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[bookmark: _Toc62033915]Introduction
The assessments in this workbook are divided into three categories: Knowledge Assessment and Practical Assessment.
The Knowledge Assessment is a set of general and workplace questions testing your knowledge and understanding of the general theory behind the unit.
You must answer all Knowledge Assessment Questions using your own words. However, you may refer to your Learner Guide and other relevant resources and learning materials to complete this assessment.
Some questions cover processes you would likely encounter in a workplace. Ideally, you should be able to answer these questions based on the processes that are currently in place in your workplace. However, if you do not currently have access to a workplace, then answer the questions based on processes that should be implemented in a typical workplace setting.
The Practical Assessment is made up of the Practical Assignment and Workplace Assessment. This assessment tests your practical skills with respect to the requirements of the unit of competency relevant in this workbook.
The Practical Assessment requires you to complete and submit workplace documents and other documentation relevant to the unit of competency.
The evidence you submit must be your own work except where due reference is made and where you are required to submit supplementary workplace documents such as policies and procedures. 
When completing the assessments included in this workbook:
1. Read the instructions provided in each task carefully before attempting to complete the task. The instructions will guide you on how to answer the question or complete the task satisfactorily.
2. Follow the steps provided in each task. 
· If the question instructs you to describe, provide a description as your response. If the question instructs you to list, provide a list as your response.
· Where there is a number of required responses, provide the required number of responses. For example, if you are asked to list three responses, provide three responses. 
3. Ensure that all your submissions for this assessment indicate your first and last name and that these submissions have been named according to the file naming convention prescribed in each task.


[bookmark: _Toc62033916]Competency-Based Assessments
Definition of Competency
Assessment in this context can be defined as the fair, valid, reliable, and flexible gathering and recording of evidence to support the judgement on whether competency has been achieved. Skills and knowledge (developed in a structured learning situation, at work, or in some other context) are assessed against national standards of competence required by industry, rather than compared with the skills and knowledge of other candidates.

The features of a competency-based assessment system are:
· It is focused on what candidates can do and whether it meets the criteria specified by the industry as competency standards.
· Assessment should mirror the environment the candidate will encounter in the workplace.
· Assessment criteria should be clearly stated to the candidate at the beginning of the learning process.
· Assessment should be holistic. That is, it aims to assess as many elements and/or units of competency as is feasible at one time.
· In competency assessment, a candidate receives one of only two outcomes – ‘competent’ or ‘not yet competent.’
· The basis of assessment is in applying knowledge for some purpose. In a competency system, knowledge for the sake of knowledge is seen to be ineffectual unless it assists a person in performing a task to the level required in the workplace.
· The emphasis in assessment is on assessable outcomes that are clearly stated for the trainer and candidate. Assessable outcomes are tied to the relevant industry competency standards where these exist. Where such competencies do not exist, the outcomes are based upon those identified in a training needs analysis.


[bookmark: _Toc62033917][bookmark: _Hlk38023988]Assessing Nationally-Recognised Training
Developing and conducting assessment, in an Australian Vocational Education and Training (VET) context, is founded on the Principles of Assessment and the Rules of Evidence:
Principles of Assessment
1. Assessment must be valid
· Assessment must include the full range of skills and knowledge needed to demonstrate competency.
· Assessment must include the combination of knowledge and skills with their practical application.
· Assessment, where possible, must include judgements based on evidence drawn from a number of occasions and across a number of contexts.
2. Assessment must be reliable
· Assessment must be reliable and must be regularly reviewed to ensure that assessors are making decisions in a consistent manner.
· Assessors must be trained in national competency standards for assessors to ensure reliability.
3. Assessment must be flexible
· Assessment, where possible, must cover both the on- and off-the-job components of training within a course.
· Assessment must provide for the recognition of knowledge, skills, and attitudes regardless of how they have been acquired.
· Assessment must be made accessible to candidates through a variety of delivery modes, so they can proceed through modularised training packages to gain competencies.
· Assessment must be mutually developed and agreed upon between assessor and the assessed.
· Assessment must be able to be challenged. Appropriate mechanisms must be made for reassessment as a result of challenge.
4. Assessment must be fair
· Assessment process must consider the individual needs of the candidate. 
· Assessment must provide for reasonable adjustments, where appropriate, to consider the individual candidate’s needs.
(Source: Standards for RTOs 2015, Clauses 1.8 – 1.12)

Rules of Evidence
When collecting evidence, certain rules apply to that evidence. All evidence must be valid, sufficient, authentic, and current:
1. Valid
Evidence gathered should meet the requirements of the unit of competency. This evidence should match, or at least reflect, the type of performance that is to be assessed, whether it covers knowledge, skills, or attitudes.
2. Sufficient
This rule relates to the amount of evidence gathered. Enough evidence must be gathered to satisfy the requirements that the candidate be competent in all aspects of the unit of competency.
3. Authentic
When evidence is gathered, the assessor must be satisfied that evidence is the candidate’s own work. 
4. Current
This relates to the recency of the evidence and whether the evidence relates to current abilities.
(Source: Training in Australia by M Tovey, D Lawlor)

[bookmark: _Toc62033918]Dimensions of Competency
The national concept of competency includes all aspects of work performance and not only narrow task skills. The four dimensions of competency are:
1. Task skills
2. Task management skills
3. Contingency management skills
4. Job or role environment skills
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‘Reasonable adjustment’ in VET is the term applied to modifying the learning environment or making changes to the training delivered to assist a candidate with a disability. A reasonable adjustment can be as simple as changing classrooms to be closer to amenities or installing a particular type of software on a computer for a person with vision impairment.
Why make a reasonable adjustment? 
We make reasonable adjustments in VET to make sure that candidates with a disability have: 
· The same learning opportunities as candidates without a disability, and
· The same opportunity to perform and complete assessments as those without a disability. 
Reasonable adjustment applied to participation in teaching, learning, and assessment activities can include:
· Customising resources and assessment activities within the training package or accredited course
· Modifying the presentation medium 
· Learner support
· Use of assistive/adaptive technologies
· Making information accessible both before enrolment and during the course
· Monitoring the adjustments to ensure candidate needs continue to be met
Assistive/Adaptive Technologies
Assistive/Adaptive technology means ‘software or hardware that has been specifically designed to assist people with disabilities in carrying out daily activities’ (World Wide Web Consortium - W3C). It includes screen readers, magnifiers, voice recognition software, alternative keyboards, devices for grasping, visual alert systems, digital note-takers.
(Adapted Reasonable Adjustment in teaching, learning and assessment for learners with a disability - November 2010 - Prepared by - Queensland VET Development Centre) 
IMPORTANT:
Reasonable adjustment made for collecting candidate assessment evidence must not impact on the standard expected by the workplace, as expressed by the relevant unit(s) of competency. For example, if the assessment were gathering evidence of the candidate’s competency in writing, allowing the candidate to complete the assessment verbally would not be a valid assessment method. The method of assessment used by any reasonable adjustment must still meet the competency requirements.
[bookmark: _Toc62033920]The Unit of Competency
The units of competency specify the standards of performance required in the workplace.
This assessment addresses the following unit of competency:
CPCCBC4005 - Produce labour and material schedules for ordering (Release 1)
1. Assess physical and human resource requirements
2. Produce schedules
3. Monitor project costs and maintain project files
A complete copy of the above unit of competency can be downloaded from the TGA website: 
https://training.gov.au/Training/Details/CPCCBC4005

[bookmark: _Toc62033921]The Context of Assessment
To complete the assessments in this workbook, students need to have access to their learning materials and the Internet. The Knowledge Assessment may be completed wholly at the candidate’s home or chosen place of study. The Practical Assessment must be completed in a workplace or a simulated environment.
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This workbook uses the following assessment method/s:
1. Knowledge Assessment
A set of general and workplace questions testing the candidate’s general knowledge and understanding of the general theory behind the unit.
2. Practical Assignment
[bookmark: _Hlk31694670]A series of written practical tests assessing the candidate’s practical knowledge and understanding of the unit of competency. 
3. Workplace Assessment
A set of tasks or activities completed according to set instructions and guidelines to meet the requirements of the relevant unit. These tasks and activities require you to have access to a workplace or a similar environment.


