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CPCCBC4005 
Produce labour and material schedules for ordering 

ASSESSMENT SUMMARY

The assessment activities for CPCCBC4005 Produce labour and material schedules for ordering 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
	12/02/2025
	 Satisfactory
	 Not Satisfactory

	Workbook 
	12/02/2025
	 Satisfactory
	 Not Satisfactory

	Practical Assessment
	13/02/2025
	 Satisfactory
	 Not Satisfactory

	Outcome for CPCCBC4005
	Select Date.
	 Competent
	 Not Yet Competent



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

	 Theory Exam
 Workbook
 Practical Assessment
 Project Start Record (HO1)
 Supplier List (HO2)
 Contractor List (HO3)
	 Electronic Call Forward Sheet (HO4)
 Material Inspection Checklist (HO5)
 Procurement Specifications (HO6)
 Project Schedule (HO7)
 Cost Analysis Report (HO8)



	Assessor name
	

	Assessor signature
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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: _Ref128990469]What dictates how buildings must be constructed in Australia and how may this differ in your State or Territory?

	Answer
	In addition to the information on the drawings and specifications, you must also keep in mind that the project will need to comply with relevant building and construction regulations, codes, and standards 
Some regulations only apply to specific states/territories, so it is essential to check what building and construction regulation applies to a construction project within the jurisdiction of your project
The Australian Government collaborates with state and territory governments to promote nationally consistent requirements through the National Construction Code (NCC).
	




[bookmark: _Ref127183513]Explain why it is important to understand references the NCC makes to Australian Standards.

	Answer
	The NCC sets the minimum required level for the safety, health, amenity, accessibility and sustainability of certain buildings, if an Australian Standard is referenced in the NCC, then compliance with it becomes mandatory, as required under the NCC
	




[bookmark: _Ref132269271]What are some indications that a construction company is abiding by environmental protection laws?

	Answer
	workplace policies and procedures serve as the basis for compliance with environmental requirements
	




[bookmark: _Ref129071735]What do you check for to confirm product compliance with NCC requirements?

	Answer
	To confirm product compliance with the National Construction Code (NCC) in Australia, you should:

Evidence of Suitability: Obtain evidence like certificates or test reports showing the product meets NCC performance requirements.
Certificates of Conformity: Check for CodeMark or WaterMark certificates indicating NCC compliance.
Standards Compliance: Ensure the product meets relevant Australian Standards cited in the NCC.
Manufacturer’s Documentation: Review the manufacturer's technical data and instructions.
Product Markings: Look for compliance labels or markings on the product.
Accredited Testing: Verify product testing by accredited labs aligns with NCC provisions.
Performance Declarations: Obtain a declaration from the manufacturer or supplier confirming NCC compliance.
Third-party Accreditation: Check for any additional third-party accreditation.
Installation: Confirm that the product's installation adheres to NCC requirements.
	




[bookmark: _Ref129071897]Where do you record checks that you have made on products and materials that have arrived on-site?

	Answer
	Inspection and Test Plans (ITPs): These plans outline the specific inspections and tests required for materials and products at various stages of the construction process. When a check is made, it is recorded against the relevant item in the ITP.

Quality Assurance (QA) Documentation: This includes checklists, forms, and logs that are part of the project's quality management system. QA documentation is used to record inspections, test results, and compliance checks.

Delivery Dockets and Receiving Reports: When materials are delivered to site, the accompanying delivery docket should be checked and signed to confirm that the delivery has been received. Any discrepancies or issues observed during the check should be noted.

Site Diary: The site diary or site logbook is a daily record of activities on the construction site. It may include notes on deliveries, the condition of materials upon arrival, and any actions taken as a result of the checks.

Material Register or Inventory System: A register or digital inventory system may be used to track materials on-site, including the status of inspections and whether they have passed the necessary checks.

Digital Construction Management Platforms: Many companies use digital platforms like Procore, Aconex, or specific ERP systems to manage and record construction activities. These platforms often have modules for recording material inspections and compliance checks.
	




[bookmark: _Ref132273653]Briefly explain what ‘conditions’ are in the context of building applications.

