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CIOB Professional Development Programme
Self Assessment Form
	Candidates Name


	

	Candidates Membership Number


	


	Assessment Centre Name


	

	Assessment Centre Address


	


	Unit 
	1. DECISION MAKING
	What do you do in your management role to meet the standard
	If you cannot meet the standard what could you do?

	
	1.1. Investigate problems, causes and effect within job role
	
	

	PC a
	Can you clearly identify and describe 2 problems?

	
	

	PC b
	Can you carry out suitable and reliable  problem investigations?

	
	

	PC c
	Can you identify and describe potential causes?

	
	


	
	1.2.  Determine solutions to problems
	
	

	PC a
	Can you identify, investigate and evaluate possible solutions to problems? 

	
	

	PC b
	Can you select a solution and prepare recommendations to justify the decisions?

	
	

	PC c
	Are you prepared to openly discuss your reflective review of the problem, the decision making process and your final recommendations for improvements with an appropriate person

	
	


	Unit
	2.  COMMUNICATION
	What do you do in your management role to meet the standard
	If you cannot meet the standard what could you do?

	
	
	
	

	
	2.1  Effective meeting skills
	
	

	PC a
	Do you provide attendees with sufficient information and notice to prepare for the meeting? 

	
	

	PC b
	Do you ensure that essential information is prepared prior to the meeting and where relevant by others?

	
	

	PC c
	At a meeting, do you clearly communicate the objectives of the meeting and ensure they are understood and accepted by the group?


	
	

	PC d
	At a meeting, do you ensure everyone has the opportunity to contribute and ensure the discussion time is proportionate to the issue?

	
	

	PC e
	Do you summarise the decisions and agree the actions?
	
	

	PC f
	Do you follow up on agreed actions?

	
	

	
	2.2  Present information to various audiences
	
	

	
	Do you carry out presentations to informal and formal audiences?

	
	

	PC a
	Do you clarify with the appropriate person the presentation form and content?

	
	

	PC b
	Can you present information to an audience in a clear manner using an appropriate tone, pace and style suitable for the audience?

	
	

	PC c
	Can you research and produce your own visual support materials that are legible and accurate and enhances the clarity of the information?
Can you use the appropriate equipment to present the information?


	
	

	PC d
	During a presentation do you encourage the audience to ask questions and make comments at appropriate stage?

	
	

	PC e
	Can you provide suitable supplementary information on request?

	
	


	Unit
	3.  MANAGING INFORMATION
	What do you do in your management role to meet the standard
	If you cannot meet the standard what could you do?

	
	3.1.  Identifying and Obtaining information required for the job role
	
	

	PC a
	Can you demonstrate your role in the organisation with regard to managing information?

	
	

	PC b
	Can you assess your information needs in the context of your current and future tasks?

	
	

	PC c
	Can you determine the timing and means of receiving information for you to undertake current and future tasks?

	
	

	PC d
	Do you obtain accurate and relevant information to fulfil your job role?


	
	

	PC e
	Do you take appropriate action to remedy deficiencies in your information?


	
	

	PC f
	Can you evaluate the adequacy of information and make recommendations for improvements?

	
	

	
	3.2  Process information to meet work objectives
	
	

	PC a
	Do you process accurate information by agreed methods and timescales and to a range of recipients and in appropriate formats?

	
	

	PC b
	Can you deal promptly and appropriately to information needs in critical or unanticipated events?

	
	

	PC c
	Do you reflect on and review the information needs of the recipient on a regular basis and take action to make improvements?

 
	
	


	Unit
	4.  PLANNING AND ORGANISING 
	What do you do in your management role to meet the standard
	If you cannot meet the standard what could you do?

	
	4.1 Setting and reviewing objectives.
	
	

	PC a
	Do you establish objectives ensuring they are clear, accurate and practical and contain all the relevant details?

	
	

	PC b
	Do you regularly review the objectives to take into account a change in circumstances?

