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CPCCBC4017 
Arrange resources and prepare for the building and construction project 

ASSESSMENT SUMMARY

The assessment activities for CPCCBC4017 Arrange resources and prepare for the building and construction project 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
	Abbie Heaslip

	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 CPCCBC4017
	Select Date.
	 Competent
	 Not Yet Competent



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

	 Theory Exam
 Workbook
	 Practical Assessment



	Assessor name
	

	Assessor signature
	

Theory Exam - CPCCBC4017 Arrange resources and prepare for the building and construction project

	Assessment Summary - CPCCBC4017 Arrange resources and prepare for the building and construction project



Page 14 of 8	CSTC Pty Ltd_RTO#0699_v2-0_31/03/2025

CSTC Pty Ltd_RTO#0699_v2-0_31/03/2025	Page 1 of 1
CPCCBC4017 
Arrange resources and prepare for the building and construction project

THEORY EXAM


	Participant name
	Abbie Heaslip




	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: _Ref132700954]Discuss the different project documents you need to source and read to organise the site and workers for a building and construction project.

	[bookmark: _Hlk85785851]Answer
	1. Work Instructions: Plans, specifications, quality requirements, and operational details in formats such as:
a. Written, oral, and graphical instructions.
b. Work schedules, technical drawings, and specifications.
c. Diagrams, charts, and sketches.
d. Material Safety Data Sheets (SDS) and site signage.
2. Job Instructions: Carefully follow detailed job instructions and ensure Australian Standards are considered.
3. Safety Policies: Implement workplace, site-specific environmental, and organisational safety policies to comply with legislation.
4. Workplace Policies and Procedures: Ensure tasks are completed safely, meet legal requirements, and adhere to codes of practice.
5. Procedures: Follow procedures to:
a. Prevent damage to equipment and avoid hazards
b. Ensure work is performed in the correct sequence and does not interfere with other site activities.
6. Work Manual: Refer to your work manual for the safest methods of performing tasks and using equipment, as outlined in the project specifications.


	




[bookmark: _Ref132700960]Discuss the purpose of organising a site handover date with the client.

	Answer
	Set a handover date with client that meets contract requirements
The contractor will generally inform the client that handover can occur after practical completion date and after final payment has been made
Contractor should inform the client of the fixed handover date 2 – 3 weeks before the expected handover allowing time for final inspection and final payment to be achieved prior to handover.
	



[bookmark: _Ref128653947]Discuss the following types of insurance and the purpose that builders or building companies need to organise them.

	Answer
	Insurance 
	Purpose/requirement
	

	
	Workers compensation
	A type of insurance that pays wages and medical costs of employees who have been injured due to their employment.
There is a scheme for each state and territory. Each one is governed by different laws and may vary in the way it operates.
WorkCover Queensland is the provider of accident insurance for work-related injuries in Queensland.
	

	
	[bookmark: _Hlk132705097]Contract/Construction Works insurance
	Tailored for construction businesses, provides  cover for site and materials against theft, vandalism, fire, storm etc. throughout construction period until handover. 
Policies may include public liability, materials in storage, stored offsite and in transit. May also include tools and plant.
Financiers of construction projects generally require proof of construction insurance before they will make progress payments.
	

	
	Public liability
	The purpose of public liability insurance is to indemnify insured parties for legal liability to third parties for personal injury or property damage arising as a result of business activities. 

All parties that need to be insured must be included and may include current and past trading entities, subsidiaries, contract principals, subcontractors, consultants or others.
	

	
	Professional indemnity
	Used predominately by estimators/ survey designers,  this is designed to protect businesses that give professional advice or provide services to clients.
 
If a client claims a mistake a business made caused them injury or financial loss, Professional Indemnity covers the cost of legal defence and damages.
	

	
	Commercial Motor Vehicle
	Designed to help a business cover the costs that may arise from accidental damage or theft of business vehicles. Limits apply to cost of personal property and tools stolen or damaged while in the vehicle.
	



[bookmark: _Ref131684332]Describe the approval or permits needed before construction can start on most types of residential building work in your state or territory.

	Answer
	Building Approval (Permit): Ensures compliance with the Building Act, NCC, and Australian Standards, issued by a private certifier or local council.
Development Approval: Required for zoning, land use, setbacks, or heritage-listed properties, issued by the local council.
Plumbing and Drainage Approval: Covers water, sewerage, and stormwater systems, issued by the council.
QBCC Home Warranty Insurance: Mandatory for residential work over $3,300 to protect homeowners.
Demolition and Asbestos Permits: Needed for demolition or asbestos removal, adhering to WHS regulations.
Driveway and Crossover Approvals: For work affecting public roads, from the council.
Temporary Structure Permits: For scaffolding or hoardings encroaching public spaces.
Environmental Approvals: For work impacting vegetation, waterways, or sensitive areas.
Site-Specific Approvals: Includes erosion control, bushfire, or flood management plans.
Building Covenant Approvals: For properties with design guidelines in estates or developments.
	




[bookmark: _Ref132108467]Discuss when and how you will submit the plans for approval with the local council.

