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CPCCBC4031 
Process client requirements 

ASSESSMENT SUMMARY

The assessment activities for CPCCBC4031 Process client requirements 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
	Lucy Muston 

	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 CPCCBC4031
	Select Date.
	 Competent
	 Not Yet Competent



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

	 Theory Exam
 Workbook
	 Practical Assessment



	Assessor name
	

	Assessor signature
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THEORY EXAM


	Participant name
	Lucy Muston 




	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: _Ref131680847]Discuss government building and construction legislation relevant to your state or territory, that you must comply with when preparing contract documentation.

	[bookmark: _Hlk85785851]Answer
	Building Act 1975 (Qld)
· This Act provides the legal framework for the construction and building process in Queensland. It outlines the requirements for building approvals, inspections, and compliance with the National Construction Code (NCC). It's crucial to ensure that any construction contracts comply with the building approval process, ensuring the project meets safety, accessibility, and energy efficiency standards.
2. Building and Construction Industry Payments Act 2004 (Qld)
· This legislation regulates the payment processes in the construction industry, establishing a framework for progress payments and dispute resolution. It also sets out requirements for payment claims, payment schedules, and adjudication processes. When preparing contract documentation, the payment terms should align with this Act to ensure the payment process is clear and enforceable.
3. Queensland Building and Construction Commission Act 1991 (Qld)
· The QBCC Act governs the Queensland Building and Construction Commission (QBCC) and regulates contractors and licensees in the construction industry. This includes ensuring that those working on construction projects have the required qualifications and licenses. Contract documentation should ensure that all parties comply with licensing requirements.
4. Work Health and Safety Act 2011 (Qld)
· This Act ensures the health and safety of workers on construction sites. It requires employers and contractors to identify risks, develop safety plans, and ensure workers are adequately trained and equipped. Contract documentation must include provisions for safety plans, risk management, and compliance with safety regulations.
5. Contractors' Liability and Insurance Requirements
· Contractors are required by law to maintain appropriate insurance policies, such as public liability insurance and workers’ compensation insurance. The terms of the contract should reflect these insurance requirements to ensure that all parties are adequately protected in the event of a claim.
6. Civil Liability Act 2003 (Qld)
· This Act governs claims for negligence and other civil matters. In the context of building contracts, it provides a framework for liability issues arising from defects or breaches of duty. It’s important that the contract includes provisions addressing warranties and liabilities related to construction defects or failures.
7. Environment Protection Act 1994 (Qld)
· This legislation regulates environmental protection, including pollution control and waste management. For construction contracts, it’s important to ensure that activities comply with environmental regulations, including the management of construction waste, pollution control, and ensuring that the site adheres to environmental standards.
8. Local Government Planning Schemes
· In addition to state legislation, local government planning schemes must be adhered to when preparing contract documentation. These schemes set out land use, zoning, and development controls, and compliance is essential to avoid disputes or delays. Local councils may also impose additional requirements, such as compliance with certain building codes or approvals specific to the location.
9. Security of Payment Act 2004 (Qld)
· The Security of Payment Act is critical in ensuring that subcontractors are paid promptly for the work they perform. The contract must comply with the payment terms laid out under this legislation, which includes timeframes for payment claims and responses, as well as the right to adjudication in the event of a payment dispute.
10. Dispute Resolution and Arbitration Laws
· Contract documentation should specify how disputes will be handled, including whether mediation, arbitration, or litigation will be used. It’s important to ensure compliance with any state-specific regulations concerning dispute resolution in construction contracts.
11. Fair Trading and Consumer Protection Legislation
· The Australian Consumer Law (ACL), which is part of the Competition and Consumer Act 2010 (Cth), protects consumers, including property owners, from unfair practices. Construction contracts must comply with ACL to ensure that the rights of consumers are upheld, especially regarding warranties, representations, and defects.

	




[bookmark: _Ref131680854]What is the National Construction code (NCC)?

	Answer
	The National Construction Code (NCC) is a set of performance-based building standards and regulations that apply to the design, construction, and performance of buildings across Australia. It aims to ensure the safety, health, amenity, and sustainability of buildings, with a focus on providing minimum standards that address critical issues such as structural integrity, fire safety, energy efficiency, accessibility, and environmental impact.
	




[bookmark: _Ref131684332]Describe the approval or permits needed before construction can start on most types of residential building work in your state or territory.

