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CPCCBC4031 
Process client requirements 

ASSESSMENT SUMMARY

The assessment activities for CPCCBC4031 Process client requirements 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 CPCCBC4031
	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
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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: _Ref131680847]Discuss government building and construction legislation relevant to your state or territory, that you must comply with when preparing contract documentation.

	[bookmark: _Hlk85785851]Answer
	The National Construction Code (NCC) is a set of technical standards for buildings' design, construction, and performance and plumbing and drainage systems that apply throughout Australia.
Queensland Building and Construction Commission Act 1991: This act establishes the Queensland Building and Construction Commission (QBCC) and sets out its regulatory functions. It regulates licensing requirements for building and construction practitioners, including contractors and subcontractors.
Work Health and Safety Act 2011: The Work Health and Safety (WHS) Act ensures the health and safety of workers and others in the construction industry. It sets out obligations for employers, employees, and contractors to comply with WHS standards, conduct risk assessments, and provide a safe work environment.
Building Industry Fairness (Security of Payment) Act 2017 (BIF Act). The BIF Act aims to ensure fair practices and secure payment for contractors and subcontractors. 

	




[bookmark: _Ref131680854]What is the National Construction code (NCC)?

	Answer
	A set of technical standards for buildings' design, construction, and performance and plumbing and drainage systems that apply throughout Australia.
	




[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
	Development Approval (DA) is usually required for residential building work. This approval ensures that the proposed construction complies with zoning regulations, building codes, and other local planning requirements. 

Once the Development Approval is obtained, a Building Approval (BA) must be obtained before construction can commence. This approval verifies that the proposed building work complies with the Building Act 1975, relevant building codes, and standards. 

any plumbing and drainage work involved in the residential building project, a separate Plumbing and Drainage Approval is required. This approval ensures compliance with the Plumbing and Drainage Act 2018 and associated codes and standards.
Depending on the specific project requirements, additional permits or approvals may be necessary. This can include permits for demolition, electrical work, gas fitting, pool construction, or any other relevant trade work. These permits are typically obtained from the appropriate regulatory bodies or licensed professionals. 
	



[bookmark: _Ref131684335]Discuss what a restrictive covenant is and how it may affect a new home construction.

	Answer
	A restrictive covenant is a private treaty or written agreement between landowners that limits the way land can be used and developed. A restrictive covenant may prohibit you from doing certain things with your property, such as building a second dwelling, or selecting specific materials for the building or fences. This is why it's critical to study and comprehend any restrictive covenants on a property before purchasing it.
To determine whether your property is affected by a restrictive covenant, contact your state land titles office. The existence of a restrictive covenant is recorded on the Certificate of Title for the land.
The common type of restrictive covenant limits what you can do with your property. These constraints are in place to keep the appearance of the homes in the community consistent. This consistency may aid in the preservation of property values. 
	




[bookmark: _Ref132091606]Describe what an ‘item rate contract’ is including the legal requirements.

	Answer
	An item rate contract is a type of construction contract where payment is based on rates assigned to specific items or activities. The legal requirements for an item rate contract include clear and specific rates, defined quantities and measurements, a well-defined scope of work, mutually agreed terms and conditions, compliance with applicable laws and regulations, and a valid offer and acceptance.
	




[bookmark: _Ref132091611]Describe what a ‘lump sum contract’ is including the legal requirements.

	Answer
	On a lump sum contract, the customer and the contractor agree on a "fixed fee" for the work to be done before work begins. This contract can be used to build both residential and commercial buildings. A lump sum construction contract is risky because the contractor has fewer options for modifying their price.
	




[bookmark: _Ref132093466]Discuss the purpose of having site plans developed.

	Answer
	A site plan is a comprehensive drawing of a building or apartment that shows the structure's overall layout. It shows the site's boundaries, access points, and important surrounding structures.
	




[bookmark: _Ref132093468]When are sketches of proposed plans used?

	Answer
	Sketches of proposed plans are used in the early stages of a construction project. They help visualise design ideas, communicate with clients, review and refine concepts, obtain preliminary approvals, and serve as a starting point for more detailed plans.
	




[bookmark: _Ref132094655]How do you ensure you provide the correct legal, technical and product information to the client?

