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CPCCBC6003 
Establish, maintain and review contract administration procedures and frameworks 

ASSESSMENT SUMMARY

The assessment activities for CPCCBC6003 Establish, maintain and review contract administration procedures and frameworks 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 CPCCBC6003
	Select Date.
	 Competent
	 Not Yet Competent



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

	 Theory Exam
 Workbook
 Practical Assessment
	 Completed Meeting Agenda (HO1)
 Completed Strategic Plan (HO2)
 Completed CMP (HO3)
 Review documentation (Workplace or created)



	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: _Ref137730314]Discuss the key skills you will look for when engaging a contract administration team comprising of persons with wide experience and knowledge in the building and construction industry.

	[bookmark: _Hlk85785851]Answer
	
	




[bookmark: _Ref137731178]Discuss what a construction contracts administrator role entails.

	Answer
	
	




[bookmark: _Ref127432488]Discuss the following types of building contract and identify provisions relating to these in the State/Territory you are working.
	
	State/Territory: 
	

	Answer
	Contracts
	Purpose/requirement
	

	
	Small jobs contract
	
	

	
	Large jobs contract
	
	

	
	Lump Sum contract
	
	

	
	Cost-plus contract
	
	




[bookmark: _Ref137803233]Explain why you would review the current legal and administrative climate in the workplace.

	Answer
	
	




[bookmark: _Ref138056407]Why should you review how the workplace manages the legal rights, entitlements, and obligations it has to the employees and contractors?

	Answer
	
	




[bookmark: _Ref137803351]Describe five (5) best practices followed when developing a strategic plan for construction contract administration procedures and framework.

	Answer
	1. 

2. 

3. 

4. 

5. 
	




[bookmark: _Ref137806510]Why should you apply contract management strategies and systems to your team’s workflow?

	Answer
	
	




[bookmark: _Ref137812138]Discuss methods you can apply to gather information from employees and contractors to be used in pay slips and records.

	Answer
	
	




[bookmark: _Ref137812789]What is the purpose of creating a contract register?

	Answer
	
	




[bookmark: _Ref137813515]Why do you need to incorporate quality assurance measures in contract administration processes?

	Answer
	
	




[bookmark: _Ref138053246]Discuss two (2) formal reporting and feedback methods applied to project work.

	Answer
	1. 

2. 
	




[bookmark: _Ref138053905]Describe measures through which contract defaulters can be managed back into contract compliance.

	Answer
	
	




[bookmark: _Ref138055093]Why is it important to implement effective evaluation and review methods of administration procedures?

	Answer
	
	




[bookmark: _Ref138064314]Why is effective contract storage important?

	Answer
	
	




[bookmark: _Ref138064317]Discuss procedures you undertake to store contracts effectively. Provide two (2) examples.

	Answer
	1. 

2. 
	




[bookmark: _Ref138068120]Explain why reviewing operating procedures contributes to WHS compliance.

	Answer
	
	




[bookmark: _Ref138069062]What is the difference between an enterprise agreement and an employment agreement?

	Answer
	
	




Read the following excerpt to respond to Q18. 

‘At its core, probity means that decisions are made with 
integrity, honesty and fairness while observing due process 
as necessary elements in the pursuit of value for money’ 

– Australian Standard HB 325-2008: Assuring Probity in Decision Making


[bookmark: _Ref138065520]What does it mean to act with probity?

	Answer
	
	




[bookmark: _Ref138068570]Discuss how you can ensure sub-contractors adhere to workplace environmental requirements and sustainability principles and concepts.

	Answer
	
	




[bookmark: _Ref138066978]Why is it a good idea to consult the organisations legal advisors when undertaking formal evaluation of the contract and administration system?

	Answer
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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 the state you wish to research.

	State work is conducted in
	




	ACTIVITY 1  [bookmark: _Ref35349341]

	Research contracts required for a residential building and respond to the following:
a) Name and location (URL) of relevant legislation related to owner/client contracts
b) Legal requirements related to a building contract 
c) Sub-contractor contract requirements



	a) Name and location (URL) of relevant legislation related to owner/client contracts

	

	b) Legal requirements related to a building contract

	

	c) Sub-contractor contract requirements

	




	Satisfactory Outcome
	
	





	ACTIVITY 2  [bookmark: _Ref35349352]

	Scenario
You are working as the contracts administration manager in a construction company. The company has won the job of a new inner city build and is in the process of putting together work teams.
HR have assigned you with a team and in order to enable your new administration team to achieve their work goals, you have organised a meeting where you intend to provide the team with an overview of the current legal and administrative environment in the workplace and the team’s role and responsibilities.

