes to the PSC within three (3) working days. 

• Prepare and provide to the building contractor interpretations and clarifications of the meaning and 
intent of the contract documents. Review and approve all proposed sub-contractors, and supply project 
information to the building contractor in a timely manner (within 24 hours). Coordinate with the PSC 
for any input required. 

• Respond to requests for information and issue site instructions and variations. Validate all variations 
in respect of the project, and issue all variations in writing. If a variation is given orally, confirm the 
direction in writing within 24 hours. All variations are to be agreed with the PSC prior to issuing. A 
Contracts Variation register is to be used. Manage and make adjustments against provisional sums 
and provisional quantities as required. 

• Receive all progress claims from the building contractor, assess and value works progress, verify all 
details included in these claims, calculate retention amounts (where applicable) and issue payment 
certificates. Arrange for a copy of each certificate to be issued to the PSC. Ensure that all conditions 
in the conditions of contract, including Queensland Government policies and requirements are 
satisfied. 

• Examine and advise the PSC on the building contractor's program of work. Agree with the building 
contractor in relation to programs for the construction of the project, monitor performance against these 
programs and keep the PSC informed of progress, reporting on milestones and advising on potential 

https://qed.qld.gov.au/publications/standards/design-standards-for-doe-facilities#pqp
https://qed.qld.gov.au/publications/standards/design-standards-for-doe-facilities#pqp
https://www.qleave.qld.gov.au/forms/changes-to-building-and-construction-details
https://www.qleave.qld.gov.au/forms/changes-to-building-and-construction-details
https://www.qleave.qld.gov.au/forms/finalisation-form
https://www.qleave.qld.gov.au/forms/finalisation-form
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delays and recommended remedial actions (including the impact of construction delays on school 
accommodation). Request or agree deviations to the program and, where necessary, give directions 
to the building contractor to suspend/recommence work under the contract, with the PSC’s agreement. 

• Approve or reject all applications for extensions of time to the building contract and certify any amounts 
which become payable to the building contractor in accordance with the contract. All extensions of 
time to be agreed with the PSC prior to approval. 

• Review and approve submissions by the building contractor, or any sub-contractors, including all shop 
drawings, product data, samples and other information, including those of manufacturers, suppliers 
and fabricators, as required and use best endeavours to ensure that the quality and intent of the design 
are fully complied with. Evaluate, report on and recommend the contractor’s alternatives or substitution 
proposals. 

• Carry out all inspections required to ensure that work and materials are in conformity with the design 
intent of the contract documents, in compliance with any sample construction elements and mock-ups, 
and that the work is of the required quality. Provide the necessary sign-offs. 

• Direct and be present at all commissioning and testing which is to be carried out under the building 
contract, review the results of such tests and advise and report to the PSC. 

• Monitor and maintain adequate records regarding the standards of workmanship, materials and 
equipment, in accordance with the quality assurance plan and investigate and take all steps necessary 
to ensure that defective work or material is rectified, where necessary. 

• Prepare and submit to the PSC regular status reports incorporating; 
- photographs illustrating the progress of the project, external works, whole of building external 

images and appropriate internals. Photographs are to be supplied in .jpg format with a description 
and date taken.  

- Incident reporting, drawing from the department’s online incident reporting system. Refer to ISD 
Work, Health and Safety Incident and Near Miss Event Reporting - Guidelines 

- Key risks, including for work health and safety, stakeholders, time, scope, quality and cost. 
• Before granting practical completion of the project, ensure that a comprehensive inspection of the 

works is carried out with the PSC and nominated school representatives and a defects list containing 
all identified and agreed defects is prepared. In consultation with the PSC, determine if practical 
completion has been reached and, if so, issue a Certificate of Practical Completion. 

• If a PQC Contractor was engaged, complete the PQC evaluation for the building contractor using the 
Performance report template under the “Building contractor and agencies” section, when construction 
is 50% complete. Submit signed report to the PQC Registrar (PQCRegistrar@hpw.qld.gov.au) and the 
PSC. 

• Reporting in accordance with the Queensland Government Building and Construction Training Policy.  

Eligible projects are Queensland Government building projects with a contract sum of $500,000 or 
greater (including GST), and civil construction projects with a contract sum of $3 million or greater 
(including GST). Eligible projects include: 

- projects throughout Queensland, including projects in Aboriginal and Torres Strait Islander 
communities; 

- projects that are selected as Indigenous projects by Queensland Government agencies 
- public private partnerships; and 
- all building and/or civil construction projects with a contract sum above $20 million (including GST) 

tendered or undertaken by government owned corporations will also be eligible projects. 