	Answer
	Stay updated on the latest requirements and standards in your industry.
Conduct thorough research and consult experts for accurate information.
Use reliable sources and document your references.
Tailor the information to the client's needs and level of understanding.
Provide written documentation with disclaimers and references.
Maintain open communication and encourage client questions.
Continuously update the client on any changes that may affect their project.
	




[bookmark: _Ref132095519]Discuss why a site investigation is an important part of the building process.

	Answer
	Inadequate site investigations can result in the wrong design, incorrect dimensioning, an insufficient foundation solution, encroachment on adjacent properties or easements (road reserves, pipelines, overhead supply lines), ill-judged or dangerous ground construction work, and damage to nearby buildings or other structures. The financial cost might be significant.
The strategy, scope, and tactics used in a particular site investigation will all be determined by the site-specific circumstances, as well as the experience and judgement of individuals participating. Investigations on the site should be carried out and managed to ensure that
•	The design specifications are well-understood.
•	The lot feeder recognises the value of thoroughly understanding the site and sub-soil conditions.
•	Appropriately skilled professionals with relevant expertise provide competent guidance.
•	Physical investigations are carried out to gather all needed samples and data for design and construction (e.g., geotechnical, environmental, topographic constraints).
•	Both natural and man-made features are meticulously documented.
•	Soils in situ have been thoroughly characterised.
	




[bookmark: _Ref132095520]If you discover steep terrain on sections of the site, what are some methods a build can be achieved?

	Answer
	On steep terrain, the following strategies are frequently used:
•	avoid retaining walls higher than 1m
•	Create an earth-sheltered home by building into the slope.
•	balance cut and fill
•	build along contours
	



[bookmark: _Ref132096312]What building information must you discuss with the client that may influence and effect the design requirements?

	Answer
	•	Local climate
•	Look and feel of the area
•	Lifestyle
•	Availability of services
•	Likely effects of climate change
•	Neighbours
•	Transport
•	Accessibility
•	Air quality
•	Noise
	




[bookmark: _Ref132098343]Clarify your workplaces financial and business principles related to dealing with clients.

	Answer
	Financial principles
•	The Risk and Return Principle.
•	The Time-Value-of-Money Principle is a financial concept that
•	The Cash Flow Principle is a concept that describes how money flows.
•	The Profitability and Liquidity Principle.
•	The Hedging Principle of Finance and Diversity Principles
Business principles
•	Regardless of how complicated the scenario is, the plan must be presented in an easily accessible format.
•	The strategy should be practical. It's pointless, for example, to plan a structure to be completed in six months if the concrete takes five months to arrive.
•	The strategy should be adaptable.
•	The plan should be used to check and control the project.
•	The strategy should be all-encompassing.
	




[bookmark: _Ref132099433]Explain why it is important to follow workplace processes for preparing documentation.

	Answer
	Helps employees and management gain a better understanding of process workflows. This understanding is critical for identifying opportunities to improve performance and operational agility. As companies grow, things can become more complicated with increased personnel, tasks, and steps that need to be organised efficiently. Preserving accurate and well-organised process documentation is one of the best ways to avoid chaos and maintain efficiency and consistency. Documentation helps optimise processes, identify bottlenecks, automate tasks, train new employees, share and retain company knowledge, and ensure operational consistency. It is an essential component of business process management that allows for standardisation, improvement, and effective sharing of information within the organisation. While process standardisation is effective, it is crucial to validate and build a solid foundation for the standardised procedures as the business grows.
	




[bookmark: _Ref131590336]Describe what a CRM system is and provide two (2) ways this system can benefit a business.

	Answer
	What it is: A CRM (Customer Relationship Management) system is a software tool or platform that helps businesses manage and analyse customer interactions and relationships. It centralises customer data, tracks customer interactions, automates sales and marketing processes, and provides insights to improve customer engagement and retention.

1. Improved Customer Relationship Management: A CRM system allows businesses to have a comprehensive view of their customers, including their contact information, purchase history, preferences, and communication interactions. This enables businesses to better understand their customers' needs, personalise interactions, and provide more targeted and effective marketing campaigns.
 
2. Streamlined Sales and Marketing Processes: A CRM system automates and streamlines sales and marketing processes, making them more efficient and effective. It enables businesses to track leads, manage sales pipelines, and automate tasks such as follow-ups and reminders. By automating these processes, businesses can save time, reduce manual errors, and improve productivity.
	




