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CPCCBC4003 
Select, prepare and administer a construction contract 

ASSESSMENT SUMMARY

The assessment activities for CPCCBC4003 Select, prepare and administer a construction contract cover all aspects of the unit of competency. For Apprentices/Trainees, this includes supervisor completion of the Apprentice/Trainee Record (ATR). 

Participants must read all the information given before starting any assessment task. The assessment tasks are intended to be fair, flexible, valid and reliable. If a Participant has any questions or requires alternative arrangements to be made such requests should be directed to their Trainer/Assessor, who should note such arrangements in the ‘Assessor Comments’ on the affected assessment. If a Participant feels they are not yet ready to be assessed, they should discuss their options with their Trainer/Assessor. 

To satisfactorily complete the assessment, the Participant is required to answer all questions correctly and demonstrate their skills to industry standards. If a Participant does not answer all questions or perform all tasks, they will be deemed ‘Not Satisfactory’ for the task and ‘Not Yet Competent’ for the unit of competency. 

The Trainer/Assessor can provide the Participant with additional information on interpreting the assessment outcomes and guide the Participant’s options. If a Participant is still deemed ‘Not Satisfactory’ they will have the opportunity to undertake a supplementary assessment or appeal the result as per the process in the Student Handbook. 

By signing below, the Participant acknowledges:
· They understand the assessment instructions and requirements, and consent to being assessed. 
· The work submitted is to be their own work – with the work of/with others needing to be clearly acknowledged and documented. 
· They consent to any photo/video recording of their work that occurs during assessment. 

	Participant name
	Lucy Muston 

	Participant signature
	


	Pre-requisite unit(s) to be achieved and authenticated prior to undertaking assessment

	 Not applicable



	Task
	Date completed
	Assessment Results 

	Theory Exam
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Workbook
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Practical Assessment
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Outcome for CPCCBC4003
	Select Date.
	 Competent
	 Not Yet Competent



	Evidence requirements checklist (ticked by assessor and evidence supplied to RTO)

	 Theory Exam
 Workbook
 Practical Assessment
	 Policies and Procedures Checklist (HO1)
 Final Certificate Checklist (HO2)
 Practical Completion Checklist (HO3)
 End of Defects Liability Checklist (HO4)



	Assessor name
	

	Assessor signature
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CPCCBC4003 
Select, prepare and administer a construction contract

THEORY EXAM


	Participant name
	




	FOR THE PARTICIPANT

	Instructions

	· You will complete written questions as outlined on the following pages. You must attempt all questions and provide enough detail in your responses to demonstrate your knowledge.
· It is anticipated that you should complete this assessment within two (2) hours, but additional time may be allowed upon negotiation with the Assessor.
· You must complete all questions unassisted by the Assessor or other personnel but may refer to reference material as needed. All questions must be answered correctly for a ‘Satisfactory’ assessment outcome to be awarded. 
· An oral examination may be allowed under certain circumstances, whereby your answers will be documented by another party. 
· Any written questions that are incomplete, or not answered satisfactorily will need to be completed again after further training support.
· If you answer a question incorrectly but modify your response, put your initials next to the written change (or the Assessor must initial a verbal change).

	Resources required

	Pen




	FOR THE ASSESSOR

	Instructions

	· Where oral examination has occurred, ensure that this is acknowledged in writing (e.g. FT001 and Assessor Comments)
· All questions must be satisfactorily demonstrated by the Participant for a Satisfactory determination (indicated by an Assessor tick to the right of the question).
· Assessors are to complete marking in pen of a different colour to the Participant.
· If the Participant verbally modifies their response, write in the modified response verbatim and put your initials next to the written change. 


[bookmark: _Ref396827952]

	ASSESSOR COMMENTS

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	




[bookmark: _Ref131576928]Discuss how the Australian legal system affects construction contracts.

	[bookmark: _Hlk85785851]Answer
	The Australian legal system significantly impacts construction contracts through a combination of common law principles, statutory regulations, and industry-specific standards. These influences affect various aspects of construction contracts, including contract formation, terms, performance, and dispute resolution.

	




[bookmark: _Ref131576930]Describe the legal elements required for a contract to be formed.

