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Guidance notes
Complete this Performance Report electronically, if possible.  Otherwise, all responses are to be typed or handwritten in block letters 
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[bookmark: _Toc247011386]Consultant Performance Report
(on the Consultant by the Project Manager)			     CONFIDENTIAL

	
	Engagement No:
	


Engagement Details
	Engagement Title
	


Project Details
	Project Title
	


Construction contract details (if applicable)
	Contract number
	

	Contract Title
	


Consultant Details
	Consultant’s Company / Organisation name
	

	Consultant contact Person
	Name
	

	
	Position
	

	
	Tel
	
	Mobile
	

	
	Email
	


Client Agency Details
	Client Agency*
	

	Client Agency* contact person
	Name
	

	
	Position
	

	
	Tel
	
	Mobile
	

	
	Email
	


* For multiple agencies insert extra rows.
Reporting Period
	This report to be delivered in 1st week Feb, May, Aug, Nov & as required in guidelines below

	Report Date (date at
end of reporting period)
	/       /      .
	Percentage work complete for this reporting period
	%

	Report Period ending
	
	Feb
	
	May
	
	Aug
	
	Nov
	
	Special 

	Report Reason
	
	3 monthly
	
	Unsatisfactory performance

	
	
	Completion of engagement
	
	Termination of engagement

	
	
	Completion of construction or implementation


 (To check box: copy  and paste over )


	Engagement No:
	


Engagement budget and program details
	Fee accepted
	$
	(excluding estimated reimbursibles)

	Final Fee
	$
	(excluding estimated reimbursibles)

	Date of Commencement
	/       /      .
	Approved date for Completion
	/       /      .

	
	
	Actual date of Completion
	/       /      .


Project construction status (if applicable)
	Latest project Budhet
	$
	(excluding estimated reimbursibles)

	Current Project Budget
(Predicted)
	$
	Current Project Budget
(Actual)
	$



	Latest target completion date
	/       /      .
	(advised to Treasury and/or Minister)

	Current completion date
(Predicted)
	/       /      .
	Current completion date
(Actual)
	/       /      .



Consultant Performance Report
Consultant’s Performance
Refer to the attached Guidelines
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Evaluation Criteria
	N/A
	Unsat
	Marginal
	Acceptable
	 Good
	Superior
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Time management
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Management and suitability of Consultant’s personnel
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Management of subconsultants and other suppliers
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Standard of service
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Quality Mgt systems
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	WHS management
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Environmental Mgt
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Co-operative relations
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Overall Comments on Performance
	In my opinion:


	I have attached further information
	
	
	Yes
	
	No

	
	
	





	Engagement No:
	



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:


Open discussion with Consultant
	I confirm that I have engaged in open discussion with the Consultant in the preparation of this report and that a copy of this completed report was sent to the Consultant on ……/  …… / ……

	The Consultant has advised that this report is:
	
	Accepted
	
	Not Accepted

	
	
	

	

	When the Consultant and Project Manager are unable to resolve a disagreement as to the content of this report, the report is to be forwarded to the Department of Finance, Services and Innovation (for early advice) and to the Executive Officer in the Project Management organisation (for resolution).
	

	
	
	


Signature Block
	
	
	

	
	URGENCY OR REPORT
This original report should be completed and delivered to the Department of Finance, Services and Innovation, at cpr@finance.nsw.gov.au or the postal address indicated below, in the first week of Feb/May/Aug/Nov (depending on the reporting period, or otherwise when required by 3.3 of the Performance Management System Guidelines).  Your prompt 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 engagements; assessment of Prequalification status and the review of common performance issues extending to other projects.
	

