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1.1 Introduction 
 
These materials are based on the national unit of competency RIICWD503D: Prepare Work Zone Traffic 
Management Plan. 
 

You will learn how to: 
 

 Plan for the preparation of work zone traffic management plans. 
 

 Prepare the work zone traffic management plan. 
 

 Finalise the work zone traffic management plan. 
 

 Support and review the application of the work zone traffic 
management plan. 

 
 
 

1.1.1 Road Projects 
 
Road projects can involve road construction or road maintenance. They may be 
major or minor in the type of works required, and short term or long term 
undertakings. 
 
Whatever the type of road project, the associated driving conditions generally 
differ from the norm. This can cause road users to become frustrated with 
delays, unexpected road conditions and inconsistencies caused by the road 
project. 
 
A good work zone traffic management plan aims to reduce delays for traffic 
while still providing work teams with a safe environment to conduct their work. 
 
 
 

1.1.2 Work Zones 
 
The work zone is the area of a roadway involved with construction, maintenance, or utility work activities. 

 
A work zone is typically marked by signs, channelising devices, barriers, 
pavement markings, and/or work vehicles. It extends from the first warning sign 
or traffic control device to the end road work sign or the last traffic control 
device. 
 
It may involve construction workers, vehicles, plant and equipment, which may 
be interacting with members of the public, motorists and delivery vehicles. It 
may also involve the use of access roads to and from public roads. 
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1.2 Site Policies and Procedures 
 
While supervising others you need to make sure everybody in your team follows 
the safety rules and instructions when performing their work. You should answer 
any questions that personnel have towards health and safety or direct them to 
the right person to speak to. 
 
Before starting any work you need to make sure you and your team have access 
to all operations documentation for the job. This will help everyone to do their 
work in the safest way and make sure all work is compliant. 
 
 
 
Operations documentation includes: 
 

 
 
 
 

1.3 Working Safely 
You must ensure that all personnel that you supervise follow all safety rules and instructions when performing their work. 
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1.4 Hazard Identification and Risk Management 
 
You need to check for any hazards or dangers in the area before creating a TMP. If you find a hazard or danger you need 
include control measures in your plan. This will help to make the workplace safe. 
 
The role of a supervisor in the risk management process is to ensure the plan is applied or implemented in a way that 
makes sure: 
 

 All risk management activities meet site and safety requirements. 
 

 All activities are effective in identifying and treating risks and hazards. 
 

 All personnel involved understand what they need to do and have the 
guidance to complete their activities properly. 

 
 All information gathered by personnel is correct and relevant. 

 
 Risks are assessed properly and treated in accordance with 

organisational requirements. 
 

 Expert advice is sourced when information is unclear or potentially 
inaccurate. 

 
 All resources are organised or gathered properly for effective hazard 

treatment. 
 

 Approved hazard controls are implemented properly. 
 

 Personnel are coached through the implementation of hazard controls. 
 

 Situations are reviewed properly and hazard controls are still effective. 
 

 The process is audited and quality outcomes are being achieved. 
 

 All documentation and records relating to the process are completed 
accurately. 

 
 
 
It is important to include team members in hazard identification and risk management to make sure everyone knows what 
is going on, what you are planning to do and what they need to do. In order to successfully identify hazards in the 
workplace it is important that all personnel are aware of: 
 

 
 
In any workplace, a strong safety focus will ensure that hazard identification is part of everyone’s role. 
 
Make sure that all personnel under your supervision are aware of their responsibilities when it comes to hazard 
identification and that a simple and effective process for reporting them is in place. This could include verbal reporting or 
a more formal documented recording of details. 
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1.4.1 What is Risk Management? 
 
A RISK is the chance of a hazard hurting you or somebody else or causing some damage. 

 
A HAZARD is the thing or situation that causes injury, harm or damage. 
 
RISK MANAGEMENT is the process of eliminating or controlling hazards to reduce the 
risks that people and equipment are exposed to at work.  
 