	Answer
	In the context of building applications, 'conditions' refer to specific requirements imposed on a development approval or building permit by the relevant planning or building authority. These conditions must be met for the construction to be compliant with local planning laws, building codes, and regulations.
	



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

	Answer
	Property Boundaries: The exact dimensions and location of the property lines.

North Point: Indication of the cardinal directions, with the north point commonly marked.

Existing Structures: Location and footprint of existing buildings or structures on the site.

Proposed Construction: Detailed layout of proposed buildings or structures, including their relationship to the property boundaries and to each other.

Setbacks: Distances from the proposed structures to the property boundaries, ensuring compliance with local zoning requirements.

Access Points: Location of existing and proposed access points including driveways and pathways.

Parking: Details of parking spaces, including layout, dimensions, and access.

Landscaping: Including trees to be retained or removed, garden beds, and other vegetation features.

Topography: Site contours and levels, showing existing and finished ground levels.

Easements and Rights-of-Way: Location and dimensions of easements for services like sewerage, water, and drainage, as well as any rights-of-way.

Utilities and Services: Placement of water, gas, electricity, sewer, stormwater, and telecommunications services.

Environmental Features: Such as watercourses, wetlands, or other significant natural features that may influence the development.

Site Coverage: The proportion of the site area that is covered by buildings and structures.

Erosion and Sediment Control Measures: Details of any temporary controls to manage erosion and sediment during construction.

Construction Details: Such as the location of site sheds, fencing, crane pads, and waste collection areas.

Fire Safety Considerations: Including fire access routes and water supply for firefighting purposes.

Accessibility Features: Such as ramps, accessible parking, and paths for compliance with accessibility standards.
	




[bookmark: _Ref132272462]What are three (3) grounds that can be used to decide if a services contract is unfair according to the Independent Contractors Act?

	[bookmark: _Hlk85785851]Answer

	1. Unjust or Unfair Terms: The contract may be deemed unfair if the terms are unjust, harsh, or if it is against the public interest. This can include contracts that significantly disadvantage one party over the other in ways that are unreasonable.

2. Grossly Imbalanced Bargaining Positions: If one party has significantly more bargaining power than the other, and this has resulted in terms that are very unfavourable to the party with less power, the contract may be considered unfair. This could occur in situations where there is no realistic possibility for the contractor to negotiate amendments to the terms.

3. Unfair Tactics or Coercion: The process by which the contract was negotiated could lead to a finding of unfairness. If the contract was entered into as a result of undue influence, misleading or deceptive conduct, duress, or unfair tactics, the courts may deem the contract unfair.
	




[bookmark: _Ref132272797]Provide one (1) example of how WHS legislation affects building and construction projects in general.

	Answer
	One example of how Work Health and Safety (WHS) legislation affects building and construction projects is the requirement for the preparation and implementation of a site-specific safety management plan. Under WHS legislation in Australia, such as the Work Health and Safety Act 2011 and the regulations that support it, construction projects must have a documented plan that identifies the hazards associated with the construction work, assesses the risks of those hazards, and outlines the measures to control those risks.
This requirement ensures that proactive steps are taken to provide and maintain a safe working environment for all workers on the construction site, thereby reducing the risk of work-related injuries and illnesses. Failure to comply with WHS legislation can result in heavy fines, legal action, and project delays, emphasizing the importance of safety in the building and construction industry.

	




[bookmark: _Ref132273381]Explain the difference between a contract and a workplace agreement.

	Answer
	Make sure to access and review the workplace policies and procedures for approving contractors. It is important to distinguish that contracts differ from workplace agreements because the later must be approved by and registered with the Fair Work Commission (FWC) or other government body. Contracts need no such approval.
	




[bookmark: _Ref132273371]What information can you expect to see included in a supplier contract? List three (3) examples.

	Answer
	1. Description of Goods or Services: The contract will detail the specific goods or services to be provided by the supplier. This includes the quantity, quality standards, specifications, and any other relevant descriptions to ensure both parties agree on what is being supplied.

