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Objectives

Learning Objective 1
•  Describe current issues and organizational structures in industry today.

 a.  Describe the leadership issues facing the construction industry.
 b.  Explain how gender and cultural issues affect the construction industry.
 c.  Explain the organization of construction businesses and the need for policies and procedures.

Learning Objective 2
• Explain how to incorporate leadership skills into work habits, including communications, motivation, 

team-building, problem-solving, and decision-making skills.
 a.  Describe the role of a leader on a construction crew.
 b.  Explain the importance of written and oral communication skills.
 c.  Describe methods for motivating team members.
 d.  Explain the importance of teamwork to a construction project.
 e.  Identify effective problem-solving and decision-making methods.

Learning Objective 3
• Identify a crew leader’s typical safety responsibilities with respect to common safety issues, including 

awareness of safety regulations and the cost of accidents.
 a.  Explain how a strong safety program can enhance a company’s success.
 b.  Explain the purpose of OSHA and describe the role of OSHA in administering worker safety.
 c.  Describe the role of employers in establishing and administering safety programs.
 d.  Explain how crew leaders are involved in administering safety policies and procedures.

Learning Objective 4
• Demonstrate a basic understanding of the planning process, scheduling, and cost and resource control.

 a.  Describe how construction contracts are structured.
 b.  Describe the project planning and scheduling processes.
 c.  Explain how to implement cost controls on a construction project.
 d.  Explain the crew leader’s role in controlling project resources and productivity.

Performance Tasks

Performance Task 1 (Learning Objective 4)
•  Develop and present a look-ahead schedule.

Performance Task 2 (Learning Objective 4)
•  Develop an estimate for a given work activity.

Module 46101-17 teaches skills needed to become an effective crew leader, as well as knowledge and abilities 
required to transition from craftworker to crew leader. The module also covers workforce diversity and organiza-
tion, basic leadership skills, safety, and project control.
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Classroom Equipment and Materials

Whiteboard
Markers
Pencils and paper
Fundamentals of Crew Leadership 
PowerPoint® Presentation

LCD projector and screen
Computer with Internet access during 
class (optional)

Blank copies of a look-ahead 
schedule

Blank copies of takeoff and 
summary worksheets

Module Review answer key
Module examinations
Performance Profile Sheets

Recommended Teaching Time: 22.5 hours
This Lesson Plan (LP) is divided into sections that correspond to the sections in the Trainee Guide module. As you 
plan your class times, review the objectives, content, and lesson plan outline for the section you plan to teach. 
Allow sufficient class time for demonstrations, laboratories, field trips, and testing. Each class period should also 
include time for administrative tasks and periodic breaks.

Be sure to gather the required equipment, materials, visual aids, and answer keys. Using your access code, 
download the PowerPoint® presentations and Performance Sheets for this module from NCCER’s Instructor Re-
source Center at www.nccerirc.com. 

It is advisable to assign the reading of a module section prior to the classroom instruction. The Section Review 
and Module Review questions may be assigned as homework. At their discretion, instructors may assign addi-
tional homework to meet the teaching objectives.

Performance Testing may be administered at any suitable time in the course of the module training. Tasks are 
graded pass/fail. Trainee performance and proficiency during practice sessions that meets or exceeds the stan-
dards for a task can be accepted as Performance Task completion. Complete the Performance Profile Sheet for 
each trainee.

The final class is generally reserved for a brief review and the written module examination. For information about 
accessing the Module Examinations, visit www.nccer.org/testing. The passing score for submission into NC-
CER’s Registry is 70% or above for the written exam. Record the testing results for each trainee on the Registra-
tion of Training Modules form and submit the form to the Training Program Sponsor.
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Additional Resources
This module presents thorough resources for task training. The following reference material is recommended 
for further study.

Construction Workforce Development Professional, NCCER. 2016. New York, NY: Pearson Education, Inc.

Mentoring for Craft Professionals, NCCER. 2016. New York, NY: Pearson Education, Inc.

Blueprint Reading for Construction, James A. S. Fatzinger. 2003. New York, NY: Pearson Education, Inc.

Construction Leadership from A to Z: 26 Words to Lead By, Wally Adamchik. 2011. Live Oak Book Company.

Generational Cohorts and their Attitudes Toward Work Related Issues in Central Kentucky, Frank Fletcher,  
et al. 2009. Midway College, Midway, KY. www.kentucky.com

It’s Your Ship: Management Techniques from the Best Damn Ship in the Navy, Captain D. Michael Abrashoff, 
USN. 2012. New York City, NY: Grand Central Publishing.

Survival of the Fittest, Mark Breslin. 2005. McNally International Press.

The Definitive Book of Body Language: The Hidden Meaning Behind People’s Gestures and Expressions, 
Barbara Pease and Allan Pease. 2006. New York City, NY: Random House / Bantam Books.

The Young Person’s Guide to Wisdom, Power, and Life Success: Making Smart Choices, Brian Gahran, PhD. 
2014. San Diego, CA: Young Persons Press. www.WPGBlog.com

The following websites offer resources for products and training:

Aging Workforce News, www.agingworkforcenews.com

American Society for Training and Development (ASTD), www.astd.org

Architecture, Engineering, and Construction Industry (AEC), www.aecinfo.com

Equal Employment Opportunity Commission (EEOC), www.eeoc.gov

National Association of Women in Construction (NAWIC), www.nawic.org

National Census of Fatal Occupational Injuries (NCFOI), www.bls.gov

National Institute of Occupational Safety and Health (NIOSH), www.cdc.gov/niosh

National Safety Council, www.nsc.org

Occupational Safety and Health Administration (OSHA), www.osha.gov

Society for Human Resources Management (SHRM), www.shrm.org

United States Census Bureau, www.census.gov

United States Department of Labor, www.dol.gov

US Green Building Council (USGBC), www.usgbc.org/leed

Wi-Fi® is a registered trademark of the Wi-Fi Alliance, www.wi-fi.org

There are a number of online resources available for trainees who would like more information on effective 
leadership skills and professionalism in the construction industry. A search for additional information may be 
assigned as homework to interested trainees.

