CPCCBC4009B 
Apply legal requirements to building and construction projects
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	[bookmark: _Ref396827952]ASSESSOR COMMENTS

	


What is the Building Code of Australia?

	Answer
	The Building Act requires that buildings be constructed in accordance with the Building Code of Australia and, where Queensland-specific provisions are necessary, the Queensland Development Code
The Building Code of Australia (BCA), in the National Construction Code series, contains technical provisions for the design and construction of buildings and other structures

	



[bookmark: _Ref426448424]Define the term ‘low rise building’. Where in the Building Code of Australia can you find the definition for a ‘low rise building’? 

	Answer
	The BCA classification for the meaning of 'low rise buildings' is:
· Class 1 and 10 (Volume 2 - Housing Provision)
· Classes 2 to9 (Volume 1)with a gross floor area not exceeding 2000 metre square and not including Type A or Type B construction

	


[bookmark: _Ref423939945]With reference to the Building Code of Australia, briefly describe the Classes 1 to 10 constructions.

	Answer
	Class
	Summary
	
	
	1(a)
	a detached house; or one of a group of two or more attached dwellings, each being a building, separated by a fire-resisting wall, including a row house, terrace house, town house or villa unit

	

	
	1(b)
	a boarding house, guest house, hostel or the like
(A) with a total area of all floors not exceeding 300 m2 measured over the enclosing walls of the Class 1b building; and 
(B) in which not more than 12 persons would ordinarily be resident; 
or 4 or more single dwellings
	

	
	2
	a building containing 2 or more sole-occupancy units each being a separate dwelling.
	

	
	3
	a residential building, other than a building of Class 1 or 2, which is a common place of long term or transient living for a number of unrelated persons, including— 
(a) a boarding house, guest house, hostel, lodging house or backpackers accommodation; or 
(b) a residential part of a hotel or motel; or 
(c) a residential part of a school; or 
(d) accommodation for the aged, children or people with disabilities; or 
(e) a residential part of a health-care building which accommodates members of staff; or 
(f) a residential part of a detention centre. 

	

	
	4
	a dwelling in a building that is Class 5, 6, 7, 8 or 9 if it is the only dwelling in the building.
	

	
	5
	an office building used for professional or commercial purposes, excluding buildings of Class 6, 7, 8 or 9.
	

	
	6
	a shop or other building for the sale of goods by retail or the supply of services direct to the public, including— 
(a) an eating room, café, restaurant, milk or soft-drink bar; or 
(b) a dining room, bar area that is not an assembly building, shop or kiosk part of a hotel or motel; or 
(c) a hairdresser’s or barber’s shop, public laundry, or undertaker’s establishment; or 
(d) market or sale room, showroom, or service station.
	

	
	7(a)
	a carpark

	

	
	7(b)
	for storage, or display of goods or produce for sale by wholesale 

	

	
	8
	a laboratory, or a building in which a handicraft or process for the production, assembling, altering, repairing, packing, finishing, or cleaning of goods or produce is carried on for trade, sale, or gain.
	

	
	9(a)
	a health-care building, including those parts of the building set aside as a laboratory

	

	
	9(b)
	an assembly building, including a trade workshop, laboratory or the like in a primary or secondary school, but excluding any other parts of the building that are of another Class

	

	
	9(c)
	an aged care building.
	

	
	10(a)
	a non-habitable building being a private garage, carport, shed, or the like

	

	
	10(b)
	a structure being a fence, mast, antenna, retaining or free-standing wall, swimming pool, or the like 

	



[bookmark: _Ref426448677]In the BCA what does Type A, B, C refer to in building construction?

	Answer
	Type A construction is the most fire-resistant and Type C the least fire-resistant of the Types of construction.
	



[bookmark: _Ref426448721]Who and what is the Queensland Building and Construction Commission (QBCC)? What is its role in the building and construction industry in Queensland? 

Alternately (if you are interstate) who is the regulatory body in your State/Territory for consumer advocacy and builder and licensed contractor registration?

	Answer
	Queensland's building industry regulator, set up to license contractors, resolve defective building work disputes and provide insurance to protect homeowners

	


[bookmark: _Ref426610709]Explain the reasons for when you need a licence to operate in the building and construction industry in Queensland.

	Answer
	Under the Queensland Building Services Authority Act 1991, all builders, building designers and most trade contractors must be licensed by QBCC to carry out building work (there are a few exceptions e.g. electricians who have their own licensing system). You should deal only with tradesmen and women who have a QBCC licence card. 
The Queensland Building Construction Commission sets clear definitions of when you do need a licence and we outline the different factors which determine the requirement to be licensed.


