== f) | distinguish the roles of the FRrtiss imvolved in-the

SITE AND WORKSHOP MANACEMENT

INTRODUCTION

The subject is intended for tzrsiness taking carpentry,

masonry-and plupbing crafi courses.

- 2 1 3 & e
Fhe subject 1s aimed at providing traimess with sufficient

anage the =ites and workshop

- - -l - = = - &
© the end of this COLIse-unit, the trainee shonld
€ able to:-

a) Eclect an APCIDpriste zice Foy = workshon,

B} ~LTaXiret the ragulotisns Yoverning tke

construction industry .
c) plan & workshop and sita lavout.
d) FTepars and uce docurments yisad for griering and

; CON3trIce rlannine- ang effica

practics, -

2}~ - PrEQpAYe DIOTTraTses o0f activwisiaa

- -— JpToject,

iﬂr-ad:uzstrugtjﬂn euze

building process,

g}- make appropriate decisions relating €4 maintepance

and replacement nf tools, EJuipment &and nlants

h) ida‘ttifyﬁﬂ:mﬁﬂffﬂm



CODE TOPIC. sUB-TOPIC Tl
. . T
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14.2.1.5 | IDENTIFICATION OF ”ﬂiﬁf authority regulaticons 3
WORKSHOP SITE . - LO
; : -~ Gexrvices
- Transport
1
—
14.2.2. 5 | REGULATIONS GOVERN- | - Welfare
I¥NG WORKSHOP DESIGH - Health g
] - Gafety
14.2.3, 5 { WORKSHOF LAYOUT - Working area
: = SEOTdfge arcea ¢
- Machine shop
-~ Qfflces
"14.2.4.5 | MATERIALS - Ordering procedure
- Supply procedurd
2 - Dooumentation in supply §
of materials
- Storage
- Haterials control
e g -
14.2.5.'5.. T00OLS, EQUIPHMENT ..} - Aguisition :
e RND MAECHIRE & - Maintenance ™ ]
=l { = Inventory
.
w2y 6o g- | PREPARATION FOK - Site-sarvices
i CARRREYING OUT THE - = Insurance : ]
WORKS = Local huthority permit 4
= Requlations relating to--
Fhe site works.
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STAGE TWO 2 7

HOURS
“ORTLIEICATION OF WORKSHOP §yp

2 HOURS

219 EEEEifiE ﬂbigﬂtives

. B
the. end of this topic the trainee 'should_be _.

able . toz-

aj- - select.a-suitahle sita for a aiven workshop.

b) list local authority reguirements governing
the establishment of a given workshop.
©}  state the essential services reguired for a

given Wuékshop,

d) select approprlate mode of transport for a given

gituation.

Wh1.811 -selection of a workshop site

i} acgquiring the workshop site

s 55 availability of raw materials
- iii) services N s - o
= iv). . communicakion ... - B .
v} | _market N L PR
=i} location relating-to-neighbaurfiood
\ee. 44) . Local authority.planned 20Res e
o - O S R

2

o :
-]lE'IE E:".-}Ei?.ntiﬂl BETV1ICER for a

-

iii)  oOther requirments ed.d

workshop

i)  water (1i) electricity

iil) gas {iw) telaphona

v} mccess roads/parking areass . . _ J



jop DESIGH (2HOURg

14.2.25

specific objectived

14.2.2.5) the trainee should p,

Rt the end of this toplcs

able to:i~

' state the regqulaticns governing ‘the design

given workshop-

14.2.2.911 cegulaotions

gafety

e

: _ ii} health

11i} welfapp _ Rt v

—— e

1442238 WORKSHOP LIYOUT (| 4 HOURS )

1. 231 Spucific OUbjectives

at tho =nd of this topici-+the trainee shﬂy%i,-

il ba abla .to:-

-t
-

b er plan the layout for-a--given. workshor.

|

——im— "

i, 2,389 7 Layout for a given workshoo P
. Mgt
1} workinc area
1i] - stocrage areg E)
| iii) machine area
iv) offices

W . tﬂﬂls E_tr_-lr';_,
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gpecifice Ghlﬂctivﬂ
:g SEEE -l_-__ﬁi

nt the end 0f this tup'
1l

the ¢
pe able to,- fainue shoyig

a) prepare document s Used
=

N ordering ang

supplying oF materiale !

