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CPCCBC4026 
Arrange building applications and approvals 

ASSESSMENT SUMMARY

The assessment activities for CPCCBC4026 Arrange building applications and approvals 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
	Abbie Heaslip

	Participant signature
	


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

	 Not applicable 



	Task
	Date completed
	Assessment Results 

	Theory Exam
	4/02/2025
	 Satisfactory 
	 Not Satisfactory

	Workbook 
	11/02/2025
	 Satisfactory 
	 Not Satisfactory

	Practical Assessment
	11/02/2025
	 Satisfactory 
	 Not Satisfactory

	Outcome for CPCCBC4026
	Select Date.
	 Competent
	 Not Yet Competent



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

	 Theory Exam
 Workbook
	 Practical Assessment
 Submission Plan (residential)
 Submission Plan (commercial)



	Assessor name
	

	Assessor signature
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THEORY EXAM


	Participant name
	Abbie Heaslip




	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: _Ref132118788]Discuss why you should access the NCC for information when organising a building application for council.

	Answer
	The NCC provides technical standards and regulations for building design and construction in Australia, ensuring legal compliance, increasing chances of approval, prioritising safety and quality, promoting consistency, and incorporating industry best practices. By referring to the NCC, you can align your application with national standards, demonstrate compliance, and enhance the integrity and success of your building project.
	




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

	Answer
	A site plan is a detailed drawing of a building or apartment that depicts the overall layout of the structure. It depicts the boundaries and access points of the site and any significant surrounding structures.
A construction project’s site plan must show all utility connections, such as drainage and sewer lines, water supply, electricity and communications cables, and outdoor lighting.
	




[bookmark: _Ref132188173]Discuss when you would consult a site surveyor.

	Answer
	Site surveyors are consulted for site assessment, boundary identification, construction planning, infrastructure mapping, compliance with regulations, and post-construction verification. They provide accurate data and expertise to ensure successful construction projects by assessing the site, identifying boundaries, mapping infrastructure, and verifying compliance with regulations.
	




[bookmark: _Ref132188175]Why may you need to consult a geotechnical engineer when completing building applications?

	Answer
	Consulting a geotechnical engineer during building applications is crucial for assessing soil conditions, designing appropriate foundations, ensuring slope stability, considering seismic factors, managing site drainage, preparing the construction site, and complying with regulations. Their expertise helps in determining the suitability of the site for construction, ensuring structural integrity, and meeting safety and regulatory requirements.
	




[bookmark: _Ref132188704]Clarify why it is important to review the submission plan before lodging the application to the local authority.

	Answer
	The construction plan review process allows local government departments and other reviewing agencies to examine your plans to ensure that the technical aspects of your approved development application, as well as any project conditions, meet Australian Standards Code and Engineering Standards requirements. Construction plans must be approved before issuing a building permit, grading or excavation permit, or floodplain development permit for any type of development.
	




[bookmark: _Ref132189463]Explain the reason a design brief is included in a building approval submission.

	Answer
	By including a design brief in the building approval submission, it serves as a reference for communicating the client's requirements and design intent to the approving authority. It guides the design process, ensures compliance with regulations, and promotes transparency and accountability. The design brief provides a valuable tool for the approving authority to assess the project, streamline the review process, and make informed decisions based on the client's specific needs and objectives.
	




[bookmark: _Ref132189470]Why should you include any specialist reports in the building approval submission?

	Answer
	Including specialist reports in the building approval submission is crucial for several reasons. These reports provide expert analysis, ensure regulatory compliance, mitigate risks, optimise the design, and offer professional documentation. By incorporating specialist reports, the submission gains credibility, addresses specific requirements, and enhances the evaluation process by the approving authority. Ultimately, these reports contribute to a comprehensive and well-supported building approval submission.
	




[bookmark: _Ref132189475]Clarify which working drawings will be included in the building approval submission.