	Answer
	For a contract to be formed under Australian law, several legal elements must be present:
Offer and Acceptance: One party makes an offer, and the other party accepts it without material changes.
Consideration: Something of value is exchanged between the parties, indicating mutual obligation.
Intention to Create Legal Relations: Both parties must intend for their agreement to be legally binding.
Capacity: Each party must have the legal capacity to enter into the contract.
Certainty of Terms: The terms of the contract must be clear and definite.
Legality of Purpose: The purpose of the contract must be lawful and not against public policy.
These elements establish the foundation for a valid and enforceable contract in Australia.

	




[bookmark: _Ref131576934]How is the ‘Fair Work Act’ applied during construction contracts?

	Answer
	The 'Fair Work Act' is applied during construction contracts by ensuring that the employment terms and conditions for workers on these projects adhere to national workplace standards. The Act sets out minimum standards for wages, working hours, leave entitlements, and other employment conditions that must be followed by employers in the construction industry. It also governs the process for resolving disputes, handling unfair dismissals, and ensuring workplace safety and health standards are met. Compliance with the Fair Work Act is mandatory, and it provides a framework for fair treatment and protections for workers, ensuring that their rights are upheld throughout the duration of construction projects. This application extends to collective bargaining and enterprise agreements, ensuring they meet or exceed the baseline standards set by the Act.

	




[bookmark: _Ref131576936]Briefly explain how WHS laws affect construction contracts.

	Answer
	WHS (Work Health and Safety) laws significantly impact construction contracts by imposing stern requirements aimed at ensuring the safety and well-being of all workers on site. These laws mandate that construction contracts explicitly outline the responsibilities and duties of various parties, such as contractors, subcontractors, and clients, regarding health and safety. Contracts must ensure compliance with WHS regulations, including the implementation of risk management strategies, provision of safety training, and maintenance of safe working environments. Additionally, they require regular safety audits, inspections, and the establishment of procedures for reporting and addressing safety incidents. Failure to comply with these legal obligations can result in severe penalties, legal liabilities, and potential suspension of work, making adherence to WHS laws a critical aspect of construction contract management.

	



[bookmark: _Ref131576938]Discuss how building and construction legislation is relevant when organising construction contracts.

	Answer
	Building and construction legislation is highly relevant when organising construction contracts as it provides the legal framework that governs various aspects of construction projects. This legislation sets standards for the quality and safety of building work, ensuring that all construction activities comply with national, state, and local regulations. When drafting construction contracts, it is essential to incorporate provisions that adhere to these legal requirements, covering areas such as planning permissions, building codes, environmental regulations, and occupational health and safety standards

	




[bookmark: _Ref131576941]Why must you comply with consumer laws when drafting construction contracts?

	Answer
	Consumer Laws are used to ensure contract stipulations comply with:
· Fair contract terms
· Lay-by agreements rules
· Product safety laws
· Consumer rights requirements

	




[bookmark: _Ref131578636]Discuss residential building work contracts, their legal requirements and application.

	Answer
	Residential building work contracts are legal agreements specifically designed for the construction, renovation, or repair of residential properties. These contracts are crucial for outlining the rights and responsibilities of the parties involved, typically including the homeowner (client) and the builder (contractor). Their legal requirements and applications are governed by various regulations and standards to ensure fair practices and the protection of both parties. 
The legal requirement for Residential contracts is the Building Act 2004 (89B) (ACT). 
The application of residential building work contracts extends to various types of residential projects, including new home constructions, home extensions, renovations, and major repairs. These contracts ensure that both the homeowner and the builder have a mutual understanding of the project scope, costs, and timelines, and they provide legal recourse in the event of disputes or breaches of contract. 

	



[bookmark: _Ref131579741]Discuss commercial building work contracts, their legal requirements and application.

	Answer
	Commercial building work contracts are formal agreements used in the construction of commercial properties such as offices, retail spaces, industrial buildings, and other non-residential structures. These contracts are more complex than residential contracts due to the larger scale and higher stakes involved. They are governed by stringent legal requirements and industry standards to ensure that all parties' interests are protected and that the project adheres to legal and regulatory frameworks. 

Legally, commercial building contracts must include detailed provisions that comply with local, state, and national building codes and regulations. These contracts typically cover the scope of work, which includes comprehensive descriptions of the project, detailed architectural and engineering plans, and specific materials to be used. The contracts must also outline the responsibilities of each party, including the general contractor, subcontractors, and the client, ensuring that all roles and obligations are clearly defined.