	Answer
	When:
Submit plans before construction begins and after the design and supporting documents are finalised.
How:
Prepare Documentation:
Construction plans, engineering reports, site surveys, and compliance forms.
Lodge the Application:
Submit online, in person, or through a private building certifier.
Pay Application Fees:
Fees vary by council and must be paid upon submission.
Respond to Requests:
Provide additional information or amendments if requested by the council.
Await Approval:
Approval may take weeks, depending on the project and council.
Display Approvals:
Display permits and approvals on-site as required.
	




[bookmark: _Ref127447340]Discuss why builders should keep and maintain records of subcontractors, site supervisors and worker competencies and licences.

	Answer
	Ensures legal compliance, safety, quality, and proper resource allocation.
Protects builders against liability, supports audits, and meets contractual and insurance requirements.
Use a system to keep records updated and track licence expirations.
	




[bookmark: _Ref132704217]Discuss which fees must be confirmed paid with accounts personnel before handover to the client.

	Answer
	Council/Regulatory Fees: Building permits, development approvals, plumbing approvals.
Inspection Fees: For compliance checks.
Subcontractor/Supplier Payments: Ensure all are settled to avoid disputes.
QBCC Insurance: Mandatory for residential projects over $3,300.
Utility Connection Fees: For water, electricity, or gas services.
Environmental Fees: If applicable (e.g., sediment control).
Retention/Variation Payments: Ensure all costs are invoiced and paid.
Final Client Payment: Confirm the client has settled the final invoice.
	




[bookmark: _Ref132707799]Discuss security arrangements that may need to be organised for the site.

	Answer
	Site security should address asset protection, loss prevention and public safety
This can include organising, perimeter fencing, alarms and cameras, site lighting
The Work Health and Safety Regulation outlines the requirements for security of a workplace where construction work is taking place and states that the business owner must assess the risks associated with unauthorised access in order to identify an appropriate level of security
In assessing the risk, PCBUs must have regard to:
The risks to health and safety arising from unauthorised access to the workplace
The likelihood of unauthorised access occurring (for example, the proximity of the workplace to places frequented by children, including schools, parks and shopping precincts)
The extent that unauthorised access to the workplace cannot be prevented –how to isolate hazards within the workplace.
	




[bookmark: _Ref132709876]What is the legal reason you must understand and adhere to site policies, procedures and work instructions.

	Answer
	Compliance with Laws: Ensures adherence to the Work Health and Safety (WHS) Act, building codes, and other regulations.
Duty of Care: Protects workers, subcontractors, and the public from harm.
Liability Mitigation: Reduces the risk of legal action, fines, or penalties for non-compliance.
Contractual Obligations: Meets requirements outlined in contracts and agreements.
Incident Accountability: Provides a clear framework for safe and compliant work practices in case of audits or incidents.
	




[bookmark: _Ref132718658]Specify who should be advised of upcoming work, parking and other restrictions.

	Answer
	Workers and Subcontractors: To ensure they are aware of access, parking, and site restrictions.
Clients: Keep them updated on disruptions related to the project.
Neighbours/Community: Notify nearby residents or businesses about potential noise, road closures, or restricted access.
Local Authorities: Inform councils or regulatory bodies if public areas or roads are affected.
Delivery Personnel: Ensure suppliers and delivery drivers know about restricted times or parking zones.
	



[bookmark: _Ref132719954]Discuss the facilities that need to be organised for the site.

	Answer
	Site Office: For administration, meetings, and documentation storage.
Worker Amenities: Toilets, handwashing stations, drinking water, and break areas (in compliance with WHS regulations).
Storage Areas: Secure spaces for tools, equipment, and materials.
Waste Management: Bins and systems for recycling and general waste disposal.
First Aid Station: Fully stocked kits and trained personnel available.
Parking and Access: Designated areas for workers, deliveries, and equipment.
Temporary Utilities: Power, water, and lighting for site operations.
	




[bookmark: _Ref132109161]Explain the importance of documenting site access and egress for construction site works.

	Answer
	Safety Compliance: Ensures paths are safe, unobstructed, and meet WHS requirements.
Emergency Preparedness: Provides clear routes for evacuation and emergency services.
Traffic Management: Prevents congestion and reduces risks involving vehicles and pedestrians.
Regulatory Requirements: Demonstrates compliance with site safety and planning regulations.
Accountability: Records access points for audits, disputes, or incident investigations.
Efficiency: Improves workflow by clearly defining entry and exit points for workers and deliveries.
	




[bookmark: _Ref127449083]Discuss strategies you can apply that ensure all workers are inducted, informed and regularly updated of their on-site safety responsibilities.

	Answer
	Site Inductions: Conduct mandatory inductions for all workers covering site rules, hazards, and emergency procedures.
Toolbox Talks: Hold regular sessions to discuss safety updates, specific tasks, and potential risks.
Safety Signage: Display clear signage to reinforce safety protocols and responsibilities.
Training Programs: Provide ongoing training for high-risk tasks or new equipment.
Communication Channels: Establish open lines of communication (e.g., meetings, emails, or noticeboards) for safety updates.
Incident Reporting Systems: Encourage reporting of hazards or near-misses to address issues promptly.
Compliance Monitoring: Regularly review and audit worker adherence to safety responsibilities.
	