[bookmark: _Toc62033923]Resources Required for Assessment
[bookmark: _Hlk121814928]The student should have access to the following in their workplace:
· Workplace, or a similar environment, where the candidate can complete the assessments, and that will allow them access to:
· Building and construction project
· Access to the following:
· Approved suppliers and contractors for the project that the candidate is undertaking
· Colleagues who are also working on the building and construction project
· Organisational policies and procedures, including:
· Policies and procedures relevant to preparing for the start of a building and construction project
· Policies and procedures relevant to material purchasing
· Policies and procedures relevant to communicating with suppliers and contractors
· Policies and procedures relevant to contractor engagement
· Policies and procedures relevant to project documentation
· Policies and procedures relevant to project scheduling
· Policies and procedures relevant to monitoring project progress and costs
· Policies and procedures relevant to resolving issues encountered
· Policies and procedures relevant to conducting cost analyses
· Documentation templates, including:
· Electronic call forward sheet
· Inspection checklist for materials delivered
· Procurement specifications
· Project schedules


· Documents relevant to approval conditions of:
· Local government bodies
· Regulatory bodies
· Workplace resources
· The criteria used to come up with the final approved list of suppliers and contractors
· Lists of suppliers and contractors the organisation worked with in previous projects
· Template for documenting nominated and approved suppliers, and contractors
· Project documents
· Quality documentation
· Construction plans, drawings, and specifications
· Various construction industry contracts
· Project schedules and timelines
· Scope of work
· Work breakdown structure
· Call forward sheets
· Contingency plans
· Approved budgets
· Payroll documents
· Receipts and invoices
· Estimated project costs
· Budget records
· Finance reports


· Digital devices, applications and software to set up electronic call forward sheets, compile site files, and create channels of communication with internal and external stakeholders
· Mobile phones
· Laptops or computers
· Word processing programs
· Computing programs
· Intranet systems

The candidate will need access to:
· Computer with Internet, email access, and a working web browser
· Installed software: MS Word, Adobe Acrobat Reade

[bookmark: _Toc62033924]Assessment Workbook Cover Sheet
To the candidate: Print this cover sheet and complete it by filling in all the required information and signing in the space provided. Your signature must be handwritten. Scan the completed cover sheet and submit it along with your evidence submissions. Use the filename: CPCCBC4005 Cover Sheet
	Workbook
	CPCCBC4005

	Title
	Produce labour and material schedules for ordering (Release 1)

	First and Last Name 
	Anya English

	Phone
	0478 944 719

	Email
	anya@cogentscaffolding.com.au



	Please read the Candidate Declaration below and if you agree to the terms of the declaration, sign and indicate the date in the spaces provided.
By submitting this work, I declare that: 
· I have been advised of the assessment requirements, have been made aware of my rights and responsibilities as an assessment candidate, and choose to be assessed at this time.
· I am aware that there is a limit to the number of submissions that I can make for each assessment, and I am submitting all documents required to complete this Assessment Workbook.
· I have organised and named the files I am submitting according to the instructions provided. I am aware that my assessor will not assess work that cannot be identified and may request the work be resubmitted according to the correct process.
· This work is my own and contains no material written by another person except where due reference is made. I am aware that a false declaration may lead to the withdrawal of qualification or statement of attainment.
· I am aware that there is a policy of checking the validity of qualifications that I submit as evidence as well as the qualifications/evidence of parties who verify my performance or observable skills. I give my consent to contact these parties for verification purposes.

	Name: Anya English 
	Signature: [image: ]
	Date signed: 14/05/2023
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	Preliminary Task
Questions 1, 2, 3, 9, and 19 of this Knowledge Assessment requires you to refer to the industry requirements, government bodies or authorities, processes, and laws of your state/territory.
For your assessor’s reference, indicate below which state/territory you are currently based or located in by ticking the box that corresponds to your answer.
When answering Questions 1, 2, 3, 9, and 19, you must refer to the industry requirements, government bodies or authorities, processes, and laws of the state/territory you ticked below.

	

	The state/territory where you are currently based or located in:

	o
	Australian Capital Territory
	o
	South Australia

	o
	New South Wales
	o
	Tasmania

	o
	Northern Territory
	o
	Victoria

	
	Queensland
	o
	Western Australia




	1. Answer the following questions about legislation applicable to building and construction.

	

	i. What are the commonwealth legislations that apply to the building and construction industry?
The commonwealth legislation that apply to building and construction industry includes The Competition and Consumer Act 2010 (CCA), The Environment Protection and Biodiversity Conservation Act 1999 (EPBC Act) and Building and Construction Industry (Improving Productivity) Act 2016.

	ii. According to the Independent Contractors Act 2006, what are five grounds that can be used to decide if a services contract is unfair? 
a. The Contract is unjust 
b. The contract is against public interest 
c. The contract is designed to avoid or actually avoids the provisions of The Fair Work Act 2099, or applicable state/territory industrial law or an award, agreement or other instrument made under a law. 
d. The contract is harsh or unconscionable 
e. The contract is against public interest. 

	iii. What is the exact title of the WHS act applicable in your state/territory? 
Work Health and Safety Act 2011

	iv. Provide one example of how WHS legislation affects building and construction projects in general. 
WHS Legislation can affects the building and construction project by ensuring that the project is not hazardous by minimising occupational risk and ensuring that everyone is adhering these requirements. 




	2. Answer the following questions about regulations applicable to building and construction. 

	

	i. What is the exact title of the WHS regulations applicable in your state/territory? 
Work Health and Safety Act 2011

	ii. According to the WHS regulations applicable in your state/territory, when should a safe work method statement (SWMS) for high-risk construction work be prepared? 
A SWMS for high-risk construction work should be prepared before the high risk work begins. 

	iii. Outline all the information that should be included in the SWMS, according to the WHS regulations applicable in your state/territory.
The Safe Work Method Statement must include the description of the task and or activity that is to be undertaken, the assessment and selection of control measures, identifies the resources and skills required and associated with the high risk task and the planning of completing the high risk task. 