The application of commercial building work contracts extends to various types of projects, including new constructions, renovations, expansions, and major repairs of commercial properties. These contracts are essential for managing the complex and complex nature of commercial construction projects, ensuring compliance with legal and regulatory standards, and facilitating clear communication and expectations between all involved parties. They help safeguard the interests of both the client and the contractor, promoting successful project completion and minimising legal and financial risks.  

	




[bookmark: _Ref131579743]Discuss what a lump sum contract is and when it is used.

	Answer
	Lump sum contracts, also known as fixed sum contracts, are agreements where the contractor and the principal agree on a fixed price for the entire scope of work. In this arrangement, the contractor is hired before the project begins and is responsible for completing the project within the agreed-upon price. This type of contract is applicable to both commercial and residential projects.
Lump sum contracts are typically used for straightforward projects where all parties have well-defined responsibilities. Due to the fixed nature of the pricing, there is little room for change, making the arrangement predictable. Therefore, all plans must be finalised, and costs determined upfront. The underlying principle is that the client seeks value for money, while the contractor aims to maximise profit within the set payment. Although this setup might create potential conflicts of interest, the contract's clear and defined terms help manage expectations and responsibilities effectively.

	




[bookmark: _Ref131581596]What does the term ‘practical completion’ mean when used in construction contracts?

	Answer
	Practical completion is the stage in construction when all the work specified in the contract has been completed.

	




[bookmark: _Ref128122625]Provide a brief description for each of the following terminology used in construction contracts and explain the impact the terminology has on the project.

	Answer
	Terminology
	Description
	Impact on project
	

	
	Extension of time (EOT)
	Construction contracts permit an extension of the construction period when delays occur that are beyond the contractor's control

	An Extension of Time (EOT) adjusts the date of practical completion and exempts contractors from liabilities for liquidated damages

	

	
	Liquidated damages
	Liquidated damages are the amount the contractor must pay if practical completion is not achieved by the contractually agreed completion date.

	Liquidated damages enable injured parties to receive compensation in the event of a breach of contract

	

	
	Force majeure
	Refers to unforeseen events or circumstances beyond the reasonable control of the parties involved in the contract. These events are unavoidable, insurmountable, and cannot be attributed to either party
. 
	Circumstances that may grant contractors an extension of time.

	

	
	Terminations
	This refers to contractual clauses that outline the circumstances under which the contract may be legally terminated. 

	Termination releases the parties involved from their obligations.

	




[bookmark: _Ref131581706]Australian Standard AS 4000 General Conditions of Contract, is one of the most widely used forms of head contract for construction projects in Australia. Provide two (2) distinguishing features of AS 4000.

	Answer
1.

2.
	Relief for latent conditions 
Apportionment of concurrent delays

	



[bookmark: _Ref131582875]What must be considered when choosing AS 2124 for construction contracts? Provide one (1) example.

	Answer
	When selecting AS 2124 for construction contracts, several factors should be taken into account to ensure it aligns with the specific needs and objectives of the project. One critical consideration is the complexity of the project and whether AS 2124 adequately addresses the unique requirements and potential challenges involved. 
If the construction project involves multiple stakeholders, complex design specifications, and a significant level of risk due to its scale, AS 2124 might not provide sufficient clarity or flexibility to manage these complexities effectively. In such cases, opting for a more detailed and tailored contract framework or supplementing AS 2124 with additional provisions and clauses may be necessary to mitigate risks and ensure all parties' rights and obligations are adequately addressed.

	




[bookmark: _Ref131583844]Clarify what is meant by contractual rights.

	Answer
	Contractual rights encompass the privileges inherent in the contract being entered into. These entitlements stem from agreements reached with counterparties, as well as from contract laws and regulations governing the pertinent local state or territory.  
	




[bookmark: _Ref131583846]Provide an explanation of the key contractual obligations relevant to construction contracts.

	Answer
	The owner is obligated to pay the contractor for the completed work in accordance with the terms and conditions specified in the contract. This includes milestones for payments, invoicing procedures, and any applicable penalties or interest for late payments. 

	



[bookmark: _Ref131583847]Discuss what is meant by contract liability.

	Answer
	Contract Liability is the obligations mandatory upon all parties engaged in the contract to fulfill both the contract itself and their individual duties. For contractors, this generally entails ensuring they fulfill their responsibilities to successfully conclude the project. This entails obtaining the essential documentation confirming that the project has indeed achieved practical completion to the agreed-upon standards.