	
	
	
	 

	

	
Name
	

	
Signature
	

	
    /      /……  

	

Title
	

	
Organisation Name:
	


	
Email
	

	
Telephone
	

	
Mobile
	


	


Submit report to:
	
	
	

	Submit report to:

	Department of Finance, Services and Innovation
Construction Category Management Unit
Level 10, McKell Building
2-24 Rawson Place
Sydney NSW 2000
Email:  cpr@finance.nsw.gov.au




Consultant Performance Report 
	
	Consultant No:
	


[bookmark: _Toc135024283][bookmark: _Toc233790448][bookmark: _Toc247011387]Executive Officer’s Comments
Guidance notes
This portion of the report is required to be completed by the Executive Officer within the Project Management  organisation should the Consultant and the Project Manager be 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.
Executive’s Comments
	In my opinion: 


	I have attached further information
	
	Yes
	 
	No


Signature Block	
	
	
	

	
	URGENCY OR REPORT
This original report should be completed and delivered to the Department of Finance, Services and Innovation, at cpr@finance.nsw.gov.au or the postal address indicated below, in the first week of Feb/May/Aug/Nov (depending on the reporting period, or otherwise when required by 3.3 of the Performance Management System Guidelines).  Your prompt 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 status and the review of common performance issues extending to other projects.
	

	
	
	
	 

	

	
Name
	

	
Signature
	

	
    /      /……  

	

Title
	

	
Organisation Name:
	


	
Email
	

	
Telephone
	

	
Mobile
	


	


Submit report to:
	
	
	

	Submit report to:

	Department of Finance, Service and Innovation
Construction Category Management Unit
Level 10, McKell Building
2-24 Rawson Place
Sydney NSW 2000
Email:  cpr@finance.nsw.gov.au
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[bookmark: _Toc247011388][bookmark: cpr_system_guidelines][bookmark: _Toc135024284][bookmark: _Toc233790449]Guidelines for Consultant Performance Reporting
Objective of Consultant Performance (CPR) Reporting
The objectives of performance reporting are to:
· encourage Consultants to implement a business culture of continuous improvement to benefit themselves and their clients;
· provide the Department of Finance, Services and Innovation with performance data from past and current contracts to identify the best performing Consultants;
· ensure that the best performing prequalified consultants are offered more tendering opportunities than other consultants; 
· share information with other NSW Government agencies on 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 Consultants
Procurement Practice Guide Performance Management provides guidance to performance reporting on construction contractors and all categories of consultants.  
The system of reporting including this document should be conveyed to Consultants at, or prior to, the first project meeting.
When Reports are Required
Consultant 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 Consultant is unsatisfactory.
Irrespective of the engagement value, a Consultant Performance Report must be prepared whenever a critical aspect of performance has been identified as unsatisfactory.
Please note that Consultant Performance Reports are 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 Consultant’s performance
Clarity, completeness and timely response in submitting performance reports will assist the parties. These reports are applicable to the Consultant’s role and responsibilities.
[bookmark: _Toc247009485][bookmark: _Toc247011389]
Performance Scoring methodology
Completed Performance Report includes 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 Consultant on an engagement is based on the average of all performance criteria ratings from the report.

Example 1
	Evaluation Criteria
	Grading
	Rating

	Max. possible rating

	Time management
	Good
	7
	10

	Management & suitability of Consultant’s personnel
	Acceptable
	5
	10

	Management of subconsultants & other suppliers
	Acceptable
	5
	10

	Standard of service
	Good
	7
	10

	Quality Management Systems
	Good
	7
	10

	WHS management
	Good
	7
	10

	Environmental Management
	Good
	7
	10

	Cooperative Relationships
	Acceptable
	5
	10

	
	
	
	Totals
	50
	80

	
	
	
	
	
	
	

	
	
	
	Performance score = 100 x (50/80) = 62.5 %



Where more than one report has been provided for on an engagement, the performance score for a Consultant 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 Consultant on the engagements is 66%
(Note that reports at 100% completion are provided equal weighting to that of other reports).
Performance Ranking
Prequalified Consultants 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 Finance, Services and Innovation 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 Consultant Performance Report
Actual Date of Completion
The date at which the Project Manager actually completed work on the engagement.
Approved Date for Completion
Contractual Completion Date approved by the Client for the engagement of the Project Manager.
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.
Current Completion Date
The completion date for the project at the construction stage (if applicable). This date is either predicted  (if the project has not yet been completed) or actual (if the project has been completed).
Current Project Budget
The project value at the construction stage (if applicable). This value is either predicted  (if the project has not yet been completed) or actual (if the project has been completed and the amount is known).
Date of Commencement
Date of Acceptance of Tender for the engagement of the Project Manager.
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 Manager under the original engagement.
Final Fee
The actual fee paid to the Project Manager on completion of the engagement or on termination.
Latest Completion Target
The latest target completion date for the project at the construction stage (if applicable) as advised to Treasury and/or Minister.
Latest Project Budget
The latest approved value for the project at the construction stage (if applicable) as approved by Treasury and/or the relevant Minister.