	Answer
	Architectural, structural, civil, mechanical, electrical, and so on are examples of these types of drawings
	




[bookmark: _Ref132190152]Discuss strategies you can apply to minimise any impact on stakeholders and maintain their support for the application.

	Answer
	Conduct a stakeholder analysis:
1. At a minimum, a proper stakeholder analysis should investigate:
· Whether or not the stakeholders are internal or external
· Their level of influence within the organisation 
· Their level of interest in the project
· The expected degree of impact on each stakeholder group
· Any other stakeholder characteristics unique to the project
2. Ensure engagement from leaders
3. Present benefits for each stakeholder group
4. Concerns about high-impact areas should be addressed.
5. Follow up and maintain open lines of communication.

Maintaining stakeholder support for the application: 
1. Providing Expertise
2. Identifying and Reducing risk
3. Increasing the likelihood of project success
4. Acceptance of the Project


	




[bookmark: _Ref132191121]Describe document control processes and practices applied at your workplace.

	Answer
	Document Identification and Naming
Document Creation and Review
Document Distribution and Access
Document Storage and Organization
Version Control
Document Retrieval and Retrieval
Document Retention and Archiving
Document Security and Confidentiality
Document Change Control
Training and Awareness
	




[bookmark: _Ref127432488]Briefly discuss why you might contact the following specialist services for certification of documentation:

	Answer
	Specialist 
	Purpose/requirement
	

	
	Building surveyor
	A building surveyor can certify documentation related to building regulations, codes, and compliance. They ensure that the proposed design meets safety standards, fire safety regulations, accessibility requirements, and other building code requirements.
	

	
	Quantity surveyor
	A quantity surveyor can certify documentation related to cost estimation, budgeting, and financial aspects of a project. They provide expertise in assessing and certifying the accuracy of the estimated costs, quantities, and valuations of materials and labor required for the project.
	

	
	Environmental specialist
	An environmental specialist can certify documentation related to environmental impact assessments, sustainability, and compliance with environmental regulations. They ensure that the project aligns with environmental standards, assesses potential impacts, and recommends mitigation measures
	

	
	Structural engineer
	A structural engineer can certify documentation related to the structural design and integrity of the project. They assess the stability, strength, and safety of the building's structural components, ensuring compliance with engineering standards and regulations.
	

	
	Mechanical engineer
	A mechanical engineer can certify documentation related to mechanical systems, such as HVAC (Heating, Ventilation, and Air Conditioning). They assess the design and efficiency of mechanical systems, ensuring compliance with industry standards, energy codes, and safety regulations.
	

	
	Electrical engineer
	An electrical engineer can certify documentation related to electrical systems and installations. They assess the design, safety, and compliance of electrical systems, ensuring adherence to electrical codes and regulations.
	




[bookmark: _Ref132193281]Clarify what a development application is needed for.

	Answer
	c) A Development Application (DA) is a formal request for consent to execute the proposed development. This could include, among other things, changing the use of land, subdividing land, performing building work, and landscaping. The development cannot begin until the local council has submitted and approved an application.
	




[bookmark: _Ref132193293]What is submitted for a full building approval?

	[bookmark: _Hlk85785851]Answer
	When submitting a full plans application, a completed application form should be included along with the appropriate charge that is required. A location or block plan (to scale 1:1,250) is required if the project is a new building or extension. Two copies of the plans should also be included, with floor plans, elevations, and sections (scaled to no less than 1:100). These may need to be accompanied by supporting calculations such as structural calculations.
	




[bookmark: _Ref132193294]Discuss when a staged approval process may be submitted.

	Answer
	An owner may submit a series of building consent applications for different stages of the proposed construction work. This may be useful where the scope of each component of the work is well defined. Large multi-story buildings are examples of applications that could be staged—apartment buildings with multiple units or development blocks.
	




[bookmark: _Ref132195634]Discuss who you would notify regarding application progress, fees and payment.