§ - K "y
bl keep SECPEr records 333

. inceminq and outgoing
mﬂtEIi£15*

c) .. icentify the correct methog of storing 3 given

material on site and in tha workshop

_ ) maintain proper records for the purpose of :
raterials control.

#) axercise proner control in the use of materials.
f) maintain security in connection with.materials

both in the workshop and on site.

‘W11 prdering-and supplying materials

Materials procurement-documents

reguisition

- leeal purchase order {L.P.0.)}

- delivery notes

S e —

-. advice notes

= involces _ : ) o

45 Fecurds ﬂf-ﬂ:terials

i) materials record bouk

-
ik
2
v
i
T
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5
ii) materials pransfer form

1ii) 4inventurics

ook
4v) materials delivery =
I B e Storame uf_maturialﬂ
i} timber
ii) cement
iii} sand and aggedatos
iv] pipes
v} sheet metal
vi} small articles
HWaloag 4 Material control rdcords

i} issue of materials

11} schedulés

14,.2.4, 515 Control in the use of matexialyg
1} wastage
1i) " cleanliness
1i4) Pilfuring and theft
T4.2,4.5,6 Security of materigls
1} storwes

il watchpman

114) funcinq andg holding
iv) site Lightina
v)

EEEUI’it&r ﬂ'l‘]-rl-ﬂlﬁ

il il
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TOOLS. EQUINMEN: -

.-5 5 D I'iE'lEI-II o
w‘ﬁ Hougg)
531 Specific GhlﬁctiVﬁﬁ

b} explain various me

CUulbhents and machines

sexplain hawuinvﬂntﬂrias-are-preyared;anﬂ-kEPt=

ST Sources of gunital finsnew
i) ioans
ii: grants

iii) savings

3512 Maintenance of tools, equipments and machines -

i}  routine maintenance by own staff

overhauls/repairs by recognized agents,

ii)
#3513 Freparation and waeping of inventoriss
i ﬁur;uau-uﬂ_invﬂntnry columns
i I i
| - £4)
1i} updating the inventuly

: king OVEL.
iii} handing aver/ta

iy I L ) H‘-‘:‘URE;
E. ; ERINEF ]""I" Lk l i"ﬂ'I{. I._,.:nEl;YIH'.:: GUT THL HORKS (2
HayErfilied i

L : .
B - - ob potlvVes
Specific DRJE——=—— trainee should be -

£ this topic the

"+ the end O

ableg tal=



14.2.6.%51

14.2.6.511

14.2.6.812

14.2.6, 513

a)

B)

=
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{gentifv preliminary itens for the WOT) g

explain the purpose of each of the Prel iy,

jtems identified
etate the regulations relating to PIEliﬁhﬁ
Ly

itemns

preliminary items for the Works

il

ii)

site services

= yatar

- electricity

- telephone

- accass roads and parking areas. -
~ holdine and gencing

= gign boards

Insdrance

Purpose.of. preliminary items

i}
ii)

iii}

safety
health

comnmunication

Reculations relating to preliminary items

1)
i1}
1ii)

1w}

Local authority
buildinc code
glectrical installatiog Act

watoer, Aot
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FLANT ENT T
N0 EQUT Dy
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: A05i k4
sien hmardslnning

SERUrity /safety

Toutine maintenanece”

fe?zcnal { random)
Saintenance '
buyins smg Hiring
trans:mrt. :

[N

COETRACTS

Clignt aff building team |

Ltyoea Of contracts
Coptract doouments

Basiz cendering

SIVE ORGANISNTION

structure of the film
span of control .
léadership

motivation

~giscinlinc

i

y

OFFICE PRACTICL

office eguipnents

filinc Eystens

nmethods of compunication
of fide documents
taxation

gitu'mﬂbtlnqﬂ

F

CONPRLDT FLAWNILG

gite investigation
mzthods 0f communications
s31g81a5agR Fleets

sub-contractors
constructlon procrammnes

10




~ CODE

| TOPIC

SUB-TOFIC

11*-3.7", E‘.;

LALDUR RELATIONS

- Trade unions
-« Industrial training
- Regulations governing

employment

- ractories act

4

TIHE

- .