Instructors should view any videos that may be identified in the lesson plan before using them to ensure their 
suitability. The videos can provide examples of both proper and improper work processes and behaviors. Be 
prepared to stop the videos at appropriate times to point out and discuss both proper and improper conduct and 
techniques.

Instructors are encouraged to locate additional audiovisual aids available on the internet, make personal videos, 
and take still pictures related to the subject matter and add them to the PowerPoint® presentations throughout 
the program.
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Safety Considerations
The following safety considerations should be emphasized:

• Remind trainees that they must have the required PPE any time they are in the shop or job-site 
environment.

Objective
When trainees have completed this section, they should be able to do the following:

1. Describe current issues and organizational structures in industry today.
 a. Describe the leadership issues facing the construction industry.
 b. Explain how gender and cultural issues affect the construction industry.
 c. Explain the organization of construction businesses and the need for policies and procedures.

Kickoff Activity
Locate the video on YouTube titled “Cross-Culture Content in Business,” uploaded by Agung Ridwan 
Syahputra on February 11, 2015. The video length is 3:37. This short video highlights the awkward 
things that can happen when individuals of different cultures interact. This will be a good reference 
point when discussing intercultural communications in this and later sessions.

Instructional Methods
Research has shown that varying instructional methods periodically throughout class sessions helps to 
engage and hold trainees’ attention. The PowerPoint® presentation that you received with this lesson 
plan is keyed to the sections of the Trainee Guide indicated below and has been designed for use with 
this lesson plan.

Sections 1.0.0–1.1.0
Introduce the trials facing the construction industry.

Provide an overview of the challenges for the current generation of leaders and the need for training 
the workforce.

Discuss the importance of matching instruction methods to the learning methods of crew members.

Sections 1.1.1–1.1.2
Discuss the factors that motivate a worker, which kinds are temporary, and which are most meaningful 
in the long run.

Discuss the generational changes in worker expectations and attitudes.

List and describe methods for motivating and rewarding the newest generation of workers.

Section One

Business struCtures and issues in the industry
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Business struCtures and issues in the industry

Section One

Sections 1.1.3–1.1.4
Explain the typical scenario for training craft professionals.

List and discuss the tips for developing effective training for craft professionals.

Describe how effective and varied forms of communication are key elements of on-the-job training.

Remind trainees that they need to pursue continuing and advanced training to achieve their full 
potential.

Explain that leadership skills are learned and that formal classroom training is part of that learning 
process.

Section 1.1.5
Discuss how technology has both simplified and complicated the job of a supervisor. Briefly review the 
capabilities of the smartphone and how it can be used to manage the work of crews.

Describe the features and application of LAN, WAN, and cloud-based technology in support of worker 
organization on the job site.

Teaching Tip
Conduct a class discussion of the effects of technology in the workplace. Ask the trainees to identify 
positive and negative aspects of it. List the advantages and disadvantages on the board.

Section 1.2.0
Discuss the generational makeup of the current construction workforce.

Discuss the various factors that contribute to defining the character of each generation. Draw from your 
own and your trainees’ backgrounds to demonstrate how this works.

Note that workforce diversity encompasses generational, ethnicity, cultural, and gender aspects.

Explain that leaders must be able to draw together this diverse workforce to meet present and future 
construction requirements.

Section 1.2.1
Discuss some of the differences in the ways men and women communicate and their consequences. 
Point out that the list of communication differences is not complete and suggests generalizations that 
may not always apply.

Section 1.2.2–1.2.3
Discuss the existence and reasons for the diversity of languages in the workforce. Also note that there is 
also a diversity of English dialects that can contribute to misunderstanding.

Review the ways to help workers improve their English-language skills.

Discuss how cultural differences can contribute to difficulties on the job.

Describe various methods to deal with difficulties arising from differences in cultures.
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Section One

Business struCtures and issues in the industry

Section 1.2.4
Define sexual harassment in the workplace and discuss various scenarios in which this is a factor. 
Discuss the consequences of engaging in sexual harassment, or being aware of it and not dealing with it.

Emphasize that proper handling of inter- and intra-gender relationships begins with the supervisor. 
Discuss the steps that crew leaders should take to deal with their own prejudices or inclinations.

Review the company’s policies for disciplinary actions.

Section 1.2.5
Review the reality of the increasing presence in the workforce of gender diversity and racial minorities.

Explain that workers may openly express nontraditional gender identities that must be respected in the 
workplace.

Discuss the company’s policies regarding the hiring of a diverse workforce and what factors are 
considered to avoid discriminating against applicants and workers.

Section 1.3.0
Introduce the topic of company and project organizations.

Define formal and informal organizations, and explain their practical differences.

Discuss the characteristics of members who perform well within organizations.

Review typical organizational charts for representative companies and discuss their structures.

Sections 1.3.1–1.3.2
Briefly describe the responsibilities of the major departments commonly found in most companies.

Define and discuss the terms responsibility and accountability. Explain how these terms apply to 
supervisors and the workers they are responsible for.

Section 1.3.3
Describe a thorough job description and its role in evaluating and holding an employee accountable.

Review the basic content required in a job description.

Section 1.3.4
Discuss the need for company policies and procedures. Describe the differences between policies and 
procedures.

Emphasize the need for a crew leader to be familiar with company policies and procedures that are 
relevant to crew leadership.

