Workplace Assessment 4 – 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 4 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 4.

Task Overview
For this task, the candidate is required to prepare the following documents for the building and construction project:
· Electronic call forward sheet
· Inspection checklist for materials delivered
· Procurement specifications
In this task, the candidate will be assessed in their:
· Practical knowledge relevant to necessary documents for the project
· Practical skills relevant to preparing the necessary documents for the project

Instructions to the Assessor
During the assessment
· Review the candidate’s submissions:
· Electronic call forward sheet
· Inspection checklist for materials delivered
· Procurement specifications
· 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
	  Dawei Yang   



Assessor Details
	Candidate is assessed by
	  Steve Zhu   



Context of the Assessment	Comment by Michelle Curro: Delete this section
	Workplace/organisation
	[bookmark: _GoBack]  Dawn construction   

	The specific requirements of the actual workplace project
	Summarise the relevant specific requirements of the workplace project here

	Resources required for the assessment
	· Building and construction project
· Opportunities to prepare required documentation for the building and construction project
· Policies and procedures relevant to project documentation
· Project documents, such as, but not limited to:
· WBS
· Project schedules and timelines
· Scope of work
· Construction plans and drawings
· Templates for the following:
· Electronic call forward sheet
· Inspection checklist for materials delivered
· Procurement specifications





Assessor’s Checklist
Electronic call forward sheet 1 
	The candidate’s electronic call forward sheet submission:
	YES/NO
	Assessor’s comments

	1. Contains a list of relevant tasks that need to be completed on the building and construction project.
	 YES    NO
	     

	2. Contains a way to connect tasks with the materials needed to complete them.
E.g., reference number, hyperlink to another document or section in the file with the materials, etc.
	 YES    NO
	     

	3. Identifies the deadlines for ordering materials.
	 YES    NO
	     

	4. Identifies the suppliers who will deliver the required materials (contains contact information for each supplier).
	 YES    NO
	     

	5. Looks like it was created using a word processing program.
I.e., the document is not handwritten.
	 YES    NO
	     




Electronic call forward sheet 2
	The candidate’s electronic call forward sheet submission:
	YES/NO
	Assessor’s comments

	1. Notes if there have been any changes compared to the original electronic call forward sheet prepared.
	
	

	i. Changes in the list of tasks that need to be completed.
	 YES    NO
	     

	ii. Changes in the materials required for each task.
	 YES    NO
	     

	iii. Changes in the deadlines for ordering materials.
	 YES    NO
	     

	iv. Changes in the suppliers for the materials needed.
	 YES    NO
	     

	2. Contains a list of relevant tasks that need to be completed on the building and construction project.
	 YES    NO
	     

	3. Contains a way to connect tasks with the materials needed to complete them.
E.g., reference number, hyperlink to another document or section in the file with the materials, etc.
	 YES    NO
	     

	4. Identifies the deadlines for ordering materials.
	 YES    NO
	     

	5. Identifies the suppliers who will deliver the required materials (contains contact information for each supplier).
	 YES    NO
	     

	6. Looks like it was created using a word processing program.
I.e., the document is not handwritten.
	 YES    NO
	     




Inspection checklist for materials delivered
	The candidate’s inspection checklist submission:
	YES/NO
	Assessor’s comments

	1. Contains a list of materials expected to be delivered. 
	 YES    NO
	     

	2. Includes item(s) regarding the required quantity of materials.
	
	

	i. Whether the quantity agreement with each supplier was satisfied.
E.g., agreement was that the supplier would provide five pieces, etc.
	 YES    NO
	     

	ii. Whether the total quantity of the material delivered is enough to meet the project’s needs.
	 YES    NO
	     

	iii. Whether there are enough extra materials to provide a buffer for contingencies.
	 YES    NO
	     

	3. Includes item(s) regarding the required quality of materials.
	
	

	i. Whether the quality agreement with each supplier was satisfied.
	
	

	a. Dimensions of the material.
E.g., length, width, etc.
	 YES    NO
	     

	b. Colour of the material.
	 YES    NO
	     

	c. Weight of the material.
	 YES    NO
	     

	4. Looks like it was created using a word processing program.
I.e., the document is not handwritten.
	 YES    NO
	     





Procurement specifications 
	The candidate’s procurement specifications submission:
	YES/NO
	Assessor’s comments

	1. Includes an invitation reference number.
	 YES    NO
	     

	2. Contains the scope of the building and construction project.
	
	

	i. Specifies if the project is a renovation or new construction.
	 YES    NO
	     

	ii. Describes the size of the project.
	 YES    NO
	     

	3. Lists the different material needed for the building and construction project.
	 YES    NO
	     

	4. Lists the labour needed for the building and construction project.
	 YES    NO
	     

	5. Clearly states the different requirements for materials needed in the building and construction project.
	
	

	i. The type of material needed
	 YES    NO
	     

	ii. Quantity needed per material
	 YES    NO
	     

	iii. Contains information regarding quality requirements that materials must meet.
	
	

	a. Dimensions of the material.
E.g., length, width, etc.
	 YES    NO
	     

	b. Colour of the material.
	 YES    NO
	     

	c. Weight of the material.
	 YES    NO
	     

	6. Contains information regarding the expected performance of the materials.
	
	

	i. The environmental conditions the materials are expected to withstand.
	 YES    NO
	     

	ii. The load that the materials are expected to support.
	 YES    NO
	     

	7. Contains information regarding the requirements for personnel needed on the building and construction project.
	
	

	i. Roles
	 YES    NO
	     

	ii. Licensing requirements per role
	 YES    NO
	     

	iii. Skill requirements per role
	 YES    NO
	     

	iv. Description of duties
	 YES    NO
	     

	8. Contains information regarding records management.
	
	

	i. What records the supplier is expected to produce.
	 YES    NO
	     

	ii. How records should be kept.
	 YES    NO
	     

	9. Looks like it was created using a word processing program.
I.e., the document is not handwritten.
	 YES    NO
	     



	
Assessor Declaration
By signing here, I confirm that I have thoroughly reviewed the candidate’s submissions for this workplace assessment task:
· Electronic call forward sheet
· Inspection checklist for materials delivered
· Procurement specifications
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
	 [image: 2 (1)]    

	Assessor’s name
	  Yanzhong Zhu   

	Date signed
	 13/03/23    



End of Workplace Assessment - Assessor’s Checklist
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