Complete the information dot points you will address in the meeting agenda below.




	Meeting Agenda
Location: Rm 615A – Civic building, King St.
Date: 17 Sept 20xx
Time: 2:15pm

	

	Agenda items

	




	Satisfactory Outcome
	
	




	ACTIVITY 3  [bookmark: _Ref35349356]

	Research and document quality assurance measures you can apply for each of the following:
a) distributing information
b) establishing performance benchmarks for system
c) maintaining a quality dialogue with all parties to the construction process
d) managing within organisational policy
e) monitoring internal expenditures and funding allocations
f) obtaining adequate feedback from clients, subcontractors and suppliers
g) providing feedback and developing remediation procedures
h) responding to external legislation and regulation requirements.




	a) Distributing information

	

	b) Establishing performance benchmarks for a system

	

	c) Maintaining a quality dialogue with all parties to the construction process

	

	d) Managing within organisational policy

	

	e) [bookmark: _Ref35350620]Monitoring internal expenditures and funding allocations

	

	f) Obtaining adequate feedback from clients, subcontractors and suppliers

	

	g) Providing feedback and developing remediation procedures

	

	h) Responding to external legislation and regulation requirements

	




	Satisfactory Outcome
	
	





	ACTIVITY 4  [bookmark: _Ref138063016]

	Complete the following outline for a Contracts Administration Guideline to be made available for contracts administration staff, responding to each heading:
a) Introduction
b) Purpose
c) Scope
d) Roles and Responsibilities
e) Contract phases
i. Contract set up
ii. Contract management
iii. Contract close-out
f) Procedures and templates



	a) Introduction

	

	b) Purpose

	

	c) Scope

	

	d) Roles and responsibilities

		Contract owner (CO)
	

	Contract Manager (CM)
	

	Contract Administrator (CA)
	




	e) Contract phases
i. Contract set up
ii. Contract management
iii. Contract close-out

	

	f) Procedures and templates

		Value/risk assessment
	

	Contract management checklist
	

	Contract kick-off meeting template
	

	Hand-over document checklist
	

	Contract performance review meeting template
	

	Risk register template
	

	Checklist for contract extension/renewal
	

	Contract review report
	







	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

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

	Task
	Provide detail 

	1.1A. 
	Specify liaison methods applied to enable the engagement of persons with wide experience and knowledge in the building and construction industry to the administration team: 


	1.1B. 
	Specify how the documents were reviewed:


	1.2C. 
	Specify internal feedback systems and methods initiated :


	1.2D. 
	Specify measures applied to ensure the safety and security of contract administration documentation.


	1.2E. 
	Specify framework maintained:


	1.3C. 
	Specify how consultation with workplace legal advisors was organised:




	ASSESSOR COMMENTS: PRACTICAL TASK 1: OCCASION 2

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

	Task
	Details

	1.1A. 
	Specify liaison methods applied to enable the engagement of persons with wide experience and knowledge in the building and construction industry to the administration team:


	1.1B. 
	Specify how the documents were reviewed:


	1.2C. 
	Specify internal feedback systems and methods initiated:


	1.2D. 
	Specify measures applied to ensure the safety and security of contract administration documentation.


	1.2E. 
	Specify framework maintained:


	1.3C. 
	Specify how consultation with workplace legal advisors was organised:






CPCCBC6003
Establish, maintain and review contract administration procedures and frameworks

	Practical Task 1 (2X)

	Description of task:
The participant must demonstrate the ability to establish a contract administration framework and monitor its effectiveness across two (2) different building or civil construction projects.