	Answer
	Applicants
Owners
Demolition Contractors


	




[bookmark: _Ref132196849]Discuss methods you can apply to track the progress of your submission.

	Answer
	Seek confirmation of application status at appropriate intervals to ensure continuing progress
Track daily progress and ensure accountability with Daily Logs
Maintain project timelines with effective scheduling

	




[bookmark: _Ref132198190]Discuss the purpose of using email automation software.

	Answer
	You can use email automation to customise your emails with dynamic content and only send specific information to specific stakeholders and use visually appealing templates that make the information much easier to digest.
	




[bookmark: _Ref132198500]Explain how minor amendments are dealt with.

	Answer
	A building consent authority must still be notified of any proposed variation to confirm the change is minor, advise on how it will be handled, and record the minor variation in writing. Minor changes should not usually necessitate a Form 2 and, if approved, should not necessitate the issuance of an amended building consent. However, all approved minor variations must be documented in writing (for example, a handwritten note on the consented plans and inspection record note).
	




[bookmark: _Ref132198777]Provide three (3) common causes of amendments.

	Answer
	1. Projects work was overestimated

2. During construction, additional features or options are noticed and requested

3. The client or project team encounters obstacles or potential efficiencies that require deviation from the original plan.
	



[bookmark: _Ref132201608]Discuss three (3) processes you will follow if development approvals are rejected.

	[bookmark: _Hlk147390459]Answer
	1. Review and understand the reasons for rejection: It is important to thoroughly review the feedback and reasons provided by the approving authority for the rejection. This will help you understand the specific concerns and issues that need to be addressed.

2. Quality control: Implementing a robust quality control process to review and verify the accuracy and completeness of the application materials. This may include multiple levels of review by different team members to identify any potential issues or areas for improvement.

3. Communication and coordination: Establishing effective channels of communication and coordination between different departments within the company involved in the development approval process. This ensures that all relevant information and updates are shared promptly and accurately.
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WORKBOOK


	Participant name
	Abbie Heaslip




	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)
	Moreton Bay Regional Council




	ACTIVITY 1  [bookmark: _Ref35349341]

	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) Document the level and type of information and documents needed for each project stage.
c) Document any sustainability requirements that may be attached to the building application.
d) List fees applicable to a new development applications and approvals.
e) When will the local authority investigate development and building complaints?
f) How do you check the status of a development application?
g) What can you do if approval has been rejected?



	a) List the project stages requiring approvals.

	Sheds, and carports
Retaining Walls
Shipping Containers
Demolition


	b) Document the level and type of information and documents needed for each project stage.

	1.	Sheds and Carports:
· Building plans and specifications of the proposed shed or carport
· Details of the materials to be used
· Engineering certification, if required
· Site plan showing the proposed location of the shed or carport
· Any other relevant documents or information as specified by the council
2.	Retaining Walls:
· Structural engineering design and certification of the retaining wall
· Details of the materials to be used
· Site plan showing the location and dimensions of the retaining wall
· Drainage plans, if applicable
· Any other relevant documents or information as specified by the council
3.	Shipping Containers:
· Building plans and specifications for the modification or installation of the shipping container
· Details of the materials to be used
· Site plan showing the proposed location of the shipping container
· Engineering certification, if required
· Any other relevant documents or information as specified by the council
4.	Demolition:
· Demolition plans and methodologies
· Details of the building(s) to be demolished
· Asbestos management plan, if applicable
· Traffic management plan, if required
· Any other relevant documents or information as specified by the council




	c) Document any sustainability requirements that may be attached to the building application.