	Answer
	Development Approval (DA)
· What it is: A Development Approval is required for certain types of residential building work, such as new homes, extensions, or major renovations. This approval ensures that the proposed development complies with local council zoning regulations and planning schemes.
· Process:
· Submit a development application to the local council, including detailed plans for the proposed building work.
· The application will be assessed based on factors such as land use, building setbacks, height restrictions, environmental impact, and traffic.
· Public consultation may be required in some cases, depending on the type and scale of the development.
· Approval Required: The local council or a private certifier will issue a Development Permit once the application is approved.
2. Building Approval (BA)
· What it is: Building Approval is necessary to ensure that the construction work complies with the National Construction Code (NCC) and state-based regulations, such as the Building Act 1975.
· Process:
· A building certifier, who is either private or local government-appointed, must assess the plans and inspect the construction work to ensure compliance with building regulations.
· The building approval process involves ensuring structural integrity, fire safety, accessibility, and energy efficiency.
· The certifier will issue a Building Approval once satisfied that the plans meet the relevant code and safety standards.
· Approval Required: A Building Approval is necessary before construction can begin.
3. Plumbing and Drainage Approval
· What it is: Any plumbing or drainage work, such as water supply, sewage, and stormwater drainage, requires separate approval.
· Process:
· A licensed plumber or drainage contractor must submit a Plumbing and Drainage Application to the local council or a private certifier.
· The application will be assessed for compliance with the Plumbing Code of Australia (Part of the National Construction Code) and other relevant regulations.
· Approval Required: A Plumbing Compliance Certificate is issued after approval, which must be obtained before plumbing work begins.
4. Stormwater Management Approval
· What it is: If the residential construction involves significant changes to the land (such as grading or drainage alterations), stormwater management approval may be required.
· Process:
· A stormwater management plan must be submitted to the local council to ensure that the property’s stormwater runoff complies with local regulations and does not negatively impact neighbouring properties.
· The council will assess how the proposed design will manage rainwater and stormwater, ensuring it is directed properly to prevent flooding or erosion.
· Approval Required: Stormwater management approval is issued by the local council if the plans meet the requirements.
5. Planning and Zoning Approvals
· What it is: Before submitting a development application, it is important to check whether the property is located in an area with special zoning restrictions or overlays (e.g., flood zones, bushfire-prone areas, heritage overlays). These restrictions can affect the types of buildings and alterations allowed on the property.
· Process:
· Consult with the local council to determine any zoning restrictions that might apply to your property. You may need to obtain planning advice or zoning approval before proceeding with the development application.
· Approval Required: The local council will provide any required zoning approvals or advice.
6. Demolition Approval (If Applicable)
· What it is: If demolition of an existing structure is part of the building project (e.g., clearing land for a new house), a demolition permit is required.
· Process:
· Submit a demolition application to the local council, including details about the building to be demolished and how the demolition will be carried out.
· The application will ensure that any hazardous materials (e.g., asbestos) are managed appropriately and that the demolition meets safety standards.
· Approval Required: A Demolition Permit must be obtained before demolition work can begin.
7. Construction and Operational Work Permit (If Required)
· What it is: If construction work impacts public infrastructure (e.g., footpaths, roads, or utilities), you may need a permit for the use of public land or services.
· Process:
· A permit may be required from the local council or relevant authority (e.g., Queensland Transport) if the work impacts public infrastructure.
· Approval Required: Construction and operational permits are issued once the necessary assessments are made.
8. Compliance with Environmental Legislation
· What it is: If the construction project affects the environment (e.g., in a flood-prone area, near protected wildlife, or involving significant land disturbance), compliance with environmental legislation may be required.
· Process:
· You may need to conduct an environmental impact assessment or submit specific environmental management plans for approval.
· Approval Required: Environmental permits or approvals will be issued based on the assessment of impacts.

	



[bookmark: _Ref131684335]Discuss what a restrictive covenant is and how it may affect a new home construction.

	Answer
	A restrictive covenant is a legal provision attached to a property title that limits how the property can be used or developed. It typically restricts certain activities or types of construction to protect the character of the neighbourhood or ensure uniformity in property development.

In the context of new home construction, a restrictive covenant can affect the design, size, materials, or even the type of building allowed on the property. For example, it might prohibit the construction of certain structures, such as fences above a certain height, or restrict the types of external finishes or roofing materials.

