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Client representative’s comments

	1. Overall Comments on Performance

In my opinion:
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Client representative’s comments (cont.)
	2. Compliance with Code of Practice for Procurement:

	( No indication of a breach was identified
	( Evidence of a breach was identified

	
	     (Attach details)

	In my opinion:


	I confirm that I have consulted with the Project Director in the preparation of this report and that a copy of this completed report was sent to the Project Director on ……/  …… / 20.…

	The Project Director has advised that this report is:
	( Accepted
	( Not Accepted 

	
	
	

	
	When the Project Director and Client Representative are unable to resolve a disagreement as to the content of this report, the report is to be forwarded to Department of Services Technology & Administration (for early advice) and to the Executive Officer (for resolution). Please refer to details in the guidelines below.
	

	
	
	

	Name
	
	Signature
	
	..../……/20…

	Title
	
	Organisation Name:
	

	Email
	
	Telephone
	
	Mobile
	

	
	
	
	

	
	WHY THIS REPORT IS URGENT

This original report should be completed and delivered promptly please to the Department of Services Technology & Administration, at the address indicated below.  Your early submission of this report is essential to assist NSW Government Agencies to make procurement decisions based on the most up-to-date information. This may influence matters such as the offering of tendering opportunities; award of contracts; assessment of Prequalification and/or Best Practice accreditation status and the review of common performance issues extending to other projects.
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Policy Support Services
Level 10, McKell Building
2-24 Rawson Place
Sydney NSW 2000

Facsimile: (02) 9372 8999
Email:  cpr@services.nsw.gov.au
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Executive Officer’s comments

Guidance notes

· This portion of the report is be used by the Executive Officer only if the Project Director and Client’s representative are unable to resolve a disagreement as to the content of the Performance Report.
· The Executive Officer is to assess the report and the supporting evidence and is to communicate with both parties to determine the performance.
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This original report should be completed and delivered promptly please to the Department of Services Technology & Administration, at the address indicated below.  Your early submission of this report is essential to assist NSW Government Agencies to make procurement decisions based on the most up-to-date information. This may influence matters such as the offering of tendering opportunities; award of contracts; assessment of Prequalification and/or Best Practice accreditation status and the review of common performance issues extending to other projects.
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Policy Support Services
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Project Director Performance Reporting System Guidelines

Objective of Performance (CPR) Reporting

The objectives of performance reporting are to:

· encourage Project Directors to implement a business culture of continuous improvement to benefit themselves and their clients;

· provide the Department of Services Technology & Administration with performance data from past and current contracts to identify the best performing Project Directors;

· ensure that the best performing prequalified contractors and consultants are offered more tendering opportunities than others; 

· share information with other NSW Government agencies on contractor and consultant performance on current and past contracts; and

· facilitate the development of a more complete understanding of project procurement by identifying opportunities for improving future project stakeholder relationships and management practices.

CPR is not to be confused with or replaced by the Performance Measurement Systems of other organisations and is not to be confused with the GC21 Performance Evaluation Form (which is a team based system of “self-measurement” and “self-improvement”). Refer to Procurement Practice Guide GC21 meetings and workshops for clarification.  

Informing Project Directors

Procurement Practice Guide Performance Management provides guidance to reporting on construction contractors and all categories of consultants.  
The system of reporting including this document should be conveyed to Project Directors at, or prior to, the first project meeting.

When Reports are Required

Project Director Performance Reports are prepared for all engagements valued at $30,000 or more:

· in the first week of February, May, August and November;

· at the completion of the engagement;

· whenever a critical aspect of performance is unsatisfactory;

· during the course of construction or implementation stages, if it becomes apparent that the standard of documentation or services delivered by the consultant are found to be unsatisfactory; and 

· at termination of the engagement (if occurring).

For engagements valued at less than $30,000, the Reporting Officer must complete and submit a performance report if the performance of the Project Director is unsatisfactory.

Irrespective of the engagement value, a Performance Report must be prepared whenever a critical aspect of performance has been identified as unsatisfactory.

Please note that Project Director Performance Report is not required in the first 2 months of the engagement unless unsatisfactory performance is recorded on any item, in which case a full report on all criteria should be completed.

Completing CPR’s - Measuring the Project Director’s performance

Clarity, completeness and timely response in submitting performance reports will assist the parties. These reports are applicable to the Project Director’s role and responsibilities.

Performance Scoring Methodology

Completed Performance Reports on a Project Director include assessed criteria from which a performance score is generated. The approach to generate the score is outlined below
Definition and Relative Weighting of Gradings

	Grading
	Definition
	Rating*

	Superior
	Standard well above the acceptable standard of performance
	10

	Good
	Standard often exceeds the acceptable standard of performance
	  7

	Acceptable
	Meets the acceptable standard of performance
	  5

	Marginal
	Mostly meets the acceptable standard of performance but has some weakness.
	  3

	Unsatisfactory
	Well below the acceptable standard of performance
	  0


The performance score for a report on a Project Director on an engagement is based on the average of all performance ratings from the report.

