


Workplace Assessment 6 – Assessor’s Checklist
(This form is for the assessor’s use only)

Purpose
This Assessor’s Checklist lists the specific criteria that the candidate’s submission for Workplace Assessment 6 must satisfactorily meet.
This form is to be completed by the candidate’s assessor to document their assessment of the candidate’s submission in Workplace Assessment 6.

Task Overview
For this task, the candidate is required to prepare a Construction Schedule for their nominated project.
They must take the following steps:
1. Access and review the Project Budget and the Schedule of Progress Payments of their nominated project as reference to prepare the Construction Schedule.
2. Prepare a Construction Schedule for their nominated project. Ensure that the information in the Construction Schedule is consistent with the information in the documents they accessed in Step 1.
Use their organisation’s Construction Schedule template, or they may use the Generic Construction Schedule provided along with this workbook.
3. Have their project manager review the submitted Construction Schedule. Their project manager must accomplish and sign the Third-Party Report Form (Construction Schedule) to confirm that their submission is accurate.
In this task, the candidate will be assessed in their:
· Practical knowledge of how to allocate expenses over the life of the project 
· Practical skills relevant to preparing a Construction Schedule

Instructions to the Assessor
Before the assessment
· Provide the candidate with a copy of policies and procedures relevant to preparing a Construction Schedule and discuss these policies and procedures with them.
· Organise workplace resources required for the candidate to complete this assessment.
· Contextualise the criteria in this checklist to ensure they reflect the actual project the candidate is undertaking as part of the assessment.
If the candidate uses the organisation’s template for this task, modify the Assessors’ checklist according to the organisation’s requirements.
· [bookmark: _Hlk41045202]Discuss this assessment task with the candidate, including the criteria they need to meet to complete this task satisfactorily.
· Review this form with the candidate and address any queries or concerns they may have about it.
During the assessment
· Review the candidate’s Construction Schedule submission.
· For each criterion listed in this checklist:
· Tick YES if you confirm the candidate’s submission satisfactorily meets the criterion.
· Tick NO if you confirm the candidate’s submission does not satisfactorily meet the criterion.
· Write specific comments on the candidate’s performance in each criterion. Your feedback/insights will help address any area/s for improvement. 

After the assessment
· Complete all parts of the Assessor’s Checklist, including the Assessor Declaration on the last page of this form. Your signature must be handwritten.

Candidate Details
	Candidate name
	     

	Title/designation
	     



Assessor Details
	Candidate is assessed by
	     

	Training Organisation
	     

	Relevant qualifications held
	     





Context of the Assessment
	Workplace/organisation
	     

	Policies and procedures relevant to preparing a Construction Schedule
	Policies: 
     

Procedures: 
     


	Resources required for the assessment
	· Workplace (Building and construction project)
· People resources (e.g. actual project manager of the candidate’s nominated project)
· Opportunities to prepare a Construction Schedule
· Policies and procedures relevant to preparing a Construction Schedule
· Project Budget of the candidate’s nominated project
· Schedule of Progress Payments of the candidate’s nominated project
· Organisation’s Construction Schedule template (if any)
The Construction Schedule records how the total project expenses will be allocated over the life of the project. 
· Generic Construction Schedule template (as needed)





Candidate Assessment Briefing
	Date of assessment briefing
	      



	The assessor confirms:
	YES/NO

	1. They have discussed with the candidate the workplace task they are required to complete for this assessment.
	o YES     o NO

	2. The candidate understands they will be assessed while completing this workplace task, as well as any document(s) they will complete as part of this task.
	o YES     o NO

	3. They have discussed with the candidate instructions how they are to undertake the workplace task.
	o YES     o NO

	4. They have provided the candidate guidance on how they can satisfactorily complete the task.
	o YES     o NO

	5. They have discussed with the candidate the criteria (listed below) they are required to meet to complete the task satisfactorily.
	o YES     o NO

	6. They have addressed the candidate’s questions or concerns about the workplace task and the assessment process.
	o YES     o NO




Assessor’s Checklist
Construction Schedule
	The candidate’s Construction Schedule submission:
	YES/NO
	Assessor’s comments

	1. Identifies all of the following information:
	
	 

	i. The project name
	o YES   o NO
	     

	ii. The amount of the total project expenses
	o YES   o NO
	     

	iii. The breakdown of expenses
The submission must determine how the total project expense is broken down. (Is it broken down per type of expense or per task?)
	o YES   o NO
	     

	iv. The amount of project expenses estimated to be incurred for each period
The total expense is allocated throughout the life of the project. The allocation can be on a daily, weekly, monthly, quarterly, and annual basis — depends on the nature of the project.
	o YES   o NO
	     

	v. The amount of progress payments estimated to be received for each period
	o YES   o NO
	     

	vi. The estimated cash balance for each period
	o YES   o NO
	     

	2. Follows the required format and structure of the organisation.
	o YES   o NO
	     





Third-Party Report
	The candidate’s Third Party Report submission:
	YES/NO
	Assessor’s comments

	1. Includes confirmation from the current project manager reviewing the Construction Schedule on the following:
	
	

	i. The Construction Schedule contains data that are consistent with the information contained in the following:
	
	

	a. Project Budget 
All values presented in the Construction Schedule can be verified in the Project Budget:
	o YES   o NO
	     

	b. Schedule of Progress Payments of the project
All values presented in the Construction Schedule can be verified in the Schedule of Progress Payments of the project.
	o YES   o NO
	     

	ii. The Construction Schedule uses an appropriate formula
	o YES   o NO
	     

	iii. The Construction Schedule presents the allocation of the project expenses correctly
For example, if the policies and procedures of the project indicate that the project should allocate 20% of its total expenses in the month of February, then the Construction Schedule should show that 20% of the project expenses are to be allocated in the month of February.
	o YES   o NO
	     


2. 

	
Assessor Declaration
By signing here, I confirm that I have thoroughly reviewed the candidate’s Construction Schedule submission for this workplace assessment task.
I confirm that the information recorded on this Assessor’s Checklist is true and accurately reflects the candidate’s submission for this workplace task.

	Assessor’s signature
	     

	Assessor’s name
	     

	Date signed
	     



End of Workplace Assessment - Assessor’s Checklist
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