2. Pricing and Payment Terms: The contract will clearly state the price for the goods or services and the terms of payment. This could include the total contract price, unit prices, payment schedules, invoicing procedures, and any provisions for price adjustments (e.g., due to changes in market conditions or currency exchange rates).

3. Delivery Terms: Details regarding the delivery of goods or provision of services are outlined, such as delivery dates, locations, transportation methods, and responsibilities for shipping costs. This section may also specify any requirements for packaging, handling, and associated logistics.
	



[bookmark: _Ref132276510]Discuss why variations can occur in the contract that will affect the scope of works.

	Answer
	Variations occur when the construction project is awarded prime cost sums and provisional sums, changes to works, claims for loss and expense, or inflations of prices. If changes to the range of work are required, you must refer to the variations clause on the contract to see if the variation can be done. Generally, there must be an agreement between the client and the contractor where variations are to be done. This will usually require finding agreement on the: 
Modifications to the field of work 
Price or contract sum modifications 
To allow for the variety, any adjustment to the contractor's time to complete the works
	




[bookmark: _Ref132276511]Discuss what is generally provided in the contract clause relating to variations.

	Answer
	Variation Procedure: The clause will describe the formal process for requesting, approving, and implementing variations. This often requires written requests for changes by the client or contractor, and written approvals by the necessary parties before any varied work begins.

Pricing of Variations: There will be provisions detailing how the cost of variations will be determined. This could involve set rates detailed in the contract, quotations, or cost-plus arrangements. The clause should explain how any adjustments to the contract price due to variations will be calculated.

Timeframe Adjustments: The clause may specify how variations will affect the project timeline, including the process for extending the completion date and assessing any impact on the schedule.

Authority: It will identify who has the authority to request and approve variations. This typically includes the client, architect, or engineer, and it may require the contractor to provide suggestions or alternatives.

Limitations: The clause may place limitations on the types and extent of variations that can be made, possibly including financial caps or restrictions on the nature of allowable changes.

Notification Requirements: A requirement for timely notification of any circumstances that may necessitate a variation, along with the expected consequences of such a variation.

Documentation: The clause will often require that all variations be documented in writing, including detailed descriptions of the change, the reasons for the change, and the effects on price and time.

Impact on Other Contractual Obligations: Details on how variations may affect other obligations under the contract, such as performance guarantees or maintenance periods.

Dispute Resolution: The clause may include mechanisms for resolving disputes arising from variations, whether through negotiation, mediation, arbitration, or litigation.
	



[bookmark: _Ref132277123]Explain why you should compile a list of nominated and approved suppliers and contractors.

	Answer
	Compiling a list of nominated and approved suppliers and contractors is important for:

Ensuring quality of materials and workmanship.
Managing risks associated with safety, financial stability, and compliance.
Controlling project costs through pre-negotiated pricing.
Improving efficiency by streamlining the procurement process.
Achieving consistent outcomes across multiple projects.
Building strong, long-term relationships with reliable parties.
Ensuring compliance with industry standards, regulations, and insurance requirements.
Leveraging specialized expertise for project-specific needs.
Such a list helps construction companies deliver projects effectively, with reduced risk and enhanced performance.
	



[bookmark: _Ref132277420]Why is it a good idea to document and track communications with suppliers, employees, and sub-contractors?

	Answer
	Clarity and Confirmation: Written records provide clarity and serve as confirmation of the details discussed. This can include agreements on prices, timelines, specifications, and responsibilities.

Accountability: Documentation holds all parties accountable for their commitments and responsibilities. It can be used to track whether deliverables have been met and to address any discrepancies.

Legal Protection: In the event of disputes or legal proceedings, documented communications can serve as evidence to support a company's position. They can show due diligence and that proper procedures were followed.

Project Management: Keeping track of communications helps in managing the project effectively. It ensures that information is disseminated appropriately, and tasks are completed as agreed upon.

Change Management: In construction, changes are frequent. Documented communications provide a trail of decisions made and variations agreed upon, which is essential for managing changes effectively.

Historical Record: Documentation provides a historical record of interactions, decisions, and actions taken throughout a project. This can be valuable for lessons learned, performance reviews, and future project planning.