	3. Answer the following questions about government codes applicable to building and construction projects.

	

	i. How does the National Construction Code (NCC) apply to managing building and construction work?
The NCC applies to managing building and construction work because the NCC sets out the minimal requirements for the design construction and performance of a construction and building project.

	ii. What is the name of the government body that oversees developing the NCC?
The government body that oversees developing the NCC is the Australian Building Codes Board (ABCB).

	iii. Differentiate NCC Volume 1, NCC Volume 2, and NCC Volume 3 from each other by identifying the application of each volume.
NCC Volume 1 covers:
The minimal and technical requirements for design, construction and performance for Multi-residential, commercial, industrial and public buildings and structures which are included in Class 2 to 9 buildings.

	NCC Volume 2 covers:
The minimal and technical requirements for design, construction and performance for single-dwelling residential and non-habitable buildings and structures, which are covered in Class 1 and 10 buildings)

	NCC Volume 3 covers:
The minimal and technical requirements for design, construction and performance for plumbing and drainage for all building classes. 





	iv. What is the exact title of your state/territory’s construction code of practice? 
If your state/territory does not have a specific code of practice for general construction work, refer to one code of practice that is relevant to building and construction work, e.g. your state/territory’s code of practice for demolition, excavation, or working from heights, etc.
Managing the risk of psychosocial hazards at work Code of Practice 2022

	v. How can you apply this code of practice in managing building and construction work?
This code of practice can be managed in building and construction work by identifying risks of psychosocial hazards in the work place and minimising the affects and the risks. 




	4. Answer the following questions about standards applicable to building and construction projects.

	

	i. What is a building and construction industry standard?
Building and construction industry standards are specifications and procedures that have been set out in order for processes, systems and services are reliable and consistent. 

	ii. What are the three categories of standards?
a. International Standard 
b. Regional Standard 
c. National Standard 

	iii. Why is it important to comply with standards during a building and construction project?
It is important to comply with standards during a construction of a building project because it achieves compliance with government minimum requirements. 

	iv. What are the four organisations that make up the standards infrastructure in the country?
a. National Measurement Institute (NMI)
b. Standards Australia 
c. National Association of Testing Authorities (NATA)
d. Joint Accreditation System of Australia and New Zealand (JAS-ANZ)

	v. List two current standards relevant to a building’s sound insulation.
a. AS/NZS ISO 717.1-2004 Acoustics – Rating of sound insulation in building and of building elements – Airbourne sound insulation 
b. AS ISO.2 2004 Acoustics – Rating of sound insulation in building and of building elements – Impact sound insulation. 




	5. List seven things that must be included in a project’s construction drawings and specifications.

	

	i. Building Codes the project refers to 

	ii. Colour selections 

	iii. Contract requirements 

	iv. Material and labour schedules 

	v. Material specifications 

	vi. Plans, sketches and drawings 

	vii. Statement of requirements 




	6. Identify the type of construction drawing shown in each image below.

	

	Type of construction drawing
	

	i. Floor plans 
	[image: Construction planning drawings on the table and two yellow pencils Stock Photo - 35683360]

	ii. Elevation Drawings 
	[image: suburban house with a red tile roof Stock Vector - 37162820]




	Type of construction drawing
	

	iii. Sections Drawing
	[image: If we cut a house in half we will see how zoned rooms on the floors. Garage and heating are in the basement. Kitchen living room and hallway on the ground floor. The bedroom and bathroom are on the upper floors Stock Photo - 41438073]




	7. Listed below are different types of specifications involved in construction. What information is included in each that distinguishes it from the other types of specifications?

	

	Types of specifications
	Information included

	i. Prescriptive specifications
	A prescriptive specification contains the details of what materials are to be used in the construction process, and specifies the installation process and instructions. 

	ii. Performance specifications
	A performance specification details the final performance characteristics of a component or installation, in other words, what the final installed product will be capable of doing. 

	iii. Proprietary specifications
	A proprietary specification typically defines a list of products that the job is restricted to use. This may be a particular brand, product or service that must be used. 




	8. Answer the following questions about contractor and supplier contracts.

	

	i. What is the difference between a contract and a workplace agreement?
The difference between a contract and a workplace agreement is that a contract is a legally binding agreement between a contractor and client that does not need a government body to approve while a workplace agreement needs to be approved by and registered with the Fair Work Commission (FWC) or other government body. 

	ii. What are three things courts may take into consideration when they are asked to review a contract with a building and construction contractor on unfairness grounds?
a. The terms of the contract when it was made 
b. Any other matters the court thinks are relevant 
c. Whether the contract provides remuneration that is led than that of an employee doing similar work.

	iii. What information is included in a supplier contract?
Information that is included in a supplier contract is the responsibility of the supplier to provide throughout the construction process.


	iv. Why is it important for building and construction projects to have supplier contracts?
It is important to have a supplier contract when building and constructing a project, because it ensures that the supplier knows what their responsibilities are and that the contractor is covered if the supplier is to breach this contract as it is a legal document. 




	9. Answer the following questions about building applications.

	

	i. Outline the building application process in your state/territory.
The building application process as stated on the Queensland Government Business Queensland, a building permit/building development approval is needed before construction can begin.

	ii. Briefly explain what ‘conditions’ are in the context of building applications.
When applying for building permits and approvals, conditions that you must adhere by are drawings and specifications must comply with relevant standards and codes, specifically the NCC. It must be proven that the building will be constructed safely. 




	10. Briefly describe each type of employee found in the building and construction industry.

	

	Type of employee
	Description

	i. Daily hire employee
	Daily hire employee is the employment period for an employee for one day, they are considered full-time and their employment may be terminated after providing one day’s notice.


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

	iii. Part-time weekly hire employee
	The conditions for part-time employees are the same as the full-time employees, however their entitlements that they receive are computed based on the number of hours they work.

	iv. Casual employee
	Casual employees have no guaranteed hours, as they are typically irregular, or employment period, as well as not having any leave entitlements.




	11. Answer the following questions about labour in the building and construction industry.

	

	i. What is labour productivity?
Labour productivity is the output per hour of labour. The output may be expressed in terms of units of products or value of construction. There are numerous factors that affect labour productivity and as the project progresses, these factors must be considered in evaluating the efficiency of work. 


	ii. Identify five factors that affect labour productivity.
a. Age of workers 
b. Skill of workers
c. Scope of project
d. Holidays 
e. Site climate 

	iii. Identify all the minimum employment standards included in the National Employment Standards (NES).
The minimal employment standards included in the National Employment Standards are; maximum weekly hours, requests for flexible working arrangements, offers and requests to convert from causal to permanent employment, parental leave and related entitlements, annual leave, personal/carer’s leave, compassionate leave and family and domestic violence leave, community service leave, long service leave, public holidays, notice of terminations and redundancy pay and fair work information statement and causal employment information statement. 

	iv. What is one reason subcontractors are usually used in the building and construction industry? Briefly explain your answer. 
A reason subcontractors are usually used in the building and construction industry is to assist the main contractor in aspects of the construction assigned to them. This is because the main contractor does not usually have the expertise to complete the task. 




	12. Answer the following questions about organisational overheads.

	

	i. What is an overhead expense?
An overhead expense is the cost of running a business that cannot be linked to productivity work. These costs could include rent, utilisation or taxes.

	ii. Identify three examples of overhead expenses common in the building and construction industry.
a. Salaries of employees not working on the project
b. Office rent 
c. Taxes

	iii. What is the difference between an indirect and direct overhead expense?
A direct overhead cost is the expenses that a directly linked to a specific product and can be directly billed to the client, however an indirect overhead costs are expenses that cannot be directly billed to the client and are what is required when running a business, which include taxes or office rent. 