	




[bookmark: _Ref131586980]Discuss two (2) circumstances that constitute a breach of contract.

	Answer
	1. Material Breach- This form of breach commonly arises in contracts involving the sale or exchange of products or goods. A material breach occurs when one or more crucial elements of the contract are not delivered as promised. In such instances, unless otherwise stipulated in the contract, the agreement is deemed terminated, allowing the injured party to seek damages. Typically, such breaches are not explicitly explained in more detailed contracts.  

2. Actual Breach - arises when one party fails to fulfill their obligations under the contract by the stipulated deadline. Any disputes or compensation arising from such breaches must be addressed in accordance with the terms outlined in the contract.  
	




[bookmark: _Ref131586982]Provide an example of a minor breach and how this can be remedied.

	Answer
	An example of a minor breach in a contract could involve a construction project where the contractor fails to complete a small portion of the work by the specified deadline, but the overall project is still substantially completed on time and meets the required quality standards. In this scenario, the breach is minor because it does not significantly affect the project's overall completion or functionality. 
	




[bookmark: _Ref131587710]Discuss the importance of demonstrating credibility during the first meeting with the client.

	Answer
	Demonstrating credibility during the first meeting with a client is essential for laying the groundwork of a successful and enduring professional relationship. This initial encounter serves as the gateway to building trust, establishing rapport, and aligning expectations between you and the client. 
	




[bookmark: _Ref131588133]Why would you provide the client with only one (1) point of contact when discussing and preparing a construction contract?

	Answer
	Providing the client with a single point of contact during discussions and preparation of a construction contract streamlines communication, reduces confusion, and ensures consistency in information exchange. This designated point of contact serves as a central liaison between the client and the contracting team, facilitating efficient decision-making, clarifying queries, and addressing concerns promptly. By consolidating communication through one individual, the risk of miscommunication or conflicting instructions is minimised, encouraging a more consistent and productive working relationship throughout the contract negotiation and execution process.  

	




[bookmark: _Ref131590336]Describe what a CRM system is and provide two (2) ways this system can benefit a business.

	Answer
	What is a CRM:
Customer Relationship Management system is a software tool designed to help businesses manage interactions with current and potential customers.

Benefits:
1. Track the success of your marketing activities 

2. Maintain relationships with customers 
	



[bookmark: _Ref131591318]Discuss why you would need to determine the following items when drafting a contract.

	Answer
	Item
	Importance for contracts
	

	
	Equipment information
	Equipment information provides a comprehensive overview of the necessary tools for a construction project. It details both the required equipment and what will be supplied for the project.

	

	
	Site accommodation information
	Site accommodation documents clarify the extent of accommodation to be furnished and the associated responsibilities for providing such accommodations, ensuring all involved parties have a clear understanding.
 
	

	
	Services
	  Services information enables all parties to grasp the scope of services or labour to be performed, along with the corresponding responsibilities entailed in carrying out these tasks. 

	

	
	Human Resource projections
	A human resources projection forecasts the necessary workforce and their assigned tasks, considering factors like sick leaves, vacations, and holidays. This aids in planning and recruitment, ensuring the company can fulfill its objectives while accounting for workforce capacity. Human resource projections facilitate understanding the essential workforce requirements for projects, enabling anticipation of manpower needs for project task. 
  
	

	
	Materials list
	The materials list comprises the inventory of materials designated for the construction project, including brand, supplier, delivery and usage dates, quantities, and relevant details. It serves as a crucial tool for cost identification, requiring meticulous tracking and coordination with suppliers. By outlining the materials to be utilised in the project, the materials list informs all involved parties of the construction components.  

	

	
	Drawings and specifications
	A construction drawing is a detailed visual representation of the components to be built, encompassing materials, procedures, specifications, and techniques required for the project. Drawings are typically to scale, providing a precise depiction of the construction plan. While they share information present in project specifications, it's crucial to maintain consistency between these separate documents. Specifications offer a thorough description of products, materials, and contracted work, serving as a companion to construction drawings. Together, they facilitate project execution, assess contractual choices' efficacy, and determine project costs.  

	

	
	Schedule
	A schedule outlines the tasks mandated by the contract that must be accomplished within agreed-upon timeframes, including the designated start and finish dates for each task.  

	




[bookmark: _Ref131591716]Explain why you might need to consult with the workplaces legal representative before finalising the draft.

