


Workplace Assessment 1.1 – Assessor’s Checklist
(This form is for the assessor’s use only)

Purpose
This Assessor’s Checklist lists the specific criteria that the candidate’s submission for Workplace Assessment 1.1 must satisfactorily meet.
This form is to be completed by the candidate’s assessor to document their assessment of the candidate’s submission in Workplace Assessment 1.1.

Task Overview
For this task, the candidate is required to develop policies and procedures that are relevant in establishing an effective payroll system for a building and construction business.
They must take the following steps:
1. Consult with professionals from other areas of the business (e.g. accounting, payroll) in order to seek expert advice and to gain further understanding of the business’s existing payroll system. 
Secure documentation of their consultation as they will need to submit this as part of completing this task. The documentation they submit may include meeting minutes, email correspondence, etc.
2. Develop payroll policies and procedures for a building and construction business. Ensure that they apply the information gathered from their consultation with other professionals.
Use their organisation’s Policies and Procedures for Payroll template in documenting the policies and procedures they will develop in this task, or they may use the Generic Policies and Procedures for Payroll template provided along with this workbook.
In this task, the candidate will be assessed on their:
· Practical knowledge of the policies and procedures that must be developed in order to establish an effective payroll system for a building and construction business
· Practical skills relevant to developing clear and effective policies and procedures for payroll
· Practical skills relevant to communicating effectively with professionals from other areas of the business

Instructions to the Assessor
Before the assessment
· Organise workplace resources required for the candidate to complete this assessment.
· Contextualise the criteria in this checklist to ensure they reflect the actual project the candidate is 
· [bookmark: _Hlk41045202]Discuss this assessment task with the candidate, including the criteria they need to meet to complete undertaking as part of the assessment this task satisfactorily.
· Review this form with the candidate and address any queries or concerns they may have about it.


During the assessment
· Review the candidate’s Policies and Procedures for Payroll template submission.
· For each criterion listed in this checklist:
· Tick YES if you confirm the candidate’s submission satisfactorily meets the criterion.
· Tick NO if you confirm the candidate’s submission does not satisfactorily meet the criterion.
· Write specific comments on the candidate’s performance in each criterion. Your feedback/insights will help address any area/s for improvement. 

After the assessment
· Complete all parts of the Assessor’s Checklist, including the Assessor Declaration on the last page of this form. Your signature must be handwritten.

Candidate Details
	Candidate name
	     

	Title/designation
	     



Assessor Details
	Candidate is assessed by
	     

	Training Organisation
	     

	Relevant qualifications held
	     



Context of the Assessment
	Workplace/organisation
	     

	Policies and procedures relevant to this task 
	Policies:
     

Procedures:
     





	Resources required for the assessment
	· Workplace (Building and construction project)
· People resources (e.g. colleagues, staff from other departments, etc.)
· Opportunities to develop policies and procedures that are relevant in establishing an effective payroll system for a building and construction business
· Payroll Policies and Procedure template



Candidate Assessment Briefing
	Date of assessment briefing
	      



	The assessor confirms:
	YES/NO

	1. They have discussed with the candidate the workplace task they are required to complete for this assessment.
	o YES     o NO

	2. The candidate understands they will be assessed while completing this workplace task, as well as any document(s) they will complete as part of this task.
	o YES     o NO

	3. They have discussed with the candidate instructions how they are to undertake the workplace task.
	o YES     o NO

	4. They have provided the candidate guidance on how they can satisfactorily complete the task.
	o YES     o NO

	5. They have discussed with the candidate the criteria (listed below) they are required to meet to complete the task satisfactorily.
	o YES     o NO

	6. They have addressed the candidate’s questions or concerns about the workplace task and the assessment process.
	o YES     o NO




Assessor’s Checklist
	The candidate’s Policies and Procedures for Payroll submission:
	YES/NO
	Assessor’s comments

	1. Includes an introduction of the document which explains the:
	
	

	i. Purpose of the document
	o YES   o NO
	     

	ii. Scope of the document
	o YES   o NO
	     

	2. Includes a list of definition of terms (i.e. definition and interpretation of terms, initialisms, acronyms, jargons used within the document)
	o YES   o NO
	     

	3. Identifies the roles and responsibilities of staff assigned in managing and processing payroll transactions.
	o YES   o NO
	     

	4. Identifies policies and procedures for each of the following: 
	
	

	i. Timekeeping 
E.g. procedures relating to time logging, such as “A badge time clock solution should be used in logging the total hours worked for the day by each employee working in the construction site”, etc.   
	o YES   o NO
	     

	ii. Payroll calculation.
E.g. policies relating to overtime, breaks, and leaves, such as “Employees shall not be entitled to overtime pay for work performed in excess of eight hours without prior approval from the project manager”, etc.
	o YES   o NO
	     

	iii. Pay-out 
I.e. policies and procedures relating to the pay-out of salaries which may include, but are not limited to, policies relating to the payment method and payment schedule, e.g. “Salaries and wages are paid in bi-monthly increments by direct payment to employees’ payroll account”, etc.
	o YES   o NO
	     

	iv. Reporting 
E.g. policies and procedures relevant in summarising payroll transactions, such as “Payment summaries should be prepared and reviewed three days before pay-out”, etc.
	o YES   o NO
	     




	The candidate’s Policies and Procedures for Payroll submission:
	YES/NO
	Assessor’s comments

	v. Recordkeeping 
E.g. policies and procedures relevant in maintaining payroll records, such as “Superannuation records should be properly kept in the payroll department’s filing cabinets”, etc.
	o YES   o NO
	     

	5. Provides policies and procedures that are practicable by the organisation: 
	o YES   o NO
	     

	i. The policies and procedures can be feasibly implemented given the organisation’s resources
	o YES   o NO
	     

	ii. The policies and procedures do not go against the mission and vision of the organisation
	o YES   o NO
	     

	6. Provides policies and procedures that can reasonably help the business in managing its finances.
I.e. The policies and procedures can help the business in tracking down cash flows, reporting the correct amount of cash flows, and in improving the financial position of the business, e.g. A policy that requires employees to log hours through a badge time clock can help the business in tracking down labour costs.
	o YES   o NO
	     

	7. Presents the policies and procedures in clear language
	o YES   o NO
	     



	
Assessor Declaration
By signing here, I confirm that I have thoroughly reviewed the candidate’s Policies and Procedures for Payroll submission for this workplace assessment task.
I confirm that the information recorded on this Assessor’s Checklist is true and accurately reflects the candidate’s submission for this workplace task.

	Assessor’s signature
	     

	Assessor’s name
	     

	Date signed
	     



End of Workplace Assessment - Assessor’s Checklist
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