Wrap Up Activities
Have the trainees answer the 1.0.0 Section Review questions and review the correct answers with them.
Ask trainees if they have any questions about the material covered.
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Section Two

leadership skills

Safety Considerations
The following safety considerations should be emphasized:

• Remind trainees that they must have the required PPE any time they are in the shop or job-site 
environment.

Objective
When trainees have completed this section, they should be able to do the following:

2. Explain how to incorporate leadership skills into work habits, including communications, motivation, 
team-building, problem-solving, and decision-making skills.

 a. Describe the role of a leader on a construction crew.
 b. Explain the importance of written and oral communication skills.
 c. Describe methods for motivating team members.
 d. Explain the importance of teamwork to a construction project.
 e. Identify effective problem-solving and decision-making methods.

Kickoff Activities
1.  Locate the video on YouTube titled “What Makes A Good Team Leader,” uploaded by Database 

Star on December 18, 2014. The video length is 2.7 min. The video presents a concise but complete 
summary of good leadership principles, applicable in all types of organizations with teams of 
workers.

2.  Locate the video on YouTube titled “RSA ANIMATE: Drive: The surprising truth about what 
motivates us,” uploaded by The RSA on April 1, 2010. The video length is 10.8 min. This video is an 
engaging presentation that touches on many of the points made in this session. While directed at 
corporate employees, the information is applicable to anyone involved in complex decision-making.

Instructional Methods
Research has shown that varying instructional methods periodically throughout class sessions helps to 
engage and hold trainees’ attention. The PowerPoint® presentation that you received with this lesson 
plan is keyed to the sections of the Trainee Guide indicated below and has been designed for use with 
this lesson plan.

Section 2.0.0
Introduce the topic of leadership within an organization. Discuss the differences of the roles of the craft 
professionals and their crew leader.

Explain how a worker advances to the role of crew leader. Discuss the difficulties that are commonly 
encountered when assuming leadership of a crew from which the leader was promoted.

Note that crew leaders often spend more time in supervisory tasks than craft tasks.

Explain that leaders are made, not born, but people will follow effective leaders.
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leadership skills

Section Two

Teaching Tip
The movement of a leader from his/her toolbox to a supervisory role is often a difficult one. In many 
cases, they are continually drawn to action on craft tasks, as that type of work represents a comfort 
zone to them. Initiate a discussion about this among the trainees, and ask if they can envision the 
problem and can predict its effect on them.

Sections 2.1.0–2.1.3
Summarize the characteristics of effective leaders. Describe the common functions of leaders.

List and briefly discuss the list of traits of effective leaders.

List and explain the expected behaviors of an effective leader.

Section 2.1.4
Introduce the topic of leadership styles by discussing the tradeoff between leader control and worker 
autonomy.

Describe the three different leadership styles.

Remind trainees that the authority-autonomy explanation is just a model of how leaders and workers 
relate, and that different situations will require a different approach.

Discuss different situations that may require the crew leader to rely on one type of leadership or 
another.

Explain that a crew leader should respect and trust the workers unless they demonstrate they are 
unworthy of it. Note that crew leaders should apply this policy consistently to each member of the 
crew.

Section 2.1.5
Discuss the importance of ethics in a crew leader’s dealings with managers, peers, and subordinates.
Identify the three types of ethics and give examples of each relevant to a crew leader.

Explain that situational ethics will be the most challenging test to the crew leader, requiring actions that 
can generate negative consequences.

Point out that there can be legal repercussions for just knowing about an unethical action by the 
employer.

Sections 2.2.0–2.2.1
Introduce the topic of workplace communications, including the definition of communication itself.
Summarize the complete, four-step process of communication.

Discuss the role of the sender and ways of avoiding miscommunicating.

Describe the characteristics of an effective message and its delivery.

Describe the message receiver and things a receiver should avoid.

Discuss why some form of feedback is important in the process.

Explain the types of feedback that might occur and how a crew leader uses it.
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Section Two

leadership skills

Section 2.2.2
Describe the various types of written and graphical communication a crew leader might use. Discuss 
tips for writing concise messages to ensure clarity.

Emphasize to trainees that textspeak is always inappropriate in work-related communications and can 
reflect negatively on the user.

Review the characteristics of effective explanatory diagrams or sketches.

Sections 2.2.3–2.2.4
Define nonverbal communications and their significance.

Describe what kinds of nonverbal signs crew leaders should be aware of in themselves and in those 
they are speaking to.

Remind trainees that the nonverbal signs they observe in others may not have anything to do with 
what is being communicated.

Explain that the diversity of the workforce can result in a communication being interpreted differently 
from what was intended.

Teaching Tip
Have the trainees research how gestures or touching can be friendly in one culture, but insulting or 
unacceptable behavior in another. Trainees can be assigned to research different cultures to provide a 
variety of valuable information to the class. Discuss the results in class.

Discuss the techniques the crew leader can use to increase the probability of a diverse group 
understanding a message and other actions that might be required for individuals.

Teaching Tip
Have trainees review the verbal conversations in Participant Exercise A, Part I, then record the types of 
problems they note in each. Discuss the trainees’ findings in class.

Teaching Tip
Have trainees review the two written memos in Participant Exercise A, Part II, then record the types of 
problems they note in each. Discuss the trainees’ findings in class.

Section 2.3.0
Introduce the important topic of worker motivation.

Discuss various aspects of a worker’s actions and words that can indicate his/her level of motivation.

Briefly list the work-related factors that can contribute to an employee’s motivation and discuss how 
providing these can elevate worker motivation and job satisfaction.

Sections 2.3.1–2.3.7
Describe in some detail each of the listed motivational factors and how they can be achieved in the 
workplace.
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Section Two

leadership skills

Section 2.3.8
Discuss the specific types of actions a crew leader can take to maximize crew motivation and minimize 
demotivating factors.