Evidence must be provided on each of the two (2) occasions to demonstrate:
· Establish contract administration procedures and frameworks.
· Liaise with HR to confirm requirements for contracts administration team to ensure members display a wide range of experience and knowledge in the building and construction industry.
· This may involve advertising for required personnel or requesting existing workplace personnel.
· Prepare an overview of the workplaces current legal and administrative processes. 
· Organise and conduct a meeting to discuss the workplace legal and administrative climate with the administration team. (Agenda to be presented to RTO, Workplace document or HO1)
· Develop a strategic plan for construction contract administration procedures and frameworks.
(Contract Management Strategic Plan to be presented to RTO, Workplace document or HO2)
· Document a Contract Management Plan (CMP) showing: (CMP to be presented to RTO, Workplace document or HO3)
· methods for collecting strategic advice throughout the workplace.
· communications and RACI plan for advice and action instructions, benchmarking KPIs for performance.
· quality assurance measures including procedures and default arrangements as part of the contract administration process.
· Maintain contract administration procedures and frameworks
· Introduce policy and administrative guideline documentation that supports the contract administration process.
· Develop/adapt and employ evaluation and review methods to administration procedures and frameworks.
· Initiate internal feedback systems and methods to ensure that any issues with administration of contracts are resolved within workplace guidelines.
· Apply measures to ensure the safety and security of contract administration documentation.
· Maintain contract administration framework comprising of employees, subcontractors, client and management.
· Review contract administration procedures.
· Organise and manage regular scheduled and unscheduled reviews, recording and evaluation systems to ensure probity, compliance and effectiveness of the framework and contract administration system. (Review report to be presented to RTO, Workplace document)
· Review and clarify operating procedures.
· Consult periodically with workplace legal advisors to undertake formal evaluation of the contract and administration system.
· Undertake review of contract documentation processes, providing feedback to those preparing contracts.

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: Building or civil construction project (2); Access to current and relevant building, privacy and consumer Acts and regulations; codes and standards; construction contracts; business technology, and software systems. Handouts 1, 2, and 3 available.

	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 Establish contract administration procedures and frameworks

	[bookmark: _Ref138138284]Liaise with HR to confirm requirements for contracts administration team to ensure members display a wide range of experience and knowledge in the building and construction industry.
		
	[bookmark: _Ref138145604]Prepare an overview of the workplaces current legal and administrative processes.
		
	[bookmark: _Ref138145620]Organise and conduct a meeting to discuss the workplace legal and administrative climate with the administration team. (Agenda to be presented to RTO - Workplace document or HO1)
		
	[bookmark: _Ref138145626]Develop a strategic plan for construction contract administration procedures and frameworks. (Contract Management Framework to be presented to RTO - Workplace document or HO2)
		
	[bookmark: _Ref138145670]Document a Contract Management Plan (CMP) (CMP to be presented to RTO, Workplace document or HO3) showing:
· methods for collecting strategic advice throughout the workplace.
· communications and RACI plan for advice and action instructions, benchmarking KPIs for performance. 
· quality assurance measures including procedures and default arrangements as part of the contract administration process
		
	2 Maintain contract administration procedures and frameworks.

	1.2A.  [bookmark: _Ref138145729]Introduce policy and administrative guideline documentation that supports the contract administration process. (CMP to be presented to RTO, Workplace document or HO3)
		
	1.2B.  [bookmark: _Ref138145736]Develop/adapt and employ evaluation and review methods to administration procedures and frameworks. (CMP)
		
	1.2C.  [bookmark: _Ref138144765]Initiate internal feedback systems and methods to ensure that any issues with administration of contracts are resolved within workplace guidelines.
		
	1.2D.  [bookmark: _Ref138144832]Apply measures to ensure the safety and security of contract administration documentation.
		
	1.2E.  [bookmark: _Ref138144860]Maintain contract administration framework comprising of employees, subcontractors, client and management.
		
	3 Review contract administration procedures.

	1.3A.  [bookmark: _Ref138145782]Organise and manage regular scheduled and unscheduled reviews, recording and evaluation systems to ensure probity, compliance and effectiveness of the framework and contract administration system. (Review to be presented to RTO, Workplace document)
		
	1.3B.  [bookmark: _Ref138145827]Review and clarify operating procedures.
		
	1.3C.  [bookmark: _Ref138145301]Consult periodically with workplace legal advisors to undertake formal evaluation of the contract and administration system.
		
	1.3D.  [bookmark: _Ref138145875]Undertake review of contract documentation processes, providing feedback to those preparing contracts.
		


	Observer comments:
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