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CPCCBC4005 
Produce labour and material schedules for ordering 

ASSESSMENT SUMMARY

The assessment activities for CPCCBC4005 Produce labour and material schedules for ordering cover all aspects of the unit of competency. For Apprentices/Trainees, this includes supervisor completion of the Apprentice/Trainee Record (ATR). 

Participants must read all the information given before starting any assessment task. The assessment tasks are intended to be fair, flexible, valid and reliable. If a Participant has any questions or requires alternative arrangements to be made such requests should be directed to their Trainer/Assessor, who should note such arrangements in the ‘Assessor Comments’ on the affected assessment. If a Participant feels they are not yet ready to be assessed, they should discuss their options with their Trainer/Assessor. 

To satisfactorily complete the assessment, the Participant is required to answer all questions correctly and demonstrate their skills to industry standards. If a Participant does not answer all questions or perform all tasks, they will be deemed ‘Not Satisfactory’ for the task and ‘Not Yet Competent’ for the unit of competency. 

The Trainer/Assessor can provide the Participant with additional information on interpreting the assessment outcomes and guide the Participant’s options. If a Participant is still deemed ‘Not Satisfactory’ they will have the opportunity to undertake a supplementary assessment or appeal the result as per the process in the Student Handbook. 

By signing below, the Participant acknowledges:
· They understand the assessment instructions and requirements, and consent to being assessed. 
· The work submitted is to be their own work – with the work of/with others needing to be clearly acknowledged and documented. 
· They consent to any photo/video recording of their work that occurs during assessment. 

	Participant name
	Michael Trott

	Participant signature
	


	Pre-requisite unit(s) to be achieved and authenticated prior to undertaking assessment

	 Not applicable 

	Task
	Date completed
	Assessment Results 

	Theory Exam
	Select Date.
	 Satisfactory
	 Not Satisfactory

	Workbook 
	Select Date.
	 Satisfactory
	 Not Satisfactory

	Practical Assessment
	Select Date.
	 Satisfactory
	 Not Satisfactory

	Outcome for CPCCBC4005
	Select Date.
	 Competent
	 Not Yet Competent



	Evidence requirements checklist (ticked by assessor and evidence supplied to RTO)

	 Theory Exam
 Workbook
 Practical Assessment
 Project Start Record (HO1)
 Supplier List (HO2)
 Contractor List (HO3)
	 Electronic Call Forward Sheet (HO4)
 Material Inspection Checklist (HO5)
 Procurement Specifications (HO6)
 Project Schedule (HO7)
 Cost Analysis Report (HO8)



	Assessor name
	

	Assessor signature
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THEORY EXAM


	Participant name
	Michael Trott




	FOR THE PARTICIPANT

	Instructions

	· You will complete written questions as outlined on the following pages. You must attempt all questions and provide enough detail in your responses to demonstrate your knowledge.
· It is anticipated that you should complete this assessment within two (2) hours, but additional time may be allowed upon negotiation with the Assessor.
· You must complete all questions unassisted by the Assessor or other personnel but may refer to reference material as needed. All questions must be answered correctly for a ‘Satisfactory’ assessment outcome to be awarded. 
· An oral examination may be allowed under certain circumstances, whereby your answers will be documented by another party. 
· Any written questions that are incomplete, or not answered satisfactorily will need to be completed again after further training support.
· If you answer a question incorrectly but modify your response, put your initials next to the written change (or the Assessor must initial a verbal change).

	Resources required

	Pen




	FOR THE ASSESSOR

	Instructions

	· Where oral examination has occurred, ensure that this is acknowledged in writing (e.g. FT001 and Assessor Comments)
· All questions must be satisfactorily demonstrated by the Participant for a Satisfactory determination (indicated by an Assessor tick to the right of the question).
· Assessors are to complete marking in pen of a different colour to the Participant.
· If the Participant verbally modifies their response, write in the modified response verbatim and put your initials next to the written change. 


[bookmark: _Ref396827952]

	[bookmark: _Hlk82780839]ASSESSOR COMMENTS

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	




[bookmark: _Ref128990469]What dictates how buildings must be constructed in Australia and how may this differ in your State or Territory?