	



[bookmark: _Ref426610916]If you are an employee, when do you need to hold a QBCC licence?

	Answer
	If you are overseeing work that involves:
· plumbing and drainage
· gas fitting 
· pest control or fire protection 
you need a QBCC licence regardless of the value of the work.
If you are an employee, you don’t need a licence unless you become responsible for:
· Overseeing and directing the building work.
· Ensuring the work is of a competent standard, i.e. free of defects.
· Ensuring the work complies with the plans and specifications

	


[bookmark: _Ref426611105]What are the five principal licence class groups regulated by the QBCC?

	Answer
	Builders
Builder Restricted
Building Design
Trade Contractor
Plumbing and Drainage
	



[bookmark: _Ref426448723]How does someone become a licensed builder or licensed contractor in Queensland?

	Answer
	Whatever licence you apply for, you need to meet a few requirements. QBCC want to know about your qualifications, experience and how you run your business. If you don’t have a formal qualification, you can get your skills recognised and QBCC can provide full details about where you can go to either complete a course or begin the process to get recognition.

If you meet the requirements for the particular licence you can apply through the QBCC website.
· 
· Apply for a builder licence
Before you apply
See the builder scopes of work to find out the requirements for the different types of licence.
How to apply
Fill out the Builders Licence Application Form (PDF), Building and Designer Experience Form (PDF) and complete the Referee Report, providing:
· details of 2 or 4 years' experience (number of years is based on your qualifications) where you carried out building work covered in the relevant scope of work. This should show your coordination and onsite supervision of trade contractors and other disciplines and should include any supporting documents. Please include the class, size, number of storeys and type of construction. For more information, see Builder Experience Requirements (PDF)
· documents showing you hold the technical qualifications required for the licence class (e.g. apprenticeship, skills recognition, or formal qualification documents). If you don’t hold the technical qualification, please refer to Recognition of Prior Learning for further information
· written references which include confirmation of your supervisory experience
· financial information that shows you meet the Minimum Financial Requirements (PDF)
· nominee supervisor applicants don’t need to provide financial information
· applicants in Builder Project Management Services may not need to provide financial information. See Who is exempt from financial reporting for more details
· proof of identity (e.g. certified copy of your driver’s licence or passport)
· if contracting under a trading name – a current copy of your Record of Registration from Australian Securities and Investment Commission (ASIC)
· if contracting under a partnership – proof of the business partnership, or an original or certified copy of QBCC’s Statutory Declaration for Partnership Agreement (PDF) if you already hold a QBCC licence.

	



[bookmark: _Ref426611496]Explain the purpose of the Work Health and Safety Regulations 2011 and name the main provisions.

	Answer
	These Regulations implement the model Work Health and Safety Regulations in the Commonwealth jurisdiction and form part of a system of nationally harmonised occupational health and safety laws. The Regulations will apply to the Commonwealth, public authorities and, for a transitional period, non-Commonwealth licensees.

	



[bookmark: _Ref426448786]What is the purpose under the current Electrical Safety Act 2002 (Qld) of the Electrical Safety Regulation 2013 (Qld)?

	Answer
	The Electrical Safety Regulation 2013 (the ES Regulation) identifies specific ways to meet electrical safety duties under the Electrical Safety Act 2002 (the ES Act) and establishes requirements for:
· electrical work
· electrical licensing
· working near overhead and underground electric lines
· electrical installations
· in-scope electrical equipment
· works of an electricity entity
· electricity supply
· safety management systems for prescribed electricity entities
· cathodic protection systems
· incident notification and reporting.

	


[bookmark: _Ref426611996]According to section 308 of the Work Health and Safety Regulation 2011 (Cth), what requirements must the principal contractor meet with regards to signage?

	Answer
	(a)    show the principal contractor’s name and telephone contact numbers (including an after-hours telephone number); and
(b)    show the location of the site office for the project, if any; and
(c)    are clearly visible from outside the workplace, or the work area of the workplace, where the construction project is being undertaken.

	



[bookmark: _Ref426612439]What are the requirements with regards to displaying safety signage (e.g. PPE required)?

	Answer
	Site Safety signage
Health and safety laws require that people on or near construction sites are warned of all hazardous activities taking place. 
Before any construction work begins, you (the builder) must ensure that: 
· general safety signs are erected 
· the number of signs erected comply with the size and complexity of the job site
Building authorities sell a variety of site signage, which can help you avoid fines and non-compliance. 

	



[bookmark: _Ref426612440]What are the penalties if you fail to identify and apply site signage?

