
Page 1Version 1.0 May 2005

Topic 4 Section 10

ContentsContents
Site Records ............................................................................................2

Photographs ............................................................................................1616

Section 10 – Assessment Activities ..........................................................................................................................18

Documents, Reports 
and Recordsand Records



Topic 4 – Contract Administration Section 10 – Documents, Reports and Records

Page 2Version 1.0 May 2005

Site Records
As shown in the following discussion, the system must be capable of accommodating a 

wide variety of types of documents. It is the responsibility of the resident engineer, project 
supervisor or other nominated person to set up and maintain an effective system of record-
keeping and reporting.

Main Types of Records
The main types of records that a construction contractor would normally keep on site 

include:

• Documents forming part of, or 
directly related to, the contract

• Construction documents

• Progress reports

• Costing, budget and payment 
records

• Health, safety and environmental 
documents

• Quality documents  

• Other construction documents

• Photographs.

Contract Documents
The types of documents that form part of, or are directly related to, the contract are listed 

or described in Topic 2 of this series, and in Section 3 of this topic.  Generally, they include 
tender documents, general and supplementary conditions of contract, standard documents and 
specifi cations, and drawings.  Any documents currently issued for construction must be kept 
separate from superseded documents; usually these are stamped ‘superseded’ to clearly identify 
their status.

Construction Documents
Once a contract has been awarded, the contractor’s staff draw up a detailed works program, 

showing the activities, operations and resources needed to complete the contract. 

The methods used to draw up the works program, use and interpret information contained 
in the works program and to update the works program were described in Topic 2 of this 
series.

Progress Reports
A contractor will typically require site staff to submit regular reports about the progress 

of the contract work; in many cases, these reports are submitted in a standard format.  The 
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type of report that is needed will depend on the company’s standard procedures or the client’s 
specifi c requirements.  Reports should be accurate and concise, and should use good written 
communication skills— such as attention to spelling and correct punctuation.  Regardless of 
the format of the report, it may contain some or all of the following elements:

• Estimated vs actual progress 

• Costs

• Staff

• Assets

• General conditions.

Estimated vs Actual Progress

An important part of the progress report is the schedule of activities that gives a written and/
or visual comparison between estimated and actual progress on the project. This information 
may be presented in the form of a chart or diagram, such as a bar chart.

This information gives managers and clients an overview of how the project is progressing 
and whether there are any areas of concern.  In addition, the schedule can highlight areas 
where cost savings can be made, plant utilisation can be improved or where extra resources 
(e.g. labour or materials) may be required to keep the project on target.

The construction schedule may, for example, record activities such as stripping, earthworks, 
drainage or bitumen surfacing and show the actual progress compared to planned progress at 
that date. The comparison may also be shown as a percentage e.g. excavation is 50% complete.

Costs

A progress report on costs is also important to managers and clients so that they can keep 
close control of expenditure.  These costs may be actual costs incurred or, when details are not 
available, estimated costs. Details of costs could include:

• Plant

• Labour

• Subcontractor payments

• Materials.

As well as recording direct costs, the progress report might also include indirect costs (e.g. 
supervision and administration) and overhead costs, such as, head offi ce costs and fees and 
charges.

Assets

There may be a requirement for regular reporting of the use or condition of major assets of 
the contractor, such as plant and buildings.  An example is given of a pro-forma used to report 
on the condition of plant.
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Staff 

The progress report may record staff information such as:

• Absenteeism

• Sick leave

• Holidays

• Overtime.

The report might also provide a breakdown and summary of work hours.  It could also 
include details of toolbox or team meetings, as well as any industrial relations issues or 
workplace incidents requiring counselling.

An example of a pro-forma report used for reporting industrial disputes on a large 
construction project follows.
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General Conditions

The progress report may contain general information that is relevant to the job— such as 
weather conditions, or local activities that may have caused delays or had an impact on the 
progress of the work.  This part of the report may also include details of any contact with the 
public, meetings with councils, clients, unions or sub-contractors.