	
	

	
	4.2  Plan activities and work methods
	
	

	PC a
	Do you plan methods of working are activities that are consistent with the requirements of the organisation, its client and current legal and statutory requirements?

	
	

	PC b
	Can you use resources effectively?

	
	

	PC c
	Can you identify conflicts and constraints and seek solutions?

	
	

	
	4.3.  Monitor and control work 
	
	

	PC a
	Do you establish systems to monitor and control work activities? 

	
	

	PC b
	Can you establish a system of advance warning of problems and deal with deviations?

	
	

	PC c
	Do you regularly collect data on work progress and resource use and make this data available to the appropriate person?

	
	

	PC d
	Do you ensure appropriate people are notified to agree alternatives where resource problems are encountered?

	
	

	PC e
	Do you agree actions to minimise the impact of the problem?

 
	
	


	Unit
	5.  MANAGING WORK QUALITY
	What do you do in your management role to meet the standard
	If you cannot meet the standard what could you do?

	
	5.1 Identifying the arrangements for achieving quality standards
	
	

	PC a
	Can you identify and describe the organisations processes that are designed to achieve quality standards?

	
	

	PC b
	Do you check the quality expectations of the stakeholders?

	
	

	PC c
	Do you plan and prepare for audits by reviewing documentation in advance?

	
	

	
	5.2.  Evaluate quality performance and proposing improvements
	
	

	PC a
	Do you perform an inspection to investigate that the output of the organisation’s quality processes meet the expectations of the stakeholders? 

	
	

	PC b
	Do you record quality irregularities and assess their impact? 

	
	

	PC c
	Can you identify and fully describe ways of resolving quality irregularities?

	
	

	PC d
	Can you consult with others to agree solutions for quality irregularities

	
	


	Unit
	6.  MANAGING HEALTH AND SAFETY
	What do you do in your management role to meet the standard
	If you cannot meet the standard what could you do?

	
	6.1.  Identify job responsibilities and practices under HS&W legalisation
	
	

	PC a & b
	Can you identify you responsibility under HS&W legalisation and provide evidence of carrying out these responsibilities?

	
	

	PC c
	Can you identify breaches of HS&W legalisation and take appropriate corrective action?

	
	

	PC d
	Can you identify training for yourself and others to carry out HS&W responsibilities?


	
	

	
	6.2.  Identify hazards and assess risks arising from workplace activities
	
	

	PC a
	Can you define the scope of work you are going to assess?

	
	

	PC b
	Can you analyse and break down complex activities in to component parts to enable hazard identification?

	
	

	PC c
	Can you choose appropriate hazard identification to suit the assessment?

	
	

	PC d
	Can you identify and accurately record hazards and existing controls which meet legislative and organisational requirements?

	
	

	PC e
	Do you review risk assessment methods and select an appropriate option?

	
	

	PC f
	Do you record the assessment method in accordance with legislative and organisational requirements?

	
	

	
	6.3.  Identify and describe implementation of risk control measures
	
	

	PC a
	Can you define and quantify risks involved in work activities?

	
	

	PC b
	Can you identify appropriate risk control measures taking into account risk control measures? 

	
	

	PC c
	Do you monitor and review the effectiveness of control measures?

	
	


	Unit
	7.  IMPLEMENTING SUSTAINABLE CONSTRUCTION AND DEVELOPMENT
	What do you do in your management role to meet the standard
	If you cannot meet the standard what could you do?

	
	7.1.  Operating sustainable construction in your organisation and job role 
	
	

	PC a
	Can you investigate and identify the existing practices and opportunities for sustainable construction?

	
	

	PC b
	Can you identify realistic and practical indicators that are applicable to measure and manage sustainable construction?

	
	

	PC c
	Can you provide an appraisal of how you contribute to construction sustainability processes?

	
	

	
	7.2.  Identify and minimise risks to the environment from development and activities
	
	

	PC a
	Can you identify aspects of the environment that have to be considered during the construction processes?

	
	

	PC b
	Do you review and justify the operational methods adopted to protect the environment?

	
	

	PC c
	Can you describe how measures that protect the environment are implemented?

