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CPCCBC4026 
Arrange building applications and approvals 

ASSESSMENT SUMMARY

The assessment activities for CPCCBC4026 Arrange building applications and approvals cover all aspects of the unit of competency. For Apprentices/Trainees, this includes supervisor completion of the Apprentice/Trainee Record (ATR). 

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

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

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

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

	Participant name
	

	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 CPCCBC4026
	Select Date.
	 Competent
	 Not Yet Competent



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

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



	Assessor name
	

	Assessor signature
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THEORY EXAM


	Participant name
	




	FOR THE PARTICIPANT

	Instructions

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

	Resources required

	Pen




	FOR THE ASSESSOR

	Instructions

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


[bookmark: _Ref396827952]

	[bookmark: _Hlk82780839]ASSESSOR COMMENTS

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

	




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

	Answer
	
	




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

	Answer
	
	




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

	Answer
	
	




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

	Answer
	
	




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

	Answer
	
	




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

	Answer
	
	




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

	Answer
	
	




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

	Answer
	
	




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

	Answer
	
	




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

	Answer
	
	




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

	Answer
	Specialist 
	Purpose/requirement
	

	
	Building surveyor
	
	

	
	Quantity surveyor
	
	

	
	Environmental specialist
	
	

	
	Structural engineer
	
	

	
	Mechanical engineer
	
	

	
	Electrical engineer
	
	




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

	Answer
	
	




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

	[bookmark: _Hlk85785851]Answer
	
	




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

	Answer
	
	




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

	Answer
	
	




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

	Answer
	
	




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

	Answer
	
	




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

	Answer
	
	




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

	Answer
	1. 

2. 

3. 
	



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

	[bookmark: _Hlk147390459]Answer
	1. 

2. 

3. 
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WORKBOOK


	Participant name
	




	FOR THE PARTICIPANT

	Instructions

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

	Resources required

	Pen




	FOR THE ASSESSOR

	Instructions

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




	ASSESSOR COMMENTS

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

	




NOTE

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

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

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

	Local authority (council)
	




	ACTIVITY 1  [bookmark: _Ref35349341]

	Access your local authority to respond to the following regarding a new home building project:
a) [bookmark: _Hlk132186359]List the project stages requiring approvals.
b) Document the level and type of information and documents needed for each project stage.
c) Document any sustainability requirements that may be attached to the building application.
d) List fees applicable to a new development applications and approvals.
e) When will the local authority investigate development and building complaints?
f) How do you check the status of a development application?
g) What can you do if approval has been rejected?



	a) List the project stages requiring approvals.

	

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

	

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

	

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

	

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

	

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

	

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

	




	Satisfactory Outcome
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PRACTICAL ASSESSMENT


	Participant name
	




	FOR THE PARTICIPANT

	Instructions

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




	FOR THE ASSESSOR/OBSERVER

	Instructions

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





	TASK OUTCOME

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

	
	
	
	
	Satisfactory
	Not Satisfactory

	Task 1 (Occasion 1)
	Select Date.
	 Workplace
 Simulation
	
	
	

	Task 1 (Occasion 2)
	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: OCCASION 1 Residential

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

	Task
	Provide detail 

	1.1A. 1.1B. 
	Specify council relevant to application: 


	1.1A. 1.1B. 
	Specify type of application being completed:


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

	1.2A. 
	Specify supporting documents collated for submission:


	1.2C. 1.2D. 
	Specify stakeholders included in progress notifications:


	1.2B. 
1.3A. 1.3B. 
	Specify how submission tracking was maintained and stakeholder impact minimised:


	1.3C. 
	Specify minor amendments and the impact on project:


	1.3D. 
	Specify planned action should the application be rejected:




	ASSESSOR COMMENTS: PRACTICAL TASK 1: OCCASION 2 Commercial

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

	Task
	Details

	1.1A. 1.1B. 
	Specify council relevant to application: 


	1.1A. 1.1B. 
	Specify type of application being completed:


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

	1.2A. 
	Specify supporting documents collated for submission:


	1.2C. 1.2D. 
	Specify stakeholders included in progress notifications:


	1.2B. 
1.3A. 1.3B. 
	Specify how submission tracking was maintained and stakeholder impact minimised:


	1.3C. 
	Specify minor amendments and the impact on project:


	1.3D. 
	Specify planned action should the application be rejected:
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	Practical Task 1 (2X)

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

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

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

	Observer details

	Name of observer:
	

	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.

	
	1st
Occasion
	2nd
Occasion

	1 Plan the application process

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

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

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





	Observer comments:
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