	Energy Efficiency:
· Compliance with energy efficiency standards, such as the inclusion of insulation, energy-efficient lighting, and appliances.
· Installation of renewable energy systems, such as solar panels.
Water Efficiency:
· Implementation of water-saving measures, such as the use of water-efficient fixtures and fittings.
· Incorporation of rainwater harvesting systems for non-potable water use.
Waste Management:
· Provision of waste management plans, including recycling and waste reduction strategies during construction and operation.
· Incorporation of waste separation facilities and recycling infrastructure within the building.
Sustainable Materials:
· Usage of eco-friendly and sustainable building materials, such as recycled or locally sourced materials.
· Consideration of material lifecycle, including the use of low VOC (volatile organic compounds) materials.
Biodiversity and Landscaping:
· Provision of landscaping plans that promote biodiversity and local flora.
· Implementation of erosion and sediment control measures during construction.



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

	See section 1 Planning & Engineering Assessment included in attachment “Workbook d) development-services-fees-charges”

	e) When will the local authority investigate development and building complaints?

	Council will endeavour to meet the following timeframes when dealing with a complaint:

Urgent matters - within seven business days
Non-urgent, internally investigated complaints where the complaint is not considered to be complex - within 25 business days; and
Complex or externally investigated complaints - within 45 business days.

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

	Morteon Bay Regional Council as a DA tracker.
After a development application is properly made with Council, DA Tracker provides information on the progress of that application through to the decision stage. Details of the status, the various stages of the assessment process and viewing publicly available documents, are available for most applications.

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

	applicant appeals - regarding decisions made about development applications
submitter appeals - regarding decisions made by City of Moreton Bay for impact assessable applications.




	Satisfactory Outcome
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PRACTICAL ASSESSMENT


	Participant name
	Abbie Heaslip




	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 (Occasion 1)
	11/02/2025
	 Workplace
 Simulation
	
	
	

	Task 1 (Occasion 2)
	11/02/2025
	 Workplace
 Simulation
	
	
	



	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: OCCASION 1 Residential

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

	Task
	Provide detail 

	1.1A. 1.1B. 
	Specify council relevant to application: 
Moreton Bay Regional Council 

	1.1A. 1.1B. 
	Specify type of application being completed:
Development application form 1

	1.1C. 
	Specify  specialists consulted:
 Building certifier  Building surveyor  Quantity surveyor  Site surveyor 
 Geotechnical engineer  Environmental specialist  Structural engineer 
 Mechanical engineer  Electrical engineer  Other (please specify): 

	1.2A. 
	Specify supporting documents collated for submission:
Completed application form
Site plan 
Architectural drawings 
Landscape plans
Construction management plan
Bushfire assessment report 
Engineering reports (structural, civil, etc.)
Sustainability measures or energy efficiency reports
Consultation records 

	1.2C. 1.2D. 
	Specify stakeholders included in progress notifications:
General contractor
Subcontractors
Architects or designers
Engineers
Building inspectors
Local authorities 
Financial stakeholders 
Insurance representatives
Utility companies 
Neighbours or adjacent property owners 
Real estate agents 


	1.2B. 
1.3A. 1.3B. 
	Specify how submission tracking was maintained and stakeholder impact minimised:
Frequent DA Tracker checks
Conduct thorough stakeholder analysis to identify all relevant parties and their potential concerns or impacts from the project.
Engage in early and ongoing communication with stakeholders to understand their needs and address any potential issues or concerns.
Develop a comprehensive stakeholder engagement plan to proactively manage and mitigate impacts.
Implement effective communication channels to keep stakeholders informed about project progress, potential disruptions, and any necessary adjustments.
Consider stakeholder feedback and incorporate it into the project planning and implementation process, where feasible.
Implement measures to minimize disruption to neighbouring properties, such as managing construction noise, dust, and traffic impacts through appropriate mitigation strategies.
Adhere to local regulations and permit requirements to ensure that the project is compliant and minimise impacts on the surrounding community.