Teaching Tip
Use Participant Exercise B as an opportunity for trainees to practice motivational techniques within a 
realistic job-site scenario.

Sections 2.4.0–2.4.2
Introduce the topic of teambuilding and the advantages of the team approach to projects.

Discuss the characteristics of the team members who take part in a successful team.

Describe how teams are usually formed in the construction industry.

Go over the types of things a crew leader should do when forming a team.

Section 2.4.3
Discuss how to select crew members for assigned jobs and then delegate responsibility. Note the 
appropriate characteristics of the craft professional selected to do the work.

Describe the types of things the crew leader must communicate when delegating the work, and discuss 
how the crew leader should monitor and evaluate delegated work.

Discuss how to handle instructions to the crew from sources who circumvent the crew leader.

Section 2.4.4
Share some tips for implementing company policies and procedures.

Describe how a crew leader may issue orders, when they are required, and what things to avoid in the 
process.

Sections 2.5.0–2.5.1
Introduce the topics of decision making and problem solving. Discuss the practical differences between 
making decisions and solving problems. Explain that one kind of activity usually involves aspects of 
the other.

Section 2.5.2
Discuss the differences between a straight-forward decision, one mandated by circumstances, and a 
difficult decision.

Provide examples from your own experience, or have trainees share examples of decisions they made 
in the past and how they made them.
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Section Two

leadership skills

Section 2.5.3
Introduce the five-step method of problem-solving. Discuss in some detail how to perform each of the 
steps in the problem-solving process. Discuss the problem-solving Situation provided in the Trainee 
Guide.

Section 2.5.4
Share with trainees the types of personnel problems crew leaders will encounter. Remind trainees that 
they should take action only within the authority they are given.

Discuss methods and strategies for dealing with conflict and friction between crew members.

Define absenteeism and identify the most common reasons for unexcused absenteeism. Discuss methods 
for dealing with workers who show repeated absences.

Define turnover and discuss the job-related factors that contribute to it. List the major causes of workers 
quitting and discuss ways the crew leader can mitigate these factors.

Review how the crew leader’s consistent enforcement of company policies and procedures is important 
to worker morale. Stress that many policies and procedures are in place for the safety of the worker.

Review the company’s policies for discipline.

Remind trainees that crew leaders occupy the first rank in reinforcing company policies and 
procedures—most visibly by following them.

Emphasize that crew leaders can be held responsible for a pattern of violations by the crew.

Wrap Up Activities
Use the two examples in Participant Exercise C to examine trainee attitudes about dealing with crew 
problems. Read the description of each case and ask individual trainees to answer the related questions.

Have the trainees answer the 2.0.0 Section Review questions and review the correct answers with them. 
Ask trainees if they have any questions about the material covered.

Present the verbal conversations in Participant Exercise A, Part I. Read the description of each case and 
ask individual trainees to answer the related questions.

Have trainees review the two written memos in Participant Exercise A, Part II, then ask individual 
trainees to answer the related questions in class.

Ask trainees if they have any questions about the material covered.
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Section Three

saFety and saFety leadership

Safety Considerations
The following safety considerations should be emphasized:

• Remind trainees that they must have the required PPE any time they are in the shop or job-site 
environment.

Objective
When trainees have completed this section, they should be able to do the following:

3. Identify a crew leader’s typical safety responsibilities with respect to common safety issues, including 
awareness of safety regulations and the cost of accidents.

 a. Explain how a strong safety program can enhance a company’s success.
 b. Explain the purpose of OSHA and describe the role of OSHA in administering worker safety.
 c. Describe the role of employers in establishing and administering safety programs.
 d. Explain how crew leaders are involved in administering safety policies and procedures.

Kickoff Activity
Locate the video on YouTube titled “Funny Construction Accidents—Safety Tips,” uploaded 
Hurricane Management Group on August 3, 2013. The video length is 2:46. This video of not-so-funny 
construction accidents will quickly engage trainees in work site safety, and the need for safety programs 
and program supervision.

Instructional Methods
Research has shown that varying instructional methods periodically throughout class sessions helps to 
engage and hold trainees’ attention. The PowerPoint® presentation that you received with this lesson 
plan is keyed to the sections of the Trainee Guide indicated below and has been designed for use with 
this lesson plan.

Section 3.0.0
Introduce the topic of safety in the workplace and the reasons for having a safety program.
Summarize the ways a crew leader is involved in a company’s safety program.

Emphasize that crew leaders occupy an important position in a program that ensures the safety of their 
crew members.

Sections 3.1.0–3.1.1
Discuss the kinds of hazards construction workers face, and emphasize falls as the cause of most 
fatalities. Discuss the statistics of construction injuries that are on the rise each year.

Review the difference between insured costs and uninsured costs of accidents and injuries. Summarize 
the types of monetary costs covered by insurance. List the types of insured perils for which companies 
can be compensated.

Review the direct uninsured costs of deaths and injuries. Review the indirect uninsured costs as listed 
in the Trainee Guide. Compare the relative significance of insured direct costs and uninsured/indirect 
costs to a company.
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Section Three

saFety and saFety leadership

Section 3.2.0
Discuss the mission, responsibilities, and authority of the US OSHA.

Discuss the authority of agencies to inspect workplaces and enforce safety regulations.

Note that some states and territories have OSHA agencies with their own compliance safety and health 
officers (CSHO).

Review the kinds of monetary fines OSHA can levy.

Sections 3.3.0–3.3.1
Introduce the requirement for employers to set up a safety and health program appropriate for the size 
and structure of the company.

Summarize the factors that make for a successful safety program.

Section 3.3.2
Discuss the typical safety orientation process for new employees.

Emphasize the importance of ongoing safety training for employees and modeling safe work habits to 
employees.

