


Workplace Assessment 1 – Assessor’s Checklist
(This form is for the assessor’s use only)

Purpose
This Assessor’s Checklist lists the practical skills that the candidate must demonstrate/perform while completing Workplace Assessment 1.
This form is to be completed by the candidate’s assessor to document the candidate’s performance in Workplace Assessment 1.

Task Overview
For this task, the candidate is required to contact the client organisation, and obtain from them the relevant construction project documents for tender preparation.
These construction project documents must include (at a minimum):
· Relevant construction plans
· Relevant construction specifications
· Project tender documentation
They must contact the client organisation and request that the construction project documents necessary for tender preparation be sent through email. After which, they must download the construction project documents into the computer’s drive.
In this task, the candidate will be assessed in their:
· Practical knowledge of relevant plans, specifications, and project tender documentation
· Practical skills relevant to sourcing relevant plans, specifications, and project tender documentation
[bookmark: _Hlk118789443]After completing this task, submit the following to your assessor:
· Copies of the construction project documents you sourced from the client organisation
· Your email correspondence with the client organisation, which serves as evidence of sourcing the relevant construction project documents

Instructions to the Assessor
During the assessment
· [bookmark: _Hlk41043736]For each practical skill listed in this Assessor’s Checklist:
· Tick YES if you confirm you have assessed the candidate demonstrate/perform the practical skill.
· Tick NO if you have not assessed the candidate demonstrate/perform the practical skill.
· If you ticked YES, provide the date when you assessed the candidate demonstrate the skill.
· 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
	 Dawei Yang    



Assessor Details
	Candidate assessed by
	  Yanzhong Zhu   



Context of the Assessment
	Workplace/organisation
	  Dawn construction   

	Building and construction project
	  Granny fllat and assage shop  

	Building classification
	  class 1 & 5   

	Policies and procedures relevant to sourcing relevant construction project documents for tender preparation
	  invotation letter   

	Resources required for the assessment
	· Building and construction project
· Residential project, AND
· Commerical project
· Communication tools and devices
· Computer with internet
· Emailing application
· Client organisation from whom the candidate will source the relevant construction project documents for tender preparation
· Opportunities to source relevant construction project documents for tender preparation
· Policies and procedures relevant to sourcing relevant construction project documents for tender preparation




Assessor’s Checklist
	During the sourcing of relevant construction project documents
	YES/NO
	Assessor’s comments

	1. The candidate contacts the tendering personnel from the client organisation.
	Residential
 YES    NO
Commercial
 YES    NO
	     

	2. The candidate expresses their intent to collaborate with the client organisation.
	
	

	i. The candidate expresses their intent to source the construction project plans.
	Residential
 YES    NO
Commercial
 YES    NO
	     

	ii. The candidate expresses their intent to source the construction project specifications.
	Residential
 YES    NO
Commercial
 YES    NO
	     

	iii. The candidate expresses their intent to source the construction project tender documentation
	Residential
 YES    NO
Commercial
 YES    NO
	     

	iv. The candidate states that the purpose of sourcing the construction project documents is to respond to the client organisation’s invitation to tender
	Residential
 YES    NO
Commercial
 YES    NO
	     

	3. The candidate verifies if the relevant construction project documents have been received via email.
	Residential
 YES    NO
Commercial
[bookmark: _GoBack] YES    NO
	     



	
Assessor Declaration
By signing here, I confirm that I have assessed the candidate, whose name appears above, contact the client organisation and obtain the relevant construction project documents for tender preparation.
I confirm that the information recorded on this Assessor’s Checklist is true and accurately reflects the candidate’s performance during their completion of the workplace task.

	Assessor’s signature
	  [image: 2 (1)]   

	Assessor’s name
	   Steve Zhu  

	Date signed
	  18/01/2023   



End of Workplace Assessment – Assessor’s Checklist
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