When purchasing land, it’s crucial to check for any restrictive covenants, as violating them could lead to legal action, fines, or the need to alter the construction once it's started.

	




[bookmark: _Ref132091606]Describe what an ‘item rate contract’ is including the legal requirements.

	Answer
	An item rate contract is a construction contract where the contractor is paid based on a fixed rate for each unit of work completed (e.g., per cubic meter of excavation). It’s used when the scope of work can be broken down into specific, measurable tasks.

Legal Requirements:
1. Clear Definition of work items.
2. Fixed Unit Rates for each task.
3. Measurement and Inspection of completed work.
4. Payment Terms based on completed quantities.
5. Dispute Resolution mechanisms for quantity disagreements

	




[bookmark: _Ref132091611]Describe what a ‘lump sum contract’ is including the legal requirements.

	Answer
	A lump sum contract is a construction agreement where the contractor completes the project for a fixed price, regardless of actual costs.

Legal Requirements:
1. Clear Scope of work to avoid disputes.
2. Payment Terms based on milestones or completion.
3. Variation Clauses to address changes in scope.
4. Completion Time with penalties for delays.
5. Dispute Resolution mechanisms for conflicts

	




[bookmark: _Ref132093466]Discuss the purpose of having site plans developed.

	Answer
	The purpose of having site plans developed is to provide a clear, detailed representation of the construction site, which is essential for the planning, design, and construction phases. Site plans serve several key purposes:

Guiding Design and Construction: Site plans show the layout of the building, roads, utilities, landscaping, and other features, ensuring that the construction is aligned with the design and complies with regulations.
Compliance with Zoning and Permits: Site plans help ensure the project complies with local zoning laws, building codes, and environmental regulations, which is necessary for obtaining development approvals and permits.
Risk Management: By identifying potential risks such as flood zones, steep slopes, or proximity to other structures, site plans help mitigate safety and environmental risks during construction.
Coordination of Services: Site plans assist in planning the installation of utilities (e.g., water, electricity, drainage) and other services, ensuring proper placement and avoiding conflicts with existing infrastructure.
Project Communication: They provide a visual tool for communicating project details to contractors, subcontractors, architects, and clients, ensuring everyone is aligned on the project scope and specifications.

	




[bookmark: _Ref132093468]When are sketches of proposed plans used?

	Answer
	Sketches of proposed plans are used in the initial stages of a project to explore and communicate design concepts. They help in obtaining early feedback or approvals from clients or authorities, assist in providing rough estimates for costs, and facilitate discussions with clients to ensure their needs are being met before finalising detailed plans.
	




[bookmark: _Ref132094655]How do you ensure you provide the correct legal, technical and product information to the client?

	Answer
	To ensure the correct legal, technical, and product information is provided to the client, it's important to consult with experts, verify sources, and use up-to-date, reliable documentation. Clear and accessible formats should be provided, and regular communication with the client is key to addressing concerns. Staying informed on updates to legislation and industry standards ensures the information remains accurate and relevant.
	




[bookmark: _Ref132095519]Discuss why a site investigation is an important part of the building process.

	Answer
	A site investigation is a crucial part of the building process because it helps assess the suitability of the land for construction. It provides essential information about the site's soil conditions, landscape, drainage, and potential hazards, such as contamination or flooding risks. By identifying these factors early, a site investigation ensures that the design and construction plans are appropriate, helping to avoid costly delays, unexpected complications, or safety issues during construction. It also ensures compliance with building codes and regulations, allowing for more accurate cost estimates and effective planning.
	




[bookmark: _Ref132095520]If you discover steep terrain on sections of the site, what are some methods a build can be achieved?

	Answer
	Terracing: Creating flat areas on the slope by cutting and filling the terrain, which helps create a stable foundation for the structure.
Retaining Walls: Building retaining walls to stabilise the soil and prevent erosion while creating level areas for construction.
Pier and Beam Foundations: Using elevated foundations such as piers or beams to support the structure above the slope, reducing the impact on the steep terrain.
Grading and Earthworks: Leveling the site through grading, which involves reshaping the land to create a more even surface for construction.
Sloped Foundations: Incorporating foundations that follow the natural contour of the land, often using reinforced concrete or other materials that can accommodate the incline.

	



[bookmark: _Ref132096312]What building information must you discuss with the client that may influence and effect the design requirements?

