


Policies and Procedures Checklist

Instructions to the Assessor
The candidate will review organisational policies and procedures to ensure there are measures in place to prevent breach of contract.
The candidate will use this Policies and Procedures Checklist template to document their review. 
Before the candidate commences with their review:
1. Review and discuss the contents of this checklist with the candidate. 
2. Address any questions or clarifications they may have about the task or this checklist. 
After the candidate completes their review:
1. They will submit to you their completed this Policies and Procedures Checklist.
2. Review the candidate’s responses in their submission against the policies and procedures they reviewed for this task.
3. Confirm if the candidate has checked each item below correctly.
For example, if the candidate ticked YES for an item here, the assessor would review this against the actual document, and they will confirm if the item is really addressed in the document reviewed.
4. Record your assessment of the candidate’s review under the Assessor’s Marking Checklist column.
For each checklist, item:
· Tick YES if the candidate’s finding is the same as yours in your assessment.
· Tick NO if the candidate’s finding is different from yours in your assessment.
Provide written constructive comments as these will give the candidate guidance on how to improve their performance in this workplace assessment task.
5. Complete and sign the Assessor’s Declaration section. Your signature must be handwritten.

Instructions to the Candidate
Use this Policies and Procedures Checklist template to document your review of policies and procedures in your organisation.  
Ensure you have completed all fields in this checklist before submitting it to your assessor.

	POLICIES AND PROCEDURES CHECKLIST

	Candidate name
	Noreen Abu-Obeid

	Workplace/organisation
	Knights CBI

	Date of review
	28/2/2023



Details of the Building and Construction Project
	Name of building and construction project
	123 ABC RESIDENTIAL STREET, QLD

	Overview of this project
	Residential Build – Kitchen, Pantry and Laundry to design and execute the job. This home kitchen remodelling will begin with a planning and design phase that will ensure all requirements and preferences for the customers, demolition, and construction are met, while being cost-efficient. Includes preliminaries, demolition, plumbing, electrical, carpentry, tiling, window and door installation and removal of debris and site clean-up
Moreover, all materials will be cleared from site on completion of the project, leaving site clean and tidy as we found it.
Any additional jobs will be negotiated and agreed by both parties. 


	Project site address
	123 ABC RESIDENTIAL STREET, QLD

	State/territory
	QLD



	Policies and procedures reviewed
	Yes



	Checklist items:
	YES/NO
	Comments
	Assessor’s Marking Checklist

	1. The organisation has in place policies to prevent delays.
	x YES   o NO
o N/A
	See under Policy and Procedure relevant to delays and to applying for Extension of Time

	Did the candidate correctly check this item against the contract reviewed?
 YES        NO
Comments:      

	2. The organisation has in place policies against changes in the scope of work.
	x YES   o NO
o N/A
	See under Policy and Procedure relevant to managing Contract Variations

	Did the candidate correctly check this item against the contract reviewed?
 YES        NO
Comments:      

	3. The organisation has in place policies for ensuring work conditions are consistent with contract agreements
	x YES   o NO
o N/A
	See under Policy and Procedure for ensuring work conditions are consistent with contract agreements

	Did the candidate correctly check this item against the contract reviewed?
 YES        NO
Comments:      



	Checklist items:
	YES/NO
	Comments
	Assessor’s Marking Checklist

	4. The organisation has in place procedures for ensuring quantity of materials used are consistent with contract agreements
	x YES   o NO
o N/A
	See under Policy and Procedure for ensuring quality and quantity of materials used are consistent with contract agreements

	Did the candidate correctly check this item against the contract reviewed?
 YES        NO
Comments:      

	5. The organisation has in place procedures for ensuring quality of materials used are consistent with contract agreements
	x YES   o NO
o N/A
	See under Policy and Procedure for ensuring quality and quantity of materials used are consistent with contract agreements

	Did the candidate correctly check this item against the contract reviewed?
 YES        NO
Comments:      

	6. The organisation has in place procedures for ensuring project timelines are followed.
	x YES   o NO
o N/A
	See under Policy and Procedure to ensure Project timelines and Performance are met

	Did the candidate correctly check this item against the contract reviewed?
 YES        NO
Comments:      

	7. The organisation has in place procedures for resolving/addressing delays.
	x YES   o NO
o N/A
	See under Policy and Procedure relevant to delays and to applying for Extension of Time

	Did the candidate correctly check this item against the contract reviewed?
 YES        NO
Comments:      

	8. The organisation has in place procedures for resolving/addressing quality variations.
	x YES   o NO
o N/A
	See under Policy and Procedure relevant to managing Contract Variations

	Did the candidate correctly check this item against the contract reviewed?
 YES        NO
Comments:      





	Assessor Declaration
By signing here, I confirm that I have reviewed and assessed the candidate’s responses in this checklist against the policies and procedures they reviewed for this task.
I confirm that the responses I provided under the Assessor’s Marking Checklist are true and accurately reflect the candidate’s performance in this workplace task.

	Assessor’s signature
	     

	Assessor’s name
	     

	Date signed
	     



END OF POLICIES AND PROCEDURES CHECKLIST
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