 
 
 
 
The risk management process is made up of 3 main stages: 
 

 
 
 
 

1.4.2 When Does Risk Management Need to Happen? 
 
Risk management processes need to be planned for in response to incidents, accidents or near misses, but also need to 
be applied for a range of different reasons including: 

 
Situations where changes to the environment will occur: 
 

 The worksite is constantly changing because of construction, demolition 
or the movement of plant, vehicles, equipment, stock or materials. 

 
 The public can easily interact with the work site. 

 
 Supervision is limited. 

 
 There is a high turnover of personnel who required training and 

orientation to complete their work safely. 
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1.4.4 Assess the Risks Associated with Identified Hazards 
 
After you have found hazards or dangers you need to work out how bad they are: 

 

 
 
Risk Assessment is the next stage of the risk management process and involves finding the risk level associated with a 
hazard, then working out what action you need to take. 
 
A Risk Analysis helps you to work out the ‘risk level’. You can work out the risk level by looking at 2 factors: 
 

Risk Level Factors 

Consequence 
 What would be the outcome of the event occurring? 

 How severe would the outcome be? 

Likelihood 

 What is the chance of the event occurring? 

 Has the event happened before? 

 Is it likely to happen again? 

 
 
 

1.4.5 Determine the Risk Level Associated with a Hazard 
 
The next step is to determine the risk level posed by the hazard. The risk level is the combination of likelihood and 
consequence. 
 
Using a table similar to the one below you can work out how high the risk level is: 
 

 Consequence 

Likelihood 

1. Insignificant 2. Minor 

First Aid Required 

3. Moderate 

Medical Attention 
and Time Off Work 

4. Major 

Long Term Illness 
or Serious Injury 

5. Catastrophic 

Kill or Cause 
Permanent Disability 
or Illness 

1. Rare Low Low Moderate Moderate Moderate 

2. Unlikely Low Low Moderate Moderate High 

3. Possible Low Moderate High High Extreme 

4. Likely Moderate Moderate High High Extreme 

5. Almost Certain Moderate High High Extreme Extreme 

 
It is important to rate the realistic worst-case scenario, which is the worst-case level of risk considering both 
consequences and likelihood. 
 
If the likelihood that anyone will be exposed to a situation under all possible scenarios is zero, then there is no risk and no 
additional risk control measures are required. 
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1.4.8 Implement or Facilitate Hazard Controls 
 
Once the control measure has been chosen the next step is to implement the 

procedures to control the recognised hazards. 
 
Speak with any workers who are responsible for implementing controls to make 
sure they are aware of what they need to do, when they should do it and how 
they should do it. 
 
Monitor the progress of the implementation of the hazard controls to make sure 
you can address any unexpected issues quickly. Keep a record of any deviation 
form the plan during the implementation of the controls.  
 
 
 

1.4.9 Review Control Implementation 
 

Ongoing reviews are necessary to ensure the implementation and application of 
risk controls, new procedures and investigative outcomes have occurred in the 
manner required. 
 
When implementing a review process it is necessary to ensure the review meets 
the requirements for the work site. 
 
If during the review process you find that the implementation or application of 
the risk control is not working, you will need to investigate why the control is 
inadequate and develop a strategy for increasing the effectiveness of the control 
method. 
 

 
 

1.5 Develop a Preparation Plan 
 
Once you have a project brief to prepare and develop a TMP you should start planning. 
 
A Project Brief/TMP brief is so named because it is a brief or short version of a complete Project Plan/TMP. You need to 
read and interpret it to get preparation started. 
 
It generally includes three elements: 
 

 
 
 
A preparation plan is where research and planning activities are considered for the traffic management plan. 

 

It is typically used to assist you in identifying management tools and resources to 
assure an effectively managed project outcome. It can also be used to confirm the 
client’s expectations.  
 
You need to prepare a preparation plan which makes best use of the available 
resources and meets the traffic management plan’s requirements. 
 
In many instances, you may not be the one who manages implementation of the 
TMP and as a consequence all planning and preparation must be sufficiently 
complete for the next project manager or a construction service provider to proceed 
without undue delay. 
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1.5.2 Elements of a Preparation Plan 
 
There are many elements of a preparation plan to work through and like most projects you need to work through each of 

these, plan and get organised in readiness for the work and effort required to prepare a TMP. 
 