[bookmark: _Ref132720694]What services must be organised for the site? Discuss how this is achieved.

	Answer
	Power Supply: Arrange temporary electricity through local utilities or generators.
Water Supply: Secure access to potable water for construction and worker amenities.
Sewerage and Wastewater: Install temporary systems or portables for toilets and washing facilities.
Internet/Communication: Set up communication tools for site coordination.
Waste Disposal: Organise bins and removal services for construction and general waste.
Stormwater Management: Implement drainage systems to prevent site flooding.
Road Access and Deliveries: Coordinate with local authorities for road closures, permits, or delivery schedules.
	




[bookmark: _Ref128732736]Discuss how waste avoidance actions can be encouraged and monitored on-site.

	Answer
	Encouragement Strategies:

Education: Conduct toolbox talks or training on waste reduction principles.
Clear Guidelines: Provide instructions on sorting and minimising waste.
Recycling Stations: Set up accessible bins for different waste streams (e.g., recycling, general, hazardous).
Incentives: Reward teams or workers for reducing waste effectively.

Monitoring Strategies:

Regular Inspections: Check waste management practices and compliance.
Waste Tracking: Record quantities and types of waste generated.
Feedback Systems: Encourage workers to report waste-related issues or suggest improvements.
Accountability: Assign specific personnel to oversee waste management.
	




[bookmark: _Ref127448691]Why would the builder change/adapt workplace procedures and workplace safety requirements at a new site?

	Answer
	Site-Specific Hazards: Different locations may have unique risks (e.g., steep terrain, confined spaces, or environmental sensitivities).
Regulatory Compliance: Local council rules and safety regulations may vary by site.
Project Scope: Changes in construction methods, equipment, or materials may require new procedures.
Workforce Requirements: Adjustments may be needed based on worker skills, roles, or subcontractor arrangements.
Emergency Preparedness: Tailor evacuation plans and emergency responses to the specific site layout and conditions.
Community and Environmental Considerations: Address proximity to neighbours, noise restrictions, or environmental impacts.
	




[bookmark: _Ref135123040]What industrial relations requirements need to be considered when organising on-site human resources?

	Answer
	Employment Contracts: Ensure workers have legally compliant agreements outlining pay, hours, and conditions.
Awards and Agreements: Adhere to relevant industry awards, enterprise agreements, or collective bargaining arrangements.
Fair Work Compliance: Follow the Fair Work Act, including minimum wage, leave entitlements, and workplace rights.
Union Involvement: Manage interactions with unions and ensure compliance with unionised site requirements if applicable.
Dispute Resolution: Establish clear processes for handling grievances and disputes.
Workplace Diversity and Inclusion: Ensure a safe, respectful, and non-discriminatory environment.
Safety and Welfare: Meet WHS obligations to protect workers' health and safety.
	




[bookmark: _Ref135123134]Specify competencies and licences needed by workers on a construction site.

	Answer
	General Construction Induction Card (White Card): Mandatory for all workers to demonstrate basic safety knowledge.
High-Risk Work Licences: Required for tasks such as operating cranes, forklifts, scaffolding, or rigging.
Trade Qualifications: Carpentry, plumbing, electrical work, or other specialised trades must hold relevant certifications.
Plant Operator Competencies: Verification of skills for operating machinery (e.g., excavators, bulldozers).
Asbestos Removal Licence: For workers handling or removing asbestos.
First Aid Certification: Essential for designated first aid personnel.
Working at Heights/Fall Protection Training: Mandatory for tasks performed at elevated levels.
Confined Space Entry Training: Required for work in restricted or enclosed spaces.
	




[bookmark: _Ref135119207]Specify processes applied to protect existing services at the site.

	Answer
	Site Survey and Service Identification: Conduct a survey to locate and map underground and overhead services (e.g., utilities, water, gas, power lines).
Dial Before You Dig (DBYD): Use DBYD services to identify underground utilities before excavation.
Marking and Signage: Clearly mark the location of existing services with flags, paint, or barriers.
Protective Barriers: Install physical barriers or coverings to shield services from damage during construction.
Restricted Access Zones: Establish exclusion zones around sensitive areas to prevent accidental damage.
Communication with Utility Providers: Liaise with service providers to confirm locations and requirements for protection.
Induction and Training: Ensure workers are aware of the location and importance of existing services.
	




[bookmark: _Ref135122641]Describe the steps you take to organise a temporary power supply at a building site.

	Answer
	Assess Power Requirements: Determine the site's power needs for tools, equipment, and facilities.
Contact Utility Provider: Arrange connection through the local electricity provider or authorised contractor.
Obtain Permits: Secure necessary approvals or permits from local authorities if required.
Engage a Licensed Electrician: Hire a certified electrician to install the temporary power supply, including switchboards and safety devices.
Ensure Compliance: Verify that the setup adheres to electrical safety standards and regulations.
Inspect and Test: Conduct an inspection and testing of the temporary power system before use.
Monitor Usage: Regularly check the system for safety and operational efficiency.
	