Efficiency: Well-documented communications can improve efficiency by reducing the need for repeated discussions and by providing easy access to previously agreed upon terms and decisions.

Knowledge Sharing: Documented communications can be shared with team members who need to be informed about certain aspects of the project, helping to ensure that everyone is on the same page.

	




[bookmark: _Ref132277770]Why do you enter critical project information into a project schedule?

	Answer
	Critical project information refers to aspects of a construction project vital for its completion
These can be conditions of approval that the project must meet before it can begin, or unavailable materials specified in the construction drawings and specifications 
This information must be accounted for when preparing to produce project schedules 
Critical project information will comprise of the conditions of approval of the project, availability of materials and labour, and variations to the scope of works and contractual terms and agreements due to conditions of approval and materials and labour availability
	




[bookmark: _Ref132279348]Explain what an electronic call forward sheet is.

	Answer
	A call forward sheet is used to control the influx of materials by specifying the plan for the project's activities or tasks
Each activity would require materials to proceed with work. By using the call forward sheet, all material needs are organised according to its equivalent activity, allowing personnel to prepare and act on time 
A call forward sheet is a sheet used to track when materials are needed and when they should be ordered. To prepare a call forward sheet, you need to first list the tasks in chronological order, then write down the items to be ordered next to the tasks. The call forward sheet should be kept on-site along with the schedules and site file. The sheet includes:
Tasks to be completed
Reference number that links the task with a list of materials
The date the materials need to be ordered
The ideal or latest delivery date
Comments or instructions for future reference
The name of the supplier and contact details.
	



[bookmark: _Ref132280259]Clarify site documents that must be organised into a site file (to be held on-site).

	Answer
	Documentation of labour and material needs is a critical aspect of monitoring a construction project
These files are necessary to keep the project on track against the project schedule and estimated cost
It is expected that this information is used and updated as the project progresses. The documents should be readily available and accessible on-site. Other important documents that must be kept on-site include:
Permits
Building contract
Make use of digital technology, applications, and software to streamline the preparation and compilation of site files
	




[bookmark: _Ref132280610]What is a Gantt chart used for?

	Answer
	A Gantt chart is a visual project management tool that outlines the schedule of a project, showing start and finish dates for individual tasks. It helps in planning, resource allocation, progress tracking, and identifying bottlenecks. Gantt charts serve as a clear communication aid for team members and stakeholders to understand project timelines and dependencies.
	




[bookmark: _Ref132283213]Discuss the difference between workplace employee labour costs and the costs of engaging sub-contractors.

	Answer
	Employment Relationship: Employees have a direct, ongoing relationship with the company, whereas sub-contractors are independent entities hired for specific tasks or projects.

Cost Elements: Employee costs include wages, benefits, taxes, and overheads, while sub-contractor costs are typically a flat fee that covers their labor, materials, and profit margin.

Additional Benefits: Companies provide benefits and entitlements to employees but not to sub-contractors, who are responsible for their own benefits and business costs.

Control and Consistency: Employing workers directly allows for more control and consistency in work quality, while sub-contractors offer specialized skills and flexibility.

Flexibility and Specialization: Sub-contractors can be engaged flexibly based on project needs and often bring specialized expertise, while employees represent a long-term investment in the workforce.
	



[bookmark: _Ref127432488][bookmark: _Ref132283568]Briefly discuss what the following terms indicate when related to employment.

	Answer
	Term
	What this indicates
	

	
	Daily hire employee
	The employment period of a daily hire employee is one day. They are considered full-time employees, and their employment may be terminated after providing one day’s notice
	

	
	Full-time weekly hire employee
	Full-time weekly hire employees have guaranteed minimum weekly ordinary hours. They are entitled to longer notice of termination, with the specific amount of notice depending on the National Employment Standards
	

	
	Part-time weekly hire employee
	The conditions and pay of part-time weekly hire employees are the same as their full-time counterparts, but the entitlements they receive are computed based on the number of hours they worked
	

	
	Casual employee
	Casual employees have no guaranteed employment period. They also do not have any leave entitlements and usually have irregular hourst
	




[bookmark: _Ref132285392]Discuss the importance of monitoring the construction stage progression costs.