These elements include: 
 

 
 
 
 

1.5.2.1 Human Resource Requirements 
 
You need to ensure you have the right people for the task ahead. Human resource requirements can include: 
 

 Project roles, such as project manager, project officer providing 
administrative assistance to the project manager, records controller 
responsible for controlling project and contract records and 
correspondence.  

 
 Leaders and managers, such as work supervisors/team leaders who may 

need to make modifications to TCPs, road safety auditors. 
 

 Field roles including those who need to set up and work with TCPs, Traffic 
Controllers who are trained and qualified, and surveillance officers. 

 
 
 
 

1.5.2.2 Review Requirements 
 

The preparation task will need to be kept on track and the best way to do this is to set up 
periodic reviews. 
 
Typical review activities include project milestones, management control procedures, quality 
systems and processes and audits. 
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1.5.2.3 Design Hardware and Software 
 

There are many computer-based tools and applications which can be obtained and used 

to assist in the design of the TMP.  
 
These can be used to design construction drawings or material lists and to prepare a 
concept of the overall design of the construction area, roads and traffic use. 
 
 
 
 

 
 

1.5.2.4 Current Industry Best Practices 
 
There is no need to reinvent the wheel. Practices within the industry are often 
published or made available through industry bodies and authorities that give you a 
head start with TMPs.  
 
Current industry best practices may be obtained via existing designs which detail 
scope, cost, time and risk constraints.  
 
You should refer to the relevant state or territory authority for more information 
about what is expected or required in traffic management.  
 
 
 

1.5.2.5 Scheduling and Coordinating 
 
The preparation and development of a TMP needs to be well coordinated with known events or activities not necessarily 
associated with the work zone you are focusing on.  
 
You need to minimise the cumulative work zone impacts of multiple projects along a corridor or in a region. This includes 
examining the adequacy of detour or alternate routes and coordinating with the agencies responsible for those routes.  

 
Requirements may be considered for: 
 

 Coordination of people and work activities, truck parking and unloading. 
 

 Scheduling of delivery sizes and frequencies, construction stages and 
expected work periods. 

 
 
 
 

1.5.2.6 Communication and Reporting Requirements 
 
Good communication and reporting throughout the preparation of a TMP will ensure 
your team and stakeholders are well informed about what is expected of them and how 
the preparation is going.  
 
Activities can range from team meetings to keeping the community up to date with the 

potential impacts of the work zone, notifications about schedules, advice and their 
involvement. The media, government and local authorities may need to be kept 
informed about funding announcements, project start up/completion deadlines and 
opening events.   
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1.5.3 Components of a TMP 
 

Many road projects may be similar, yet each one is unique. You need to identify and 

confirm the work zone TMP project requirements and information. 
 
Check the plans, drawings and specifications of the task being completed and also 
read the traffic management plan brief to get a proper understanding of the 
situation and the requirements of the project. 
 
There are a number of aspects to be considered when creating a TMP and you 
should include the following information: 
 

 
 
General Details 
 
The TMP needs to include general information or an overview about the construction or maintenance project and the 
environment in which the project will operate. 
 
Examples of general details can include: 
 

 Project name, purpose, and scope. 
 

 Responsibilities of the construction contractor and their contact details. 
 

 Compliance requirements, details and follow up action/s. 
 

 Location description, such as road name, council area, map reference. 
 

 Directions to restrict, such as days and hours of operation. 
 

 Traffic Management Objectives, such as to ensure the health and safety of the 
works personnel, public and those impacted. 

 
 Emergency contacts of responsible parties, such as police, ambulance, 

contractors, road authorities. 
 

 Copies of Road Occupancy Licence (ROL) application or obtained. 
 

 Any other relevant information required by an authority. 
 
 
 
Works on Road 
 
The TMP needs to include information about the works to be undertaken. Examples of works on roads details include: 

 
 Works scope and description, e.g. bridge repair, road widening, 

installation of a road sign, intersection treatment. 
 

 Details of works, such as commencement/completion dates, hours of 
work. 