Section 3.3.3
Discuss the need to be proactive in identifying hazards. Describe the types of scheduled and random 
inspections that both the employer and OSHA conduct.

Explain the role of crew leaders in job-site inspections and the need to be on site.

Note that crew leaders are critical in educating their crew members as well as taking actions to create a 
safe job site.

Section 3.3.4
Discuss the need for periodic safety information updates and training. List and discuss the safety-
related information to include when instructing an inexperienced worker.

Section 3.3.5
Describe the purposes of the three main OSHA safety forms that most companies maintain.

Explain the purpose and content of SDSs that manufacturers are required to provide for most 
construction materials.

Discuss the retention requirements for OSHA records and the right of employees to review them.

Section 3.3.6
Discuss the need for all employees to understand the rules about reporting accidents and injuries.
Discuss the types of incidents OSHA requires employers to investigate and report, and the actions 
required to remediate. Note that most accidents are the result of a flaw in the process or management 
oversight.
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Sections 3.4.0
Emphasize again that the crew leader is key to educating, enforcing, and practicing safety.

Section 3.4.1–3.4.2
Discuss the kinds of safety-training sessions that the crew leader may employ. Identify the most 
effective ways to communicate safety information and discuss the need to document safety training 
sessions.

Discuss steps crew leaders should take when scheduling and conducting inspections.

Point out that crew leaders are still responsible for the safety of their workers even when working in an 
area under another supervisor’s responsibility.

Discuss the sequence of actions a crew leader should take when an unsafe condition or action by a 
worker is discovered.

Sections 3.4.3–3.4.4
Discuss the importance of knowing first aid and the location of first-aid stations.

Point out the OSHA requirements for having first-aid-trained workers on site and that CPR training is 
desirable but optional.

Discuss the advantages in having first-aid-trained workers, especially in remote work locations.

Discuss the hazards fire and explosion present to workers.

Explain how newer building materials can generate great amounts of hazardous dense smoke.

Emphasize that OSHA regulations have specific requirements for fire prevention as part of an 
employer’s safety program.

Section 3.4.5
Discuss the continuing problem of substance abuse and the new substances that have entered the 
picture.

Discuss the legal, health, and safety consequences of substance abuse on the work site and the actions a 
supervisor must take when substance abuse is suspected.

Review the symptoms of substance abuse.

Section 3.4.6
Identify the two times a crew leader is required to be involved in OSHA reporting and investigations.

List and discuss the four results that an accident investigation should produce.

Teaching Tip
Review the Case Study provided in the Trainee Guide to illustrate how incomplete accident 
investigations can result in additional injuries.

Section Three

saFety and saFety leadership
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Section Three

saFety and saFety leadership

Sections 3.4.7–3.4.10
Review again the things a crew leader should and shouldn’t do to promote a positive attitude toward 
safety.

Remind trainees of the importance of effective communication in a safety program.

Summarize the important elements of an effective safety program.

Discuss the advantages of safety contests and the types of awards for winners.

Discuss the use of awards and incentives for exemplary safety performance.

Describe how safety communications should include a variety of timely and appealing forms of 
publicity.

Wrap Up Activities
Use the three examples in Participant Exercise D to reinforce trainee knowledge and attitudes regarding 
crew safety. Present the questions in an open class discussion, challenging the trainees to provide 
insight into the actions they would take in response to each scenario. The three scenarios have been 
provided on a Wrap Up slide of the accompanying PowerPoint® presentation.
Have the trainees answer the 3.0.0 Section Review questions and review the correct answers with them. 
Ask trainees if they have any questions about the material covered.
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Safety Considerations
The following safety considerations should be emphasized:

• Remind trainees that they must have the required PPE any time they are in the shop or job-site 
environment.

Objective
When trainees have completed this section, they should be able to do the following:

4. Demonstrate a basic understanding of the planning process, scheduling, and cost and resource 
control.

 a. Describe how construction contracts are structured.
 b. Describe the project planning and scheduling processes.
 c. Explain how to implement cost controls on a construction project.
 d. Explain the crew leader’s role in controlling project resources and productivity.

Kickoff Activities
1.  Locate the video on YouTube titled “Project Cost Management Tips: Keeping Your Project Budget 

Under Control,” uploaded by Project Management Videos on November 7, 2011. The video is 6.3 min 
in length. This video provides an engaging introduction to the larger concepts of budget planning 
and project cost control in a project. You can refer to the concepts presented in this video as you 
consider the specifics of construction projects.

2.  Locate the video on YouTube titled “How to Control Scope in Project Management,” uploaded 
by Project Management Videos on November 7, 2011. The video length is 5.3 min. It discusses the 
problem of project “scope creep” and how it affects project costs and resources. While the topic 
pertains more to project managers, knowing about scope changes will help crew leaders be alert for 
such actions that can affect their company’s bottom line.

Instructional Methods
Research has shown that varying instructional methods periodically throughout class sessions helps to 
engage and hold trainees’ attention. The PowerPoint® presentation that you received with this lesson 
plan is keyed to the sections of the Trainee Guide indicated below and has been designed for use with 
this lesson plan.

Sections 4.0.0–4.1.0
Introduce the topic of project control. Summarize the responsibilities of the key participants in 
planning, coordinating, and completing a construction project.

Discuss the development phase of a project.

Section 4.1.1
Discuss the typical steps in the development phase. Explain that when the development phase is 
completed, the project proceeds to the planning phase.

Section Four

projeCt planning
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Section Four

projeCt planning

Section 4.1.2
Describe the tasks that need to be completed in the planning phase, including the development of 
drawings and specifications.

Discuss the need to hold meetings to refine designs, costs, and secure financing. Point out that 
commercial ventures also require a marketing program.