~
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Sl THREK (6 OURS)

eITh LNOUT  (§ loung)
- e —— (%]

yoecifiic Objuctives

+]
3.1a3
«t “he ond of this P
- this topic, the trainee should be
able boi-
pPrendald 4 i :al 5id -
- suitable site lﬂ]’ﬂﬂt for 4 qiven glite.
421 site Lavout
il amenitics
ji} steorace area
{ii} pliant area
iv] sicn board
v} slkte scoeurity
i1  PLENT hbD BIUTVHERSS "

w32.81 saecific Ubchtives
e should. be

st the end gf this ropic the train

able to:-

methods of maintaining plants and

a) explain yarious

aqui?mant

£3 sor buying or hirl 1 |
- £y SOUICES of finance = ; iring I ]
b} J-ﬂﬁﬂti i Ei]lll}'lmﬂntr _

~lant an .
c) iﬂgﬂtiff the most apprﬂprlate mode of | . l?i
transpartatinn. %l
3
i) routint maintenance by GWI staff
{1) planned maintanance
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+14.3.2.812  Sources of finance

i} financial institutions
ii) donors

1i1) gavinos

14,3, 2,013 Transport
ék i) buying

iiy hiring

14.3.3.5 CONTRACTS (6 HOUERS)
_—ee

14.3.,3,581 Spucific Objectives

At the engd of this.tuyic:thm trainee should &

(=

able to:-

ai  explain $HY roles L the parties involved in

@ projéét.

b)Y  euplain the varioug tymes of contracts

¢)  identify diffarent t¥pis of contract documents
d)

describe 5 Given method of tendering.

14.3.3.571. Boles of partios lnvolyed in d znroject

1} eliene

ii) archituct
1ii) quantibty surveyor
iv) eivil entincer

Vi structural tnoinuar
vii logal authority'sg building inspector
vii) elupk o= works
viii) Sup-contractors

ix)  supgpliers




1533 =

iv] Packaece g,

: 3.%13 Contract docume .
"ir3 _'--_I-]:E.E
] iy
i: bdlls e Suantiviag
ii) SPecifications
iii) drawincs

- " :l_l
1v; Conditions of contract

v} form of tendore

13,3.514 Tendering methods

i} open tendering
ii} selective tendering
iii) negetiated tenders

ulid, g SITL QROANISATIUN { & HOURS )

Wheio 81 Bpepific Objuctives

at the and of this toplec, the trainue should pe

able i

2} explain the

o) expl
£irn.

g) wxplain ways of

F1¥ri.

structurs of a civen fim,

1aipn the impertance of discirline in a aiven

sotivating workeérs in a given -



—
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19.3.4,.912

12.3.4.513

14.3.5.8

l2.3.5.%1

144 =

gtruckuru of 4 given £1ir3

Xy managqurial
i)  supervisory

i1i)  operatives

Discipling

1) warnings
i1}  interdiction

iti} turminatiqn'uf service

Motivation

il incentives

ii} restnﬁihility
iii) promot lony

iwv} SeoUur bty

) welfare

SFFICE FRACTICE (5 HOURS )

Specific Objectives

- at the end of this topic the trainee should be
abls to:-

al list essential offica equipment ;
)

explain the svstems of filing ¢

e} . list different ethods of communication ;

a —
) explain the use of a given office document:
E i ﬂ"’.\ i !
) ﬂlthrEntiﬂtE the various types of gaxatioh!
i)

e 1
explain the importance of site mecting«



> 5 .