Example 1
	Evaluation Criteria
	Grading
	Rating


	Max. possible rating

	Change management
	Acceptable
	5
	10

	Scope management
	Acceptable
	5
	10

	Program management
	Good
	7
	10

	Cost management
	Good
	7
	10

	Design management
	Good
	7
	10

	Quality management
	Good
	7
	10

	Stakeholder management
	Good
	7
	10

	Communications management
	Acceptable
	5
	10

	Risk management
	Good
	7
	10

	Cooperative Relations
	Good
	7
	10

	Claims Resolution
	Good
	7
	10

	· 
	
	
	Totals
	71
	110

	
	
	
	
	
	
	

	
	
	
	Performance score = 100 x (71/110) = 64.5 %


Where more than one report has been provided for on an engagement, the performance score for a Project Director is based on the average of all performance reports for that engagement.

Example 2

Performance Report at 50% completion with a Score of 64%
Performance Report at 100% completion with a Score of 68%

Overall average score for the Project Director on the engagements is 66%

Performance Ranking

Firms prequalified as Project Directors are ranked based on recent performance scores. Ranking may be used to differentiate the higher performing firms from those with lesser performance or those with no recent performance history.  Ranked lists are used by the Department of Services Technology & Administration in the selective tendering process to guide Tenderer Selection Committees when making decisions in the selection of firms to be offered opportunities to tender on future work. 

Ranking is subject to ongoing change as new performance reports are received and as older reports are discarded from consideration. Reports which are within two (2) years of the specified reporting period are considered for ranking purposes.

Definitions used in the Performance Report on the Project Director
Actual Date of Completion

The date at which the Project Director actually completed work on the engagement.

Approved Date for Completion

Contractual Completion Date approved by the Client for the engagement of the Project Director.

Client Agency

The government agency funding the project, or the agency that will own the completed facility and/or will operate the facility when completed

Client Agency contact staff

The senior member of staff of the Client agency with executive responsibility for the project during construction.

Client Representative

The senior employee of the client agency (preferably) or a consultant engaged by the agency and who is responsible for directing the Project Director.

Date of Commencement

Date of Acceptance of Tender for the engagement of the Project Director.

Executive Officer

A senior representative of the Client agency or the Client representative’s firm.

Fee Accepted

The fee originally agreed to be paid to the Project Director under the original engagement.

Final Fee

The actual fee paid to the Project Director on completion of the engagement or on termination.

Project Budget or Estimate

The project Budget or Estimate for the construction stage (if applicable).

Project Estimated Completion Date

The estimated Completion date for the project at the construction stage (if applicable).

Project Estimated Start Date

The estimated Start date for the project at the construction stage (if applicable).

Performance Evaluation Criteria

The Performance Evaluation to include the process and implementation of Project Planning activities to support future infrastructure delivery in accordance with the engagement brief in terms of the following criteria:
Change management
· Management of project change management within agreed parameters.

· Consult with client, specialists and experts to identify change requirements.
· Undertake risk analysis, identify barriers to change, and agree and document mitigation strategies.
· Develop amd implement plan for management of change.

Scope management

· Management of the scope of the project within agreed parameters.

· Work within the project brief to track, monitor and control the scope of the project.

· Apply scope controls within the project as required.

Program management
· Management of project time within agreed parameters.
· Work with the project team to determine schedules for the project and project components.

· Briefing of clients and providing early warning to the client on potential impact on schedules and deadlines.

· Adherence to original completion deadlines.
· Monitor the progress of the project against the approved schedule.

Cost management

· Management of project costs within agreed parameters.

· Monitor the expenditure within the project against the agreed budget.

· Briefing of clients and providing early warning to the client on potential impact on budget.

· Adherence to original budget.

Design management

· Management of the design including design documentation.

· Work with the project team to develop the design and the design documentation to meet the planned outcomes of the project.

· Review design and the design documentation and identify potential issues that may affect positive project outcomes.·

· Facilitate the update of the design and the design documentation to meet the planned outcomes of the project.

Quality management

· Management of quality within agreed parameters.

· Work with the project team within the project quality management plan and quality management mechanisms.

· Monitor and control quality within the project planning phase against specified requirements.

· Identify and resolve quality problems and issues.

· Contribute to continuous improvement.

Stakeholder management
· Management of the stakeholders within agreed parameters.

· Facilitate and manage project stakeholder groups.

· Identify and resolve stakeholder issues.

· Support the development of understanding across stakehodler groups.

Communications management

· Management of communications within agreed parameters.

· Work with the project team to plan communications for the project.

· Develop and implement communications plan and communications network.

· Management of information flow.

· Facilitate communications within the project, with the client and other stakeholders.

· Delivery of agreed reports.

· Review project communications.

Risk management

· Management of risk within agreed parameters.

· Work with the project team to identify risk and develop risk management strategies.

· Control risk..

· Monitor risks.

· Review the management of risk within the project.

Cooperative relations

· Commitment and implementation of management approach that fosters continuous improvement, self-assessment and general industry monitoring.
· Adoption and commitment to a cooperative contracting approach with clients, subconsultants, contractors and suppliers. 
· Commitment to resolving issues through open and effective communication with a non-adversarial approach.