	Answer
	Consulting with the workplace's legal representative before finalising the draft ensures compliance with relevant laws, regulations, and contractual obligations, minimising legal risks and potential disputes.

	




[bookmark: _Ref131597763]A builder must give the owner a written claim for a progress payment
for the substantial completion of each stage. What must be stated in the progress claim?

	Answer
	1.Project identification 
2.Builders Information 
3.Owners information 
4.Stage of completion 
5.Date of completion 
6. Detailed description of works 
7. Progress payment amount 
8. Supporting documentation 
9. Previous Payment 
10.Certification statement 
11. Signature and date

	




[bookmark: _Ref131598758]What is the purpose behind progress payments in stages?

	Answer
	The purpose of progress payments in stages is to manage cash flow, mitigate risk, ensure project monitoring and accountability, incentivise timely completion, and facilitate financial planning for both builders and owners. This structured payment approach ensures that builders receive funds as they complete each stage of work, while owners can verify progress and quality before releasing payments, encouraging a balanced and efficient construction process

	



[bookmark: _Ref131599307]The client has requested a change in the floor covering for certain areas. How do you document this variation?

	Answer
	To document a client's request for a change in floor covering, follow these steps: 
1.Variation Request Form: Complete a form with the project details, date, and client's information.
2. Description of Change: Detail the new floor covering type, colour, material, and specific areas affected.
3. Impact Assessment: Document the impact on scope, schedule, and cost, including a detailed cost estimate.
4. Approval: Obtain signatures from both the client and builder, confirming agreement to the changes and additional costs.
5. Record Keeping: Update project records, plans, budget, and schedule to reflect the approved variation. 

	




[bookmark: _Ref131599567]What can you do to minimise liquidated damages and penalties?

	Answer
	To minimise liquidated damages and penalties in a construction project, it is essential to engage in detailed planning to set realistic timelines and milestones, ensuring that all tasks are achievable within the given timeframe. Effective communication with all stakeholders is crucial for maintaining alignment and facilitating timely decision-making. Proactive risk management is necessary to identify potential issues early and develop strategies to mitigate them. Efficient resource management, including proper allocation of labour, materials, and equipment, helps prevent delays. Regularly monitoring project progress and using project management tools allows for timely adjustments to stay on track. Developing contingency plans for unexpected delays or issues minimises their impact on the project schedule. Thorough contract review helps understand the conditions for liquidated damages and penalties, enabling negotiation of favourable terms. Finally, implementing strict quality control measures ensures adherence to project specifications, preventing rework and further delays. By integrating these practices, the risk of incurring liquidated damages and penalties can be significantly reduced.


	




[bookmark: _Ref131599928]Discuss what you should confirm before issuing the final certificate.

	Answer
	· Assess the scope of services– Are the services rendered enough and complete?
· Review the schedule of activities– Were the schedules met and adhered to?
· Review cost and payment terms– Are the cost and payment terms satisfied?
· Consult parties involved for clear understanding– Are all parties involved satisfied and agrees to issue final certificate?

	



[bookmark: _Ref131660089]Why is a defects liability clause added in a construction contract?

	Answer
	A defects liability clause is added in a construction contract to protect the interests of both the owner and the contractor. This clause specifies a period during which the contractor is responsible for rectifying any defects that arise in the completed work. 

	




[bookmark: _Ref131660795]Discuss the purpose of issuing a final certificate.

	Answer
	The purpose of issuing a final certificate in a construction project is to formally acknowledge the completion of work according to contract terms, trigger the release of retention money, mark the end of the defects liability period, limit further claims, authorise final payment, serve as legal documentation, and transfer responsibility and risk from the contractor to the owner.  
 

	



[bookmark: _Ref131662204]Discuss how you can store and secure completed contract documents safely.