_rf 1048 ﬁqu ipm'-'-"l'lt

5511 -
: i) ggpuwriters
iij Guplicating machine
1ii) rhotecopiers
1) calculatorsg
v)  word processor -
551 - EiLing systons

i) | Humerical £iling

ii) Alphabetical f£iline

§ii} . Subject £iling

Ji?;ji Hethods of coauunicaticn
' ij Oral

. iil. writien -

-

S04 affica documents
il day worksheets
1i) time sheets
441} payment VOUCSHETS
ivi diarics
ﬂ'i§15. Taxation
i} {qoomns LaX
i1} national hospital insurance fund
{iij -national gocial steurlty fund
ivi 1ccal authority gurvice charde
v) grion deals
1 e
L g4 te meetinds
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14.3.6.5 CONTRACT PLIANNING (10 HOURS)
14.3.6., 5 Specific ﬂbjeqtivﬂﬁ
At the end of this topic the trainee shoulg be
able to:-
2 wXplain the importance of site iquEtiqatiun
5 identify the sitd cuerations and EﬁﬂEtruCtign
methods to bo used .
c) seluct the types of maechanieal plant to be Ugig
for a aiven contract -
a) identify the required.numhe: of suhcﬂntraatgra
for the Brojoct ;
a} exnlain how chnstruction programmes are
nrevared
£) use caleulati@®n sheets in tha Breparation of
Cintracts PLOOrAmmnCS ,
14,3.6 511 .Impcrtanca of slte investigation
i) ACCESE Lo Bite
ii) distonce from main rﬁads
iii) wvailability of "Drk ng Shaca
iv) availabilility of sarvice
v} Sxisting Structures
vi) Concaalad Bervices
Vill  trespass Brecautiong
viii) Sround /spiq Conditiong
izl site Clearange PECh] eme
*)° nearest papey eyt
xi}

ti":pinr'r £

facllitiegy, Treag




Sk

L) inveatiﬁﬂtiﬁn of

EYstop

yii) method cf Constructions

5 p i 24 Mechanica lant :
| il use of; _--_-E“*‘~Efﬂ2i£§EH
Concrete mive g
.= Gumpers
- bull-dozers
~-rollers e
- e
= -back ﬂctar;;:

JBechanienl ﬁhﬂvai”-

ii} - RPreoaraticon of plant ﬂchﬂﬂu.ll-l Ay

L34 _ Sub-contractors for thefroject

i) igdentification of sub-cdentractors work -
ii}  guotations from sub-contractors
1ii) sub-cantractors. achecule

ivi attendance for sub-contractors™

v] nominated and spproved sub-contractors
hSls Conetruction prooraiilas
ij necd for procramme charts .
ii) programmed operatlens
iil) bar charts

iv)  critical.path networks

1 ts .
g Procrammea caleculation ghea

i) lculation cheets based on bill cf guantities
ca =

tion sheets bDased on actual measurement ..

ala



14.3.7.%5

14.3.7.%]

T4:3:7.511
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* LABOUE RELATIOHNS {4 Hpuﬂsl,

Spoecific Objectives

Lt the end of this topic the

tr:inéﬁ-ﬁhﬁuld be

able toz-

explain the rule of +trade unlions in tne

a}
cunstructicon industry
b}  explain the importance of industrial training
o) explain the requiztions coverning employment
in the constructicn industry
dl explain the importance of factories act with
reqgard €0 the construction industry.
Role of trade uniomg in construction industry
i} definition .- trade anion
ii} neads for trede unions
iii) functions of trade unicms
% sucial functions
= industrinil functions
;vj advantages and disadvantagyes of trade unions
vé czuses of industrisnl disputes
vil kéenya builﬁing, cﬂﬁatructiun & alldied wn?kcrﬂ
unicn. '
vii) scttlewent of industrial disputes

Role of - Kenya Infustrial disputes court
= Hinlstry of labour

SEnl 7 5 R N & N



ustria s
l1ﬂ EEL 5 t—]:"ﬂ-ri;.ﬂf_

—~4ii) " Trainineg institutes

5 (1 4] 2
: ._,..-1'5:" ; ._T‘-L?a.tlﬂllﬂl_ Eﬂi’-tﬁchnics
ni. _ fReculations governin- umeloyment in construction
industiy. i
- i} -~ contract ef employméntiterms and.conditions)

143 redundancy
iii}  duties of emuloyees -

ivj Juties of  the employer,

i = Pacturies ACT |

i} health, o rovisioln

- -4 g1ORE
iiy " welfare -provi
t =i LNS
iii) safety provast
Gt 1 notificatlion

discases.