 

 Activities under traffic control, e.g. proposed speed zone, vehicle 
movements, deliveries. 

 
 Staging of work, if applicable and sufficient to give the reader a clear 

understanding of the nature of the work activities. 
 

 Roles, responsibilities, project representatives and traffic management 
administration. 
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Statutory Requirements 
 
The TMP needs to address Work Health & Safety (WHS), legislation and other 
provisions and responsibilities. This may include monitoring and management of traffic 
control using checklists, proposed inspection times and incident and accident 
procedures. 
 
 
Planning 
 
Examples of planning details include: 

 
 Risk assessment and safe work method statement for traffic control for the 

site, e.g. hazards to traffic control at a particular site. 
 

 Capacity of traffic lanes, intersections. 
 

 Speed zones, parking, and special events. 
 

 Adjoining developments, sequence of works, night works. 
 

 Hazards and what to do in emergencies. 
 

 Consultation and communication, including approvals, public notices. 
 

 
 
Implementation 
 
Examples of the implementation details required include: 
 

 Vehicle Movement Plan (VMP) – to outline the appropriate paths of travel for 
worksite vehicles including access and egress, stockpiling and turn around 
areas. 

 
 Traffic Control Plan (TCP) – details of measures to be implemented for specific 

stages of the works including line marking, lane widths, signposting, 
delineation and safety devices. 

 
 Traffic Staging Plan (TSP) – to show how traffic will pass safely through or 

around the construction site during the various construction stages.  
 

 Provision for access to adjoining properties for pedestrians or cyclists. 
 

 Design drawings, for any temporary roadways and detours. 
 
 
Monitoring, Measurement and Reviews 
 
The TMP needs to cater for site inspections, record keeping, auditing and feedback. The plan should be reviewed by 
relevant personnel and their feedback taken on board. 
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2.1 Identify Viable Options 
 
Preparation and development of the TMP will involve the identification of viable traffic management strategies to manage 
the impacts of the road project and its work zone. 
 
During preparation, design work is carried out to the point where sufficient detail is available for the determination of a 
preferred option, which can be taken forward to completion, costing and approval. 
 

 
 
 
 
 

2.1.1 Strategies for Traffic Management 
 
Strategies for traffic management may include: 

 
 Temporary Traffic Control. Includes control strategies, traffic control 

devices, project coordination, contracting and innovative construction 
strategies. 

 
 Public Information. Includes public awareness strategies and 

motorist information strategies. 
 

 Traffic Operations. Includes demand management strategies such as 
public transport services, corridor/road network management or traffic 

operations strategies, work zone safety management strategies, 
traffic/incident management and enforcement strategies. 

 
 
 
Strategies for traffic management can be employed on their own, such as running a motorist information campaign about 
changed traffic conditions 2 weeks before construction starts. 
 
They can also be employed in conjunction with other strategies, e.g. positioning 
signs to indicate changed road conditions ahead, installing road delineation 
devices and employing Traffic Controllers with stop/slow bats. 
 
A critical success factor in the preparation of a TMP is to consider alternatives – 
a number of options can be taken into account, giving you a broader range of 
strategies to choose from.  
 
You need to interpret and analyse the relevant data and identify the viable 
options for the work zone traffic management plan you require. 
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2.3.2 Documentation 
 
A detailed plan may include documentation and/or attachments of: 

 

 
 

 

2.3.3 Drawings 
 
A detailed plan may include drawings, photos and/or attachments of: 

 
 Work zone traffic management strategies such as geometric 

requirements and improvements, e.g. road gradients, turning angles 
and stop positions. 

 
 Selection and specification of traffic management structures and 

systems, such as the type, number, location, and timing for traffic 
control devices for directing traffic through the work zone. 

 
 Traffic entry and exit directions. 

 
 A construction management plan showing the extent of works, tree 

protection zones, stockpile and storage areas. 
 
 

2.3.4 Environmental Protection Requirements 
 
Environmental management is aimed at considering the impacts of activities on the environment and fulfilling statutory 
responsibilities under state and federal government Acts to minimise the damage or disruption. 
 