	Answer
	When discussing building information with the client, it's important to address factors such as the site conditions, including soil type and terrain, which may affect the design and foundation requirements. You should also consider local zoning laws, building codes, and any restrictions like height limitations or setback requirements. Environmental considerations, such as sustainability, energy efficiency, and stormwater management, must also be discussed. 
	




[bookmark: _Ref132098343]Clarify your workplaces financial and business principles related to dealing with clients.

	Answer
	In our workplace, financial and business principles related to dealing with clients and principal contractors focus on transparency, fair pricing, and maintaining clear communication throughout the project. Key principles include providing accurate and competitive cost estimates, adhering to agreed payment schedules, and ensuring that all financial transactions are documented and transparent. We also manage project budgets effectively, addressing any variations or changes promptly, and avoid cost overruns through careful planning and risk management. 
	




[bookmark: _Ref132099433]Explain why it is important to follow workplace processes for preparing documentation.

	Answer
	Following workplace processes for preparing documentation is important to ensure consistency, accuracy, and compliance with legal and contractual requirements. It helps prevent errors, omissions, or misunderstandings that could lead to costly delays, disputes, or non-compliance with regulations. Standardised processes also ensure that all team members are aligned, and relevant information is clearly communicated to clients, subcontractors, and authorities. 
	




[bookmark: _Ref131590336]Describe what a CRM system is and provide two (2) ways this system can benefit a business.

	Answer
	What it is: A CRM (Customer Relationship Management) system is a software tool that helps businesses manage and analyse customer interactions and data throughout the customer lifecycle. It aims to improve customer relationships, drive sales growth, and streamline processes by organising customer information, communication history, and other relevant data.

1. Improved Customer Service: By providing a central repository of customer information, a CRM system enables businesses to respond more quickly and effectively to customer needs, improving satisfaction and loyalty.
 
2. Increased Sales and Efficiency: CRM systems help streamline sales processes, track leads, and manage follow-ups, allowing businesses to close deals faster and increase overall sales performance.
	




[bookmark: _Ref132100339]Discuss the term “copyright” and how it relates to architectural plans and structures.

	Answer
	Copyright is a legal concept that grants the creator of original work exclusive rights to its use and distribution. In the context of architectural plans and structures, copyright protects the design and layout of buildings, as well as the drawings, plans, and other creative elements associated with the architectural work.

Architectural plans, including blueprints and designs, are considered original works of authorship and are automatically protected by copyright upon creation. This means that only the copyright holder (typically the architect or design firm) has the right to reproduce, distribute, or modify these plans without permission. If someone else wants to use or alter the plans for construction or other purposes, they must obtain the copyright holder’s consent.
	



[bookmark: _Ref128122625]Provide a brief description for each of the following documents used in construction contracts.

	Answer
	Documents
	Description
	

	
	Agreement
	The Agreement in a construction contract is the formal document that outlines the terms and conditions agreed upon by both the client and the contractor. It typically includes the scope of work, project timeline, payment schedule, and any other specific requirements. The agreement serves as the foundation of the contractual relationship, providing legal protection to both parties and ensuring clarity on roles, responsibilities, and expectations throughout the project.
	

	
	Drawings / Blueprints
	Drawings/Blueprints in construction contracts are detailed visual representations of the design and specifications of the project. They include architectural, structural, and engineering plans that outline the layout, dimensions, materials, and construction methods to be used. These documents serve as a guide for the contractor to follow during construction and ensure that the project meets the client's vision, building codes, and safety standards. They are legally binding and provide a clear reference for quality control, inspections, and approvals.
	

	
	General conditions
	General Conditions in a construction contract are the standard terms and provisions that define the rights, responsibilities, and obligations of both the client and the contractor. These conditions cover various aspects of the project, such as payment terms, project timelines, dispute resolution, insurance requirements, and handling of unforeseen circumstances (e.g., delays, changes in scope). General conditions help set the framework for how the project will be managed and provide legal protection for both parties throughout the construction process.
	

	
	Scope / Statement of work
	Scope/Statement of Work (SOW) in a construction contract outlines the specific tasks, deliverables, and objectives that the contractor is responsible for completing. It defines the project’s boundaries, including the work to be done, the materials to be used, and the expected outcomes. The scope clarifies what is included and excluded from the project, ensuring both parties have a mutual understanding of expectations and reducing the risk of disputes or misunderstandings during construction. The SOW also often includes timelines, milestones, and performance criteria for successful project completion.
	