	Answer
	If you fail to identify and apply site signage you could be penalised:
               (a)    In the case of an individual — $3 600.
               (b)    In the case of a body corporate — $18 000.

	



[bookmark: _Ref426614856]Briefly describe what the purpose of sustainability is. Which legislative Act addresses requirements for sustainability?

	Answer
	The Sustainable Planning Act 2009 replaced the Integrated Planning Act 1997.
These new planning and development laws seek to achieve sustainable planning outcomes through:
· Managing the process by which development takes place
· Managing the effects of development on the environment
· Continuing the coordination and integration of local, regional and state planning

	



[bookmark: _Ref426449518]What is ‘notifiable work’?

	Answer
	Notifiable work is common, everyday plumbing and draining work performed by plumbers and drainers on existing buildings. This kind of plumbing and drainage work can be performed without needing local government permits or inspections, which saves home owners time and money.
When a plumber or drainer completes notifiable work, they must lodge a Form 4 (or a Form 4A if the work is being carried out on behalf of or for a public sector entity) to the QBCC within 10 business days.

	



[bookmark: _Ref426615281]In common law legal systems, what are the essential elements of a contractual agreement?

	Answer
	Offer
Acceptance
Competent person having legal capacity
Consideration to create
Mutuality of obligation
	


[bookmark: _Ref426616201]When do you need a written contract or agreement and who can a contract be between? Give some examples of work in domestic residential building when a contract would be required.

	Answer
	If the cost of a building work exceeds $3300 it must be covered by a written contract. Too often home owners and builders fail to complete and document the contract which can lead to disputes. 
You must spend the time to fully document and complete a compliant building contract
It is the single greatest protection to ensure that: 
· home owners receive the finished product they envisioned
· builders get paid and paid on time!

New Construction
Renovation, Extensions, Repairs
Natural Disaster Repairs
Small Business Projects up to $3,300
Demolition

	


[bookmark: _Ref426449819]How do you control cost and time on a construction build?

	Answer
	It is important to take a ‘hands-on’ approach to financial management, and not leave it to your bookkeeper or accountant. While your bookkeeper or an accountant can set up systems and produce reports, as the owner of the business you must be able to read and interpret them, and you should understand how your decisions impact on the financial condition of your business.
Managing your cash is vital to ensuring a secure future, both for you and your business. Without proper financial planning and monitoring, your business is unlikely to be successful. You must have a good understanding of:
· Cash flow forecast
· Profit and loss statements
· Balance sheets

	


[bookmark: _Ref426450006]What is necessary to understand in the sequencing of building activities?

	Answer
	To ensure that building proceeds as planned
To ensure no cost or time overruns
To ensure project is completed on time
To properly plan the supply of materials, trades and services

There may be a requirement to get construction components or part of your building ‘stages’ approved. There are licensed certified approvers that you can consult for services, such as:
· Pool Safety inspections and issue of certificates
· Private building certification services
· Assessment of design to the Building Code of Australia requirements
· Assessment of fire engineered alternative solutions
· Feasibility, design development and documentation advice
· Technical and legislative services
· Building permit approvals for domestic (Class 1a and 10 – new houses)
· Building permit approvals for domestic alterations/additions, e.g.: decks, patios, pergolas, retaining walls, demolition/removal, swimming pools, carports, garages and sheds


	


[bookmark: _Ref426450334]What files might be needed to help monitor and control a low rise building project?

	Answer
	Contract documents (plans, specifications, etc)
Daily inspection diary
Daily Work Report
Project Volumes
Project Correspondence
Meeting Minutes
Purchase Orders
Delivery Dockets
Special orders/directives
Payroll
Program
Checklists
Material tests
Requests for material tests
Forms and reports

	


[bookmark: _Ref426450959]As a builder, you need to be aware that the volume of paperwork to be dealt with will be considerable. Briefly describe what is required for accurate record keeping.

	Answer
	A comprehensive Quality Assurance System
	



[bookmark: _Ref426450961]What are some of the mistakes to be avoided when ordering materials?

	Answer
	Do not over order
Be aware of lead time
The cheapest is not always the best
· Consider Whole of Life / value for money
· Consider ease of installation
· Consider alternatives
Do not order to much in advance or materials will have to be stored onsite
Do not order from fly by night operations
Do not order from non-reputable suppliers



	


[bookmark: _Ref426451370]What are some of the things you need to be aware of to ensure good communication happens on your project sites?

	Answer
	
	



[bookmark: _Ref426451850]Why and when should you complete a dilapidation report?