	
	

	PC d
	Can you evaluate measures taken to ensure environmental sustainability?

	
	

	
	7.3. Securing the social aspect of sustainability
	
	

	PC a
	Can you obtain an accurate assessment of the sustainability requirements of the stakeholders that are affected by the construction development?

	
	

	PC b
	Do you provide stakeholders with timely and clear information on the development relating to matters that affect them?

	
	

	PC c
	Do you provide development personnel with clear guidelines on the sustainability requirements of the stakeholders?

	
	

	PC d
	Do you respond in an appropriate and considerate way to queries and complaints from members of the community that are affected by the development?

	
	

	PC e
	Do you provide an environment at the workplace that sustains the cooperation and wellbeing of the workforce?

	
	


	Unit 
	8  DELIVERING COMMERCIAL AND CORPORATE OBJECTIVES
	What do you do in your management role to meet the standard
	If you cannot meet the standard what could you do?

	
	8.1.  Commercial and Corporate awareness
	
	

	PC a
	Do you understand your contribution to the commercial objectives of your organisation?

	
	

	PC b
	Do you deal with interested parties in manner that facilitates trust and confidence in the organisation?

	
	

	PC c
	Do you take appropriate steps to minimise disruption to the normal lives of the community?

	
	

	PC d
	Do you take steps to maintain the corporate image within your job responsibilities?

	
	

	
	8.2.  Maintaining and enhancing the value of work
	
	

	PC a
	Can you describe activities through which you contribute to the commercial objectives of your organisation?

	
	

	PC b
	Do you carry out appropriate steps to ensure the work is carried out as designed to the specified standards and quality?

	
	

	PC c
	Do you review and record work activites to identify departures from the required scope and taking remedial action?

	
	

	PC d
	Do you take appropriate steps to ensure extra or modified works are accurately recorded and actioned?

	
	

	
	8.3  Controlling and working within economical constraints
	
	

	PC a
	Do you acquire relevant information on cost and resource limits for your work?


	
	

	PC b
	Do you take appropriate action to prevent or report issues or activities that are likely to incur unanticipated cost?


	
	

	PC c
	Do you seek and agree with the appropriate people alternative work methods to reduce costs whilst maintaining the work in accordance with specification?


	
	


	Unit
	9.  PERSONAL MANAGEMENT AT WORK
	What do you do in your management role to meet the standard
	If you cannot meet the standard what could you do?

	
	9.1.  Identify job responsibilities and tasks
	
	

	PC a
	Can you identify and agree job functions with the appropriate person?

	
	

	PC b
	Can you accurately describe the tasks you undertake to fulfil the job functions?

	
	

	PC c
	Can you provide evidence of agreeing your responsibilities with the appropriate person? 

	
	

	
	9.2.  Establish job performance standards
	
	

	PC a
	Can you clearly identify performance standards to enable you carry out your work? 

	
	

	PC b
	Do you seek advice and agree task performance where standards are not available?

	
	

	PC c
	Can you prepare a clear statement of performance standards that have been agreed with your line manager?

	
	

	
	9.3.  Provide evidence of competent job performance
	
	

	PC a
	Do you seek appropriate evidence of meeting standards for job performance?

	
	

	PC b
	Present evidence of occupational competence in a clear and accessible format.

	
	

	
	9.4  Plan and control your own time   
	
	

	PC a
	Can you establish and appropriately estimate your short and long term commitments?

	
	

	PC b
	Do you priorise your work commitments to meet agreed timescales taking into account other relevant people and organisations?

	
	

	PC c
	Do you allocate realistic times to your prioritised work commitments and produce a suitable plan for your time including contingency planning? 

	
	

	PC d
	Do you have practical and acceptable strategies and tactics to regulate the demands on your time?

	
	

	PC e
	Do you monitor time control programmes at suitable intervals and making any acceptable adjustments to maintain the programme?

	
	

	PC f
	Do you analyse any disruptions to your programme and determine practical ways of eliminating or minimising their impact in the future?
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