	Answer
	While the NCC provides a unified approach to building construction across Australia, variations exist at the State and Territory levels to account for local conditions and regulatory frameworks. It's essential to consult both the NCC and local building authorities to ensure compliance with all relevant laws and standards
To ensure compliance, builders, architects, and developers in Queensland must be familiar with both the NCC and the QDC, as well as any local council regulations that may apply to their projects. These requirements ensure that buildings are safe, sustainable, and suited to the specific environmental conditions of the State..
	




[bookmark: _Ref127183513]Explain why it is important to understand references the NCC makes to Australian Standards.

	Answer
	It is important because it ensures compliance, safety and quality, consistency and uniformity and helps address specific technical requirements. Also it is important to understand references the NCC makes to AUS standards because it helps to maintain environmental and sustainability goals.
	




[bookmark: _Ref132269271]What are some indications that a construction company is abiding by environmental protection laws?

	Answer
	The company will have an EMP in place
	




[bookmark: _Ref129071735]What do you check for to confirm product compliance with NCC requirements?

	Answer
	Evidence of suitability
Compliance documentation
Relevant Australian standards
Appropriate use and installation
Accreditation of suppliers
Product updates and recalls
Building approvals and inspections
Ongoing compliance monitoring

	




[bookmark: _Ref129071897]Where do you record checks that you have made on products and materials that have arrived on-site?

	Answer
	Material inspection checklist
	




[bookmark: _Ref132273653]Briefly explain what ‘conditions’ are in the context of building applications.

	Answer
	Construction Requirements: Conditions may specify certain construction methods or materials that must be used to meet safety or environmental standards.
Timing and Sequencing: There could be conditions related to the timing of certain works, such as when construction can start or the sequence in which stages of the project must be completed.
Environmental Protections: Conditions might include measures to protect local ecosystems, manage waste, or control noise and dust during construction.
Design Modifications: The authority may impose conditions requiring changes to the building's design to address concerns such as heritage preservation, visual impact, or accessibility.
Compliance Inspections: Conditions often require that certain inspections be carried out at specific stages of the construction process to ensure compliance with the approved plans and standards.
	



[bookmark: _Ref132118790]Discuss information that may need to be shown in the site plans according to the regulations.

	Answer
	Property boundaries and dimensions
Utilities and services
Access and circulation
Landscaping and open space
Easements and restrictions
Construction site mangement
	




[bookmark: _Ref132272462]What are three (3) grounds that can be used to decide if a services contract is unfair according to the Independent Contractors Act?

	[bookmark: _Hlk85785851]Answer

	1. The contract is unjust

2. The contract is against public interest

3. Goes against the Fair work act 2009
	




[bookmark: _Ref132272797]Provide one (1) example of how WHS legislation affects building and construction projects in general.

	Answer
	By implementing SWIMS to help supervisors and workers monitor and control measures required at the workplace
	




[bookmark: _Ref132273381]Explain the difference between a contract and a workplace agreement.

	Answer
	A contract is a legally binding agreement between two or more parties that outlines specific terms and conditions related to a particular arrangement or project.
A workplace agreement is a type of employment agreement that is negotiated and agreed upon between an employer and employee (or a group of employees) regarding specific terms and conditions of employment.

	




[bookmark: _Ref132273371]What information can you expect to see included in a supplier contract? List three (3) examples.

	Answer
	1. Scope of supply

2. Pricing and payment terms

3. Terms and conditions
	



[bookmark: _Ref132276510]Discuss why variations can occur in the contract that will affect the scope of works.

	Answer
	Clients might request changes to the design or scope of the project after the contract has been signed. This can include alterations to layouts, materials, or finishes.
	




[bookmark: _Ref132276511]Discuss what is generally provided in the contract clause relating to variations.

	Answer
	What Constitutes a Variation: The clause defines what constitutes a variation, such as changes to the scope, quality, or quantity of work, including additions, deletions, or modifications to the original contract
	



[bookmark: _Ref132277123]Explain why you should compile a list of nominated and approved suppliers and contractors.

	Answer
	Nominated and approved suppliers and contractors have been vetted for their ability to meet quality standards and deliver reliable products or services. This helps ensure that the materials and workmanship used in a project are of high quality and meet the required specifications.