	13. Answer the following questions about insurance commonly used in the building and construction industry.

	

	i. What is public liability insurance in the context of building and construction?
Public liability insurance in the context of building and construction is to cover damage claims made by members of the public, customers, clients and anyone involved in the project that are not the employees of the organisation. 

	ii. Provide one example of an instance that would be covered by the building and construction project’s public liability insurance.
If an external environmental factor i.e. storm or cyclone was to occur and cause material to fly off the project and injure a member of the public, public liability insurance would cover the cost of this. 

	iii. What is professional indemnity insurance in the context of building and construction?
Professional indemnity insurance in the context of building and construction covers against intangible damage claims which could be poor advice, unintentional copyright infringement, or financial loss due to faulty design. 

	iv. Identify five examples of building and construction services that might require professional indemnity insurance.
a. Poor advice 
b. Unintentional copyright infringement 
c. Financial loss due to faulty design
d. Failure to provide promised services.
e. Providing incomplete work 




	14. Answer the following questions about worker’s compensation.

	

	i. What is workers’ compensation?
Workers compensation is a statutory type of insurance that the employer must provide its employees in cases of work related injury or diseases. 

	ii. Who is required to provide workers’ compensation?
The employer is required to provide workers’ compensation.

	iii. List three items covered by workers’ compensation.
a. Death benefits and funeral costs 
b. Medical and rehabilitation costs 
c. Lost wages 

	iv. Why is workers’ compensation essential for those undertaking building and construction projects?
Workers’ compensation is essential for those undertaking building and construction projects because there are many high risk jobs on construction projects, and there are many incidents that occur being that construction is a very active job. This is to ensure that the employees are safe and both employer and employee are covered if injuries or disease occur. 




	15. Answer the following questions about temporary services and facilities on a building and construction site.

	

	i. Identify three factors that you must consider when coming up with a layout for the building and construction project site. 
a. Electrical services 
b. Draining services 
c. Plumbing services  

	ii. Why is it important to consult site workers about temporary services and facilities before setting them up?
It is important to consult with site workers about temporary services and facilities before setting them up because it helps to ensure that the necessary steps are being taken so that it meets the duty, and to gain first hand knowledge and experience to ensure workplace is safe. 

	iii. Provide one example of why building and construction sites require temporary electrical services.
A building and construction site requires temporary electrical services because it provides availability to operate tools and equipment, provide adequate lighting and provide power for site offices and other facilities as well as security. These are all vital ensuring a productive, safe and reliable workplace for everyone on the site. 

	iv. What are three factors that should be considered when deciding what facilities are required on a building and construction site? 
a. Site facilities requirements 
b. Storage facilities requirements 
c. Boundary fencing requirements 

	v. For a building and construction site with 30 male workers and 15 female workers, how many closet pans and urinals are required?
Closet pans: 2 for the male (1 closet pan every 20) 1 for female (1 closet pan every 15)
Urinals: 2 (1 urinal for every 25)

	vi. Why is it important to have proper drainage services installed on a building and construction site?
It is important to have proper drainage services installed on a building and construction site because it provides proper function for required site facilities i.e. toilets. 

	vii. Identify three factors that influence on-site storage facility requirements. 
a. For sites in remote areas, such as mining, portable food storage facilities may be required. 
b. Outdoor work requires hygienic storage of food and water. 
c. If workers have to change clothing due to the nature of their work, secure storage for personal belongings should be provided. 

	viii. Why should building and construction sites have fences surrounding them?
Building and construction sites should have fencing surrounding them because it prevents unauthorised / public members from entering the work site and injuring themselves due to hazards. 

	ix. What are the guidelines for determining the suitability of the type of fence used on a building and construction site? 
The guidelines for determining the suitability of the type of fence used on a building and construction site is that fencing should be braced correctly to hold against conditions, couplers or clamps to hold fences together and that is can withhold a 65kg load hanging off it for 3 minutes 




	16. Answer the following questions about on-site communications.

	

	i. Identify three different methods of communication on a building and construction site. 
a. Emails
b. Mobile phones 
c. Face to face verbal communication 

	ii. Provide one example of a situation on a building and construction site that could have been prevented by effective communication.
An example of a situation on a construction site that could have been prevented by effective communication is that scaffold was built incorrectly to design because the leading hand was not told that the engineer made some changes to the design and was not included in the revised design. 




	17. Answer the following questions about project administration in building and construction.

	

	i. What are five responsibilities of a project administrator? 
a. Overseeing construction work
b. Planning construction work 
c. Managing construction work.
d. Scheduling and facilitating meetings 
e. Coordination of documents from different departments involved in project. 

	ii. What are the stages of project management in the context of building and construction?
a. Design 
b. Pre-construction
c. Procurement 
d. construction
e. Commissioning 
f. Owner-occupancy 
g. Project closeout 

	iii. How often must construction project managers renew their ABLIS licence?
You must renew your ABLIS licence every 3 years. 




	18. Answer the following questions about environmental management.

	

	i. Who is the authority or regulatory body overseeing environmental management in your state/territory?
The authority or regulatory body overseeing environmental management in Queensland is Department of Environment and Science Queensland. 

	ii. List all the state/territory-specific environmental acts administered by the authority or regulatory body you identified in the previous item.
Environmental Protection Act 1994
Cape York Peninsula Heritage Act 2007
Coastal Protection and Management Act 1995
Environmental Offsets Act 2014
Environmental Protection Act 1994
Fisheries Act 1994
Forestry Act 1959
Lake Eyre Basin Agreement Act 2001
Marine Parks Act 2004
National Environmental Protection Council QLD Act 1994
Nature Conservation Act 1992
North Stradbroke Island Protection and Sustainability Act 2011
Queensland Heritage Act 1992
Recreation Areas Management Act 2006
Tweed River Entrance Sand Bypassing Project Agreement Act
Waste Reduction and Recycling Act 2011
Water Act 2000
Wet Tropics World Heritage Protection and Management Act 1993

	iii. What is an environmental management plan (EMP) in the context of building and construction?
An environmental management plan (EMP) in the context of building and construction is a document detailing the environmental impact of a particular building and construction project, information on how the organisation in charge of the project plans to avoid, minimise and/or manage these impacts.

	iv. What are the types of EMP?
Include in your response when each EMP type is used.
The two types of EMP are construction EMPs (CEMPs) which are used during the actual construction, which ensures protection and preservation of the environment, and operation EMP (OEMPs), which are used after the construction project is done, during the actual operation/use of the project. 