	Answer
	Before construction begins
And after construction has finished
To compare before and after to see if any damages were cause by the construction, exacerbated by the construction or existing and not caused or made worse by the construction

	



[bookmark: _Ref426451853]What is the significance of meeting with neighbours?

	Answer
	To notify them of upcoming works
To allay any fears, issues or concerns
To minimise future complaints
To establish a dialogue and lines of communication
To introduce yourself
So that they know and understand what to expect over the coming months

	


[bookmark: _Ref426452090]The Act and Regulations are supported by non-statutory codes of practice and other guidance material. 

What are the Codes of Practice and what do they relate to? 
Name some of them used in the building and construction industry.

	Answer
	Queensland Code of Practice for the Building and Construction Industry 
The Code of Practice for the Building and Construction Industry outlines specific principles and standards of behaviour that underpin best practice while promoting positive change in the industry.
A code of practice provides practical guidance for people who have work health and safety duties. These codes give guidance on:
· how to achieve the standards required under the Act
· effective ways to identify and manage risks.
A code of practice applies to anyone who has a duty of care in the circumstances described in the code. In most cases, following an approved code of practice would achieve compliance with the health and safety duties in the Act, in relation to the subject matter of the code.
Like regulations, codes of practice deal with particular issues and do not cover all hazards or risks which may arise. The health and safety duties require duty holders to consider all risks associated with work, not only those for which regulations and codes of practice exist.
Confined spaces Code of Practice 2011 
Demolition work Code of Practice 2013
Electrical safety Code of Practice 2010 - Works
Excavation work Code of Practice 2013 
First aid in the workplace Code of Practice 2014
Formwork Code of Practice 2016
How to manage and control asbestos in the workplace Code of Practice 2011
How to manage work health and safety risks Code of Practice 2011
How to safely remove asbestos Code of Practice 2011 
Managing noise and preventing hearing loss at work Code of Practice 2011
Managing risks of hazardous chemicals in the workplace Code of Practice 2013
Managing risks of plant in the workplace Code of Practice 2013
Managing the risk of falls at workplaces Code of Practice 2018
Managing the work environment and facilities Code of Practice 2011
Traffic management for construction or maintenance work Code of Practice 2008
Work health and safety consultation, co-operation and co-ordination Code of Practice 2011

	



[bookmark: _Ref426452091]A person may have duties under more than one area of the Work Health and Safety Act. Explain the duties for the parties listed below:

	Answer
	Party
	Duties
	
	
	Person Conducting Business or Undertaking (PCBU)
	The work health and safety laws require a PCBU to ensure, so far as is reasonably practicable, the health and safety of their workers while at work in the business or undertaking, including:
· the provision and maintenance of a work environment without risks to health and safety 
· the provision and maintenance of safe plant and structures 
· the provision and maintenance of safe systems of work 
· the safe use, handling, storage and transport of plant, structures and substances 
· the provision of adequate facilities for the welfare of workers in carrying out work for the business or undertaking, including ensuring access to those facilities 
· the provision of any information, training, instruction or supervision that is necessary to protect all persons from risks to their health and safety arising from work carried out as part of the conduct of the business or undertaking 
· that the health of workers and the conditions at the workplace are monitored for the purpose of preventing illness or injury of workers arising from the conduct of the business or undertaking. 

	

	
	Principal contractor
	Principal contractor duties include:
· signage identifying principal contractor 
· preparation of the work health and safety (WHS) management plan (includes site rules) 
· duty to inform all persons of plan before they commence 
· duty to review – must remain up-to-date 
· must obtain safe work method statement (SWMS) before high risk construction work commence 
· put in place arrangements for ensuring compliance with specified requirements such as facilities and amenities 
· manage risks associated with construction materials and waste, plant, traffic and essential services 

	

	
	Workers
	Worker’s duties include:
· take reasonable care for their own health and safety 
· take reasonable care that their conduct does not adversely affect the health and safety of others 
· comply, so far as they are reasonably able with instructions 
· cooperate with reasonable health and safety policies or procedures that have been notified to workers. 

	

	
	Other persons
	A person at a workplace, whether or not the person has another duty under this part must: 
· take reasonable care for his or her own health and safety 
· take reasonable care that his or her acts or omissions do not adversely affect the health and safety of other persons 
· comply, so far as the person is reasonably able, with any reasonable instruction that is given by the person conducting the business or undertaking. 

	



[bookmark: _Ref426452302]Regardless of precautions taken by the builder or PCBU, visitors to their site could fall or injure themselves and seek to claim damages against the builder (as the owner/controller of the site). What is the insurance you need to insure your business against such events?