	Answer
	These include all costs associated with the build, including business costs such as overheads and government fees 
Usually, the construction cost is indicated in the project contract. However, even if the contract has a described fixed price, many project costs cannot be accurately predicted
Variations occur when the construction project is awarded prime cost sums and provisional sums, changes to works, claims for loss and expense, or inflations of prices
 Monitoring changes is essential to maintaining cost control throughout the project. This is when procedures for project control and record-keeping are necessary to indicate progress and detect problems.
	




[bookmark: _Ref132286205]Discuss what workplace overheads are.

	Answer
	The indirect costs incurred for running business operations. Usually administrative, costs may include office rent, utilities, taxes, salaries of employees not working on the project, and expenses that can’t be directly billed to a client
	




[bookmark: _Ref132286209]What is public liability insurance?

	Answer
	Public liability insurance is a type of insurance that protects businesses from the financial costs associated with third-party claims of personal injury or property damage caused by the business's activities. It covers legal defense costs and any resulting compensation payments. This insurance is crucial for businesses that interact with the public, as it helps to mitigate the financial risks associated with potential accidents or negligence.
	




[bookmark: _Ref132286212]Why would someone take out professional indemnity insurance?

	Answer
	Professional indemnity insurance is taken out to protect professionals and their businesses from the financial consequences of negligence, errors, or omissions in their professional services. This insurance covers legal defense costs and any compensation awarded, ensuring financial protection, enhancing credibility with clients, meeting contractual and regulatory requirements, and providing peace of mind for professionals. It is essential for those who offer specialized services and advice.
	




[bookmark: _Ref132286215]What is worker’s compensation insurance?

	Answer
	Worker's compensation insurance is designed to provide medical care, income replacement, and rehabilitation to employees who are injured or become ill due to their work. It also offers death benefits to dependents of deceased workers. For employers, it provides legal liability protection, typically making it mandatory for businesses to secure this insurance to safeguard both employees and the business against the financial impact of workplace accidents or illnesses.
	



[bookmark: _Ref132287166]Discuss the responsibilities of the worker who is assigned the task of project scheduling.

	Answer
	Planning: Creating a comprehensive project plan detailing activities, milestones, and deadlines.
Resource Allocation: Assigning labor, materials, and equipment efficiently to tasks.
Time Management: Ensuring activities are sequenced correctly and meet set timelines.
Coordination: Collaborating with stakeholders to align on schedule-related expectations.
Monitoring and Updating: Tracking progress and making necessary adjustments to the schedule.
Risk Management: Identifying scheduling risks and planning contingencies.
Communication: Keeping all parties informed about the schedule and any changes.
Documentation: Keeping detailed and current records of the project schedule.
Compliance: Ensuring the schedule complies with contractual, regulatory, and industry standards.
Reporting: Providing updates on schedule status to management and stakeholders.
	




[bookmark: _Ref132287547]Why may you need to add the cost of temporary electrical, plumbing, and/or drainage services to the costing sheets?

	Answer
	Site Functionality: These services are often required to facilitate construction activities, providing necessary utilities like power for tools and lighting, water for construction processes, or drainage to manage site water during the build.

Worker Welfare: Regulations often require that construction sites have functional temporary services to support the welfare of workers, including sanitation facilities, drinking water, and handwashing stations.

Health and Safety: Adequate lighting, power for safety systems, and proper drainage can be essential for maintaining health and safety standards on site.

Legal Compliance: Local building codes and regulations may mandate the provision of these services during construction.

Cost Planning: Including these costs upfront in the budget helps avoid unexpected expenses later on, ensuring more accurate financial planning and project cost control.

Project Schedule: Having these services in place can prevent delays that might occur if workers have to wait for essential utilities. 
	




[bookmark: _Ref132287552]What are site facilities or storage facilities that may need to be added to the site costs?

	Answer
	Site Offices: These serve as the administrative headquarters on the construction site, providing space for project managers, engineers, and other staff to perform their duties.