Claims Resolution
· Claims resolved in accordance with the contract
· Consult with service providers to identify issues and potential claims

· Proactive resolution of matters to avoid delay and to direct forcus on project planning
· Closure of valid claims in a timely manner

Steps for completing a Performance Report on the Project Director
Access and use of a blank Performance Report

1 
Use the latest version of this Performance Report (see References).  
2 
All Performance Reports are to be completed electronically, if possible.  Otherwise, all responses are to be typed or handwritten in block letters so as to minimise risk of misinterpretation of comments and to promote focused communications.

3 
Please note when completing this form that there are 2 types of Check boxes used:

· large and may be filled in with a tick or a cross while retaining the “box”;

· small and is to be replaced (deleted) by inserting a tick or cross, eg: “(” becomes “(” or “x ”

Client Representative’s responsibilities

4 
Meet face to face with the Project Director to discuss the Project Director’s performance under the engagement. 

5 
Welcome and encourage proactive communications with the Project Director in promoting the scheduling of meetings to complete performance reporting requirements.

6 
Discuss the Project Director’s performance with the Project Director including each evaluation criteria item and the reasons for any differences in views on performance.

7 
Consult with the Project Director and attempt to reach an agreement on the rating of each criteria in a manner which reflects actual performance on the project.

8 
Complete the performance report in consultation with the Project Director and preferably during the face-to-face meeting.

9 
Provide the Engagement Details including the full identification of all contact persons.

10 
Provide the Project Construction status (where applicable):

· Ensure that current project budget and current completion date are identified as being either predicted or actual.

11 
Grade the Project Director’s performance for each criteria:

· Tick boxes in NA (not applicable) column of matrix when it is too early in the project to assess Performance Evaluation Criteria or when the criteria do not apply to the specific engagement.

· Tick all applicable Performance Evaluation Criteria boxes.  Nominate only one grading against each evaluation criteria after taking into account matters beyond the Project Director’s reasonable control.

12 
Complete the Client Representative’s overall comments portion of the report. Ensure that aspects of Unsatisfactory and Marginal performance are clearly described. Aspects of Superior, Good and Acceptable performance are also to be noted especially when any contentious issues are likely to arise.  Ensure that comments are congruent with the ratings given for each criteria. Additional detailed comments and information may be attached.

13 
Advise whether further information has been attached.

14 
Complete the assessment of compliance with the Code of Practice for Procurement.

15 
Insert the date when a copy of the report was sent to the Project Director.

16 
Advise whether or not the Project Director has accepted the content of the report. 

17 
Sign the report.  

18 
Provide contact details in full.

Report Attachments 

19 
Attachments to Performance Reports are encouraged to clarify any key issues related to performance. Attachments may consist of type written text including extracts of relevant documents and correspondence.

Report copied to the Project Director and Department of Services Technology & Administration
20 
The Client’s Representative is to provide a completed report to the Project Director for review. The areas to be complete include:

· Page one in it’s entirety

· Page two (with the exclusion of the check boxes on the Project Director’s advice on acceptance)

The Client’s Representative is also to provide the completed report to the Department of Services Technology & Administration at the address shown below.

Project Director’s disagreement with the Report

21 
In the first instance, the Project Director should discuss with the Client’s Representative and try to resolve any disagreement that arises regarding the report.

22 
Following an unsuccessful attempt to resolve a disagreement, the Project Director may elect to raise the matter to the Executive Officer for resolution. The Project Director is to request the Client’s Representative to advise the Executive Officer of the disagreement. 

The Executive Officer’s responsibilities

23 
If the Project Director disagrees with the performance report, the disagreement is to be resolved by the Project Director referring the report, with written reasons for the disagreement, to the Executive Officer.  

24 
The Executive Officer is required to meet with the Project Director and the Client’s Representative to consider the report and reasons, decide on the disagreement, recommend changes, if necessary, to the report and forward any amended report to the Manager, Supplier Management Systems, at the address given below.

25 
The disagreement is to be resolved at the earliest opportunity and preferably within 21 calendar days of the Project Director’s contact with the Executive Officer.

26 
Following the assessment of the matters raised by the Project Director, the Executive Officer is to determine the Project Director’s performance on the engagement. 

27 
The Performance Report is to be completed electronically, if possible.  Otherwise, all responses are to be typed or handwritten in block letters so as to minimise the risk of misinterpretation of comments and to readily promote focused communications.

28 
Additional detailed comments, information and all correspondence are to be included with the report in the form of attachments. 

29 
Sign the Executive Officer’s section of the report.

30 
Provides contact details in full.

Submission of the completed report

31 
Submit the completed Performance Report including all attachments to:
Manager Construction Accreditation
Department of Services Technology & Administration
Policy Support Services
Level 10, McKell Building
2-24 Rawson Place
Sydney NSW 2000

Facsimile: (02) 9372 8999

Email:  cpr@services.nsw.gov.au
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