[bookmark: _Ref132100339]Discuss the term “copyright” and how it relates to architectural plans and structures.

	Answer
	The term "copyright" refers to a property right recognised in Australian law as part of the category of "intellectual property rights." Architectural plans and structures are particularly protected by copyright.
Architects are hired to provide various services, such as preparing drawings, designs, plans, and/or models of structures to secure development approvals and begin construction. When an architect's retainer is cancelled before the services are completed, one question that occurs from time to time is the parties' respective rights. It's critical to understand who owns the copyright and moral rights in work generated by the architect before the end of the retainer, as well as the safeguards granted to an architect to protect work. 
Copyright owners have exclusive rights to utilise their works in specified ways under the Act, such as:

•	to make a physical copy of the work (including photocopying, scanning, or printing it).
•	To have the work published
•	to make the work available to the public (by emailing, faxing, or putting it on the internet, for example).
	



[bookmark: _Ref128122625]Provide a brief description for each of the following documents used in construction contracts.

	Answer
	Documents
	Description
	

	
	Agreement
	In a construction contract package, the agreement is the most basic document. This is essential "the contract," which serves as the foundation for the rest of the project's specifications. This document will outline the contract's overall purpose and the contract fee. The agreement can be a standard document or tailored to the needs of a certain project. The form will alter depending on how the contract payment is set up. The most common types of building contracts are as follows:
•	Unit-Price
•	Time and Materials
•	Lump-Sum
•	Cost-Plus
•	Guaranteed Maximum Price
The agreement is only the first step. Construction contracts should be as detailed as possible to avoid mistakes, disagreements, and delays. This saves everyone on the project time and money.
	

	
	Drawings / Blueprints
	A set of drawings or blueprints should be included in every building project. Drawings give a quick overview of the entire project. Before any building activities begin, they should be given to contractors. This document tells the contractors what to build and how to build it. The architect, the client, and the contractor work together to create construction drawings. These are, in theory, the most recent versions of the drawings.
	

	
	General conditions
	The construction contract contracts' general conditions serve as a framework. They supply the project's "how-tos." Most significantly, general conditions spell out all the contracting parties' rights and obligations. It will also clarify each party's tasks and responsibilities. When a project problem arises, the game plan for dealing with it is usually found here, among many specific phrases. This includes change order processing, payment app approval, and any notice duties that may arise on the job site. The general terms will include suspension, termination, and alternative dispute resolution methods.
	

	
	Scope / Statement of work
	A construction contract's scope of work, also known as a statement of work, must be precisely stated. Each contractor's specific activities and objectives will be detailed in this document. The scope of work establishes how much work a person must perform to meet their contractual commitments. This can be used as a guide when dealing with change orders and punch lists. To avoid doing more work for no extra pay, contractors and subcontractors must understand what tasks are beyond their scope of business.
	




[bookmark: _Ref132101531]Why would a schedule of values be added to the contract?

	Answer
	A contractor provides a schedule of values, which lists all work items from start to finish. It will divide the whole contract amount between the various parts of the job. The schedule of values can also be used as a management tool to help with progress payments submission and review. This document can assist in maintaining financial flow and timely payment of invoices.
	




[bookmark: _Ref132102876]What is the purpose of documenting a preliminary contract?

	Answer
	Consumers may receive services from builders before the start of construction. Before going into a building contract, you may ask a client to sign a document. A document like this is frequently used to receive a soil report and foundation data and generate design, plans, and specifications for a home's construction or remodelling.
A pre-construction contract, preparatory work agreement, quote, order, preliminary contract, estimate, provisional quote, authorised tender acceptance, or contract request are used to describe the document.
	




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

	Answer
	In Queensland, building development approval (or building permit) is needed before construction can start on most types of domestic building work. You can get a building approval from your local government or a building certifier. A building certifier is responsible for verifying that any new construction or restoration satisfies council approval.
	




[bookmark: _Ref132103901]Imagine you are working for a large building and construction company. Why would you submit your completed contract documents to management or administration?