[bookmark: _Toc62033926]Practical Assessment
[bookmark: _Toc53038397][bookmark: _Toc62033927]Candidate Instructions
The Practical Assessment is a set of tasks that must be completed in a workplace, or in an environment with conditions similar to that of a real workplace. 
This assessment will help you demonstrate skill requirements relevant to producing labour and material schedules for ordering.
The Practical Assessment includes the following:
1. Practical Assignment
A series of written practical tests assessing the candidate’s practical knowledge and understanding of the unit of competency.
2. Workplace Assessment
A set of tasks or activities completed according to set instructions and guidelines to meet the requirements of the relevant unit. These tasks and activities require you to have access to a workplace or a similar environment.
[bookmark: _Toc47457527][bookmark: _Toc53038398]

[bookmark: _Toc62033928]Preliminary Assessment Information
	The tasks in this practical assessment must be completed in a workplace (or a similar environment) and in the context of a building and construction project which you are currently a part of. 
E.g. You are a builder, a site manager in training, foreperson, or an apprentice in this project, etc.
Before starting the practical assessment, record the following information for your assessor’s reference. 
When completing the tasks in this practical assessment ensure that your responses and performance must align with the information you have provided below.
For example (but not limited to):
· If the task asks you to refer to building and construction legislation and regulatory requirements, refer to the requirements that apply to the state/territory where your nominated building and construction project is undertaken.
· If the task requires you to follow organisational policies and procedures, refer to the policies and procedures in your nominated organisation/workplace.

	

	[bookmark: _Hlk119924927]Work role/title
	Contract Admin in training 

	Organisation/workplace
	Cogent Scaffolding 

	Building and construction project
	Quay Waterfront 

	Project overview
	Quay Waterfront is a 25 storey residential building located in Newstead, and is the 4th stage in the development of Waterfront Newstead 

	Building classification
	Class 2 

	Project site address
	47 Skyring Terrace Clayfield 

	State/territory where this project is being undertaken
	Queensland 


[bookmark: _Toc52091797][bookmark: _Toc53038399]

[bookmark: _Toc31695067][bookmark: _Toc53038400][bookmark: _Toc62033929]Practical Assignment
[bookmark: _Toc31695068][bookmark: _Toc53038401][bookmark: _Toc62033930]Overview
	The goal of this assessment is to assess your practical knowledge of:
· Building application relevant to a project
· Organisational policies and procedures for:
· Costing and ordering materials
· Selecting and engaging suppliers
· Approving and contacting contractors
· Workplace safety requirements relevant to a project
This assessment has three tasks:
· Task 1 – Identify Building Application Information
· Task 2 – Identify Organisational Policies and Procedures
· Task 3 – Identify Workplace Safety Requirements
This task must be completed in the context of the workplace you have nominated in the “Preliminary Assessment Information” section.
You are required to:
· Identify information about the building application process relevant to the project you are working on
· Access and review workplace policies and procedures relevant to:
· Costing and ordering materials
· Selecting and engaging suppliers
· Approving and contacting contractors
· Identify workplace safety requirements relevant to the project you are working on
· Review the task instructions included in this Practical Assignment
· Record your response as required in the instructions

	Resources required for assessment
· Project documents relevant to the application process that the building and construction project you are working on went through
· Documentation regarding workplace safety requirements relevant to the project you are working on
· Workplace policies and procedures:
· Costing and ordering materials
· Selecting and engaging suppliers
· Approving and contacting contractors




	1. Answer the following questions about the building application process in the locality where the building and construction project you are working on will take place.

	

	Locality of the building and construction project
	Newstead, Brisbane, Queensland

	i. Based on your locality, which government entity must you submit building applications to? 
Brisbane City Council 

	ii. Outline the building application process relevant to the building and construction project that you are working on.
The building application process relevant to Quay Waterfront is to submit all scaffolding designs to an engineer to comply with all safety, to then send off to client to include in their application process to begin building. 

	iii. Did your project require approval before it could begin? 
 YES
 NO
Briefly explain why or why not the project required approval.
The project needing approval from a third party engineer to confirm that the scaffolding design is safe, can bare against certain loads and weather. 




	2. Access and review the following documents from your organisation:
· Policies and procedures relevant to material resources
· Policies and procedures relevant to human resources
Based on the documents you reviewed, answer the following questions.
After completing the task, submit the policies and procedures that you accessed and reviewed to your assessor.

	

	i. What is your organisation’s policy on costing materials for a building and construction project?
PM_PRO_001_V3 Quoting Jobs 

	ii. Outline your organisation’s procedure for costing building and construction materials.?
In this procedure, we receive an invitation to tender, this may be by email or phone call. We Price jobs per drawings that are sent, off a rate prefilled on a Excel Spreadsheet quoting template. Once all relevant information in quote with correct meterage, send off to client in a quote template, and wait for approval. 

	iii. What is your organisation’s policy on ordering building and construction materials?
TRG_MAN_001_V3 Leading Hands Manual Section 3 Smart orders. 

	iv. Outline your organisation’s procedure for ordering building and construction materials.
The leading hand has a Smart Orders account that is a web based software. They log in and choose the job that they are working on. They go through and fill out all the gear that they will need for that job. Once they submit the gear list, Smartscaff will send through an email when the gear is ready to pick up. 

	v. What is your organisation’s policy on selecting suppliers?
QA_REG_006_V1 List of Contacts for Ordering

	vi. Outline your organisation’s procedure for selecting suppliers.
With a good relationship with our current suppliers, through the list we email those with what supplies we need asking for a quote and getting the best price before ordering.

	vii. What is your organisation’s policy on engaging suppliers?
QA_REG_006_V1 List of Contacts for Ordering 

	viii. Outline your organisation’s procedure for engaging suppliers.
Either by Email or Phone, we contact the supplier asking for a quote of what supplies we need. Wait for confirmation of price and proceed if pricing is adequate. 

	ix. What is your organisation’s policy on approving contractors?
HSE_POL_004_V3 Contractor Management Guidelines 

	x. Outline your organisation’s procedure for approving contractors.
When Cogent Scaffolding decides on selecting contractor, we ensure that occupational safety and health and quality and environmental standards observed by contractor comply with those followed by us. 

	xi. What is your organisation’s policy on contacting contractors?
CA_PRO_005_V2 EOM Claims 

	xii. Outline your organisation’s procedure for contacting contractors.
The list of contractors that we would need to contact will be on our online software, Procore. We email the correct person with the reason for contacting, in the case sending off our End of Month Progress Claims. 




	3. Access and review the following documents from your organisation:
· Safety policies and procedures relevant to material resources
· Safety policies and procedures relevant to human resources
· Documentation relevant to the material resources required for the project you are undertaking
· Documentation relevant to the human resources required for the project you are undertaking
Based on the documents you reviewed, answer the following questions.
After completing the task, submit the safety policies procedures and project documentation that you accessed and reviewed to your assessor.

	

	i. Outline the safety requirements relevant to material resources that are applicable to the project you are undertaking.
Environmental management, Cogent Scaffolding ensures that we reduce and eliminate landfill waste, promote recycling and reuse of materials, promote the use of Australian products where possible.
Manual Handling policy; hierarchy of control for all manual handling tasks; 1. Elimination, 2. Substitution, 3. Isolation/engineering, 4. Administrative, 5. Personal protective equipment.

	ii. Outline the safety requirements relevant to human resources that are applicable to the project you are undertaking.
Drug and Alcohol policy; no employee is to commence work or operate plant or equipment while under the influence of alcohol above the legal limit or non-prescriptive drug.
First Ad Policy; the location of first aid kits, the procedure which is to notify the first aid officer and the leading hand, commence first aid in accordance with skills and knowledge, refer to nominated medical centre if required or Queensland ambulance for life threatening injuries. The next of kin is to be contacted.  