An environmental impact assessment can sometimes be complex, so early and close 
liaison between project managers and environmental staff during project development 
is critical. 
 
Identification of impacts can involve assessing the scope of the project and consultation 
with environmental specialists or people familiar with the region or area in which the 
work zone is located. Matters to consider can range from the confinement of the 
disturbed zone, to likely risks of soil or water erosion and likely impact to threatened 
species of flora or fauna. 

 
Once information has been gathered, you need to review and assess the impacts of the 
proposed activities on the environment before making the decision on whether to carry 
out any activities and how these might be done. For example, there may be 
requirements for specialist’s reports, approvals, additional standards and safeguards for 
the work zone and TMP. 
 
Procedures can be developed to avoid, minimise or offset those impacts. Procedures may cover matters such as pre-
construction inspections, what to do in case of spills, evidence gathering and scheduled reports. 
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2.5 Participate in Review 
 
Once cost estimates are complete, you can conduct a review of the preparation of the work zone traffic management 
plan. 
 
The TMP preparation and development process evolves over time. As the TMP 
evolves, it is important to reassess the management strategies to confirm that 
the work zone impacts are addressed and the necessary funding is available.  
 
The preparation of a TMP can be a complex activity and can involve external and 
internal resources. You may be able to improve your plan – aspects such as 
better strategies, practices, and adjustments – in order to ensure the work zone 
TMP will be operating as efficiently and effectively as possible during the period 
required.   
 
 
 

2.5.1 Peer and Stakeholder Review 
 
You need to participate in the review of the work zone traffic management plan preparation with your peers. This may 
include colleagues, team members, and stakeholders such as road authorities, contractors, and senior managers. 
 
You can use the review to address the following requirements and outcomes: 

 
 Were all compliance requirements adequately addressed and correct 

organisations contacted? 
 

 How valid was the initial project brief? 
 

 Has the scope of the project been consistent? 
 

 How did we track against our preparation plan? 
 

 How innovative have we been in traffic management strategies and 
options? 

 
 How was the quality of data and specifications used? 

 
 How well did tools and technology perform? 

 
 Is the level of detail in the TMP as per project requirements? 

 
 Are cost estimates within an acceptable range? 

 
 Are we on time? 

 
 
A review with peers and stakeholders may highlight average versus excellent practices, lessons learned, skills and 
knowledge levels. 
 
This knowledge can be used to improve the quality of the TMP. For example if any 
gaps in information were identified, these can be addressed. If information was 

incomplete, this can be expanded. If additional resources are needed, these may be 
able to be obtained. 
 
You can continue to communicate with your peers and stakeholders to source 
further information, access contacts and specialists known to them, discuss sensitive 
or political issues, run ideas past them and gain from their experience. 
 
The TMP is a ‘dynamic document’ that must be maintained and revised with changes made by the project team. 
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2.7 Coordinate Team Member Progress 
 
It is important that you effectively lead and coordinate your team members and monitor team progress to ensure the TMP 
is prepared on schedule, and in line with project requirements. 
 

 
 
 

2.7.1 Effective Leadership 
 
Effective leadership is one of the most important factors in any project’s success. Research has shown that leaders 
determine the success of a project through their impact on workers. 
 
Monitoring and coordinating the progress of your team and the preparation of the 
TMP is the process of ensuring that the actual TMP prepared and developed meets 
what was planned and the deadlines applied. 
 
Leadership also involves investigating situations and taking corrective action as and 
when required. For example, if there is a hold up in approvals from a local 
government council or road authority, you need to take the lead to investigate the 
cause of the delay. 
 
You can determine whether your project team may be delaying the approval process. You can also confirm that the 
person who provides the approval is working on your application and has all the information required. If not you may 
need to coordinate information flow from your project team to the relevant government office in a timely manner to keep 
the application moving forward. 
 
 

2.7.1.1 Team Leadership Techniques 
 
Good techniques for team leadership when monitoring and coordinating resources include: 

 
 Provision of direction and guidance to the team, including completion dates 

and quality of documents. 
 

 Understanding and articulation of the context in which the project operates, 
including contract providers, authorities and funding availability. 