[bookmark: _Ref135122643]Describe the steps you take to organise a temporary water supply to a building site.

	Answer
	Assess Water Needs: Identify the site's water requirements for construction activities, worker amenities, and dust suppression.
Contact Local Water Authority: Liaise with the local council or water provider to arrange a connection.
Obtain Approvals: Secure permits or approvals if required by local regulations.
Engage a Licensed Plumber: Hire a certified plumber to install the temporary water connection, including pipes, taps, and fittings.
Install Backflow Prevention Devices: Ensure compliance with regulations by preventing contamination of the main supply.
Inspect and Test: Verify the water supply system is operational and meets safety standards.
Monitor Usage: Regularly check for leaks or issues to maintain an uninterrupted supply.
	




[bookmark: _Ref135124475]Discuss the ‘Must-have’ temporary services for on-site operations.

	Answer
	Power Supply: Essential for tools, equipment, and lighting.
Water Supply: Needed for construction activities, worker amenities, and dust suppression.
Toilet Facilities: Portable or connected toilets to meet WHS requirements.
Waste Management: Bins and removal services for construction and general waste.
Site Office: For administration, meetings, and storage of documents.
Communication Systems: Phones, radios, or internet for coordination and safety.
First Aid Station: Fully stocked kits and designated personnel for emergencies.
	



[bookmark: _Ref135124493]Discuss the relevant Workplace Health and Safety codes with regards to Council requirements for temporary site set-up.

	Answer
	Work Health and Safety Act 2011 (QLD): Ensures all site activities, including temporary setups, protect workers and the public.
Managing Risks of Construction Work Code of Practice: Guides identifying and controlling risks during site establishment.
First Aid in the Workplace Code of Practice: Specifies requirements for first aid facilities at the site.
Managing the Work Environment and Facilities Code of Practice: Covers amenities like toilets, drinking water, and break areas.
Traffic Management Code: Addresses safe vehicle and pedestrian movements during site operations.
Excavation Work Code of Practice: Ensures safety when working near underground utilities.
Local Council Requirements: Compliance with council-specific regulations, including fencing, noise control, and waste management.
	




[bookmark: _Ref135125726]Clarify waste facilities and waste removal that must be organised for the site.

	Answer
	Waste Facilities:

General Waste Bins: For non-recyclable materials.
Recycling Bins: For wood, metal, concrete, and other recyclable materials.
Hazardous Waste Containers: For asbestos, chemicals, or contaminated materials.
Skip Bins: For large volumes of construction waste.

Waste Removal:

Licensed Contractors: Engage certified waste removal services.
Regular Schedule: Arrange periodic collection to prevent overflow.
Compliance: Ensure disposal complies with environmental regulations and council requirements.
	




[bookmark: _Ref135127423]Describe methods used to confirm materials needed for the build..

	Answer
	Review Plans and Specifications: Cross-check architectural and engineering designs for material requirements.
Bill of Quantities (BOQ): Use the BOQ to detail and quantify all materials needed for the project.
Consult with Suppliers: Verify availability, specifications, and lead times with material providers.
Site Inspections: Assess the site for storage capacity and suitability for materials.
Coordination with Trades: Confirm material requirements with subcontractors for specific tasks.
Inventory Checks: Compare existing stock with project needs to avoid over-ordering.
	




[bookmark: _Ref135127426]Describe processes you follow when ordering materials to meet scheduled delivery dates.

	Answer
	Review Project Schedule: Align material orders with the construction timeline to ensure timely delivery.
Prepare a Material List: Use the Bill of Quantities (BOQ) and specifications to create an accurate order.
Engage Reliable Suppliers: Work with trusted suppliers to confirm availability, delivery timelines, and quantities.
Place Orders Early: Account for lead times, especially for custom or long-lead items.
Confirm Delivery Details: Specify delivery dates, times, and site access instructions.
Track Orders: Monitor order status to address delays or issues proactively.
Coordinate with Site Teams: Ensure workers are prepared to receive, store, and manage materials upon arrival.
	



[bookmark: _Ref135127581]Discuss the steps involved when receiving ordered materials at the site.

	Answer
	Prepare for Delivery: Notify site personnel of delivery schedules and ensure access is clear.
Inspect Materials: Check the delivery against the order documentation (e.g., purchase orders or delivery dockets) for quantity and quality.
Check for Damage: Assess materials for defects or damage during transit.
Document Issues: Record discrepancies or damaged items and notify the supplier immediately.
Sign Off: Only sign the delivery docket if the materials match the order and are in acceptable condition.
Safe Storage: Store materials securely to prevent damage, theft, or weather exposure.
Update Inventory: Log received materials into the inventory system for tracking and usage.
	




[bookmark: _Ref135127822]How do you secure and protect materials and plant and equipment that is held on site?