[bookmark: _Toc247011390]Performance Evaluation Criteria
The Performance Evaluation Criteria include:
Time management
In assessing the consultant’s time management performance the following should be considered:
ability to meet programmed milestones;
timely allocation of appropriate resources to critical activities;
updating of the work program to account for delays;
overall progress of the work;•	timely submission of progress reports; and
delays by the Principal or other parties, outside the consultant’s control.
Management and suitability of project personnel
The consultant’s ability to assign appropriate staff to the project and then to ensure cooperative and effective performance including:
appropriateness of skills and experience of personnel assigned to the work;
adequacy of the number of personnel assigned to the work;
comparability of skills and experience of the staff assigned to the project with those nominated in the bid for the work; and
suitability of staff, ie. compliance with the requirements set out in the NSW Government Code of Practice for Procurement.
Management of subconsultants and other suppliers 
The consultant’s ability to coordinate and manage in-house and external subconsultants and other suppliers to ensure effective performance including:
compliance with contractual obligations affecting selection of subconsultants and other suppliers;
timely completion of subconsultant services and other subcontracted work;
coordination of interfaces;
observance of equitable terms of payment for all parties down the payment chain.  Where applicable compliance with the Building and Construction Industry Security of Payment Act 1999 (NSW); and
payment to all subconsultants, subcontractors and suppliers in accordance with the conditions of their engagement or contract.
Standard of service
Standard of service will generally be measured against the technical, financial and reporting requirements set out in the conditions of engagement.  In particular:
compliance with brief;
quality of work including conformance with specified performance criteria, if applicable;
adherence to budget;
achievement of expected value for money;
reviews and reports delivered in accordance with the brief;
amount of rework required from the consultant;
need to engage another consultant to undertake additional or remedial work; and
extent of involvement required from the Principal to achieve the desired standard of work.
Quality management and systems
Assessment of quality management, including the use of formal quality systems, should generally include:
extent of the consultant’s compliance with the specified quality system standard and with the project quality plan (if required);
the results of quality audits for the project;
the number of any repetitions of the same non-conformance; and
ability of the quality system to identify and deal with non-conformances and conditions adverse to quality.
Work health and  safety (WHS) management 
The requirements for occupational health, safety and rehabilitation on government projects are set out in the NSW Government WHS Management Systems and Auditing Guidelines 
General assessment items include:
compliance with WHS obligations; and
compliance with occupational health and safety issues specifically nominated in the consultant engagement and/or the consultant’s corporate WHS Management System.
For consultant engagements that include project management or site management, the assessment needs to consider the consultant’s processes to ensure that the contractor:
complies with the Project WHS Management Plan or Site-specific Safety Management Plan, as appropriate;
complies with Safe Work Method Statements; and
fulfils obligations for subcontractor WHS management.
For consultant engagements leading to the design of a built facility, the assessment needs to address management of the design process to include consideration, evaluation and control of WHS requirements and risks for:
use and maintenance of the facility, especially risks arising out of the design itself;
the construction method and, if removal is likely in the foreseeable future, the demolition method;
the site, as existing services below ground and geotechnical issues; and
compliance with, or dispensation from, statutory regulations and codes of practice.
For consultant engagements that do not include on-site activities or design of a built facility, the assessment needs to cover:
the review, from an WHS perspective, of the project documentation or other output arising from the consultancy; and
methods for resolving issues raised in the review.
Environmental management
The requirements for environmental management on government projects are set out in the NSW Government Environmental Management Systems Guidelines 
Assessment items include:
recognition of and compliance with any environmental impact assessment undertakings, consent conditions and pollution control approvals; and
results of audits of the project Environmental Management Plan implemented, if applicable.
For consultant engagements that include project management or site management, the assessment needs to consider the consultant’s processes to ensure that the contractor:
complies with the project Environmental Management Plan; and
implements the contractor’s Environmental Management System, where required (ie. on major projects as defined in the Environmental Management Systems Guidelines).