 
 Modelling project relationships based on trust and respect for all stakeholder 

groups. 
 

 Facilitation of meetings and group discussions, including those concerned 
with monitoring progress, obtaining updates, investigating deviations, and 
taking corrective action. 

 
 Management of risk and resolution of conflict within the project and between 

the project and other parties. For example to keep the plan completion on 
track. 

 
 Developing effective team roles through delegation. 

 
 Management and improvement of the performance of individuals and teams. 
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3.1 Finalise Preparation 
 
By the end of your preparation of the work zone traffic management plan needs have been assessed, planning is 
completed, concepts and ideas have been developed into designs and plans have been approved. Now you can start to 
close down the project. 
 

 
 
 
 

3.1.1 Completing Records Filing 
 
It is important to ensure that any relevant documentation is filed and stored according to organisational and other 
relevant requirements. 
 
This is important as it ensures information is kept and used efficiently, access is controlled and the system is reliable. 
 
Filing of preparation records may include: 
 

 General administration, e.g. letters, reports, memos, emails, faxes, 
receipts. 

 
 Professional service and construction contracts, e.g. with specialists or 

consultants. 
 

 Project matters, other than contractual, between stakeholders, road 
authorities and its agents.  

 
 Design records, e.g. standards, procedures, specifications, drawings, 

plans, quotes, costs, feedback, versions. 
 

 All records to demonstrate the achievement of the project 
requirements, contract requirements and compliance with legislation. 

 
You need to ensure filing of preparation records is completed. Once filing is completed, you can submit costs and other 
reports. 
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3.1.4 Contribute to Plan Verification 
 
You need to seek client feedback and contribute to the verification of your work zone traffic management plan. The 

verification of the TMP is an exercise using different activities to confirm that: 
 

 
 
 
 

3.1.4.1 Seeking Client Feedback 
 

You need to ensure that the TMP is verified for completeness and accuracy, and that it satisfies the requirements of the 
client.  
 

Obtaining client feedback may be conducted using any one (or a combination) of 
communication requirements, techniques and procedures. For example: 
 

 Presentation of the final TMP. 
 

 Meeting the team behind the work effort and a description of the design 
and planning process. 

 
 An interview using a checklist of the client’s requirements. 

 
 A formal sign-off process involving various representatives of the client. 

 
Additional feedback for verification can be gathered from previous peer and 
stakeholder reviews, performance reviews, and benchmarking against industry best 

practices. Any adjustments can then be made accordingly. 
 
 
 

3.1.4.2 Actioning Feedback 
 
If alternative plans or other traffic management strategies have been suggested during 
verification, most likely technical specialists will need to review the TMP to see if changes 
are needed. 
 
Technical specialists can be used to troubleshoot and efficiently portray what is practicable 
and most advantageous to your work zone and traffic situation. They may include those 
with traffic management/engineering skills and qualifications, hands-on TMP 
implementation experience, or suppliers of equipment who understand the finer points of 
operations. 
 
If changes are required you may need to re-work some features of the TMP such as 
drawings, hours of operation and approvals.  
 
Once the TMP is verified, you can close out all systems. 
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3.3 Monitor Plan Performance 
 
Monitoring the performance of the work zone and that of the TMP during the 
construction phase is important. It will enable you to see if the predicted impacts 
closely resemble the actual conditions in the field, and if the strategies in the TMP 
are effective in managing the impacts. 
 
You need to review the application of the work zone traffic management plan and 
recommend any changes that may be required for continuous improvements. 
 
 
 
 
 

3.3.1 Measuring TMP Application 
 
Performance measures for TMP monitoring can include: 

 
 Cumulative impacts from adjacent construction activities. 

 
 Incident response and clearance times. 

 
 Volume. 

 
 Travel time. 

 
 Queue length. 

 
 Delay. 

 
 Number of incidents. 

 
 Contractor incidents. 

 
 Community complaints. 

 
 User costs. 

 
 
 
Performance monitoring requirements and performance measures should be based on policies, standards, and 
procedures, and could be included in the project contract documents when appropriate.  
 
Techniques for gathering and reporting information can involve: 
 

 