	Answer
	Businesses must keep certain documents, and there may be additional rules and requirements particular to your industry sector. The laws that apply to your firm dictate the length of time you must keep records. If you are asked to use an electronic record-keeping system, you must produce a hard copy of the record.
Throughout construction projects, the appropriate documentation should be generated and maintained. This produces a real-time document of what happened when and where during the project, referred to if necessary.
This not only creates a project's "memory" or "paper trail," which may be used to assess actions and choices, but it also allows for the reconstruction, examination, and analysis of events and timeframes in the event of a disagreement. Disputes are frequently decided by the documents available rather than the facts; therefore, keeping solid documents is crucial for the parties involved commercially. There are several reasons to retain documents:
•	Legal standards must be met.
•	Contractual obligations.
•	To keep track of the work.
•	To provide information for future research.
The amount of document-keeping necessary will vary depending on the project.
	




[bookmark: _Ref132105324]If building in Queensland, when must you provide the client with the copy of the Consumer Building Guide developed by QBCC?

	Answer
	In Queensland, you must provide the client with a copy of the Consumer Building Guide developed by the Queensland Building and Construction Commission (QBCC) before entering into a contract
	




[bookmark: _Ref132105326]Which documents should be included with the contract for the client to read and approve before signing?

	Answer
	•	Floor plans
•	Site plan
•	Sections and elevations
•	Detailed plans and sections
•	Plan and section details
•	Fittings and fixtures schedules
•	Coordinated consultants’ drawings 
•	Specification
•	Pre-tender estimate
•	Schedule of functional areas
	



[bookmark: _Ref132106924]Explain how you can confirm the client's understanding of extent and cost of required site works.

	Answer
	Determining the cost of constructing a physical structure is known as construction cost estimating. Of course, both builders and clients are concerned about the financial consequences of cost overruns and project failure. That is why they spend time and effort assessing the cost of a project before determining whether or not to proceed with it. Clients considering significant projects frequently request numerous cost estimates, including contractor-prepared estimates and estimates provided by independent estimators.
	




[bookmark: _Ref132106855]Why should variations and problem areas be discussed with client?

	Answer
	Variations and problem areas should be discussed with the client to ensure transparency and to manage their expectations. By discussing variations, which are changes to the original scope of work or contract, you can inform the client about any additional costs or delays that may arise. This helps maintain a good working relationship and avoids any surprises or disputes later on.

Similarly, discussing problem areas with the client allows you to address any issues or concerns that may arise during the construction process. This helps in finding mutually agreeable solutions and ensures that the client's needs and preferences are taken into account.

Open communication and regular discussions with the client about variations and problem areas can help build trust, mitigate potential conflicts, and ensure that the project progresses smoothly.
	




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

	Answer
	According to the Health and Safety at Work Act, every workplace must have safe entry and egress. Construction site entrances are particularly dangerous because of the high volume of traffic – people, vehicles, and machinery. Safe access to the site and all activities and locations should be planned throughout the design phase.
Each access and egress point should be subjected to a risk assessment. The risk assessment should identify any dangers and aim to minimise risks for all users accessing and exiting the site, as well as passers-by. It should help construct a traffic management strategy that recognises the varied threats posed by physical and behavioural characteristics as a primary output.
	




[bookmark: _Ref132109180]Explain how excavation and earthmoving may be needed as part of the construction process.

	Answer
	Excavation is a wide phrase that encompasses many different sorts of construction activity. In general, the phrase refers to removing dirt or rocks from a specific region to prepare it for development. Basement excavation is when the ground is dug out to make room for a basement. Muck, rock, and topsoil excavation are also included, removing the substance from the worksite.
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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 requiredANSWERS


	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.

	ACTIVITY 1  [bookmark: _Ref35349341]

	Research the NCC and respond to the following questions:
a) What requirements are contained in the NCC Volume One?
b) What requirements are contained in the NCC Volume Two?
c) What is explained in NCC Volume Three Section A?



	a) What requirements are contained in the NCC Volume One?

	NCC Volume One contains technical design and construction requirements for all Class 2 to 9 buildings (multi-residential, commercial, industrial, and public assembly buildings) and their associated structures.

NCC Volume One contains the requirements for—

all Class 2 to 9 buildings; and
access requirements for people with a disability in Class 1b and 10a buildings; and
certain Class 10b structures including access requirements for people with a disability in Class 10b swimming pools.

	b) What requirements are contained in the NCC Volume Two?