Storage Areas: Secure spaces to store materials, tools, and equipment to protect them from theft, vandalism, and environmental damage.

Site Sheds: Temporary structures for housing workers or for meetings, breaks, and shelter.

Welfare Facilities: These include toilets, washrooms, changing rooms, and potentially canteen areas for meals and breaks, which are necessary to meet health, safety, and welfare regulations for site personnel.

First Aid Stations: A dedicated area or room equipped with first-aid supplies and possibly staffed by a trained first-aider or nurse.

Security: Measures such as fencing, gates, guards, and surveillance cameras to secure the site and its assets.

Waste Management: Facilities for the collection and removal of waste materials, including skips or dumpsters.

Temporary Utilities: Provision of water, electricity, heating, and lighting required for construction work and worker welfare.

Access Roads and Pathways: Temporary roads and walkways for safe and efficient movement around the site.

Parking: Designated areas for workers' and visitors' vehicles, as well as space for loading and unloading materials.

Safety Signage: Signs to guide personnel and visitors around the site safely, including hazard warnings and directional markers.

Hoarding and Screening: Temporary walls or fences that surround the site for privacy, security, and to shield the public from construction activities.
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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)
	Moreton Bay Regional Council



	ACTIVITY 1  [bookmark: _Ref132274195]

	Access your local authority to respond to the following regarding a new home building project:
a) [bookmark: _Hlk132186359]List the project stages requiring approvals.
b) List fees applicable to a new development applications and approvals.
c) How do you check the status of a development application?
d) What can you do if approval has been rejected?



	a) List the project stages requiring approvals.

	Sheds, and carports
Retaining Walls
Shipping Containers
Demolition


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

	See section 1 Planning & Engineering Assessment included in attachment “Workbook d) development-services-fees-charges”

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

	Morteon Bay Regional Council as a DA tracker.
After a development application is properly made with Council, DA Tracker provides information on the progress of that application through to the decision stage. Details of the status, the various stages of the assessment process and viewing publicly available documents, are available for most applications.

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

	applicant appeals - regarding decisions made about development applications
submitter appeals - regarding decisions made by City of Moreton Bay for impact assessable applications.



	Satisfactory Outcome
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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
	12/02/2025
	 Workplace
 Simulation
	SQCP2
	
	



	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 

	1.1F. 
	Specify how availability of materials with suppliers and labour with contractors was confirmed: 
Materials with Suppliers:

· Compiled list of potential suppliers.
· Sent RFQs with detailed material specifications.
· Engaged in direct communication for stock and production capability discussions.
· Analyzed supplier proposals for meeting requirements.
· Conducted site visits to verify inventory and production.
· Confirmed supplier's order capacity before placing orders.
· Issued purchase orders and entered into contracts for material supply.
· Implemented follow-up and tracking systems to monitor order progress.

Labour with Contractors:
· 
· Identified contractors with necessary labour resources.
· Sent RFPs detailing labour requirements.
· Discussed with contractors about their capacity and commitments.
· Evaluated contractors' past performance and checked references.
· Negotiated terms including rates, hours, and start dates.
· Formulated contractual agreements specifying labour details.
· Coordinated labour onboarding and mobilization to the project site.
· Maintained ongoing communication with contractors for labour management.Labour with Contractors:
· Identified contractors with necessary labour resources.
· Sent RFPs detailing labour requirements.
· Discussed with contractors about their capacity and commitments.
· Evaluated contractors' past performance and checked references.
· Negotiated terms including rates, hours, and start dates.
· Formulated contractual agreements specifying labour details.
· Coordinated labour onboarding and mobilization to the project site.
· Maintained ongoing communication with contractors for labour management.



	1.2A. 
	Specify site files collated:
Materials Availability Files:

· Supplier List: A database or spreadsheet containing potential suppliers, contact information, and types of materials they offer.

· RFQ Documents: Copies of the Request for Quotations sent to suppliers, including material specifications and requirements.

· Supplier Proposals: Received proposals from suppliers in response to the RFQs, detailing availability, prices, and delivery terms.