	



[bookmark: _Ref132277420]Why is it a good idea to document and track communications with suppliers, employees, and sub-contractors?

	Answer
	Proper documentation can demonstrate compliance with legal and regulatory requirements. It ensures that all parties adhere to contractual obligations and statutory regulations.



	




[bookmark: _Ref132277770]Why do you enter critical project information into a project schedule?

	Answer
	Because doing so means avoiding delays, maximising times as a resource, and preventing cost overruns 
	




[bookmark: _Ref132279348]Explain what an electronic call forward sheet is.

	Answer
	An electronic call forward sheet is a digital tool used in construction and project management to streamline and manage the procurement process. It helps track and organize the delivery and scheduling of materials and services needed for a project.
	



[bookmark: _Ref132280259]Clarify site documents that must be organised into a site file (to be held on-site).

	Answer
	Permits
Building contract
	




[bookmark: _Ref132280610]What is a Gantt chart used for?

	Answer
	A Gantt chart is a visual tool used in project management to represent the timeline of a project. It helps in planning, scheduling, and tracking the progress of project tasks.
	




[bookmark: _Ref132283213]Discuss the difference between workplace employee labour costs and the costs of engaging sub-contractors.

	Answer
	Payments made to a workplace employee will be regular weekly/monthly payments under the agreement of an hourly pay or salary whereas the cost of engaging sub-contractors could be lump sump payments or fixed price based on work completion .due to the contract
	




[bookmark: _Ref127432488][bookmark: _Ref132283568]Briefly discuss what the following terms indicate when related to employment.

	Answer
	Term
	What this indicates
	

	
	Daily hire employee
	They are full time employment and may be terminated with one days notice
	

	
	Full-time weekly hire employee
	They have guaranteed minimum weekly ordinary hours. They are entitled to longer notice of termination, with the specific amount of notice depending on the National Employment Standards.
 
	

	
	Part-time weekly hire employee
	The conditions and pay of part-time weekly hire employees are the same as their full-time counterparts, but the entitlements they receive are computed based on the number of hours they worked
	

	
	Casual employee
	Casual employees have no guaranteed employment period. They also do not have any leave entitlements and usually have irregular hours.

	




[bookmark: _Ref132285392]Discuss the importance of monitoring the construction stage progression costs.

	Answer
	Regularly tracking costs against the budget helps ensure that expenditures stay within financial limits. It enables early identification of potential cost overruns or savings.
	




[bookmark: _Ref132286205]Discuss what workplace overheads are.

	Answer
	These are the indirect costs incurred by the organisation for running business operations. These costs are usually administrative. Overhead costs may include office rent, utilities, taxes, salaries of employees not working on the project, and other expenses that cannot be directly billed to a client
	




[bookmark: _Ref132286209]What is public liability insurance?

	Answer
	[bookmark: _Hlk132285950]These are insurance costs that ensure the safety of the public and everyone involved in the construction project. Public liability cover damage claims by members of the public, customers, clients, and anyone involved in the project who are not employees of the organisation.
	




[bookmark: _Ref132286212]Why would someone take out professional indemnity insurance?

	Answer
	Because it helps protect professionals from claims arising out of their professional activities. 
	




[bookmark: _Ref132286215]What is worker’s compensation insurance?

	Answer
	Worker’s compensation is a statutory form of insurance that an employer must provide its employees in cases of work-related injuries or diseases
	




[bookmark: _Ref132287166]Discuss the responsibilities of the worker who is assigned the task of project scheduling.