[bookmark: _Ref132101531]Why would a schedule of values be added to the contract?

	Answer
	A schedule of values is added to a construction contract to provide a detailed breakdown of the total contract price, assigning specific values to each component or phase of the project. This allows both the client and contractor to track progress and payments in alignment with the completion of specific tasks or milestones. It ensures transparency and clarity in financial transactions, helping prevent misunderstandings or disputes over payments. By linking payments to actual work completed, the schedule of values provides a fair and structured approach to project financing.
	




[bookmark: _Ref132102876]What is the purpose of documenting a preliminary contract?

	Answer
	The purpose of documenting a preliminary contract is to establish the initial terms and agreements between the parties before the final contract is prepared and signed. It serves as a foundational agreement that outlines the basic scope of work, project objectives, key milestones, payment schedules, and timelines. A preliminary contract helps clarify the expectations of both the client and the contractor, ensuring that both parties are on the same page regarding the project’s scope and approach. It also allows for further negotiations and adjustments to be made before finalising the more detailed, binding contract.
	




[bookmark: _Ref132108467]Discuss when and how you will submit the plans for approval with the local council.

	Answer
	Plans should be submitted for approval with the local council before construction begins to ensure compliance with local zoning laws, building codes, and other regulations. The submission process typically involves providing the council with detailed architectural and engineering drawings, a completed application form, and any necessary supporting documents such as structural calculations or environmental assessments.

To submit the plans, you should first ensure that all documentation is complete and accurately reflects the proposed work. The council will typically require electronic or hard copy submissions through their planning department. Once submitted, the council will review the plans for compliance with relevant regulations, and they may request changes or further information. Approval is granted once the plans meet all requirements.

	




[bookmark: _Ref132103901]Imagine you are working for a large building and construction company. Why would you submit your completed contract documents to management or administration?

	Answer
	Submitting completed contract documents to management or administration is important for several reasons. It ensures that all parties involved have reviewed and approved the final contract, confirming that the terms, scope, and conditions align with company policies and objectives. This submission also facilitates proper record-keeping and legal compliance, ensuring that all documentation is easily accessible for future reference or audits
	




[bookmark: _Ref132105324]If building in Queensland, when must you provide the client with the copy of the Consumer Building Guide developed by QBCC?

	Answer
	In Queensland, the Consumer Building Guide developed by the Queensland Building and Construction Commission (QBCC) must be provided to the client before signing the contract for any residential building work. This requirement ensures that the client is fully informed about their rights and obligations under the contract and the building process, including dispute resolution processes, warranty details, and the role of the QBCC. It is an essential step to ensure transparency and protect both the builder and the client in residential construction projects.
	




[bookmark: _Ref132105326]Which documents should be included with the contract for the client to read and approve before signing?

	Answer
	The Contract Agreement: The formal agreement outlining the terms, scope, and obligations of both parties.
Scope of Work or Statement of Work (SOW): A detailed description of the work to be performed, including any exclusions.
Drawings/Blueprints: Visual representations of the project, including architectural and structural plans.
Schedule of Values: A breakdown of the project cost, detailing how payments will be made based on completed work.
General Conditions: The standard terms governing the contractual relationship, such as payment terms, dispute resolution, and responsibilities.
Consumer Building Guide (in Queensland): Provided to inform the client of their rights and obligations, as required by the QBCC.
Insurance Details: Information about the insurance coverage for the project, such as builder’s risk insurance or public liability.
Permits and Approvals: Any necessary documentation confirming that the project complies with local regulations and has the required permits.

	



[bookmark: _Ref132106924]Explain how you can confirm the client's understanding of extent and cost of required site works.

	Answer
	To confirm the client's understanding of the extent and cost of required site works, you can provide a detailed breakdown of the work involved, including specific tasks, timelines, and associated costs. Clear communication through meetings, site visits, and written explanations ensures the client is fully informed. 
	




[bookmark: _Ref132106855]Why should variations and problem areas be discussed with client?

	Answer
	Variations and problem areas should be discussed with the client to ensure transparency, avoid misunderstandings, and maintain a positive working relationship. Addressing these issues early helps manage expectations, obtain approval for changes, and prevent delays or disputes. It ensures that both parties are aligned on the scope, costs, and timeline adjustments, minimising potential risks to the project.
	




[bookmark: _Ref132109161]Explain the importance of documenting site access and egress for construction site works.