Costing, Budget and Payment Records
A contractor will usually keep on site a variety of records that relate to project costs, budget 

preparation and control, and progress and fi nal payments on the contract.  Examples of such 
documents include:

• Progress claims

• Progress certifi cates

• Tax invoices

• Records of payment

• Project cost centres

• Project budgets

• Costing records

• Estimates of cost to complete

• Forecast of project outcome (i.e. revenue, profi t and cost).

Health, Safety and Environmental Documents
A contractor will usually require reports on health, safety and environmental aspects of a 

project on a regular basis.  An example would be for a project where there is the possibility 
of discovering aboriginal relics on site and the project includes conditions aimed at heritage 
protection.

Typical workplace health and safety requirements for construction projects are discussed 
in greater detail in Topic 5 of this learning resource.  Typical environmental requirements are 
dealt with in greater detail in Topic 6.

Three examples follow of pro-forma reports used for reporting health, safety and 
environmental concerns.  (The fi rst of these refers to a pre-site inspection for fi re ants, which is 
required in restricted areas in south-east Queensland where movements of soil, turf, pot plants, 
etc is subject to controls).

In addition, a contractor may keep any or all of the following records related to health, 
safety and environment:

• Safety Plan

• Risk assessments

• Safety checklists, including toolbox talk register

• Incident register and reports
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• Site induction register

• Daily site diary/timesheet

• Material safety data sheets

• Evacuation plan.

FORM

PRE-COMMENCEMENT SITE INSPECTION 
FOR FIRE ANTS

Company Name

Project: No.:

Date: Time:

Facsimile No.: (07) 3310 2850 

The {INSERT PROJECT NAME} hereby request for the DPI&F Representative for the area of
{Insert Site Location} to conduct a Pre-commencement Site Inspection for Fire Ants. Shown
below are the project details.

Pty Limited: ARMP No. 

Project Environmental Representative:

Contact Details: Project Telephone No.:

Project Facsimile No.: 

Representative’s Mobile No.:

Project Address:

UBD Reference:

Work will commence on: 

Type of work:

Approximate size of work area: 

Is site within the RA? Yes No

Is soil being moved off site? Yes No

If Yes, Do you know where the soil is going? Yes No

What address is the soil going to? 

Earthmover/Transport Company Name:

Earthmover/Transport Company ARMP No.: 

Are there any safety issues? Eg. Dog 

Please contact the Project Environmental Representative prior to arriving on site to organise an
appropriate time to conduct the Pre-commencement Site Inspection for Fire Ants. 

On completion of the Pre-commencement Site Inspection for Fire Ants it would be appreciated if 
the Certificate could be forwarded to the Project Environmental Representative at the above
address.

Rev 1 
Page 1 of 1 
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FORM

MONTHLY PROJECT
SAFETY & HEALTH REPORT

Company name

Project: No.:

Month: Year:

Attachments Required 

1. All Personal Damage / Potential Class 1 Damage Incident Investigation Reports
2. All Lost Time Injuries (LTI) - Incident Reports
4. All Breaches and Non-compliances (including penalties)

1. Key Safety and Health Initiatives / Achievements (including short, medium or long term measures 
as appropriate).

2. Number of Workplaces Applicable to the Month
(Workplaces where we have a majority control of the project/site/location)

3. Number of Safety and Health Plans in Place
(Excluding Contractors Plans)

4. Report details of the number of Safety & Health Audits conducted  during the reporting period.
(Include all Safety & Health Audits carried out by staff, Client personnel [or their Reps], Authorities, 3rd

Party Certification Body or others)

Conducted By: No. of Safety & Health 
Audits No. of WINs

Project / Workplace
I TP E Planned Completed Raised Close

d
Definition of an Audit:

An Audit shall be conducted in accordance with the Internal & Exteranl Audit Procedures  and 
including items such as: a formal entry/exit meetings, defined scope and assessment criteria,
documented report for assessing performance.