[bookmark: _Toc62033931]Workplace Assessment
[bookmark: _Toc53038404][bookmark: _Toc62033932]Overview
	The goal of this assessment is to assess your practical knowledge and skills in:
· Assessing physical and human resource requirements
· Producing schedules
· Monitoring project costs and maintaining project files
This workplace assessment is made up of ten workplace tasks:
Task 1 – Prepare for Project Start
Task 2.1 – Compile Suppliers List
Task 2.2 – Confirm Material Availability
Task 3.1 – Compile Contractors List
Task 3.2 – Confirm Labour Availability
Task 4 – Prepare Project Documents
Task 5 – Prepare Project Schedule
Task 6 – Monitor Project Progress and Costs
Task 7 – Resolve Issues
Task 8 – Complete Cost Analysis Report
Each task comes with a set of instructions. You are to follow and perform these instructions and submit any required documentation.

	You are required to:
· Complete the tasks within the time allowed
· Review the instructions in each task
· Assess physical and human resource requirements
· Produce schedules
· Monitor project costs and maintain project files
· Perform the workplace task according to the instructions provided
· Complete and submit any required documentation
Resources required for assessment:
To complete this assessment, you will need access to the following:
· A workplace or a similar environment that will allow you access to:
· Building and construction project:
· Current construction drawings and specifications for the project
· Various construction industry contracts for project personnel
· Quality documentation relevant to resources required for the project
· Access to the following:
· Approved suppliers and contractors for the project that the candidate is undertaking
· Colleagues who are also working on the building and construction project

	· Organisational policies and procedures,
· Documents relevant to approval conditions of:
· Local government bodies
· Regulatory bodies
· Workplace resources
· The criteria used to come up with the final approved list of suppliers and contractors
· Lists of suppliers and contractors the organisation worked with in previous projects
· Template for documenting nominated and approved suppliers, and contractors

	· Project documents
· Quality documentation
· Construction plans, drawings, and specifications
· Various construction industry contracts
· Project schedules and timelines
· Scope of work
· Work breakdown structure
· Call forward sheets
· Contingency plans
· Approved budgets
· Payroll documents
· Receipts and invoices
· Estimated project costs
· Budget records
· Finance reports
· Digital devices, applications and software to set up electronic call forward sheets, compile site files, and create channels of communication with internal and external stakeholders
· Mobile phones
· Laptops or computers
· Word processing programs
· Computing programs
· Intranet systems




[bookmark: _Toc62033933][bookmark: _Hlk51588141]Task 1 Prepare for Project Start
	Prepare for the start of the building and construction project by reviewing project documents approved by the clients and approval conditions from local government and regulatory bodies.
Use the Project Start Preparation template provided along with this workbook to record the information you need so you can prepare for the start of the building and construction project.
You will be assessed on:
· Practical knowledge relevant to preparing for the start of the building and construction process
· Practical skills relevant to preparing for the start of the building and construction process
Before starting this task, review the Workplace Assessment Task 1 – Assessor’s Checklist provided along with this workbook. This form lists the criteria your submission must address to complete this task satisfactorily.
Your assessor will also:
· Address your queries and concerns regarding this task.
After completing this task, submit the following to your assessor:
· The completed Project Start Preparation template
· Copies of project documents that you accessed and reviewed, e.g., project schedules and timelines, original and updated project contracts, original and updated scope of work, original and updated construction plans and drawings, original and updated specifications, etc.




[bookmark: _Toc62033934]Task 2 Assess Physical Resource Requirements
[bookmark: _Toc62033935]Task 2.1 Compile Suppliers List
	Compile a list of suppliers for the building and construction project you are undertaking.
Use your organisation’s template for documenting nominated and approved suppliers for building and construction projects, or you may use the Generic Suppliers List template provided along with this workbook.
You will be assessed on:
· Practical knowledge relevant to suppliers needed for the project
· Practical skills relevant to coming up with a list of suppliers needed for the project
Before starting this task, review the Workplace Assessment Task 2.1 – Assessor’s Checklist provided along with this workbook. This form lists the criteria your submission must address to complete this task satisfactorily.
Your assessor will also:
· Address your queries and concerns regarding this task.
After completing this task, submit the following to your assessor:
· The completed list of suppliers
· Copies of workplace resources that you accessed and reviewed, e.g., the criteria used to come up with the final approved list of suppliers, list of suppliers the organisation worked with in previous projects, etc.
· Evidence that suppliers included in the list were the ones nominated and approved in the organisation, e.g., copies of communication with relevant personnel who nominated suppliers, copies of approvals from relevant higher-ups, etc.





[bookmark: _Toc62033936]Task 2.2 Confirm Material Availability
	Confirm via email the availability of materials needed for the building and construction project with all approved suppliers.
You will be assessed on:
· Practical knowledge relevant to communicating with suppliers
· Practical skills relevant to communicating with suppliers
Before starting this task, review the Workplace Assessment Task 2.2 – Assessor’s Checklist provided along with this workbook. This form lists all the practical skills you need to demonstrate while completing this task.
Your assessor will also:
· Address your queries and concerns regarding this task.
After completing this task, submit the following to your assessor:
· Email evidence that the candidate has confirmed availability of materials needed for the building and construction project with approved suppliers, e.g., copies of communication with relevant personnel for confirming material availability, copies of approvals from relevant higher-ups, etc.
Note: This task can be simulated with the candidate’s supervisor.




[bookmark: _Toc62033937]Task 3 Assess Human Resource Requirements
[bookmark: _Toc62033938]Task 3.1 Compile Contractors List
	Compile a list of contractors for the building and construction project you are undertaking.
Use your organisation’s template for documenting nominated and approved contractors for building and construction projects, or you may use the Generic Contractors List template provided along with this workbook.
You will be assessed on:
· Practical knowledge relevant to contractors needed for the project
· Practical skills relevant to coming up with a list of contractors needed for the project
Before starting this task, review the Workplace Assessment Task 3.1 – Assessor’s Checklist provided along with this workbook. This form lists the criteria your submission must address to complete this task satisfactorily.
Your assessor will also:
· Address your queries and concerns regarding this task.
After completing this task, submit the following to your assessor:
· The completed list of contractors
· Copies of workplace resources that you accessed and reviewed, e.g., the criteria used to come up with the final approved list of contractors, list of contractors the organisation worked with in previous projects, etc.
· Evidence that contractors included in the list were the ones nominated and approved in the organisation, e.g., copies of communication with relevant personnel who nominated contractors, copies of approvals from relevant higher-ups, etc.





[bookmark: _Toc62033939]Task 3.2 Confirm Labour Availability
	Confirm the availability of labour needed for the building and construction project with all approved contractors.
You will be assessed on:
· Practical knowledge relevant to communicating with contractors
· Practical skills relevant to communicating with contractors
Before starting this task, review the Workplace Assessment Task 3.2 – Assessor’s Checklist provided along with this workbook. This form lists all the practical skills you need to demonstrate while completing this task.
Your assessor will also:
· Address your queries and concerns regarding this task.
After completing this task, submit the following to your assessor:
· Evidence that the candidate has confirmed availability of labour needed for the building and construction project with approved suppliers, e.g., copies of communication with relevant personnel for confirming labour availability, copies of approvals from relevant higher-ups, etc.
Note: This task can be simulated with the candidate’s supervisor.