	Answer
	Public liability insurance
Public Liability cover ($5,000,000 min.) generally covers third party personal injury and property damage that occurs as a result of negligence.
	



[bookmark: _Ref426452374]What is Construction or ‘Contractors All Risk’ insurance?

	Answer
	Contractors' all risks (CAR) insurance is a non-standard insurance policy that provides coverage for property damage and third-party injury or damage claims, the two primary types of risks on construction projects
	



[bookmark: _Ref426452553]Who is responsible for paying compulsory superannuation payments? When must such payments be made?

	Answer
	The Employer
	


[bookmark: _Ref426454114]After approval, what are the inspections that must be undertaken and who has responsibility for these inspections?

	Answer
	
	



[bookmark: _Ref426454247]Who controls the standard of workmanship on the building site?

	Answer
	Site supervisor or foreman
	



[bookmark: _Ref426454248]Who is responsible for organising compliance inspections?

	Answer
	The builder
	



[bookmark: _Ref426454371]Name the primary building inspections which are compulsory under the Integrated Planning Act 2009 and must be carried out by either a building certifier or a competent person authorised by the building certifier for a house construction.

	Answer
	For a single detached class 1a building, a notice for inspection must be given by the builder to the building certifier for the following stages of assessable building work:
 • the foundation and excavation stage—before the footings are poured. Aspects of this stage include boundary clearances, footing excavation, reinforcement etc. 
• the slab stage—before the concrete is poured. Aspects of this stage include floor level check, termite treatment etc. 
• the frame stage—before the cladding or lining is fixed (after if the cladding forms part of the bracing) or, for reinforced masonry construction, before the wall cavities are filled. Aspects of this stage include sub-floor framing, lower wall framing etc.
• the final stage. Aspects of this stage include site works, drainage, fire safety, energy and water efficiency etc.
	



[bookmark: _Ref426454372]Name a minimum of five (5) of the certificates that must also be provided to the building certifier where it is relevant for a house build project.

	Answer
	Pool safety certificate
Property certificate
Building regulation compliance certificate
Council Building certificate
Inspection certificates
Certificate of classification

	


[bookmark: _Ref426454373]For the construction of an entire home what plumbing inspections are required and who is responsible for the inspections?

	Answer
	
	



[bookmark: _Ref426454903]What is WorkCover insurance? Describe its purpose for builder, trade contractor, worker and employee. Who is responsible for it?

	Answer
	WorkCover insurance (previously known as Workers’ Compensation) provides compensation to workers for loss of income due to work related injuries or illness. There is a legal obligation for anyone who employs another person to take out WorkCover insurance. 
 
Builders who sub-contract the work out to other people are not required to have cover, except if the contract is a ‘labour only’ contract. However it is important if trade contractors are engaged to sight and check evidence that they have current WorkCover insurance. 

	



[bookmark: _Ref426455179]Whenever a trade contractor is engaged (i.e. whether to work for the builder or it is just to do a small project work/s directly with a consumer) it is prudent for both builder and consumer to always ask to see evidence of all their insurances. 

What must never be accepted when checking insurance evidence?

	Answer
	A cover note
	



[bookmark: _Ref426455181]When you sight a trade contractor’s insurance policies what should you look for and record on your filing systems?

	Answer
	You should record the following information:
· The insurance company
· Type of cover policy number
· Expiry date for each insurance 
· Policy name of the insured (this should also be the name that appears on any contract between you as builder/owner builder and the trade contractor).
· Keep this insurance information, along with all other relevant details, for all the trade contractors used on site and office files.

	



[bookmark: _Ref426455183]Explain the purpose of personal accident and sickness insurance.

	Answer
	Personal Accident and Sickness insurance provides a weekly benefit as a portion of the insured person's income if they are unable to work due to a covered event arising from a bodily injury or sickness.
	



[bookmark: _Ref426455798]What is important for you to weigh up prior to engaging with any unknown trade contractor/s on your house build project?

	Answer
	Identifying suitable trade contractors should be done with reference to your workplace employment procedures. There are many considerations when getting quotes from trade contractors before you undertake subcontract agreements, such as:
1. Have you discussed your expectations regarding the finish, quality and materials to be used?
2. Will the trade contractor provide a written quotation for all work? (A written quote, which can be incorporated in a contract, is essential for minimising misunderstandings or disputes). 
3. Are there any items not covered in the quote? 
4. Has there been an agreement on roles and responsibilities?
5. Will the trade contractor be able to finish on time?
6. Can the trade contractor provide a list of the materials required for their work? 
7. What payment arrangements does the trade contractor use? 
8. Current and adequate insurance cover for employees and third party cover?
9. Cleaning up of the site during construction and on completion?
10. Provision for retentions to minimise the risk of the trade contractor failing to meet agreed obligations

	



[bookmark: _Ref426457882]When asking trade contractors to quote on a project what should you consider?