Explain that, once drawings and specifications are established, planners can begin identifying 
contractors and suppliers to do the work.

Discuss in detail the three main types of contracts that owners and contractors encounter. Note the 
advantages and limitations of each type.

Section 4.1.3
Discuss how the builder may contract or subcontract work. Explain the role of architects and engineers 
in the construction phase.

Discuss the importance of following plans, specifications, and building codes.

Discuss how construction work often does not proceed per the plans and how to effectively document 
changes.

Explain the use of red-line drawings to develop as-built drawings at the end of the project.

Section 4.1.4
Explain what is meant by the term project-delivery system. Discuss the characteristics of the three main 
types of project-delivery systems.

Section 4.1.5
Identify the factors that go into a project budget.

List and explain the categories of direct and indirect costs when estimating project cost.

Emphasize the importance of making an accurate estimate of a project.

Explain that a significant role of the crew leader is controlling costs to maximize profitability.

Describe the process for developing cost estimates.

Discuss how a crew leader prepares a material estimate for a job or for additional materials.

Teaching Tip
Have the trainees complete Participant Exercise E. Once they have finished, review the results and 
correct any errors. Remind the trainees that the ability to do this type of estimating is essential for crew 
leaders.
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Section 4.2.0
Review the definition of the term planning. List and discuss the various aspects of developing a plan.

Discuss the many reasons for a crew leader to be engaged in planning.

Discuss the big-picture factors that estimators must consider when developing project plans.

Section 4.2.1
Describe the types of planning that is done before the start of a project. Identify the two phases of pre-
construction planning.

Section 4.2.2
Identify the five steps in the planning process.

Describe how to establish project goals and sub-goals. Point out that some goals must be decided in 
conjunction with other crafts.

Describe how to establish objectives and how objectives relate to goals.

Point out that objectives must be understandable, measurable, and realistic and must be supported by 
the entire crew.

Explain that establishing the objectives for new or complex activities is essential.

Describe how to break down a work activity into smaller tasks. Use a common activity such as cooking 
scrambled eggs or changing a tire as an example.

Point out that dividing an activity into measurable tasks can help identify the kinds of equipment, 
tools, and labor needed to do the job.

Identify the three common parts to a work activity.

Describe the transfer of responsibility for various tasks to crew members. Note that this activity 
requires the crew leader to be familiar with the skills of the crew.

Remind trainees of the importance of clear communication.

Explain how to follow up to verify that assignments made are being carried out.

Explain that the crew leader should record task assignments to monitor assigned-task progress. Stress 
the importance of a crew leader keeping good notes.

Point out that a crew leader should keep a job diary to document significant events.

Section Four

projeCt planning
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Section Four

projeCt planning

Section 4.2.3
Explain that resources must be assigned to each part of a task or work activity.
Emphasize that safety is an important part of planning. The crew leader must assess hazards in 
advance and plan accordingly. Use hot work and/or confined-space entry as examples.

Explain that the crew leader needs to make sure required materials have been ordered and will be 
available when needed.

Point out that the crew leader must be familiar with company purchasing policies in order to respond 
to shortages.

Discuss the planning elements involved in site planning, such as material storage and staging, 
sediment control, security, and storm water control.

Explain that equipment needs must be planned and availability confirmed.

Point out that sharing equipment with other crews or contractors can save time and money.

Explain that the crew leader is responsible to make sure required tools are available and that crew 
members are properly trained or certified.

Point out that the crew leader is responsible for the tools and must keep track of them.

Explain that the crew leader is required to identify the skills needed for a job and identify one or more 
crew members properly trained for the work.

Note that the crew leader also needs to make sure the crew is properly staffed to avoid delays.

Section 4.2.4
Explain that scheduling includes the establishment of start and completion times. It is ideal to display 
the activities in relation to each other.

Review the list of items a schedule typically includes.

Introduce the different types of scheduling methods—bar chart, network or critical path, and look-
ahead.

Describe the general steps a crew leader should use in developing a schedule.

Point out that schedules are used by crew leaders to do advance planning for availability of materials 
and equipment.

Use Figure 27 to demonstrate how a bar-chart (Gantt) schedule is developed. Point out the dependent 
relationships between the major elements of the bar chart. Explain the symbols used on the chart.

Describe a network schedule. Use Figure 28 to demonstrate how one is developed.

Explain that this type of schedule bar chart is designed to show dependent activities. Explain that 
a network schedule allows supervision to readily see how a change in the schedule affects other 
activities.

Point out that crew leaders are most often tasked with developing short-term schedules.

Use Figure 29 to demonstrate how a short-term schedule is developed.

Explain that this type of schedule allows activities to be charted on a day-to-day basis by the crew 
leader.
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Section Four

projeCt planning

Teaching Tip
Review the project scenario related to short-term schedule development.

Emphasize the importance of keeping up to date with changes in the project schedule.

Explain that timely and accurate reports from crew leaders have a major effect on the accuracy of a 
schedule.

Section 4.3.0
Introduce the subject of cost control. Explain that cost control refers to the comparison of estimated 
versus actual costs. Describe how individual crew leaders can exercise cost control. Explain that the 
poor control of any resource results in higher costs.

Section 4.3.1
Remind trainees that a project budget is established based on the job estimate.

Describe a work breakdown structure (WBS) and the use of charge numbers to track costs.

Explain that tracking overall costs doesn’t necessarily mean work is occurring at an equivalent rate. 
Emphasize that the more costs are broken down by tasks, the better cost-control exists.

Section 4.3.2
Describe the elements of a field reporting system.

Describe how detailed cost information can be obtained by keeping track of hours and materials 
expended against a task.

Explain why a crew leader’s diary is important.

Teaching Tip
Cite the concrete finishing example in the Trainee Guide.