For consultant engagements leading to the design of a built facility, the assessment needs to address management of the design process to include consideration, evaluation and control of environmental requirements and consequences for:
use and maintenance of the facility, especially issues arising out of the design itself like energy consumption, water use, consumption of non-renewable resources; and
the construction method and, if removal is likely in the foreseeable future, the demolition method.
For consultant engagements that do not include on-site activities or design of a built facility, the assessment needs to address:
review from an environmental perspective of the project documentation or other output arising from the consultancy; and
methods for resolution of issues raised in the review.
Co-operative relationships
Assessment items include:
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; and
commitment to resolving issues through open and effective communication with a non-adversarial approach.
[bookmark: _Toc247011391]Steps for completing a Consultant Performance Report
Access and use of a blank Performance Report
	Use the latest version of this Performance Report (see References).  
	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.
	Where required, complete the tables by placing an “X” in front of the appropriate criteria 
Project Manager’s responsibilities
	Meet face to face with the Consultant to discuss the Consultant’s performance under the engagement. 
	Welcome and encourage proactive communications with the Consultant in promoting the scheduling of meetings to complete performance reporting requirements.
	Discuss the Consultant’s performance with the Consultant including each evaluation criterion item and the reasons for any differences in views on performance.
	Liaise with the Consultant and attempt to reach an agreement on the rating of each criterion in a manner which reflects actual performance on the project.
	Complete the performance report by liaising with the Consultant and preferably during the face-to-face meeting.
	Provide the Engagement Details including the full identification of all contact persons.
	Provide the Project Construction status (where applicable):
Ensure that current project budget and current completion date are identified as being either predicted or actual.
	Grade the Consultant’s performance for each criterion:
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 criterion after taking into account matters beyond the Consultant’s reasonable control.
	Complete the Project Manager’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 criterion. Additional detailed comments and information may be attached.
  	Advise whether further information has been attached.
 	Complete the assessment of compliance with the Code of Practice for Procurement.
 	Insert the date when a copy of the report was sent to the Consultant.
 	Advise whether or not the Consultant has accepted the content of the report. 
 	Sign the report.  
  	Provide contact details in full.
Report Attachments 
	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 Consultant and Department of Finance, Services and Innovation
	The Project Manager is to provide a completed report to the Consultant for review. The areas to be complete include:
Page one in its entirety
Page two (with the exclusion of the check boxes on the Consultant’s advice on acceptance)
The Project Manager is also to provide the completed report to the Department of Finance, Services and Innovation at the address shown below.
Consultant’s disagreement with the Report
	In the first instance, the Consultant should discuss with the Project Manager and try to resolve any disagreement that arises regarding the report.
	Following an unsuccessful attempt to resolve a disagreement, the Consultant may elect to raise the matter to the Executive Officer for resolution. The Consultant is to request the Project Manager to advise the Executive Officer of the disagreement. 
The Executive Officer’s responsibilities
	If the Consultant disagrees with the performance report, the disagreement is to be resolved by the Consultant referring the report, with written reasons for the disagreement, to the Executive Officer.  
	The Executive Officer is required to meet with the Consultant and the Project Manager 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 (for entry of the amended report information into the Department’s Contractor and Consultant Management System).     
	The disagreement is to be resolved at the earliest opportunity and preferably within 21 calendar days of the Consultant’s contact with the Executive Officer.
	Following the assessment of the matters raised by the Consultant, the Executive Officer is to determine the Consultant’s performance on the engagement. 
	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 promote focused communications.
	Additional detailed comments, information and all correspondence are to be included with the report in the form of attachments. 
	Sign the Executive Officer’s section of the report.
	Provides contact details in full.
Submission of the completed report
	Submit the completed Performance Report including all attachments to:
Department of Finance, Services and Innovation
Construction Category Management Unit
Level 10, McKell Building
2-24 Rawson Place
Sydney NSW 2000
Email:  cpr@finance.nsw.gov.au
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