	NCC Volume Two contains technical design and construction requirements for certain residential and non-habitable buildings and structures.

Volume Two contains the requirements for—

Class 1 and 10a buildings (other than access requirements for people with a disability in Class 1b and 10a buildings); and
certain Class 10b structures (other than access requirements for people with a disability in Class 10b swimming pools); and
Class 10c private bushfire shelters.

	c) What is explained in NCC Volume Three Section A?

	NCC Volume Three contains technical requirements for the design and construction for plumbing and drainage systems in new and existing buildings. Volume Three applies to these systems in all classes of buildings whenever plumbing work is carried out. Volume Three additionally applies to sites where water services are constructed independent of buildings. Section A contains the mandatory Governing Requirements for the NCC.




	Satisfactory Outcome
	
	




Workbook Answers - CPCCBC4031 Process client requirements

	Workbook Answers - CPCCBC4031 Process client requirements


CPCCBC4031 
Process client requirements

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
	30/01/2025
	 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. 1.1B. 
	Specify local government researched for planning and building application, permits and approvals:
Lockyer Valley Regional Counci Home Building Act 1989 Building Act 1975 Home Building Act 1989 Home Building Act 1989

	1.1C. 
	Specify legislation accessed to determine relevant government construction legislation:
Building Act 1975, Department of Housing and Public Works, Plumbing and Drainage Act 2018, Queensland Building and Construction Commission (QBCC), NCC, etc. Queensland Building and Construction Commission (QBCC).

	1.1D. 
	Specify legal, technical and product information provided to client:
· Outlined specific payment clauses and processes
· Document changes to contract terms according to specific criteria
· Ensure you understand government's rights under the contract.
· Understand and comply with dispute resolution clauses
· Follow contract extension procedures
· Consult contract terms and legal counsel for specific provisions.
· Understand confidentiality clauses and exceptions, seeking legal guidance if needed.
· Fibre cement product information
· Concrete product information
· Waterproofing product information
· Product availability
· 


	1.1E. 1.1F. 
	Specify site features or factors documented that may influence the build:
Location
Climate
Availability of services
Site access and egress
Surrounding sites 
Site prep

	1.1G. 1.3B. 
	Specify how the participant communicated site concerns and the extent of variations and costs with the client:
The participant gathered information from online sources, engineers and subcontractors to support her concerns, variations and costs. Some concerns she discussed with the client was the climate of the area (needing more energy efficient designs), availability of services, transport, accessibility, etc. All which have cost and time implications.

	1.1H. 1.3D. 
	How were client requirements confirmed:
The client provided a statement of need and a strategic brief which outlines the client's requirements in sufficient depth. These were then considered and evaluated to ensure they were met to the clients standards and requirements.

	1.2B. 
	Specify how copyright risks were addressed:
Clear Ownership and Rights: The ownership of the copyright and moral rights in the architectural works created by the architect were established and documented.

The copyright owner (the architect) granted the client an irrevocable, royalty-free, and non-exclusive license.

Future Uses: The potential need for additional uses of the copyright works in the future, such as using the architect's designs for a future building extension or improvement, was considered.

Document and Communication: The copyright terms, including the license granted to the client, were properly documented and communicated to all relevant parties involved in the project.

Legal Advice: When dealing with complex copyright issues, legal advice was sought from intellectual property lawyers who provided guidance and ensured that the copyright terms adequately protected the interests of all parties involved.Legal Advice: When dealing with complex copyright issues, it is advisable to seek legal advice from intellectual property lawyers who can provide guidance and ensure that the copyright terms adequately protect the interests of all parties involved.


	1.2D. 
	Specify how estimates were determined for the contract:
Lump sum estimates were made using the provided plans, specs, briefs, etc. The most competitive estimates were collated to provide a lump sum for the contract.

	1.2E. 1.4B. 
	Specify who documents were submitted to for checking and recording:
Contract Admin
Senior Contract Admin
Commercial Manager
Project Director
Project Manager
Building Manager
Head Office (General Manager, etc)
Legal team
Etc.