	Answer
	Fencing and Security: Install site fencing, gates, and locked access points to restrict entry.
Secure Storage: Use lockable containers or sheds for valuable tools, equipment, and materials.
Equipment Immobilisation: Disable machinery (e.g., remove keys, use wheel locks) when not in use.
CCTV and Lighting: Set up surveillance cameras and motion-activated lighting to deter theft or vandalism.
Inventory Management: Maintain a detailed log of materials and equipment on-site to track usage and identify discrepancies.
Weather Protection: Cover materials with tarps or store indoors to shield against rain, heat, or wind.
On-Site Security Personnel: Employ security guards for high-value sites or sensitive projects.
Signage: Display warning signs (e.g., "No Unauthorised Access" or "24/7 Surveillance") to discourage trespassing.
	




[bookmark: _Ref135128143]Why would the builder engage a construction work supervisor?

	Answer
	Project Oversight: Supervisors manage day-to-day site activities to ensure work is completed on time and within budget.
Safety Management: Enforce compliance with Workplace Health and Safety (WHS) regulations and site safety standards.
Coordination of Trades: Organise and oversee subcontractors and workers to maintain workflow and avoid delays.
Quality Assurance: Monitor work to ensure it meets design specifications and project standards.
Problem-Solving: Address on-site issues, such as resource shortages or unexpected challenges, promptly.
Communication: Act as a link between the builder, workers, subcontractors, and clients to ensure clear communication.
Compliance and Reporting: Ensure adherence to regulatory requirements and provide regular progress updates to stakeholders.
	




[bookmark: _Ref135129306]What is the name of the road traffic authority in your work area?

	Answer
	Queensland: Department of Transport and Main Roads (TMR)
New South Wales: Transport for NSW (TfNSW)
Victoria: VicRoads
South Australia: Department for Infrastructure and Transport (DIT)
Western Australia: Main Roads Western Australia
Tasmania: Department of State Growth
Northern Territory: Department of Infrastructure, Planning and Logistics (DIPL)
Australian Capital Territory: Transport Canberra and City Services (TCCS)
	



[bookmark: _Ref135129307]Discuss the importance of traffic management related to a construction zone.

	Answer
	Safety: Protects workers, pedestrians, and drivers from accidents and injuries.
Compliance: Ensures adherence to road safety laws and regulations set by traffic authorities.
Minimising Disruptions: Reduces congestion and maintains smooth traffic flow around the site.
Access Management: Ensures safe entry and exit for vehicles, deliveries, and machinery.
Public Relations: Demonstrates consideration for the community by minimising inconvenience.
Emergency Preparedness: Provides clear routes for emergency services if needed.
	




[bookmark: _Ref135129682]Discuss different types of electronic communication you use when arranging resources and preparing for a building and construction project.

	Answer
	Email: For formal communication with suppliers, subcontractors, and clients, including sending contracts, schedules, and updates.
Project Management Software: Platforms like Procore or Aconex to manage resources, timelines, and document sharing.
Text Messaging/Instant Messaging Apps: Tools like WhatsApp or Microsoft Teams for quick updates and coordination.
Phone/Video Calls: For direct communication, virtual meetings, and problem-solving.
Online Portals: Supplier or council platforms for ordering materials or submitting permits.
Cloud Storage: Services like Google Drive or Dropbox for sharing and accessing plans, specifications, and reports.
	



[bookmark: _Ref135132110]What is involved in organising building approval with the local council?

	Answer
	Prepare Documentation: Submit plans, engineering drawings, site surveys, and specifications.
Compliance Check: Ensure the project meets local council planning schemes and building codes.
Engage a Building Certifier: Use a private certifier or council services to review and lodge the application.
Submit Application: Lodge the building approval application with the council, including all required forms and fees.
Address Requests: Respond to any additional information requests or amendments required by the council.
Approval Issued: Once reviewed, the council or certifier issues a building permit.
	




[bookmark: _Ref135132533]Discuss how the local councils protect heritage places.

	Answer
	Heritage Overlays: Apply specific planning controls to heritage-listed properties or areas to preserve their historical significance.
Development Approvals: Require additional approvals for alterations, demolitions, or new construction impacting heritage sites.
Heritage Registers: Maintain local heritage registers that list protected sites and buildings.
Conservation Plans: Enforce guidelines for restoration, maintenance, and use of heritage properties.
Community Consultation: Seek input from stakeholders and heritage advisory groups on proposed developments.
Fines and Penalties: Impose legal consequences for unauthorised work on heritage-listed places.
	




[bookmark: _Ref135133074]Discuss your local council requirements relating to tree conservation.

	Answer
	Tree Protection Orders (TPOs): Protect specific trees or vegetation, requiring council approval for removal or pruning.
Development Approvals: Applications must include arborist reports or landscaping plans when impacting protected trees.
Native Vegetation Laws: Compliance with state or local regulations for preserving native species.
Replacement Policies: Some councils require replanting if trees are removed.
Penalties: Fines or legal action may apply for unauthorised tree removal.
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WORKBOOK


	Participant name
	Abbie Heaslip




	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)
	Morteon Bay Regional Council




	ACTIVITY 1  [bookmark: _Ref35349341]

	Locate the website of the local authority relevant to a building site you are currently involved in. Research and respond to the following:
a) [bookmark: _Ref132715168]Specify the council requirements relating to work zones on sections of road. 
b) Protection for heritage places. 
c) Permits to remove or clear protected vegetation.
d) Environmental nuisance complaints- building work noise.