Section 4.3.3
Discuss the crew leader’s role in controlling cost.

Point out that the crew leader should be given a budget and schedule for every task; it is up to them to 
control the job within those constraints.

Describe some reasons why a job might exceed its budget and discuss corrective actions. Give the 
trainees examples of these situations and ask them how to handle them.

Talk about other methods that may be used to realign a job with its schedule. Use the direction of 
overtime as an example.

Section 4.4.0
Explain that closely controlling materials, equipment, tools, and labor are essential to minimizing 
waste. Describe the steps in the control process cited in the text.
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Section Four
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Teaching Tip
Use the accompanying example to show how this method is applied to resource control.

Section 4.4.1
Describe the crew leader’s role in controlling the availability and use of materials.

Explain how important it is to plan early to ensure materials will be available when needed.

Emphasize that the crew leader must follow up on material availability, even if someone else has been 
made responsible for ordering.

Section 4.4.2
Describe methods crew leaders can use to control material waste. Point out that waste control is an 
important element of LEED. Ask the trainees to give examples of how they can avoid material waste on 
their projects.

Sections 4.4.3–4.4.5
Explain why it is important to verify that the correct materials in the correct quantities have been 
delivered.

Explain how the shipping invoice is used to verify that the material was received when the vendor 
submits a bill for it.

Point out that the shipping invoice should be given to immediate supervisors for filing with other 
important records.

Describe how security concerns influence decisions on material storage. Discuss the storage area 
features that help protect sensitive materials from damage.

Discuss the impact of loss and theft to the actual cost side of the project accounting ledger.

Describe features of material storage areas that enhance security.

Section 4.4.6
Explain that crew leaders are responsible for ensuring arrangements are made for equipment needed 
on the job and they are responsible for the equipment while it is in their possession.

Discuss the need to make sure crew members who use equipment are properly trained or certified. 
Remind the trainees that equipment must be properly maintained and secured when not in use to 
prevent theft or vandalism.
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Section 4.4.7
Explain that the crew leader must control tools issued by the company to make sure they are properly 
used and cared for. Stress that tools must be properly stored.

Explain that OSHA holds the company responsible for injuries caused by defective tools, even if they 
belong to an employee.

Describe how tool control procedures help ensure that tools are available when needed. Discuss the 
significant amount of time lost by workers who cannot locate a tool when it is needed. Stress the 
importance of tool organization.

Section 4.4.8
Describe ways that crew leaders can provide maximum productivity by minimizing unproductive 
activities.

Point out that proper planning and the effective management of materials, tools, and equipment will 
help maximize productivity.

Explain that the effects of delays caused by others may be avoided by frequently referencing the project 
schedule.

Section 4.4.9
Discuss the difference between production and productivity.

Point out that minimizing the time crew members spend on personal business and non-work activities 
improves productivity.

Discuss the labor-related practices that can help improve productivity. Talk about how labor estimates 
are calculated.

Emphasize that the productivity results of a completed project are analyzed and factored into future 
estimates.

Wrap Up Activities
Have the trainees complete Participant Exercise G to reinforce their knowledge of methods used to 
minimize waste, manage resources, and maximize productivity. When the trainees have completed the 
exercise, have them share their results with the rest of the class. The questions have been placed on a 
Wrap Up slide of the PowerPoint® presentation for your convenience.

Have the trainees answer the 4.0.0 Section Review questions and review the correct answers with them. 
Ask trainees if they have any questions about the material covered.

Use Participant Exercise F to review and reinforce the content presented in this section. The three 
questions have been placed on the Wrap Up slide of the accompanying presentation for your 
convenience. Have individual trainees provide their answers to the questions from the front of the 
class. Ask trainees if they have any questions about the material covered.
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laBoratories and perFormanCe testing

Safety Considerations
The following safety considerations should be emphasized:

• Remind trainees that they must have the required PPE any time they are in the shop or job-site 
environment.

Equipment and Materials

Blank copies of a look-ahead schedule
Blank copies of takeoff and summary worksheets
Performance Profile Sheets

Objectives
These laboratories correspond to Learning Objective 4.

Performance Requirements
By the end of this module, trainees should be able to complete Performance Tasks 1 and 2:

1. Develop and present a look-ahead schedule.
2. Develop an estimate for a given work activity.

Instructors are reminded that trainee performance during practice and laboratory sessions can be used 
for verification of Performance Task completion.

Demonstration
Refer the trainees to Section 4.2.4 for an example of a look-ahead schedule. Prepare a simple blank 
schedule like the one shown. Provide them with a relatively simple work activity that is compatible 
with their trade and give them a timeline for completion.

Laboratory/Performance Tasks
Under your direct supervision, have the trainees develop a look-ahead schedule for the activity, 
incorporating the procurement of materials as well as the tasks to be done. Observe the trainees 
throughout the process and provide guidance as necessary. This laboratory corresponds to Performance 
Task 1.

Demonstration
Provide trainees with blank copies of the worksheet and summary sheets as shown in Section 4.1.5. 
Review the first Kickoff Activity in Section Four with trainees, and demonstrate how to develop a cost 
estimate.
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Laboratory/Performance Tasks
Under your direct supervision, have the trainees develop a cost estimate including labor, materials, and 
equipment (if applicable) using the same activity as for Performance Task 1. Explain that they should 
use their best judgment on the cost of materials and labor, as it is impractical for them to research 
specific pricing during this laboratory. Observe the trainees throughout the process and provide 
guidance as necessary. This laboratory corresponds to Performance Task 2.

Wrap Up Activities
Gather the trainees together. Ask if they have any questions about what they experienced during 
practice and performance testing. Point out that every estimate and project is unique in some way, and 
that attention to detail is critical to the success of the job.
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module review and examination

Module Review
Ask the trainees if they wish to review any particular information from the module. Have the trainees 
complete the Module Review at the end of the module. Alternatively, if the Module Review was 
assigned as homework, have them retrieve their answers.