	Answer
	Creating the Schedule
· Plan Tasks: Develop a detailed timeline that outlines all tasks, milestones, and deadlines.
· Order Tasks: Determine the sequence of tasks and their dependencies.
Allocating Resources
· Assign Resources: Allocate people, equipment, and materials to each task.
· Avoid Conflicts: Resolve any conflicts or overlaps in resource use.
Monitoring Progress
· Track Work: Keep track of how tasks are progressing compared to the schedule.
· Update Schedule: Adjust the schedule as needed based on actual progress.
Managing Delays
· Identify Delays: Spot any delays and assess their impact.
· Fix Issues: Develop strategies to address and reduce delays.
Communicating
· Coordinate: Work with teams and stakeholders to keep them informed of the schedule and any changes.
· Update: Communicate changes or updates to everyone involved.
Managing Risks
· Assess Risks: Identify risks that might affect the schedule.
· Plan for Risks: Develop plans to manage these risks.
Ensuring Compliance
· Follow Rules: Make sure the schedule meets industry standards and contractual requirements.
· Document: Keep accurate records of the schedule and any changes.
 Reporting
· Prepare Reports: Provide regular updates on schedule progress and any issues.
· Analyze: Review scheduling performance and make improvements.
Integrating with Other Plans
· Align Plans: Ensure the schedule fits with other project plans, like budget and quality plans.
· Coordinate Activities: Make sure scheduling supports overall project goals.
Continuous Improvement
· Refine Processes: Review and improve scheduling processes based on feedback and experience.
· Adopt Best Practices: Use best practices to enhance scheduling efficiency.

	




[bookmark: _Ref132287547]Why may you need to add the cost of temporary electrical, plumbing, and/or drainage services to the costing sheets?

	Answer
	These are costs incurred by the project due to the temporary provision of electricity, plumbing, and drainage at the construction site. Electrical services are required at the construction site for various reasons, including to operate the tools and equipment, to provide adequate lighting, to provide power for site offices or other facilities, and to provide power for site security equipment. Plumbing and drainage services are required for the proper function of some required site facilities 
	




[bookmark: _Ref132287552]What are site facilities or storage facilities that may need to be added to the site costs?

	Answer
	Because these are items that are needed on site by building and construction regulations, site facilities may include toilets which are essential needs for workers
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WORKBOOK


	Participant name
	Michael Trott




	FOR THE PARTICIPANT

	Instructions

	· You will complete written activities as outlined on the following pages. You must attempt all questions and provide enough detail in your responses to demonstrate your knowledge.
· The timeframe for these tasks will be established by your Assessor or Training Plan, but additional time may be allowed upon negotiation with the Assessor.
· You must complete all questions unassisted by the Assessor or other personnel but may refer to reference material as needed. All questions must be answered correctly for a ‘Satisfactory’ assessment outcome to be awarded. 
· An oral examination may be allowed under certain circumstances, whereby your answers will be documented by another party. 
· Any written questions that are incomplete, or not answered satisfactorily will need to be completed again after further training support.
· If you answer a question incorrectly but modify your response, put your initials next to the written change (or the Assessor must initial a verbal change).

	Resources required

	Pen




	FOR THE ASSESSOR

	Instructions

	· Where oral examination has occurred, ensure that this is acknowledged in writing (e.g. FT001 and Assessor Comments)
· All questions must be satisfactorily demonstrated by the Participant for a Satisfactory determination (indicated by an Assessor tick to the right of the question).
· Assessors are to complete marking in pen of a different colour to the Participant.
· If the Participant verbally modifies their response, write in the modified response verbatim and put your initials next to the written change. 




	ASSESSOR COMMENTS

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	




NOTE

At times, you will be provided with a specific business context to which you must respond, otherwise it is anticipated that you will use a workplace of your choosing (your own, or hypothetical) to provide the context to the task.

At all times, the responses in your assessment must reference Australian (Queensland or Federal) documentation, including legislation, regulations, codes of practice, standards and guidance publications.

For the following activity, name a local authority (council) that you wish to examine. 

	Local authority (council)
	Brisbane city council



	ACTIVITY 1  [bookmark: _Ref132274195]

	Access your local authority to respond to the following regarding a new home building project:
a) [bookmark: _Hlk132186359]List the project stages requiring approvals.
b) List fees applicable to a new development applications and approvals.
c) How do you check the status of a development application?
d) What can you do if approval has been rejected?



	a) List the project stages requiring approvals.

	Pre application and consultation
Planning approval
Building approvals
Infrastructure approval
Construction phase approvals
Final approval


	b) List fees applicable to a new development applications and approvals.

	Development application fees
Building approval fees
Infrastructure fees
Water, sewer and connection fees

Driveway and footpath permit fees

	c) How do you check the status of a development application?

	Brisbane council city online PD system

	d) What can you do if approval has been rejected?