	a) Specify the council requirements relating to work zones on sections of road

	Work zones on public roads require approval from the council through a Road Corridor Permit.
Traffic management plans must be submitted in compliance with Queensland’s Department of Transport and Main Roads (TMR) guidelines.
Adequate signage, barriers, and traffic control measures must be in place to ensure public safety.
Temporary closures or lane reductions must minimise disruptions and follow council-approved schedules.

	b) Protection for heritage places

	MBRC maintains a Local Heritage Register, listing places of historical significance.
Development or construction on or near heritage-listed places requires a Development Approval (DA) with additional assessments under the Planning Act 2016.
Any alterations must align with the Queensland Heritage Act 1992 and council guidelines for conservation.
Consultation with heritage specialists or the council’s heritage advisory team may also be necessary.

	c) Permits to remove or clear protected vegetation

	A Vegetation Clearing Permit is required for clearing or removing trees protected under the Moreton Bay Regional Council Planning Scheme or state laws (e.g., the Nature Conservation Act 1992).
An arborist report may be required with the application.
In some cases, offset planting or payment into a vegetation management fund is required if removal is approved.
Unauthorised clearing can result in fines or legal action.

	d) Environmental nuisance complaints – building work noise

	Building work noise must comply with the Environmental Protection Act 1994, which regulates acceptable noise levels and working hours.
Permitted working hours for construction noise are typically:
Monday to Saturday: 6:30 am to 6:30 pm.
Sundays and Public Holidays: No noisy work is allowed.
Noise complaints can be lodged with the council, triggering an investigation. Non-compliance may result in warnings, fines, or work stoppages.
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PRACTICAL ASSESSMENT


	Participant name
	Abbie Heaslip




	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
	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

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

	Task
	Provide detail 

	1.1A. 
	Specify project documents located, read and understood: 
Project Plans and Specifications: Architectural and engineering drawings, scope of work, and detailed specifications.
Construction Schedule: Timeline and milestones for project delivery.
Site Safety Plan: WHS documentation, risk assessments, and Safe Work Method Statements (SWMS).
Contracts and Subcontracts: Agreements with subcontractors and suppliers.
Permits and Approvals: Building approvals, development permits, and council documentation.

	1.1B. 
	Specify site hand over date set with client.
This date continues to change however each time the date is determined, it is as per the project timeline and contractual agreements

	1.1B. 
	Specify who appropriate fee payment was confirmed with:
Fee payments were confirmed with the accounts department or project finance team to ensure all regulatory fees, subcontractor payments, and supplier invoices were settled before handover.

	1.1C. 
	Specify insurance organised:
Public Liability Insurance: Covers third-party injuries or property damage.
Contract Works Insurance: Protects against risks during construction.
Workers’ Compensation Insurance: Ensures coverage for site workers.
Professional Indemnity Insurance: Covers design and consultancy services.

	1.1C. 
	Specify security requirements organised:
Fencing and Access Control: Temporary fencing and controlled entry/exit points.
CCTV and Lighting: Surveillance and motion-activated lighting for site monitoring.
On-Site Security Personnel: Guards for high-value assets.
Lockable Storage: Secure containers for tools, materials, and equipment.

	1.1D. 
	Specify authorities notified of the commencement of scheduled works:
Lockyer Valley Regional Council
Utility Providers: Electricity, water, and telecommunication providers.
Workplace Health and Safety Queensland (WHSQ): Notification for high-risk construction work.


	1.1E. 
	Specify where information was recorded and maintained:
All project information was recorded and maintained in the construction management system, such as Aconex, and backed up in digital and physical project files.

	1.1F. 
	Specify who was advised of work, parking and other restrictions:
Workers and Subcontractors: Advised via toolbox talks and notices.
Clients: Updated on restrictions impacting access or schedules.
Nearby Businesses/Residents: Notified of potential disruptions.
Authorities: Informed of parking or road access changes.

	1.2C. 
	Specify temporary services arranged and scheduled:
Power Supply: Temporary electrical connection or generators.
Water Supply: Temporary plumbing or water tanks for construction and amenities.
Toilets and Amenities: Portable toilets and handwashing stations.
Waste Management: Bins and skip services for construction waste.

	1.2D. 
	Specify protection or utilisation of existing services:
Service Identification: Use Dial Before You Dig (DBYD) to locate underground utilities.
Marking and Barriers: Clearly mark and protect existing utilities with barriers.
Coordination with Providers: Ensure no impact on existing services during construction.

	1.2E. 
	Specify council requirements met for temporary site set-up:
Site Fencing and Signage: Installed to meet safety and public access requirements.
Noise Control: Compliance with local noise regulations.
Traffic Management: Approved traffic control plans for road safety.
Environmental Compliance: Measures to prevent soil erosion, dust, and runoff.

	1.3D. 
	Specify waste  facilities and removal organised:
General Waste Bins: For non-recyclable materials.
Recycling Facilities: For concrete, steel, and timber.
Hazardous Waste Containers: For asbestos or chemicals.
Removal Services: Licensed contractors scheduled for regular pickups.