	1.3C. 
	Specify minor amendments and the impact on project:
Adjustments to lot boundaries: This can impact the size, shape, and layout of individual lots, potentially affecting the overall density and configuration of the development. It may also impact neighbouring properties and the overall streetscape.
 Amendments to access points and roadways: This can impact traffic flow, accessibility, and safety within the development. It may also affect neighbouring properties and the overall functionality of the road network.
Updates to landscaping or open space requirements: Changes to landscaping or open space requirements can impact the aesthetic appeal, ecological value, and usability of the development. It may influence factors such as green space, stormwater management, and overall environmental quality.


	1.3D. 
	Specify planned action should the application be rejected:
applicant appeals - regarding decisions made about development applications
submitter appeals - regarding decisions made by City of Moreton Bay for impact assessable applications.



	ASSESSOR COMMENTS: PRACTICAL TASK 1: OCCASION 2

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

	Task
	Details

	1.1A. 1.1B. 
	Specify council relevant to application: 
Brisbane City Council

	1.1A. 1.1B. 
	Specify type of application being completed:
Development application form 1

	1.1C. 
	Specify  specialists consulted:
 Building certifier  Building surveyor  Quantity surveyor  Site surveyor 
 Geotechnical engineer  Environmental specialist  Structural engineer 
 Mechanical engineer  Electrical engineer  Other (please specify): 

	1.2A. 
	Specify supporting documents collated for submission:
Completed application form
Site plan 
Architectural drawings 
Landscape plans
Construction management plan
Traffic impact assessment
Waste management plan
Fire safety and emergency evacuation plans
Accessibility and disability access plans
Compliance with building codes and regulations
Compliance with zoning and land use regulations
Engineering reports (structural, civil, etc.)
Noise impact assessment
Air quality impact assessment
Consultation records 

	1.2C. 1.2D. 
	Specify stakeholders included in progress notifications:
Project clients
Project managers
Contractors
Subcontractors
Design professionals
Local authorities 
Stakeholder representatives (community members, adjacent property owners, etc.)
Financial stakeholders (investors, lenders, etc.)
Legal or insurance representatives
Health and safety personnel

	1.2B. 
1.3A. 1.3B. 
	Specify how submission tracking was maintained and stakeholder impact minimised:
Frequent DA Tracker checks
Conduct thorough stakeholder analysis to identify all relevant parties and their potential concerns or impacts from the project.
Engage in early and ongoing communication with stakeholders to understand their needs and address any potential issues or concerns.
Develop a comprehensive stakeholder engagement plan to proactively manage and mitigate impacts.
Implement effective communication channels to keep stakeholders informed about project progress, potential disruptions, and any necessary adjustments.
Consider stakeholder feedback and incorporate it into the project planning and implementation process, where feasible.
Implement measures to minimize disruption to neighbouring properties, such as managing construction noise, dust, and traffic impacts through appropriate mitigation strategies.
Adhere to local regulations and permit requirements to ensure that the project is compliant and minimise impacts on the surrounding community.


	1.3C. 
	Specify minor amendments and the impact on project:
Adjustments to lot boundaries: This can affect the size, shape, and layout of individual lots within the commercial development. It may impact the overall site coverage, building placement, and potential for future expansion or reconfiguration.
Alterations to setback requirements: Changing setback requirements can impact the distance between buildings and property boundaries, as well as the spacing between office buildings within the development. It may affect factors such as privacy, views, and access to natural light.
Amendments to access points and roadways: This can impact traffic flow, accessibility, and parking arrangements within the commercial office development. It may influence factors such as vehicle and pedestrian circulation, parking capacity, and overall transportation efficiency.
Modifications to building height, floor area ratio, or other dimensional aspects: These modifications can impact the scale, massing, and overall visual impact of the office buildings. It may affect factors such as the skyline, views, overshadowing, and the overall urban character.