[bookmark: _Toc62033940]Task 4 Prepare Project Documents
	Prepare the following documents for the building and construction project.
Use your organisation’s templates for these building and construction project documents:
· Electronic call forward sheet
Complete two call forward sheets; one near the beginning of the project and one at a later date once work has progressed.
· Inspection checklist for materials delivered
· Procurement specifications
Or you may use the following generic templates provided along with this workbook:
· Generic Electronic Call Forward Sheet
· Generic Material Inspection Checklist
· Generic Procurement Specifications
You will be assessed on:
· Practical knowledge relevant to necessary documents for the project
· Practical skills relevant to preparing the necessary documents for the project
Before starting this task, review the Workplace Assessment Task 4 – Assessor’s Checklist provided along with this workbook. This form lists the criteria your submissions must address to complete this task satisfactorily.
Your assessor will also:
· Address your queries and concerns regarding this task.
After completing this task, submit the following to your assessor:
· Two electronic call forward sheets
· Inspection checklist for materials delivered
· Procurement specifications
· Copies of project documents that you accessed and reviewed, e.g., work breakdown structure (WBS), project schedules and timelines, scope of work, construction plans and drawings, etc.


[bookmark: _Toc62033941]

Task 5 Prepare Project Schedule
	Prepare a schedule for the building and construction project you are undertaking.
Use your organisation’s template for project schedules, or you may use the Generic Project Schedule template provided along with this workbook. 
You will be assessed on:
· Practical knowledge relevant to project scheduling
· Practical skills relevant to project scheduling
Before starting this task, review the Workplace Assessment Task 5 – Assessor’s Checklist provided along with this workbook. This form lists the criteria your project schedule submission must address to complete this task satisfactorily.
Your assessor will also:
· Address your queries and concerns regarding this task.
After completing this task, submit the following to your assessor:
· The completed project schedule
· Copies of project documents that you accessed and reviewed, e.g., scope of work, list of approved suppliers and contractors, call forward sheets, WBS, contingency plans, etc.





[bookmark: _Toc62033942]Task 6 Monitor Project Progress and Costs 
	Monitor the progress and costs of the building and construction project you are undertaking (preferable that this task is completed towards the middle stages of the building project). The candidate is required to communicate with relevant project staff to discuss the following:
· Project monitoring, and
· Reviewing output and providing feedback.
Note: These tasks can be simulated with the candidate’s supervisor/observer.
You will be assessed on:
· Practical knowledge relevant to monitoring project progress and costs
· Practical skills relevant to monitoring project progress and costs
Before starting this task, review the Workplace Assessment Task 6 – Assessor’s Checklist provided along with this workbook. This form lists all the practical skills you need to demonstrate while completing this task.
Your assessor will also:
· Address your queries and concerns regarding this task.
After completing this task, submit the following to your assessor:
· Evidence of supervising the project monitoring, e.g., copies of supervisor notes, adjusted schedules, etc.
· Evidence of reviewing the output of the project monitoring and providing feedback to the personnel involved, e.g., copies of completed performance reviews, copies of communication with personnel involved, etc.





[bookmark: _Toc62033943]Task 7 Resolve Issues
	Resolve one (1) material- and one (1) labour-related issue within the scope of your responsibilities that arise during the building and construction project you are undertaking.
You will be assessed on:
· Practical knowledge relevant to resolving issues encountered in the project
· Practical skills relevant to resolving issues encountered in the project
Before starting this task, review the Workplace Assessment Task 7 – Assessor’s Checklist provided along with this workbook. This form lists all the practical skills you need to demonstrate while completing this task.
Your assessor will also:
· Address your queries and concerns regarding this task.
After completing this task, submit the following to your assessor:
· Evidence of the candidate resolving material and labour related issues that arise during the building and construction project, e.g., copies of communication with relevant personnel, emails, meeting minutes, screenshots from messaging apps, etc.
· Documented evidence of the following:
· The material or labour issues encountered,
· What were the identified solutions to these issues,
· How were the solutions implemented, and
· What were the outcomes of implemented solutions.
Note: This task can be simulated with the candidate’s supervisor.




[bookmark: _Toc62033944]Task 8 Complete Cost Analysis Report
	Conduct two cost analyses at different stages of the building and construction project you are undertaking, comparing the cost at each stage to the final estimated project cost.
Use your organisation’s template for creating cost analysis reports, or you may use the Generic Cost Analysis Report template provided along with this workbook.
You will be assessed on:
· Practical knowledge relevant to conducting cost analyses
· Practical skills relevant to writing cost analysis reports
Before starting this task, review the Workplace Assessment Task 8 – Assessor’s Checklist provided along with this workbook. This form lists the criteria your submission must address to complete this task satisfactorily.
Your assessor will also:
· Address your queries and concerns regarding this task.
After completing this task, submit the following to your assessor:
· The completed cost analysis reports
Note: There must be one report per cost analysis conducted. The reports must be from different stages of the project.
· Copies of project documents that you accessed and reviewed, e.g., estimated project costs, payroll records, purchase receipts, call forward sheets, budget records, finance reports, etc.





[bookmark: _Toc62033945]Assessment Workbook Checklist
	TO THE CANDIDATE
When you have completed this assessment workbook, review your work, and ensure that:
· You have completed all the Knowledge Assessments Questions.
· You have completed the Practical Assessments in this workbook
· Practical Assignment
· Task 1
· Task 2
· Task 3
· Workplace Assessment
· Task 1
· Task 2.1
· Task 2.2
· Task 3.1
· Task 3.2
· Task 4
· Task 5
· Task 6
· Task 7
· Task 8
· You have saved and submitted the following evidence:
· This completed workbook
· Assessment Workbook Cover Sheet signed and scanned
· You have saved and submitted the following evidence:
· Workplace Assessment Task 1
· Project Start Preparation template completed
· Copies of project documents that were accessed and reviewed to complete the Project Start Preparation template

	· Workplace Assessment Task 2.1
· List of suppliers completed
· Copies of workplace resources that were accessed and reviewed to complete the list of suppliers
· Evidence that suppliers included in the list were the ones nominated and approved in the organisation
· Workplace Assessment Task 2.2
· Email evidence that the candidate has confirmed availability of materials needed for the building and construction project with approved suppliers
· Workplace Assessment Task 3.1
· List of contractors completed
· Copies of workplace resources that were accessed and reviewed to complete the list of contractors
· Evidence that contractors included in the list were the ones nominated and approved in the organisation
· Workplace Assessment Task 3.2
· Evidence that the candidate has confirmed availability of labour needed for the building and construction project with approved suppliers
· Workplace Assessment Task 4
· Two electronic call forward sheets completed
· Inspection checklist completed for materials delivered
· Procurement specifications completed
· Copies of project documents that were accessed and reviewed to complete the documents required
· Workplace Assessment Task 5
· Project schedule completed
· Copies of project documents that were accessed and reviewed to complete the project schedule
· Workplace Assessment Task 6
· Evidence of supervising the project monitoring
· Evidence of reviewing the output of the project monitoring and providing feedback to the personnel involved

	· Workplace Assessment Task 7
· Evidence of the candidate resolving material and labour related issues that arise during the building and construction project
· Workplace Assessment Task 8
· Cost analysis reports completed, one per cost analysis conducted
· Copies of project documents that were accessed and reviewed to complete the cost analysis reports
IMPORTANT:
You must achieve a satisfactory result in ALL assessment tasks to be deemed COMPETENT for the unit/s relevant to this workbook.
To be deemed competent in the unit/s of competency relevant to this workbook, you must successfully complete all the requirements listed above according to the prescribed benchmarks provided to the assessor.