	Answer
	
	


[bookmark: _Ref426458394]What is a ‘Certificate to Erect Scaffold’ and what are the rules pertaining to it under the Work Health and Safety Act?

	Answer
	
	



[bookmark: _Ref426459126]Some suppliers may allow payment for your goods by way of an account meaning you pay for the goods after they are delivered. You may get 7 days, 14 days or 30 days from delivery or end-of-following month terms. 

So you can cross-reference payments and receivables what actions should you consider or have in place for paying these accounts?

	Answer
	
	



[bookmark: _Ref426459279]What is the biggest possible repercussion to a business for any delay in paying due accounts?

	Answer
	
	



[bookmark: _Ref426459338]The amount and timing of progress payments should have been determined and recorded in the contract prior to the commencement of the project. The Builder/PCBU is expected to respect claims under the contract and pay on time. 

List the considerations with regard to progress payments.

	Answer
	
	



[bookmark: _Ref426459340]You are to complete the following progress payment certificate given the following information:
· The contract sum is $6,000
· There was a variation to the contract for an additional $400
· There was subsequent adjustment to the variation which reduced it by $100
· Total value of work to date is $2,000
· Total payments to date are $950
· Total retention to date is $50
· Retention for this claim is 5% of Claim amount


	PROGRESS PAYMENT CERTIFICATE
Builder/PCBU:  me	
Site address:  home	
Trade contractors name and contact details:  	

	Contract statement

	Contract Sum
	Item 1
	6000

	Variations previously claimed (show additions as ‘+’ and deletions as ‘-‘)
	Item 2
	+400

	Variations this claim (show additions as ‘+’ and deletions as ‘-‘)
	Item 3
	-100

	Adjusted contract sum
	Item 4
	

	Total value of work to date
	Item 5
	2000

	Total payments to date
	Item 6
	950

	Total retention to date
	Item 7
	50

	Amount of this claim
	Item 8
	1000

	Retention for this claim (5%)
	Item 9
	50

	Calculate payment for this claim
	Item 10
	950

	Total paid to date (including this payment)
	Item 11
	1900

	Total retention to date (including this payment retention)
	Item 12
	100

	Balance of adjusted contract sum still owing 
(excluding all retentions)
	Item 13
	4300

	Signature of Builder:  		Date:  	
Signature of Trade Contractor:  		Date:  	



	Answer
	
	

[bookmark: _Ref426615948]
Briefly explain goods and services tax (GST) as it applies to business in Australia.

	Answer
	GST is a broad-based tax of 10% imposed on most goods, services and other items sold in Australia. Depending on your turnover or service, you may need to register for GST.

	



[bookmark: _Ref426615949]As a business owner in Australia when must you register for GST with the Australian Taxation Office (ATO)?

	Answer
	You must register for GST if:
· your business or enterprise has a GST turnover (gross income minus GST) of $75,000 or more
· your non-profit organisation has a GST turnover of $150,000 per year or more
· you provide taxi or limousine travel for passengers in exchange for a fare as part of your business, regardless of your GST turnover – this applies to both owner drivers and if you lease or rent a taxi
· you want to claim fuel tax credits for your business or enterprise.

	


[bookmark: _Ref426617116]What is the principal source of reference when seeking information and guidance as it applies to the following:
· Engagement of employees and workers
· When identifying and contracting sub-contractors to working on projects and project worksites

	Answer
	Fair Work Ombudsman’s Website
Fair Work Infoline 13 13 94
A wealth of information can be accessed from government business sites when creating your own workplace policies and procedures, such as: 
· Recruitment
· Wages
· Record keeping
· Superannuation
· Work and family
· WHS
· Work and travel
· Diversity in the workplace
· Equal employment opportunity

	



[bookmark: _Ref426617118]Which of the following areas are addressed as part of industrial relations policies and obligations and should be made available to employees? Tick all that apply.

	Answer
	Choice
	Possible Answers
	
	
		Awards that are applied to contracts
	

	
		Discrimination and harassment laws and obligations
	

	
		Training agreements for employees and other workers
	

	
		Processes for industrial relations and dispute resolution
	

	
		Processes for dealing with customer complaints
	

	
		Entitlements (e.g. leave, ending employment)
	




[bookmark: _Ref426617223]True or False (Tick your response): In applying dispute resolution processes, outcomes must be recorded and maintained.