	1.4A. 
	Specify how materials needed were determined:
Review Plans and Specifications: For detailed material requirements.
Bill of Quantities (BOQ): Used to calculate exact material quantities.
Consultation with Trades: Confirm specific material needs with subcontractors.

	1.4B. 
	Specify ordering process for material delivery:
Prepare Orders: Based on the BOQ and project schedule.
Engage Suppliers: Confirm lead times and availability.
Schedule Deliveries: Align with construction milestones to avoid delays or overstocking.

	1.4D. 
	Specify process adhered to during order delivery:
Inspect Deliveries: Verify quantities and quality against delivery dockets.
Report Issues: Document and notify suppliers of discrepancies or damaged items.
Secure Storage: Safely store materials to prevent damage or theft.

	1.5A. 1.5B. 1.5C. 1.5D. 
	Specify how human resources were organised:
Recruitment: Engage qualified workers and subcontractors with the required licences and competencies.
Induction: Conduct site-specific inductions covering safety, policies, and emergency procedures.
Scheduling: Develop rosters and allocate tasks based on skills and project stages.
Ongoing Communication: Use toolbox talks, meetings, and digital platforms to coordinate and update workers.
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	Practical Task 1

	Description of task:
The participant must demonstrate the ability and skill to arrange resources and prepare for a building and construction project by identifying, planning and establishing the essential pre-construction infrastructure for a commercial or residential project including:

· Complete preliminary construction requirements.
· Locate, read and interpret relevant project documentation.
· Set a site handover date with client once appropriate fees are confirmed paid with relevant persons.
· Organise and provide insurance and security requirements.
· Notify authorities of the commencement of scheduled works.
· Record and maintain information from local council, external authorities, employees and contractors.
· Determine and advise relevant persons of work, parking and other restrictions.
· Organise on-site services and facilities
· Determine and document requirements for on-site facilities and services.
· Arrange, receive and position site office, storage sheds and on-site toilets and facilities.
· Schedule and arrange temporary services.
· Identify and develop processes to protect or utilise existing services at the site.
· Identify and meet council requirements for temporary site set-up.
· Arrange public protection.
· Adhere to WHS and local authority authorisations for site setup.
· Erect compliant hoardings, fencing and signage.
· Arrange temporary site access and egress to meet local authority requirements.
· Organise waste facilities and waste removal.
· Organise on-site delivery.
· Determine and confirm materials required.
· Order materials to meet scheduled delivery dates.
· Check availability of physical resources and schedule delivery as needed.
· Receive, secure and protect materials and plant and equipment.
· Organise on- site human resources.
· Schedule and arrange human resources.
· Address industrial relations and on-site safety matters that could impact on the preparation and human resourcing for building work.
· Identify and allocate on-site human resource requirements.
· Engage or appoint construction work supervisor.
· Engage appropriate employees or contractors as stated for project needs.

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:
Work site; Access to relevant government building and industrial relations legislation; Current relevant Building and Construction codes and standards; Project plans, specifications and manufacturer’s product information; Workplace policies, procedures and other quality documentation; Business equipment and technology to facilitate arranging resources and preparing for a construction project.

	Observer details

	Name of observer:
	Ryan Murphy

	Role of observer 
(Confirm suitability to sign)
	Senior Contracts Administrator

	Email address of observer
	Ryan.murphy@jhg.com.au

	Signature of observer:
	
	Date:
	16/05/2025



	When completing the task, did the Participant:
	Tick if satisfactorily completed. 
Provide comments if left unticked.

	1 Complete preliminary construction requirements.

	[bookmark: _Ref135137075]Locate, read and interpret relevant project documentation.
	
	[bookmark: _Ref135137381]Set a site handover date with client once appropriate fees are confirmed paid with relevant persons.
	
	[bookmark: _Ref135137593]Organise and provide insurance and security requirements.
	
	[bookmark: _Ref135137798]Notify authorities of the commencement of scheduled works.
	
	[bookmark: _Ref135137899]Record and maintain information from local council, external authorities, employees and contractors.
	
	[bookmark: _Ref135138042]Determine and advise relevant persons of work, parking and other restrictions.
	
	2 Organise on-site services and facilities.

	[bookmark: _Ref135139417]Determine and document requirements for on-site facilities and services.
	
	[bookmark: _Ref135139426]Arrange, receive and position site office, storage sheds and on-site toilets and facilities.
	
	[bookmark: _Ref135138211]Schedule and arrange temporary services.
	
	[bookmark: _Ref135138354]Identify and develop processes to protect or utilise existing services at the site.
	
	[bookmark: _Ref135138404]Identify and meet council requirements for temporary site set-up.
	
	3 Arrange public protection.

	1.3A.  [bookmark: _Ref135139536]Adhere to WHS and local authority authorisations for site setup.
	
	1.3B.  [bookmark: _Ref135139542]Erect compliant hoardings, fencing and signage.
	
	1.3C.  [bookmark: _Ref135139549]Arrange temporary site access and egress to meet local authority requirements.
	
	1.3D.  [bookmark: _Ref135138627]Organise waste facilities and waste removal.
	