	TO THE ASSESSOR
When you have completed assessing the assessment workbook, review the candidate’s submission against the checklist below:
· The candidate has completed all the Knowledge Assessments Questions.
· The candidate has completed the Practical Assessments in this workbook
· Practical Assignment
· Task 1
· Task 2
· Task 3
· Workplace Assessment
· Task 1
· Task 2.1
· Task 2.2
· Task 3.1
· Task 3.2
· Task 4
· Task 5
· Task 6
· Task 7
· Task 8
· The candidate has saved and submitted the following evidence:
· This completed workbook
· Assessment Workbook Cover Sheet signed and scanned
· The candidate has saved and submitted the following evidence:
· Workplace Assessment Task 1
· Project Start Preparation template completed
· Copies of project documents that were accessed and reviewed to complete the Project Start Preparation template

	· Workplace Assessment Task 2.1
· List of suppliers completed
· Copies of workplace resources that were accessed and reviewed to complete the list of suppliers
· Evidence that suppliers included in the list were the ones nominated and approved in the organisation
· Workplace Assessment Task 2.2
· Email evidence that the candidate has confirmed availability of materials needed for the building and construction project with approved suppliers
· Workplace Assessment Task 3.1
· List of contractors completed
· Copies of workplace resources that were accessed and reviewed to complete the list of contractors
· Evidence that contractors included in the list were the ones nominated and approved in the organisation
· Workplace Assessment Task 3.2
· Evidence that the candidate has confirmed availability of labour needed for the building and construction project with approved suppliers
· Workplace Assessment Task 4
· Two electronic call forward sheets completed
· Inspection checklist completed for materials delivered
· Procurement specifications completed
· Copies of project documents that were accessed and reviewed to complete the documents required
· Workplace Assessment Task 5
· Project schedule completed
· Copies of project documents that were accessed and reviewed to complete the project schedule
· Workplace Assessment Task 6
· Evidence of supervising the project monitoring
· Evidence of reviewing the output of the project monitoring and providing feedback to the personnel involved

	· Workplace Assessment Task 7
· Evidence of the candidate resolving material and labour related issues that arise during the building and construction project
· Workplace Assessment Task 8
· Cost analysis reports completed, one per cost analysis conducted
· Copies of project documents that were accessed and reviewed to complete the cost analysis reports
IMPORTANT:
The candidate must achieve a satisfactory result in ALL assessment tasks to be deemed COMPETENT for the unit/s relevant to this workbook.
To be deemed competent in the unit/s of competency relevant to this workbook, the candidate must successfully complete all the requirements listed above according to the prescribed benchmarks.




[bookmark: _Toc62033946][bookmark: _Hlk104896270]Record of Assessment (Assessor’s Use Only)
	RECORD OF ASSESSMENT

	Candidate’s Name
	     

	RTO Name
	     

	RTO Contact Number
	     

	RTO Email Address
	     

	Assessor’s Name
	     

	Unit of Competency
	CPCCBC4005 - Produce labour and material schedules for ordering (Release 1)



	Knowledge Assessment
	S
	NYS

	Question 1
	
	

	Question 2
	
	

	Question 3
	
	

	Question 4
	
	

	Question 5
	
	

	Question 6
	
	

	Question 7
	
	

	Question 8
	
	

	Question 9
	
	

	Question 10
	
	

	Question 11
	
	

	Question 12
	
	

	Question 13
	
	

	Question 14
	
	

	Question 15
	
	

	Question 16
	
	

	Question 17
	
	

	Question 18
	
	



	[bookmark: _Hlk104896230]Practical Assessment

	Practical Assignment
	S
	NYS

	Task 1
	
	

	Task 2
	
	

	Task 3
	
	

	Workplace Assessment
	S
	NYS

	Task 1
	
	

	Task 2.1
	
	

	Task 2.2
	
	

	Task 3.1
	
	

	Task 3.2
	
	

	Task 4
	
	

	Task 5
	
	

	Task 6
	
	

	Task 7
	
	

	Task 8
	
	




	Rules of Evidence
	S
	NYS

	All knowledge and skills evidence submissions are valid
	
	

	All knowledge and skills evidence submissions are authentic
	
	

	All knowledge and skills evidence submissions are sufficient
	
	

	All knowledge and skills evidence submissions are current
	
	



	Signature Authentication Checklist
This checklist will guide you in authenticating the signatures provided by the candidate in their assessment workbook and evidence submissions.
Read each checklist item and tick the box only if you confirm that the item is a true and accurate reflection of the signature authentication you have conducted.

	Checklist
	Completed

	I have checked the signature provided by the candidate in the Assessment Workbook Cover Sheet against the signature they provided to the Training Provider.
	

	I confirm the signature provided by the candidate in the Assessment Workbook Cover Sheet matches the signature they provided to the Training Provider.
	

	I confirm ALL signatures provided by the candidate in their evidence submissions match with the signature they provided to the Training Provider.
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	[bookmark: _Hlk118890602]Third-Party Verification Log
Instructions for the Assessor:
You are required to contact all third-party personnel involved in the candidate’s assessment to verify the candidate’s performance and evidence submissions and to confirm with them whether the candidate’s evidence submissions are true and accurate.
Complete this Third-Party Verification Log to document your completion of this process. When completing this log, provide all of the following required information for each third-party personnel:
· Name of third-party personnel contacted
· Relevant qualifications and/or experience of Third-party personnel contacted
· Role in the candidate’s assessment (e.g. workplace supervisor, observer, or candidate)
· Contact details (phone number or email address)
· Date contacted
You must also confirm that third-party personnel have verified the candidate’s evidence submissions are true and accurate.



Contact No.1
	Name and job title of Third-party Contacted
	     

	Relevant Qualifications/experience of Third-party
	     

	Role in the Candidate’s Assessment
	Contact Details
(Phone number or email address)
	Date contacted
	Third-Party verifies evidence submissions of the candidate are true and accurate?

	     
	     
	     
	Yes      No 
Assessor’s Notes
     




Contact No.2
	Name and job title of Third-party Contacted
	     

	Relevant Qualifications/experience of Third-party
	     

	Role in the Candidate’s Assessment
	Contact Details
(Phone number or email address)
	Date contacted
	Third-Party verifies evidence submissions of the candidate are true and accurate?

	     
	     
	     
	Yes      No 
Assessor’s Notes
     



Contact No.3
	Name and job title of Third-party Contacted
	     

	Relevant Qualifications/experience of Third-party
	     

	Role in the Candidate’s Assessment
	Contact Details
(Phone number or email address)
	Date contacted
	Third-Party verifies evidence submissions of the candidate are true and accurate?

	     
	     
	     
	Yes      No 
Assessor’s Notes
     



	Assessor Declaration
I declare that the information recorded in this Third-Party Verification Log is true and accurate.

	Assessor’s name      
	Assessor’s signature
     

	Date signed      
	


End of Record of Assessment (For the Assessor’s Use Only)
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