	1.3A. 
	Specify method used when forwarding documents and estimated costs to client:
The contract specified quality document management system. Aconex






CPCCBC4031
Process client requirements

	Practical Task 1 

	Description of task:
The participant must prepare contract documentation, drawings and specifications for a construction project that meet client requirements, using workplace documents and according to workplace and legislative requirements including:
· Identify client requirements.
· Research current and relevant local government building design requirements and approval processes.
· Determine local government requirements, restrictive covenants, permits and planning requirements.
· Access, read and determine relevant government construction legislation.
· Provide correct legal, technical and product information to the client.
· Organise site investigation 
· Identify and document site features and factors that may influence the building design requirements.
· Discuss site and building information that may affect the design requirements with client.
· Determine and confirm client requirements.
· Prepare preliminary documentation
· Locate and adhere to workplace processes for preparing documentation.
· Identify and address documentation, design and copyright risks.
· Accurately communicate requirements for sketch plans and drawings to drafting personnel.
· Prepare and complete preliminary contract, agreement and estimated processing costs.
· Submit documents to the relevant personnel for checking and recording.
· Establish client satisfaction
· Forward plans developed documents and estimated costs to client for review, amendment and approval.
· Confirm client's understanding of extent and cost of required site works.
· Identify variations and problem areas and analyse and rectify issues in consultation with client.
· Verify accuracy of amended documentation and ensure client requirements are met.
· Finalise contract requirements
· Check all plans, documents and specifications sighted by client are signed or initialled.
· Compile signed documents and forward to relevant person for verification and processing for the next stage.

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: 
Access to workplace PC and software to research building legislation, council requirements, prepare client contracts, drawings, costings and documents; and communicate with client and relevant personnel; workplace policies, procedures and quality documentation.

	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:
	30/01/2025

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

	1 Identify client requirements.

	[bookmark: _Ref132112701]Research current and relevant local government building design requirements and approval processes.
	
	[bookmark: _Ref132112703]Determine local government requirements, restrictive covenants, permits and planning requirements.
	
	[bookmark: _Ref132112810]Access, read and determine relevant government construction legislation.
	
	[bookmark: _Ref132112932]Provide correct legal, technical and product information to the client.
	
	[bookmark: _Ref132113048]Organise site investigation 
	
	[bookmark: _Ref132113050]Identify and document site features and factors that may influence the building design requirements.
	
	[bookmark: _Ref132113114]Discuss site and building information that may affect the design requirements with client.
	
	[bookmark: _Ref132113164]Determine and confirm client requirements.
	
	2 Prepare preliminary documentation.

	[bookmark: _Ref132114008]Locate and adhere to workplace processes for preparing documentation.
	
	[bookmark: _Ref132113406]Identify and address documentation, design and copyright risks.
	
	[bookmark: _Ref132114023]Accurately communicate requirements for sketch plans and drawings to drafting personnel.
	
	[bookmark: _Ref132113472]Prepare and complete preliminary contract, agreement and estimated processing costs.
	
	[bookmark: _Ref132113516]Submit documents to the relevant personnel for checking and recording.
	
	3 Establish client satisfaction.

	[bookmark: _Ref132113654]Forward plans developed documents and estimated costs to client for review, amendment and approval.
	
	[bookmark: _Ref132113724]Confirm client's understanding of extent and cost of required site works.
	
	[bookmark: _Ref132114058]Identify variations and problem areas and analyse and rectify issues in consultation with client.
	
	[bookmark: _Ref132113771]Verify accuracy of amended documentation and ensure client requirements are met.
	
	4 Finalise contract requirements.

	[bookmark: _Ref132114071]Check all plans, documents and specifications sighted by client are signed or initialled.
	
	[bookmark: _Ref132113879]Compile signed documents and forward to relevant person for verification and processing for the next stage.
	




	Observer comments:

	Abbie successfully completed the tasks related to identifying client requirements for the simulation project. She conducted thorough research on local government building design requirements and approval processes, accessing relevant resources and legislation. Abbie provided accurate legal, technical, and product information to the client in a clear and understandable manner. She organised a site investigation, identified site features, and engaged in detailed discussions with the client. Abbie adhered to workplace processes for documentation, addressed risks, and accurately communicated requirements. She established client satisfaction by incorporating feedback, verifying accuracy, and obtaining approval. Abbie finalised contract requirements by ensuring proper documentation and forwarding for further processing. Her performance demonstrated competence in research, communication, organisation, and attention to detail, resulting in effective completion of the tasks.
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