Handout 1 - CPCCBC4003 Select, prepare and administer a construction contract
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Policies and Procedures Checklist

	Participant name:
	Abbie Heaslip

	Date:
	16/12/24

	Policies and procedures reviewed:
	Risk management, Subcontract, Material Approvals, Company templates, etc.



	Checklist item
	Yes/No
	Comments

	Workplace has in place policies to prevent delays.
	 Yes   No
	Risk Management Procedures.
Agreed to Main Contractors Policies and the Subcontract.
Employment targets, human resources, inclement conditions, etc.

	Workplace has in place policies against changes in the scope of work.
	 Yes   No
	Agreed to Variation clause in the Subcontract

	Workplace has in place policies for ensuring work conditions are consistent with contract agreements.
	 Yes   No
	Agreed to Main Contractors Policies and the Subcontract

	Workplace has in place procedures for ensuring quantity of materials used are consistent with contract agreements.
	 Yes   No
	Agreed to Main Contractors Policies and the Subcontract. The Subcontractors submission aligns with the material requirements requested

	Workplace has in place procedures for ensuring quality of materials used are consistent with contract agreements.
	 Yes   No
	Agreed to Main Contractors Policies “Material Approval” and the Subcontract

	Workplace has in place procedures for ensuring project timelines are followed.
	 Yes   No
	Agreed to Main Contractors Policies and the Subcontract. Submitted their program of works which aligns with company targets.

	Workplace has in place procedures for resolving/addressing delays.
	 Yes   No
	Agreed to Main Contractors Policies and the Subcontract. Delay request forms, EOTs, etc.

	Workplace has in place procedures for resolving/addressing quality variations.
	 Yes   No
	Agreed to Main Contractors Policies and the Subcontract. Submit variations as per provided templates at agreed rates etc.
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