· Supplier Evaluation Sheets: Assessments of each supplier based on their responses, capabilities, and past performance.

· Supplier Communication Logs: Records of all communications with suppliers, including emails, meeting notes, and call logs.

· Purchase Orders: Finalized and approved purchase orders issued to suppliers for the required materials.

· Supplier Contracts: Signed contracts with suppliers that outline terms and conditions of the material supply.

· Delivery Schedules: Timelines and schedules for the delivery of materials to the project site.

· Inventory Management Records: Documentation of materials received, inspected, and stored on-site or in warehouses.

Labor Availability Files:

· Contractor Database: A list of potential contractors with details on their work history and labor capabilities.

· RFP Documents: Copies of the Request for Proposals sent to contractors, detailing labor requirements.

· Contractor Proposals: Received proposals from contractors providing information on their availability, rates, and experience.

· Contractor Assessment Sheets: Evaluation forms to rate and compare contractors based on set criteria.

· Contractor Communication Logs: Detailed records of all discussions and correspondences with contractors.

· Labor Agreements: Contracts with contractors that specify the labor services, schedules, and terms of payment.

· Mobilization Plans: Documents outlining the process for onboarding contractor labor and getting them to the project site.

· Workforce Tracking Sheets: Spreadsheets or reports to track the presence and performance of the contractor's labor on-site.

· Compliance and Certification Records: Files ensuring that all contracted labor meets legal, safety, and project-specific requirements

.

	1.2D. 
	Specify how communications were managed with between staff, contractors, and suppliers:
Abbie managed communications between staff, contractors, and suppliers through the following methods:

Centralized Platform: Utilized a project management software for message exchange, document sharing, and progress tracking.
Scheduled Meetings: Conducted regular meetings to discuss updates and coordinate efforts.
Logs and Records: Kept detailed logs of all communications for future reference and accountability.
Email Correspondence: Used email for formal communication and document distribution, organized by folders for each party.
Document Sharing: Enabled secure sharing and version control of key documents via cloud storage.
Reporting Protocols: Established standardized reporting systems for updates on material deliveries and labor status.


	1.3B. 
	Specify how project progress was managed:
Planning: Outlining all project details and what needs to be done.
Organizing Tasks: Breaking the project into smaller parts for easier handling.
Scheduling: Using software to plan when each task should happen.
Assigning Resources: Making sure people and materials are ready for each task.
Tracking Progress: Regularly checking how the work is going against the plan.
Measuring Performance: Using methods to check if the project is on track.
Handling Risks: Staying ahead of potential problems and dealing with them.
Quality Checks: Making sure all work meets the required standards.
Managing Changes: Handling any requested changes in a structured way.
Keeping Everyone Informed: Updating the team and stakeholders regularly.
Adjusting as Needed: Fixing any issues to keep the project moving forward.
Documenting Everything: Keeping records of all project activities.
Reviewing: Looking back at completed work to learn for next time.

	1.3E. 
	Specify issues resolved:
Late Deliveries: Items or workers arrived late.
Solution: She planned for delays, had backup options, or sped up deliveries.

Not Enough Materials or Workers: Sometimes there weren't enough supplies or people.
Solution: She trained staff to do multiple jobs, hired temp workers, or got materials from different places.

Communication Problems: Misunderstandings led to mistakes.
Solution: She used clear communication methods and regular check-ins.

Going Over Budget: The project cost more than expected.
Solution: She kept an eye on spending and found ways to reduce costs.





CPCCBC4005
Produce labour and material schedules for ordering

	Practical Task 1 

	Description of task:
The participant must demonstrate the skills and knowledge to produce a schedule for the ordering of materials and allocation of labour for one (1) residential or commercial building and construction project including:

Note: Documentation is to be provided as evidence- Use workplace document templates, alternatively templates are available
· Assess physical and human resource requirements.
· Determine the conditions of approval from local government and regulatory bodies.(HO1-template)
· Document variations to the scope of works. (HO1-template)
· Determine contractual terms and arrangements by the client and the commencement dates. (HO1-template)
· Compile a list of nominated and approved suppliers and contractors.(HO2 & HO3- template)
· Determine and document channels of communication suited to suppliers and contractors. (HO2 & HO3- template)
· Confirm availability of materials with suppliers and labour with contractors.
· Produce a labour and materials schedule across the life of the project and enter critical project information into project schedule. (HO7- template)
· Produce schedules.
· Prepare electronic call forward sheet and site files containing necessary site documentation.(HO4- template)
· Break down project into stages and tasks and set milestones and timeframes for commencement and completion. (HO7- template)
· Itemise materials and labour required for the stages of construction.
· Develop and manage efficient communications between staff, contractors and suppliers
· Sequence material delivery dates and commencement times for labour.
· Factor in unplanned delays.
· Monitor project costs and maintain project files.
· Monitor construction stage progression costs and approved variation costs against estimated project cost.(HO8- template)
· Manage and monitor project progress against scheduled timelines.(HO5 template)
· Record monitored project progress and variations, estimated and increased costs.
· Record unscheduled and approved variations, changes to the approved plan and specifications and delays to the project.(HO5 & HO6 – template)
· Resolve issues, within scope of responsibilities, and maintain a cost analysis against final estimated project cost. (HO8 – template)

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: 
Building and construction project; Current construction drawings and specifications; Workplace administration policies and procedures; Templates required to undertake assessment requirements (HO1-HO8); Access to PC and software to research requirements, set up electronic call forward sheets, compile site files and create channels of communication.





	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:
	12/02/2025



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

	1 Assess physical and human resource requirements.

	[bookmark: _Ref132352593]Determine the conditions of approval from local government and regulatory bodies.(HO1-template)
	
	[bookmark: _Ref132352605]Document variations to the scope of works. (HO1-template)
	
	[bookmark: _Ref132352622]Determine contractual terms and arrangements by the client and the commencement dates. (HO1-template)
	
	[bookmark: _Ref132352633]Compile a list of nominated and approved suppliers and contractors.(HO2 & HO3- template)
	
	[bookmark: _Ref132352648]Determine and document channels of communication suited to suppliers and contractors. (HO2 & HO3- template)
	
	[bookmark: _Ref132349834]Confirm availability of materials with suppliers and labour with contractors.
	
	[bookmark: _Ref132352663]Produce a labour and materials schedule across the life of the project and enter critical project information into project schedule. (HO7- template)
	
	2 Produce schedules.

	[bookmark: _Ref132352678]Prepare electronic call forward sheet and site files containing necessary site documentation.(HO4- template)
	
	[bookmark: _Ref132352868]Break down project into stages and tasks and set milestones and timeframes for commencement and completion. (HO7- template)
	
	[bookmark: _Ref132352875]Itemise materials and labour required for the stages of construction.
	
	[bookmark: _Ref132350133]Develop and manage efficient communications between staff, contractors and suppliers
	
	[bookmark: _Ref132352905]Sequence material delivery dates and commencement times for labour. (HO7- template)
	
	[bookmark: _Ref132352911]Factor in unplanned delays. (HO7- template)
	
	3 Monitor project costs and maintain project files.

	[bookmark: _Ref132352920]Monitor construction stage progression costs and approved variation costs against estimated project cost.(HO8- template)
	
	[bookmark: _Ref132352311]Manage and monitor project progress against scheduled timelines.(HO5 template)
	
	[bookmark: _Ref132352940]Record monitored project progress and variations, estimated and increased costs.
	
	[bookmark: _Ref132352942]Record unscheduled and approved variations, changes to the approved plan and specifications and delays to the project.(HO5 & HO6 – template)
	
	[bookmark: _Ref132352426]Resolve issues, within scope of responsibilities, and maintain a cost analysis against final estimated project cost. (HO8 – template)
	




	Observer comments:

	In her project simulation, Abbie excelled at handling resources, creating schedules, and tracking costs. She followed all the necessary rules and kept detailed records of any changes. With clear outlines for contracts and a well-organised list of suppliers and contractors, she set the stage for smooth operations. Her foresight in planning helped prevent delays, and she was vigilant in managing finances, adjusting for any unforeseen expenses. 
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