	4 Organise on-site delivery.

	1.4A.  [bookmark: _Ref135138760]Determine and confirm materials required.
	
	1.4B.  [bookmark: _Ref135138836]Order materials to meet scheduled delivery dates.
	
	1.4C.  [bookmark: _Ref135138845]Check availability of physical resources and schedule delivery as needed.
	
	1.4D.  [bookmark: _Ref135139021]Receive, secure and protect materials and plant and equipment
	
	5. Organise on- site human resources

	[bookmark: _Ref135139216]Schedule and arrange human resources.
	
	[bookmark: _Ref135139219]Address industrial relations and on-site safety matters that could impact on the preparation and human resourcing for building work.
	
	[bookmark: _Ref135139222]Identify and allocate on-site human resource requirements.
	
	[bookmark: _Ref135139224]Engage or appoint construction work supervisor.
	
	[bookmark: _Ref135139644]Engage appropriate employees or contractors as stated for project needs.
	


	Observer comments:

	The below was completed as a simulation regarding the Southern Queensland Correctional Precinct as the project is nearing its end.

1. Complete Preliminary Construction Requirements
Locate, Read, and Interpret Relevant Project Documentation
Abbie reviewed the project plans, specifications, and relevant codes, including the National Construction Code (NCC) Volume One, Work Health and Safety Act 2011 (Qld), and local council regulations.
She ensured all documentation aligned with the requirements for Class 3 buildings and addressed site-specific conditions.

Set a Site Handover Date with the Client
Abbie coordinated with the client to confirm the site handover date, which was contingent on the payment of all fees. She liaised with relevant stakeholders to ensure the process was seamless.

Organise Insurance and Security Requirements
Abbie arranged for comprehensive construction insurance, including public liability and workers' compensation.
She also organised site security measures, including temporary fencing and surveillance.

Notify Authorities of Scheduled Works
Abbie submitted notifications to local authorities, including the council and utility providers, to inform them of the commencement of scheduled works.

Record and Maintain Information
Abbie compiled and maintained records from the local council, external authorities, employees, and contractors. She ensured all information was organised and accessible for future reference.

Advise Relevant Persons of Restrictions
Abbie identified parking, access, and work restrictions specific to the site and communicated these to employees, contractors, and delivery drivers.

2. Organise On-Site Services and Facilities
Determine and Document Requirements for On-Site Facilities and Services
Abbie identified the need for a site office, storage sheds, on-site toilets, and access to temporary power and water.

Arrange and Position On-Site Facilities
Abbie scheduled and coordinated the delivery of the site office, sheds, and toilets, ensuring they were positioned in accordance with the site layout plan.

Schedule Temporary Services
She arranged for temporary power and water services to be connected to support the early stages of construction.

Protect or Utilise Existing Services
Abbie identified existing services on the site, including utility conduits, and developed processes to protect them during excavation and construction.

Meet Council Requirements
Abbie ensured that the temporary site set-up met council requirements, including environmental and traffic management plans.

3. Arrange Public Protection
Adhere to WHS and Local Authority Authorisations
Abbie ensured that all site setup activities adhered to Work Health and Safety Regulation 2011 (Qld) and local authority permits.

Erect Hoardings, Fencing, and Signage
Compliant hoardings, temporary fencing, and safety signage were erected to restrict unauthorised access and protect the public.

Arrange Temporary Site Access and Egress
Abbie organised temporary access points and pathways for vehicles and workers in accordance with traffic management regulations.

Organise Waste Facilities and Removal
Abbie arranged for skip bins and waste removal services to manage construction debris and maintain site cleanliness.

4. Organise On-Site Delivery
Determine and Confirm Materials Required
Abbie reviewed the project specifications to confirm the materials needed for the foundation, structure, and framing.

Order Materials
Orders were placed for reinforced concrete, structural steel, fire-rated linings, and other required materials, ensuring delivery dates aligned with the construction schedule.

Check Resource Availability
Abbie verified the availability of resources and scheduled deliveries to avoid delays.

Secure and Protect Materials
Delivered materials were inspected for compliance with specifications and stored securely on-site to prevent damage or theft.


5. Organise On-Site Human Resources
Schedule and Arrange Human Resources
Abbie created a schedule for human resources, ensuring that labour requirements were met for each phase of the project.

Address Industrial Relations and Safety Matters
Abbie identified potential issues related to industrial relations and ensured that all workers were briefed on safety protocols and site-specific requirements.

Identify and Allocate On-Site Human Resource Requirements
Labour needs were allocated based on the project timeline, with specific roles assigned for excavation, foundation pouring, and structural framing.

Engage a Construction Work Supervisor
Abbie appointed a qualified construction supervisor to oversee daily site operations and ensure compliance with the project plan.

Engage Employees and Contractors
Abbie engaged subcontractors and employees with the necessary skills and qualifications to meet the project’s requirements.

These actions demonstrated Abbie’s competence in pre-construction planning and site preparation for the Southern Queensland Correctional Centre project.






CSTC Pty Ltd_RTO#0699_v2-0_31/03/2025	Page 3 of 8
image2.png




image3.png
Gy Vhayolly




image1.png