Totals:

Key :    I – Internal    TP – Third Party    E – External

Rev 4 
Page 1 of 3 
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FORM

MONTHLY PROJECT ENVIRONMENTAL Company

REPORTName

Project: No.:

Month: Year

1. Key Environmental Initiatives / Achievements (include short, medium or long term measures).

2. Project Environmental Statistics (All Projects /Contractor Controlled Workplaces)

Item Criteria Total of this Month 

Average number of workers (AW) Refer Monthly Safety Report 

Manhours worked (MW) Refer Monthly Safety Report 

No. of Environmental incidents 
reported to Authorities 

As required by Environmental
Regulation, Licence, Permit or 
Condition of Development /
Operation

Number of prosecuted breaches Only include where a conviction has
been recorded

Environmental Incident Frequency 
Rate (EIFR) 

(Based on incident severity levels 1 & 2)

No of Incidents (1 & 2) x 1,000,000

Manhours worked

Environmental Incident Rate 

(Based on all incidents)

No of Incident x 100

Average No of Workers

3. Detail all Environmental Incidents that have occurred at each Project / Contractor controlled
Workplace.

Details of Environmental incident 
(Including Environmental Incident classification: a, b, c,etc

Severity
(Severity Level

1, 2, 3) 

Preventative action 
implemented?

(Yes / No) 

Totals Yes/1+2+3%

Rev 1 
Page 1 of 3 
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Quality Documents
The operation of quality and quality assurance systems as part of a construction contract 

is discussed in other sections of this topic.  The following are examples of documents that 
contractor may keep as part of the site quality control system:

• Quality plan

• Lot register

• Process verifi cation checklists

• Non-conformance register & reports

• Test results (e.g. concrete strength, compaction, MDD, CBR, asphalt)

An example follows of a pro-forma report used for reporting on the operation of a site 
quality management system.
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FORM

MONTHLY PROJECT                      QUALITY
REPORT

Company Name

Project: No.:

Month: Year:

Attachments Required 

1. Audit Schedule

1. IMPLEMENTATION OF THE MANAGEMENT SYSTEM 

Date Approved Training Provided

Plans
Contractor Client

To
Contractor/

Staff
Personnel

Proposed
Review Date

Community Relations
Construction / Operations
Design
Employee & Industrial Relations
Environmental
Project Management
Procurement
Quality
Safety & Health
Traffic Management

2. LOT RECORDS FOR CURRENT ACTIVITIES THIS MONTH

Process Lots Opened Lots Closed Lots Active Average Lot 
Closure Times 

TOTAL

3. PROCESS CONTROL PLANS IMPLEMENTED FOR CURRENT ACTIVITIES THIS MONTH 

PCP No. Title Date Activity
Commenced

Date PCP 
Approved

Rev 1 
Page 1 of 3 
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Form
ABN Project Monthly Quality Report

4. STATUS FOR WORK IMPROVEMENT NOTICE RAISED FOR THE MONTH

ISSUED
Non Conformance ImprovementFUNCTION

0-14
days

14-28
days

1-2
mths

>2
mths

0-14
days

14-28
days

1-2
mths

>2
mths

TOTAL
CLOSED

OUT

Community Relations
Construction / Operations
Design
Employee & Industrial
Relations
Environmental
Project Management
Procurement
Quality
Safety & Health
Traffic Management

COST OF WORK IMPROVEMENT NOTICES > $5,000

WIN No. Brief Description Actual Cost
$

NON-CONFORMANCES ISSUED BY THE CLIENT AND/OR AUTHORITIES

WIN No. Date WIN
Issued Brief Description Date Action

Closed

4. INTERNAL / EXTERNAL AUDITS CONDUCTED THIS MONTH

Conducted By: No. of Audits No. of WINsProject / Workplace
I TP E Planned Completed Raised Closed

Definition of an Audit:
An Audit shall be conducted in accordance with the Internal & External Audit Procedures and
including items such as: a formal entry/exit meetings, defined scope and assessment criteria, 
documented report for assessing performance.

Totals:

Key :    I – Internal    TP – Third Party    E – External

Rev 1 
Page 2 of 3 
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Form
ABN Project Monthly Quality Report

5. TRADE PRACTICES ACT

(a) Have any complaints been received from suppliers, contractors, consultants
with respect to the Trade Practices Act?