	1.3D. 
	Specify planned action should the application be rejected:
submitter appeals - regarding decisions made by City of Moreton Bay for impact assessable applications.
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	Practical Task 1 (2X)

	Description of task:
The participant must demonstrate the ability to prepare, submit and manage one (1) residential and one (1) commercial building and construction application for approval including:
· Plan the application process.
· Determine project stages requiring approvals and develop a submission plan that includes:
· stages and dates for submission of applications
· forms, documents and supporting evidence required to be submitted
· application fees, charges and costs.
· Determine level and type of information and documentation needed for each stage of approval.
· Consult with external specialists to facilitate document certification.
· Review submission plan to ensure client needs are addressed and met.
· Prepare and lodge application.
· Prepare documents and supporting information for compliance with the requirements of the building approval authority.
· Adopt strategies to minimise impact on stakeholders and maintain their support for the application.
· Lodge application and supporting documentation with approval authority.
· Notify relevant person for payment of fees within the due dates and terms.
· Manage application process.
· Seek confirmation of application status at appropriate intervals to ensure continuing progress
· Assess the building approval progress and inform stakeholders.
· Evaluate minor amendments to determine impact on project.
· Analyse course of action to maintain project continuity pending rejected submissions, resubmissions or appeals.

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: 
PC with internet access to access government regulations, codes and standards and council building approval processes and application forms; Current project plans, specifications, and manufacturer’s product information; workplace quality assurance documents; materials and equipment to facilitate building applications and approvals.

	Observer details

	Name of observer:
	Ryan Murphy

	Role of observer 
(Confirm suitability to sign)
	Senior Contracts Administrator

	Email address of observer
	Ryan.murphy@jhg.com.au

	Signature of observer:
	
	Date:
	11/02/2025



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

	
	1st
Occasion
	2nd
Occasion

	1 Plan the application process

	[bookmark: _Ref132202829]Determine project stages requiring approvals and develop a submission plan that includes: (copy to be provided to assessor)
· stages and dates for submission of applications
· forms, documents and supporting evidence required to be submitted
· application fees, charges and costs.
		
	[bookmark: _Ref132202831]Determine level and type of information and documentation needed for each stage of approval.
		
	[bookmark: _Ref132203179]Consult with external specialists to facilitate document certification.
		
	[bookmark: _Ref132204279]Review submission plan to ensure client needs are addressed and met.
		
	2 Prepare and lodge application

	[bookmark: _Ref132203268]Prepare documents and supporting information for compliance with the requirements of the building approval authority.
		
	[bookmark: _Ref132203334]Adopt strategies to minimise impact on stakeholders and maintain their support for the application.
		
	[bookmark: _Ref132203430]Lodge application and supporting documentation with approval authority.
		
	[bookmark: _Ref132203432]Notify relevant person for payment of fees within the due dates and terms.
		
	3 Manage application process

	[bookmark: _Ref132203369]Seek confirmation of application status at appropriate intervals to ensure continuing progress
		
	[bookmark: _Ref132203445]Assess the building approval progress and inform stakeholders.
		
	[bookmark: _Ref132203494]Evaluate minor amendments to determine impact on project.
		
	[bookmark: _Ref132203507]Analyse course of action to maintain project continuity pending rejected submissions, resubmissions or appeals.
		





	Observer comments:

	Abbie demonstrated a solid understanding of the development application process and performed the assignment tasks with commendable proficiency. Abbie effectively communicated with clients, building professionals, and planning officers in simulation and workplace environments, showcasing strong interpersonal skills.

Throughout the assignment, Abbie consistently displayed a high level of knowledge and competence in preparing and submitting building applications to appropriate authorities. Her ability to manage the submission process was commendable. Abbie showed a thorough understanding of the regulatory and licensing requirements that apply to the building approval process, ensuring compliance with relevant state and territory authorities.

One area where Abbie particularly excelled was her skill in dealing with both routine and non-routine tasks. She showcased the ability to apply her own judgment to address predictable and even unpredictable problems that may arise during the building application approval process.

Moving forward, I would encourage Abbie to continue building upon her strengths and seek opportunities to deepen her knowledge in the development application process. 
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