Review the answers to the Module Review prior to administering the module exam. Ask again if the 
trainees need clarification on any particular knowledge areas.

Examination 
Administer the module exam. As they begin, remind trainees that they must answer at least 70 percent 
of the questions correctly to pass the module exam.

Wrap Up Activities
Ask the trainees if there were any problem areas on the exam that they wish to discuss, and ask them 
to identify a favorite and least favorite part of this module. As an alternate or if time allows, briefly 
introduce the next topic in your planned teaching sequence.

Instructor
Record the testing results as required. The results for exams administered through online testing 
systems are recorded automatically in the Registry System.
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answers to partiCipant exerCises

PARTICIPANT EXERCISE A

Conversation I
To avoid misunderstanding what needs to be ready by what time, Judy could have been clearer in her 
statement and question.
She could have said, “The job trailer will be coming today at 1:00 p.m. The job site needs to be prepared 
by then. What time can I expect the site to be ready?”

Conversation II
Jimar could have complimented Mike first, and then asked him to help Al.
Jimar could have told Mike that Al would be responsible for instructing Miguel on his work so Mike 
wouldn’t have to.
Later, Jimar could have met individually with Miguel and Mike to see if he could figure out why they 
can’t communicate with each other.

Conversation III
Hiro could have asked Jill if she was familiar with the requirements first, then asked if she had received 
them.
If these reports are a requirement of her job, it should have been in her job description. She would have 
known she needed to understand these terms/reports to do her job right.

Conversation IV
Lakeisha’s discussion contains a lot of information without a date of completion assigned. Which of the 
three questions does she want answered first? By when?

Memo I
This should be a memo with a date, addressor, addressee, and a subject line.
There should be an invoice attached from the addressor who is asking for the money, and a section for 
comments or an additional sheet attached for comments.
First and last names of people should be used to avoid confusion in all correspondence.
Better punctuation is required.

Memo II
This should be a memo with a date, addressor, addressee, and a subject line.
There should be an invoice attached from the addressor who is asking for the money, and a section for 
comments or an additional sheet attached.
First and last names of people should be used to avoid confusion in all correspondence.
Better punctuation is required.
The writer should use more professionalism and less blaming of others.
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answers to partiCipant exerCises

PARTICIPANT EXERCISES B AND C

The answers to Participant Exercises B and C will vary based on participant’s opinions.

PARTICIPANT EXERCISE D

As a crew leader, you are responsible for the safety of your crew. If one of your crew members is 
violating safety regulations, it may expose members of your crew, as well as other workers, to safety 
hazards. If you fail to correct the situation, other crew members will get the wrong message and 
begin to take shortcuts. If you see any unsafe situation created by another crew, or observe a member 
of another crew violating safety regulations, you must do what you can to correct the situation by 
working with the leader of the other crew. If the violation endangers others, you may have to remove 
your crew from the situation and inform the superintendent of the problem. The following are 
discussion points for the three scenarios presented:

1.  This worker is not necessarily endangering others, but may be injured because of his neglect. If you 
observe such a situation, you have to act, regardless of whether the person is a member of your crew.

2.  The first step would be to arrange to have the section of guard rail replaced. If it has simply been 
removed and is located nearby, it may be possible to have your crew replace it as long as they are 
using proper fall protection. Company policy should dictate whether you can keep your crew on the 
roof while the guard rail is missing.

3.  The welding screen protects nearby workers from the viewing the welding arc or its reflected glare. 
The absence of a screen is a hazard to those workers.

PARTICIPANT EXERCISE E

Question One

2 × 203 ft × 1 ft = 406 square feet of formwork needed to finish
480 ft – 360 ft = 120 linear feet left
120 ft × 16 ft = 1,920 square feet to side total

Question Two

Material required: 4 × 8 plywood laid horizontally
16 ft wall height ÷ 4 ft height = 4 pieces
120 ft ÷ 8 ft length = 15 pieces
4 × 15 = 60 pieces of plywood required (assuming no waste)

PARTICIPANT EXERCISES F AND G

The answers to Participant Exercises F and G will vary based on participant’s opinions.
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Answer Keys

SECTION REVIEW ANSWER KEY

SECTION 1.0.0

 Answer Section Reference Objective
 1. a  1.1.0 1a
 2. b  1.2.2 1b
 3. b  1.3.0 1c

SECTION 2.0.0

 Answer Section Reference Objective
 1. b  2.0.0 2a
 2. c  2.2.1 2b
 3. a  2.3.1 2c
 4. c  2.4.1 2d
 5. a  2.5.1 2e

SECTION 3.0.0

 Answer Section Reference Objective
 1. a  3.0.0 3a
 2. d  3.2.0; Table 1 3b
 3. a  3.3.0 3c
 4. b  3.4.0 3d

SECTION 4.0.0

 Answer Section Reference Objective
 1. a  4.1.1 4a
 2. b  4.2.2 4b
 3. b  4.3.3 4c
 4. d  4.4.1 4d
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Answer Keys

MODULE REVIEW ANSWER KEY

 Answer Section Reference
 1. a  1.1.2
 2. d  1.2.4
 3. c  1.3.0
 4. d  1.3.1
 5. b  2.0.0
 6. a  2.2.1
 7. c  2.3.5
 8. b  2.4.2
 9. a  2.5.2
 10. c  2.5.3
 11. d  3.1.0
 12. b  3.2.0
 13. a  3.3.3
 14. b  3.3.5
 15. c  3.4.0
 16. d  4.1.2
 17. a  4.1.4
 18. d  4.2.3
 19. a  4.3.2
 20. d  4.4.6
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