	Answer
		True 
	
	
	
		False 
	
	



[bookmark: _Ref426459479]Using spreadsheet software (or known software program) create a construction schedule over an 18 week contract time frame to construct a contemporary brick veneer house, slab on ground.

	Answer
	
	



[bookmark: _Ref426446784]As an employee (Foreman for TJC Constructions) you are to fill out the time sheet on the following page after considering the details outlined below.

· The payroll date is for the period 1 July 2015 to 8 July 2015. You work one hour over time on Tuesday 7 July 2015 and 1.5 hours overtime on Thursday 2 July 2015 and you worked a full day Saturday 4 July 2015. 
· Your employment contract nominates a 38 hours working week. All overtime is your averaged hourly rate. You work weekends when required at normal rates or alternately for Saturday and Sunday work you can take paid time off in lieu of extra hours worked. 
· You have a half hour for lunch each day and a 15 minute morning tea break. Your standard working week is 7:00AM to 3:00PM. You receive 10 days sick leave per annum and 4 weeks annual leave with 17.5% leave loading. You have 5 accumulated holiday days left from the previous financial year 2014-15. You are a member of BUSSQ Superannuation Fund and you employer contributes 10.5% to your superannuation.
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Timesheet

	Employer’s name:
	TJC Constructions

	

	Employee’s name:
	Gavin Wong

	

	Pay period:
(dd/mm/yy)
	01
	/
	07
	/
	15
	to
	08
	/
	07
	/
	15
	Pay date:
(dd/mm/yy)
	
	/
	
	/
	

	

	For information about hours of work, including minimum and maximum hours of work, penalty rates, overtime and break obligations, visit www.fairwork.gov.au or contact the Fair Work Infoline on 13 13 94



	Employee’s ordinary hours:
	
	hours
	
	minutes per
	☐ week
	☐ fortnight
	☐ other
	Overtime
	Leave

	(check appropriate option and insert information if required):
	
	
	



	Day / date
(e.g. Day: Mon;
Date: 21/3)
	Start time
(e.g. 8:30am)
	Start time of unpaid break
(e.g. 12:30pm)
	Restart time (e.g. 1:30pm)
	Finish time (e.g. 5:00pm)
	Other times/ Breaks
(e.g. time of other unpaid breaks)
	Total
(Hours minus unpaid breaks)
	Start time
(e.g. 8:30am)
	Start time of unpaid break
(e.g. 12:30pm)
	Restart time 
(e.g. 1:30pm)
	Finish time (e.g. 5:00pm)
	Total
(Hours minus unpaid breaks)
	Type
(e.g. personal leave, etc.)
	Hours
(Hours minus unpaid breaks)

	Wed 01/07
	7:00am
	12:00pm
	12:30pm
	3:00pm
	
	7.5
	
	
	
	
	
	
	

	Thu 02/07 
	7:00am
	12:00pm
	12:30pm
	3:00pm
	
	7.5
	3:00pm
	
	
	4:30pm
	1.5
	
	

	Fri 03/07
	7:00am
	12:00pm
	12:30pm
	3:00pm
	
	7.5
	
	
	
	
	
	
	

	Sat 04/07
	7:00am
	12:00pm
	12:30pm
	3:00pm
	
	7.5
	
	
	
	
	
	
	

	Mon 06/07
	7:00am
	12:00pm
	12:30pm
	3:00pm
	
	7.5
	
	
	
	
	
	
	

	Tue 07/07
	7:00am
	12:00pm
	12:30pm
	3:00pm
	
	7.5
	3:00pm
	
	
	4:00pm
	1
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	Total:
	45
	
	
	
	Total
	2.5
	Total
	



	Signature of employee:
	
	Date:
	
	/
	
	/
	




[bookmark: _Ref426459492]The time sheet completed in Q55. has been handed in to the front office reception for payroll. Now, acting as the employer, TJC Constructions, you are to complete the Weekly Time and Wages Record and the Payroll Slip (Reconciliation) from the submitted time sheet.