The Queensland Government administers contractor compliance data through the Training Policy 
Administration System (TPAS). This is an electronic reporting system for contractors to report their 
compliance with the Training Policy.  The Department of Education will enter project information into 
the TPAS for eligible projects once the contract has been awarded. Contractors are required to submit 
the Compliance Plan, report labour and training hours and submit the Practical Completion Report 
using TPAS. Contractors will be informed of their compliance performance based on the data that they 
have entered into TPAS. The Project Manager is required to ensure that the Contractor completes 
this.  Refer to:  

- TPAS user manual for principal contractors  

https://qed.qld.gov.au/publications/standards/design-standards-for-doe-facilities#pqp
https://qed.qld.gov.au/publications/standards/design-standards-for-doe-facilities#pqp
https://www.business.qld.gov.au/industries/building-property-development/building-construction/supply-queensland-government/prequalifying-major-projects/guidelines-resources
https://desbt.qld.gov.au/training/employers/trainingpolicy
https://desbt.qld.gov.au/training/employers/trainingpolicy
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- TPAS user manual for government agencies, government-owned corporations and nominated 
management agencies 

• Facilitate appropriate hand-over of the completed works to the school, including all orientation, 
warranty notification and training requirements. 

• Assist DoE with appropriate written advice and documentation should a dispute arise under the 
building contract. 

• In consultation with the psc, the pm  needs to proactively support the department to meet its WHS 
primary duty of care by (but not limited to): 
- Verify the contractor submits the Pre Works Safety Assurance Form before any construction 

activity commences. Refer to ISD Pre and Post Works Safety Assurance Form Reporting - 
Guidelines  

- Verify the contractor has proper incident management and reporting processes in place, and 
ensuring any control measures subsequently put in place by the contractor are implemented, and 
monitored for effectiveness.  

- As soon as possible following an incident, the PM is to complete the department’s online Incident 
Register, Refer to ISD Work, Health and Safety Incident and Near Miss Event Reporting – 
Guidelines. The register is to be used to input 1) WHS incidents 2) property damage incidents 3) 
issuing of enforcement notices (such as improvement notices, prohibition notices, etc). 

- Verify the Work Area Access Permits (WAAPs) are completed correctly by school representatives, 
contractors and subcontractors, where it is required, through the duration of the project. WAAPs 
must be signed by all workers within the contractor and subcontractor organisations, not just a 
single representative from those organisations. 

- Ensure information provided to contractors from the department about the school site that is 
required for the contractor to meet their primary duty of care, is current. Verify furthermore that the 
contractor makes this information readily available to all workers on site (e.g. asbestos register, 
fall arrest anchor points, etc). 

 Post-Construction 
The Project Manager is responsible for post-construction administration of the building contract in the roles of 
Principal’s Representative, Superintendent and Superintendent’s Representative, including, but not limited to: 

• Ensure that the building contractor provides as-built drawings and maintenance and operations 
manuals as required by the building contract. Review all documents and administer any warranties 
required by the contract. Issue hard copy and electronic as-built drawing records to QBuild for 
uploading onto ePlanroom (drawings to be supplied in .dwg and .pdf format). 

• Be responsible for the coordination and management of defects rectification during the defects liability 
period, ensure that rectification is undertaken in a timely manner, and update the defects list as works 
are completed. Advise the PSC on the rectification of defects. 

• Supervise the building contractor to undertake any steps necessary or desirable to address any 
operating deficiencies, and monitor and report on maintenance undertaken by the building contractor 
during the defects liability period. 

• If a PQC Contractor was engaged, complete the second PQC evaluation for the building contractor 
using the Performance report template under the “Building contractor and agencies” section, 3 months 
after practical completion. Submit the completed report to the PQC Registrar 
(PQCRegistrar@hpw.qld.gov.au) and the PSC. 

• Before granting final completion of the project, ensure that a comprehensive inspection of the works 
is carried out with the PSC and nominated school representatives, all defects have been rectified, and 
prepare a final inspection and handover report. In consultation with the PSC, determine if final 
completion has been reached and, if so, issue a Certificate of Final Completion and provide a final 
account statement. 

• Attend all meetings and conferences, prepare and review all reports and recommendations and 
establish and maintain such records and registers as may be required to satisfy any of the preceding 
matters. Undertake any other work on behalf of the school, which is required for the satisfactory 
completion of the project. 

https://desbt.qld.gov.au/training/employers/trainingpolicy
https://desbt.qld.gov.au/training/employers/trainingpolicy
https://qed.qld.gov.au/publications/standards/design-standards-for-doe-facilities#pqp
https://qed.qld.gov.au/publications/standards/design-standards-for-doe-facilities#pqp
https://qed.qld.gov.au/publications/standards/design-standards-for-doe-facilities#pqp
https://www.business.qld.gov.au/industries/building-property-development/building-construction/supply-queensland-government/prequalifying-major-projects/guidelines-resources
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• Verify the contractor submits the Post Works Safety Assurance Form before de-mobilising from site. 
Refer to ISD Pre and Post Works Safety Assurance Form Reporting - Guidelines . 

https://qed.qld.gov.au/publications/standards/design-standards-for-doe-facilities#pqp
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