


Workplace Assessment 14 – Observation Form
(This form is for the assessor’s use only)

Purpose
This Observation Form lists the practical skills that the candidate must demonstrate/perform while completing Workplace Assessment 14
This form is to be completed by the candidate’s assessor to document their observations on the candidate’s performance in Workplace Assessment 14.

Task Overview
For this task, the candidate is required to lodge and pay taxes for the registered business.
They must take the following steps:x
1. Lodge and pay the business activity statement for the current period.
2. Lodge the Taxable Payments Annual Report (TPAR).
In this task, the candidate will be assessed in their:
· Practical knowledge and skills relevant to lodging and paying business activity statement
· Practical knowledge and skills relevant to lodging a Taxable Payments Annual Report (TPAR)

Instructions to the Assessor
Before the assessment
· [bookmark: _Hlk41045202]Provide the candidate with a copy of policies and procedures relevant to maintaining tax records of a project and discuss these policies and procedures with them.
· Organise workplace resources required for the candidate to complete this assessment.
· Contextualise the criteria in this form to ensure they reflect the actual project the candidate is undertaking as part of the assessment.
· Discuss this assessment task with the candidate, including the practical skills they need to demonstrate during this task and the criteria for satisfactorily demonstrating each skill.
· Review this form with the candidate and address any queries or concerns they may have about it.


During the assessment
· Observe the candidate as they complete the Workplace Assessment Task.
· [bookmark: _Hlk41043736]For each practical skill listed in this observation form:
· Tick YES if you confirm you have observed the candidate demonstrate/perform the practical skill.
· Tick NO if you have not observed the candidate demonstrate/perform the practical skill.
· If you ticked YES, provide the date when you observed the candidate demonstrate the skill.
· 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 Observation Form, 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 observed and assessed by
	     

	Training Organisation
	     

	Relevant qualifications held
	     



Context of the Assessment
	Workplace/organisation
	     

	Policies and procedures relevant to lodging of activity statements and Taxable Payments Annual Report (TPAR)
	Policies:
     

Procedures:
     





	Resources required for the assessment
	· Workplace (Building and construction project)
· Opportunities to lodge and pay business activity statements, and lodge TPAR
· Policies and procedures relevant to lodging of activity statements and Taxable Payments Annual Report (TPAR)
· Opportunity to consult with the tax professional of the organisation (as needed)
· Access to workplace documents relevant to lodgements of activity statement and TPAR
· Access to other office resources e.g., filing cabinets, computer, printers, software, other materials used for filing (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 practical skills (listed below) they are required to demonstrate while completing this task. 
	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




Observation Form
Lodge and Pay Business Activity Statement
	During the lodgement and payment of business activity statement:
	YES/NO
	Date observed
	Assessor’s comments

	1. The candidate demonstrates skills in using the application used for the lodgement (Example of this application includes, MyGov, Business Portal, accounting software, etc.) 
	
	
	

	a. The candidate navigates through the application with ease (i.e. the candidate requires no assistance in using the application)
	o YES   o NO
	     
	     

	b. The time that the candidate took to complete the lodgement is within the average time
Average time, in this context, pertains to the number of hours or minutes it would usually take for an average staff to finish the lodgement.
	o YES   o NO
	     
	     

	2. The candidate seeks assistance from a tax professional when completing and reviewing the business activity statement sent by ATO for the current period (i.e. the candidate verifies the completeness and accuracy of the contents of the business activity statement)
For the assessor to tick YES here, the candidate must be able to provide documentation of the consultations made (email correspondence, meeting minutes, etc.)
	o YES   o NO
	     
	     

	3. The candidate secures the declarations required for the lodgement.
For the assessor to tick YES here, the candidate must be able to provide copies of such declarations.
	o YES   o NO
	     
	     




	During the lodgement and payment of business activity statement:
	YES/NO
	Date observed
	Assessor’s comments

	4. The candidate lodges the business activity statement on time.
For the assessor to tick YES here, the candidate must be able to provide documentation that the lodgement was successful, and it was made on or before its due date.
	o YES   o NO
	     
	     

	5. The candidate settles taxes due for the period:
For the assessor to tick YES in the following sub-criteria, the candidate must be able to provide copies of the related proof of payment:
	
	
	

	i. The candidate paid the correct amount due. 
	o YES   o NO
	     
	     

	ii. The candidate paid the tax due on time
	o YES   o NO
	     
	     




Lodge Taxable Payments Annual Report
	During the lodgement of taxable payments annual report:
	YES/NO
	Date observed
	Assessor’s comments

	1. The candidate demonstrate skills in using the application used for the lodgement (Example of this application includes, MyGov, Business Portal, accounting software, etc.) 
	
	
	

	a. The candidate navigates through the application with ease (i.e. the candidate requires no assistance in using the application)
	o YES   o NO
	     
	     

	b. The time that the candidate took to complete the lodgement is within the average time.
Average time, in this context, pertains to the number of hours or minutes it would usually take for an average staff to finish the lodgement.
	o YES   o NO
	     
	     

	2. The candidate seeks assistance from a tax professional when completing and reviewing the TPAR (i.e. the candidate verifies the completeness and accuracy of the contents of the TPAR)
For the assessor to tick YES here, the candidate must be able to provide documentation of the consultations made (email correspondence, meeting minutes, etc.)
	o YES   o NO
	     
	     

	3. The candidate lodges the TPAR on time.
For the assessor to tick YES here, the candidate must be able to provide documentation that the lodgement was successful, and it was made on or before its due date.
	o YES   o NO
	     
	     




	

Assessor Declaration
By signing here, I confirm that I have observed the candidate, whose name appears above, maintain the tax records of the project. 
I confirm that the information recorded on this Observation Form is true and accurately reflects the candidate’s performance during their completion of the workplace task.

	Assessor’s signature
	     

	Assessor’s name
	     

	Date signed
	     



End of Workplace Assessment – Observation Form
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