Time and wages record
Employer and employee details

	Employer’s name:
	

	

	Employee’s name:
	

	

	Pay period:
(dd/mm/yy)
	
	/
	
	/
	
	to
	
	/
	
	/
	
	Pay date:
(dd/mm/yy)
	
	/
	
	/
	

	

	For information about hours of work, including minimum and maximum hours of work, penalty rates, overtime and break obligations, visit www.fairwork.gov.au or contact the Fair Work Infoline on 13 13 94



	Employee’s ordinary hours:
	
	hours
	
	minutes per
	☐ week
	☐ fortnight
	☐ other
	Overtime
	Leave

	(check appropriate option and insert information if required):
	
	
	



	Day / date
(e.g. Day: Mon;
Date: 21/3)
	Start time
(e.g. 8:30am)
	Start time of unpaid break
(e.g. 12:30pm)
	Restart time (e.g. 1:30pm)
	Finish time (e.g. 5:00pm)
	Other times/ Breaks
(e.g. time of other unpaid breaks)
	Total
(Hours minus unpaid breaks)
	Start time
(e.g. 8:30am)
	Start time of unpaid break
(e.g. 12:30pm)
	Restart time 
(e.g. 1:30pm)
	Finish time (e.g. 5:00pm)
	Other 
times/ 
Breaks
	Total
(Hours minus unpaid breaks)
	Type
(e.g. personal leave, etc.)
	Hours
(Hours minus unpaid breaks)

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	Total:
	
	
	
	
	
	Total:
	
	Total:
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Calculation schedules

	Ordinary hours:
	 	 hours@ $ 	p/hr
	$

	Overtime hours:
	 	 hours@ $ 	p/hr
	$

	Part-time loading:
	 	 %
	$

	Casual loading:
	 	 %
	$

	Other loading – type
(e.g. shift loading):
	 	 %
	$

	Penalty rate# – type
(e.g. Saturday/evening):
	 	 hours@ $ 	p/hr
	$

	Penalty rate# - type
(e.g. public holidays):
	 	 hours@ $ 	p/hr
	$

	Monetary allowance/bonus/other payment – type
(e.g. bonus):
	$

	Leave – type:
	 	 hours@ $ 	p/hr
	$

	Leave loading:
	$ 	

	Gross pay:
	$


	Deductions

	Taxation:
	$ 	
	Superannuation contribution:
	$ 	

	Other – type (e.g. voluntary
	$ 	
	Name of Fund/Scheme:

	superannuation contributions):
	
	

	Other:
	$ 	
	Where the entitlement comes from (why the employer is liable to pay it):

	
	
	

	Other:
	$ 	
	Period over which contributions were made:
	
	/
	
	/
	
	to
	
	/
	
	/
	

	Total deductions:
	$ 	
	Date paid into fund:
	
	/
	
	/
	
	

	
	
	Note: Any election made by the employee in relation to the fund into which superannuation contributions are to be made must be kept, along with a record of the date of the election.

	Net pay:
	$ 	
	









Employee declaration*: I have worked the above times and received the net pay shown on this worksheet.


	Signed:
	
	Date:
	
	/
	
	/
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Pay slip

Date of payment: 1 July 2015
Pay period: 1 July 2015 to 8 July 2015

Employer’s name:  	
ABN:  126 675 881
Employee’s name:  	
Employment status: Full Time
Name of Award/Agreement Name:  	 or Salary ☐
Classification under the Award/Agreement Name:  	 or N/A ☐
Hourly rate:  	 Annual Salary: $90,000
Bank details: Commonwealth Bank BSB 111111 Account number 111112211
Annual leave entitlement: 0.5 as at 8 July 2015
Personal/carer’s leave entitlement:  	 days/hrs as at 8 July 2015
Modify this table according to the employee’s entitlements. 
	Entitlements
	Unit
	Rate
	Total

	Wages for ordinary hours worked
	 	 hours
	$
	$

	Insert any leave taken during the pay period
	 	 hours
	$
	$

	TOTAL ORDINARY HOURS =  	 hours           any leave taken should also be included here.

	Insert name of entitlement:
	 	 hours
	$
	$

	
	
	
	

	Insert name of entitlement:
	 	 hours
	$
	$

	
	
	
	

	Insert name of entitlement:
	 	 hours
	$
	$

	
	
	
	

	Insert name of entitlement:
	 	 hours
	$
	$

	
	
	
	

	Gross payment
	$



Entitlements can include loadings, penalty rates, shift work allowances, overtime, allowances, incentive based payments, termination entitlements and any other separately identifiable amount.

	Deductions

	Taxation (32.3 cents in dollar)
	$

	<insert any other deductions>
	

	1. 
2. 
3. 
4. 
5. 
	$
$
$
$
$

	Total deductions
	$

	Net payment
	$

	
	

	Employer superannuation contribution – Contribution 9.5%

	BUSSQ Number 1122334

	Contribution
	$



Note: Pay slips must be issues to employees within one working day of the day they are paid.

	Answer
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