	Answer
	Documenting site access and egress is important to ensure safe and efficient movement of workers, equipment, and materials on and off the construction site. It helps to comply with safety regulations, reducing the risk of accidents or delays. Clear documentation also ensures that emergency routes are identified, minimising risks in case of an evacuation. 
	




[bookmark: _Ref132109180]Explain how excavation and earthmoving may be needed as part of the construction process.

	Answer
	Excavation and earthmoving are often necessary in construction to prepare the site by removing soil, rocks, or debris. This process helps create a stable foundation, level the ground, and ensure proper drainage. Excavation may also be needed for utilities, basements, or foundation footings. Earthmoving equipment is used to shift large quantities of material, facilitating the construction of roads, pathways, and other infrastructure.
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WORKBOOK


	Participant name
	Lucy Muston 




	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 requiredANSWERS


	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.

	ACTIVITY 1  [bookmark: _Ref35349341]

	Research the NCC and respond to the following questions:
a) What requirements are contained in the NCC Volume One?
b) What requirements are contained in the NCC Volume Two?
c) What is explained in NCC Volume Three Section A?



	a) What requirements are contained in the NCC Volume One?

	​NCC Volume One outlines technical design and construction requirements for Class 2 to 9 buildings, including multi-residential, commercial, industrial, and public assembly structures. It also addresses access provisions for people with disabilities in certain Class 1b and Class 10a buildings.

Section A – Governing Requirements: Establishes the mandatory requirements applicable across all volumes of the NCC, such as building classifications and referenced documents. 
Sections B to J: Contain Performance Requirements, Verification Methods, and Deemed-to-Satisfy (DTS) Provisions covering various aspects of building design and construction:​
· Section B – Structure: Addresses structural integrity and safety.​
· Section C – Fire Resistance: Specifies requirements for fire-resistant materials and designs.​ 
· Section D – Access and Egress: Covers safe access and exit provisions.​
· Section E – Services and Equipment: Details standards for building services like lighting and ventilation.​
· Section F – Health and Amenity: Ensures buildings provide adequate health and comfort features.​
· Section G – Ancillary Provisions: Pertains to additional building elements and their compliance.​
· Section I – Special Use Buildings: Addresses requirements for specific building types with unique needs.​
· Section J – Energy Efficiency: Sets standards for energy performance and sustainability.​



	b) What requirements are contained in the NCC Volume Two?

	​NCC Volume Two, known as the Building Code of Australia – Residential, outlines technical design and construction requirements for residential buildings, specifically Class 1 and Class 10 structures. Class 1 buildings encompass single dwellings and associated structures, while Class 10 refers to non-habitable buildings like garages, sheds, and carports.
Section A – Governing Requirements: Establishes administrative provisions, including definitions, classifications, and the application of the code.​
Section B – Structure: Specifies structural requirements to ensure the safety and stability of residential buildings.​
Section C – Fire Safety: Details measures to prevent and manage fire risks within residential settings.​
Section D – Access and Egress: Covers safe access and exit provisions, including pathways and doorways, to facilitate movement and emergency evacuations.​
Section E – Services and Equipment: Sets standards for essential services such as plumbing, electrical systems, and heating, ventilation, and air conditioning (HVAC).​
Section F – Health and Amenity: Ensures residential buildings provide adequate health and comfort features, including lighting, ventilation, and acoustic performance.​
Section G – Ancillary Provisions: Pertains to additional building elements and their compliance, such as retaining walls and fences.​
Section H – Special Use Buildings: Addresses requirements for specific building types with unique needs, such as boarding houses or aged care facilities.​ 
Section J – Energy Efficiency: Sets standards for energy performance and sustainability, including requirements for insulation, glazing, and renewable energy systems.


	c) What is explained in NCC Volume Three Section A?

	​Section A of NCC Volume Three, titled "Governing Requirements," outlines the foundational provisions for plumbing and drainage systems in Australia. It establishes the scope, definitions, and classifications relevant to plumbing work, ensuring clarity and consistency in the application of the code. Section A references other essential documents and standards that support the regulatory framework for plumbing practice
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CPCCBC4031 
Process client requirements

PRACTICAL ASSESSMENT


	Participant name
	Lucy Muston 




	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
	Select Date.
	 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

	 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 local government researched for planning and building application, permits and approvals:


	1.1C. 
	Specify legislation accessed to determine relevant government construction legislation:


	1.1D. 
	Specify legal, technical and product information provided to client:


	1.1E. 1.1F. 
	Specify site features or factors documented that may influence the build:


	1.1G. 1.3B. 
	Specify how the participant communicated site concerns and the extent of variations and costs with the client:


	1.1H. 1.3D. 
	How were client requirements confirmed:


	1.2B. 
	Specify how copyright risks were addressed:


	1.2D. 
	Specify how estimates were determined for the contract:


	1.2E. 1.4B. 
	Specify who documents were submitted to for checking and recording:


	1.3A. 
	Specify method used when forwarding documents and estimated costs to client:
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	Practical Task 1 

	Description of task:
The participant must prepare contract documentation, drawings and specifications for a construction project that meet client requirements, using workplace documents and according to workplace and legislative requirements including:
· Identify client requirements.
· Research current and relevant local government building design requirements and approval processes.
· Determine local government requirements, restrictive covenants, permits and planning requirements.
· Access, read and determine relevant government construction legislation.
· Provide correct legal, technical and product information to the client.
· Organise site investigation 
· Identify and document site features and factors that may influence the building design requirements.
· Discuss site and building information that may affect the design requirements with client.
· Determine and confirm client requirements.
· Prepare preliminary documentation
· Locate and adhere to workplace processes for preparing documentation.
· Identify and address documentation, design and copyright risks.
· Accurately communicate requirements for sketch plans and drawings to drafting personnel.
· Prepare and complete preliminary contract, agreement and estimated processing costs.
· Submit documents to the relevant personnel for checking and recording.
· Establish client satisfaction
· Forward plans developed documents and estimated costs to client for review, amendment and approval.
· Confirm client's understanding of extent and cost of required site works.
· Identify variations and problem areas and analyse and rectify issues in consultation with client.
· Verify accuracy of amended documentation and ensure client requirements are met.
· Finalise contract requirements
· Check all plans, documents and specifications sighted by client are signed or initialled.
· Compile signed documents and forward to relevant person for verification and processing for the next stage.

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: 
Access to workplace PC and software to research building legislation, council requirements, prepare client contracts, drawings, costings and documents; and communicate with client and relevant personnel; workplace policies, procedures and quality documentation.

	Observer details

	Name of observer:
	

	Role of observer 
(Confirm suitability to sign)
	

	Email address of observer
	

	Signature of observer:
	
	Date:
	Select Date.

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

	1 Identify client requirements.

	[bookmark: _Ref132112701]Research current and relevant local government building design requirements and approval processes.
	
	[bookmark: _Ref132112703]Determine local government requirements, restrictive covenants, permits and planning requirements.
	
	[bookmark: _Ref132112810]Access, read and determine relevant government construction legislation.
	
	[bookmark: _Ref132112932]Provide correct legal, technical and product information to the client.
	
	[bookmark: _Ref132113048]Organise site investigation 
	
	[bookmark: _Ref132113050]Identify and document site features and factors that may influence the building design requirements.
	
	[bookmark: _Ref132113114]Discuss site and building information that may affect the design requirements with client.
	
	[bookmark: _Ref132113164]Determine and confirm client requirements.
	
	2 Prepare preliminary documentation.

	[bookmark: _Ref132114008]Locate and adhere to workplace processes for preparing documentation.
	
	[bookmark: _Ref132113406]Identify and address documentation, design and copyright risks.
	
	[bookmark: _Ref132114023]Accurately communicate requirements for sketch plans and drawings to drafting personnel.
	
	[bookmark: _Ref132113472]Prepare and complete preliminary contract, agreement and estimated processing costs.
	
	[bookmark: _Ref132113516]Submit documents to the relevant personnel for checking and recording.
	
	3 Establish client satisfaction.

	[bookmark: _Ref132113654]Forward plans developed documents and estimated costs to client for review, amendment and approval.
	
	[bookmark: _Ref132113724]Confirm client's understanding of extent and cost of required site works.
	
	[bookmark: _Ref132114058]Identify variations and problem areas and analyse and rectify issues in consultation with client.
	
	[bookmark: _Ref132113771]Verify accuracy of amended documentation and ensure client requirements are met.
	
	4 Finalise contract requirements.

	[bookmark: _Ref132114071]Check all plans, documents and specifications sighted by client are signed or initialled.
	
	[bookmark: _Ref132113879]Compile signed documents and forward to relevant person for verification and processing for the next stage.
	




	Observer comments:
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