Yes / No 

If “YES” provide brief details and action taken.

6. CLIENT SATISFACTION (includes major stakeholders)

Identify any partnering / alliance evaluations undertaken during the month.

Identify any correspondence / communication received from the Client and major stakeholders,
highlighting Leighton’s performance, whether satisfactory or unsatisfactory.

7. STAKEHOLDER COMPLAINTS (A summary of customer / community complaints received this
month)

Complaint Nature of Complaint Closed Out?
Yes   /   No 
Yes   /   No
Yes   /   No

8. Continual Improvement

(a) Has there been any improvement to work practices, process control,  system
documentation that enhances our operations?

Yes / No 

If “YES” provide brief details.

REPORT APPROVAL

Compiled By: 
(Name & Position) 

Date:

Approved By: 
(Signature of Project Manager)

Date:

Rev 1 
Page 3 of 3 
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Other Construction Documents
Depending on the type of contract and its provisions, a contractor may keep or require site 

staff to keep any or all of the following records related to the operation of the contract:

• Correspondence register

• Register of telephone calls

• Dial before you dig (DBYD) documents

• Bank guarantee & insurance details

• Transmittals

• Variation register & variation fi les

• Extension of time register & delay fi les

• Purchase requisitions

• Purchase orders

• Delivery dockets for forwarding to head offi ce

• Subcontracts

• Subcontract payment claims, certifi cates & correspondence.

Photographs

Uses of On-Site Photography
The camera can be an important tool for recording the progress of construction work, by 

providing a direct, visual description.  In some cases, it is easier to describe an activity by 
photographing it than in writing.

Photographs, whether taken by conventional or digital camera, may be used to record:

• technical detail

• types of materials

• methods of installation and construction

• damage

• non-conforming sections of work

• site conditions prior to commencement of work.

Recording Relevant Information
However, photos are of little value by themselves.  Staff who take photos must record 

relevant information about them at the time the photos are taken.  Otherwise, over a period 
of time, their value is reduced.  Memories are unreliable, and staff changes take place. To 
maximise their value of photos, the following information should be recorded on each photo 
taken:
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• Date photo was taken

• Identity of the subject

• Photo or negative number.

When photos are taken with a digital camera, the person who takes them should download 
the .jpeg fi les to an offi ce computer as soon as possible.  It is advisable to print off contact 
sheets and to record the relevant information (date, etc.) on the contact sheets.  This provides a 
hard copy for future reference, as a back-up to the downloaded fi les.

Use of Photographs as Evidence
At times, photographs are taken specifi cally for use as evidence in claims or for the defence 

of a particular position by the contractor.  If so, the following additional details should be 
recorded:

• Time of day

• Name of photographer

• Direction in which camera was pointed

• Where the photographer was standing.

When pipelines or underground works are undertaken in residential and business areas, it 
is normal practice to photograph the full extent of the works, including the buildings.  This 
provides a permanent record of the conditions that existed prior to commencement of the 
work, and prevents people from making frivolous claims for damages after the work has been 
completed.
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ASSESSMENTASSESSMENT
Section 10 – Assessment Activities

For information on how these assessment activities may be used as part of the learning 
process, see the section on ‘Assessment’ in the ‘Topic Descriptor’ section at the front of this 
topic.

Theory Questions
The following questions allow you to assess your progress in understanding the material 

presented in Section 10.  The questions may be of any of the following types:

• multiple choice (identify correct answer or answers)

• multiple choice (identify incorrect answer or answers)

• fi ll in the gaps in a sentence or statement

• identify a sentence or statement as TRUE or FALSE

• write a few sentences or a short paragraph.

Answers to the question are shown in the separate ‘Answer’ section.

Question 1
Who has the responsibility to set up and maintain an effective system of record-keeping and 

reporting?

Question 2
Name four general types of records that a contractor might keep, or require staff to keep, on 

a construction site.

Question 3
When could a camera be used to record information about the work site?
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ASSESSMENTASSESSMENT
Question 4

Give fi ve examples of information that should be recorded in fi eld diary.