	Revaluate and resubmit 



	Satisfactory Outcome
	
	



Workbook - CPCCBC4005 Produce labour and material schedules for ordering

	Workbook - CPCCBC4005 Produce labour and material schedules for ordering


CPCCBC4005 
Produce labour and material schedules for ordering

PRACTICAL ASSESSMENT


	Participant name
	Michael Trott




	FOR THE PARTICIPANT

	Instructions

	· The tasks outlined on the following pages will require performance of normal workplace activities, as a result of a structured activity set by an Observer in the workplace or a simulated activity set by your Assessor/Observer. 
· The timeframe for these tasks will be established by your Assessor/Observer, in consideration of location conditions and industry requirements.
· You must complete all tasks unassisted by the Assessor or other personnel, unless the steps note this assistance. 
· You must attempt all tasks (and itemised steps) for a ‘Satisfactory’ assessment outcome to be awarded.
· For any observation conducted that is incomplete, or without satisfactory performance, the observation will need to be completed again after further training support.




	FOR THE ASSESSOR/OBSERVER

	Instructions

	· The following observation record should be used to judge and record your observations of the Participant as they complete the task(s) set. You must record your observations of the Participant’s performance. 
· For each occasion, indicate the task performed and whether it was a simulation or workplace-based task. 
· Any simulated assessment must ensure the Participant still performs under workplace conditions which reflect industry standards.
· In the comments, provide clear detail regarding the task that the Participant was required to do (e.g. PPE used, materials handled, attachments connected, plant types).
· All steps must be satisfactorily demonstrated by the Participant for a ‘Satisfactory’ determination (indicated by an Assessor tick to the right of each itemised step, or an Observer tick to the right of each itemised step, and confirmation by an Assessor in the Assessor Comments).
· Where you have determined that one or more task steps have not been satisfactorily demonstrated, provide the Participant with additional support and outline details of such assistance in the Assessor/Observer Comments. Allow the Participant two (2) further opportunities to demonstrate the task again to allow an opportunity for a ‘Satisfactory’ assessment outcome to be achieved. 
· If after three (3) attempts the Assessor determines that the Participant cannot demonstrate the required steps, a ‘Not Satisfactory’ outcome is to be determined.





	TASK OUTCOME

	Task
	Date
	Task Type (Tick)
	Location
	Task outcome (Tick)

	
	
	
	
	Satisfactory
	Not Satisfactory

	Task 1
	20/09/2024
	 Workplace
 Simulation
	Currimundi/Everton park 
	
	



	ASSESSOR COMMENTS: GENERAL

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	



	ASSESSOR COMMENTS: PRACTICAL TASK 1

	 Individual student (as named on cover page)
 Multiple students [ All from Attendance Report,  Specific students involved – identify students]

	Task
	Provide detail 

	1.1F. 
	Specify how availability of materials with suppliers and labour with contractors was confirmed: 
Request for quotation, site visits

	1.2A. 
	Specify site files collated:
Contract documents/ Project Schedules and Planning

	1.2D. 
	Specify how communications were managed with between staff, contractors, and suppliers:
Email, phone calls and site visits

	1.3B. 
	Specify how project progress was managed:
Planning and scheduling

	1.3E. 
	Specify issues resolved:
Variations




CPCCBC4005
Produce labour and material schedules for ordering

	Practical Task 1 

	Description of task:
The participant must demonstrate the skills and knowledge to produce a schedule for the ordering of materials and allocation of labour for one (1) residential or commercial building and construction project including:

Note: Documentation is to be provided as evidence- Use workplace document templates, alternatively templates are available
· Assess physical and human resource requirements.
· Determine the conditions of approval from local government and regulatory bodies.(HO1-template)
· Document variations to the scope of works. (HO1-template)
· Determine contractual terms and arrangements by the client and the commencement dates. (HO1-template)
· Compile a list of nominated and approved suppliers and contractors.(HO2 & HO3- template)
· Determine and document channels of communication suited to suppliers and contractors. (HO2 & HO3- template)
· Confirm availability of materials with suppliers and labour with contractors.
· Produce a labour and materials schedule across the life of the project and enter critical project information into project schedule. (HO7- template)
· Produce schedules.
· Prepare electronic call forward sheet and site files containing necessary site documentation.(HO4- template)
· Break down project into stages and tasks and set milestones and timeframes for commencement and completion. (HO7- template)
· Itemise materials and labour required for the stages of construction.
· Develop and manage efficient communications between staff, contractors and suppliers
· Sequence material delivery dates and commencement times for labour.
· Factor in unplanned delays.
· Monitor project costs and maintain project files.
· Monitor construction stage progression costs and approved variation costs against estimated project cost.(HO8- template)
· Manage and monitor project progress against scheduled timelines.(HO5 template)
· Record monitored project progress and variations, estimated and increased costs.
· Record unscheduled and approved variations, changes to the approved plan and specifications and delays to the project.(HO5 & HO6 – template)
· Resolve issues, within scope of responsibilities, and maintain a cost analysis against final estimated project cost. (HO8 – template)

These tasks may be simulated or real. The Participant is to gather evidence of how they have completed each component of the Practical Task, which is to be submitted with this Practical Assessment sheet. The Observer is to provide detailed comments on the tasks completed by the Participant (on the Observer Comments, overleaf). The Assessor is to verify the Observer’s comments, noting their findings in the Assessor Comments (on the back of the Practical Assessment cover page) and provide the assessment outcome.

	Resources required: 
Building and construction project; Current construction drawings and specifications; Workplace administration policies and procedures; Templates required to undertake assessment requirements (HO1-HO8); Access to PC and software to research requirements, set up electronic call forward sheets, compile site files and create channels of communication.





	Observer details

	Name of observer:
	Dylan Cunningham

	Role of observer 
(Confirm suitability to sign)
	Project manager

	Email address of observer
	dcunningham@core4service.com

	Signature of observer:
	
	Date:
	20/09/2024



	When completing the task, did the Participant:
	Tick if satisfactorily completed. 
Provide comments if left unticked.

	1 Assess physical and human resource requirements.

	[bookmark: _Ref132352593]Determine the conditions of approval from local government and regulatory bodies.(HO1-template)
	
	[bookmark: _Ref132352605]Document variations to the scope of works. (HO1-template)
	
	[bookmark: _Ref132352622]Determine contractual terms and arrangements by the client and the commencement dates. (HO1-template)
	
	[bookmark: _Ref132352633]Compile a list of nominated and approved suppliers and contractors.(HO2 & HO3- template)
	
	[bookmark: _Ref132352648]Determine and document channels of communication suited to suppliers and contractors. (HO2 & HO3- template)
	
	[bookmark: _Ref132349834]Confirm availability of materials with suppliers and labour with contractors.
	
	[bookmark: _Ref132352663]Produce a labour and materials schedule across the life of the project and enter critical project information into project schedule. (HO7- template)
	
	2 Produce schedules.

	[bookmark: _Ref132352678]Prepare electronic call forward sheet and site files containing necessary site documentation.(HO4- template)
	
	[bookmark: _Ref132352868]Break down project into stages and tasks and set milestones and timeframes for commencement and completion. (HO7- template)
	
	[bookmark: _Ref132352875]Itemise materials and labour required for the stages of construction.
	
	[bookmark: _Ref132350133]Develop and manage efficient communications between staff, contractors and suppliers
	
	[bookmark: _Ref132352905]Sequence material delivery dates and commencement times for labour. (HO7- template)
	
	[bookmark: _Ref132352911]Factor in unplanned delays. (HO7- template)
	
	3 Monitor project costs and maintain project files.

	[bookmark: _Ref132352920]Monitor construction stage progression costs and approved variation costs against estimated project cost.(HO8- template)
	
	[bookmark: _Ref132352311]Manage and monitor project progress against scheduled timelines.(HO5 template)
	
	[bookmark: _Ref132352940]Record monitored project progress and variations, estimated and increased costs.
	
	[bookmark: _Ref132352942]Record unscheduled and approved variations, changes to the approved plan and specifications and delays to the project.(HO5 & HO6 – template)
	
	[bookmark: _Ref132352426]Resolve issues, within scope of responsibilities, and maintain a cost analysis against final estimated project cost. (HO8 – template)
	




	Observer comments:
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