	Answer
	Completed contract documents can be securely stored by digitising them and using secure cloud-based storage systems with restricted access. Physical copies should be kept in locked filing cabinets or safes, accessible only to authorised personnel. Regular backups of digital files should be maintained, and encryption can enhance security. Access logs should be monitored, and periodic reviews ensure documents are organised, up-to-date, and securely store.   
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WORKBOOK


	Participant name
	Lucy Muston 




	FOR THE PARTICIPANT

	Instructions

	· You will complete written activities as outlined on the following pages. You must attempt all questions and provide enough detail in your responses to demonstrate your knowledge.
· The timeframe for these tasks will be established by your Assessor or Training Plan, but additional time may be allowed upon negotiation with the Assessor.
· You must complete all questions unassisted by the Assessor or other personnel but may refer to reference material as needed. All questions must be answered correctly for a ‘Satisfactory’ assessment outcome to be awarded. 
· An oral examination may be allowed under certain circumstances, whereby your answers will be documented by another party. 
· Any written questions that are incomplete, or not answered satisfactorily will need to be completed again after further training support.
· If you answer a question incorrectly but modify your response, put your initials next to the written change (or the Assessor must initial a verbal change).

	Resources required

	Pen




	FOR THE ASSESSOR

	Instructions

	· Where oral examination has occurred, ensure that this is acknowledged in writing (e.g. FT001 and Assessor Comments)
· All questions must be satisfactorily demonstrated by the Participant for a Satisfactory determination (indicated by an Assessor tick to the right of the question).
· Assessors are to complete marking in pen of a different colour to the Participant.
· If the Participant verbally modifies their response, write in the modified response verbatim and put your initials next to the written change. 




	ASSESSOR COMMENTS

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	




NOTE

At times, you will be provided with a specific business context to which you must respond, otherwise it is anticipated that you will use a workplace of your choosing (your own, or hypothetical) to provide the context to the task.

At all times, the responses in your assessment must reference Australian (Queensland or Federal) documentation, including legislation, regulations, codes of practice, standards and guidance publications.

	ACTIVITY 1  [bookmark: _Ref35349341]

	Read the example building contract (HO5) and respond to the following:
a) What methods can the builder use to confirm the owner’s consent to the contract?
b) When can the builder demand or receive any of the contract price?
c) What provides the builder with evidence of the owners entitlement to build on the site?
d) How long is the defect liability period for this contract?



	a) What methods can the builder use to confirm the owner’s consent to the contract?

	1.Singed Contract
2.Electronic Signature 
3.Verbal Agreement 
4.Written Communication
5.Witnessed Consent  

	b) When can the builder demand or receive any of the contract price?

	The builder can demand or receive payments of the contract price according to the progress of the construction work and the completion of specific stages or milestones outlined in the contract. This typically occurs through a process of progress payments, where the builder invoices the owner for work completed up to certain stages of the project.  


	c) What provides the builder with evidence of the owners entitlement to build on the site?

	The evidence of the owner's entitlement to build on the site is typically provided by the title documents or land ownership documents associated with the property. These documents, which may include titles, deeds, land surveys, and planning approvals, establish the owner's legal right to develop or construct on the specified site. They often contain important information such as property boundaries, zoning regulations, easements, and any restrictions or contracts that may affect construction activities.
 

	d) How long is the defect liability period for this contract?

	Typically lasts for a specified duration outlined in the contract. This period commonly ranges from 6 to 12 months after practical completion of the construction work.
 




	Satisfactory Outcome
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PRACTICAL ASSESSMENT


	Participant name
	Lucy Muston 




	FOR THE PARTICIPANT

	Instructions

	· The tasks outlined on the following pages will require performance of normal workplace activities, as a result of a structured activity set by an Observer in the workplace or a simulated activity set by your Assessor/Observer. 
· The timeframe for these tasks will be established by your Assessor/Observer, in consideration of location conditions and industry requirements.
· You must complete all tasks unassisted by the Assessor or other personnel, unless the steps note this assistance. 
· You must attempt all tasks (and itemised steps) for a ‘Satisfactory’ assessment outcome to be awarded.
· For any observation conducted that is incomplete, or without satisfactory performance, the observation will need to be completed again after further training support.




	FOR THE ASSESSOR/OBSERVER

	Instructions

	· The following observation record should be used to judge and record your observations of the Participant as they complete the task(s) set. You must record your observations of the Participant’s performance. 
· For each occasion, indicate the task performed and whether it was a simulation or workplace-based task. 
· Any simulated assessment must ensure the Participant still performs under workplace conditions which reflect industry standards.
· In the comments, provide clear detail regarding the task that the Participant was required to do (e.g. PPE used, materials handled, attachments connected, plant types).
· All steps must be satisfactorily demonstrated by the Participant for a ‘Satisfactory’ determination (indicated by an Assessor tick to the right of each itemised step, or an Observer tick to the right of each itemised step, and confirmation by an Assessor in the Assessor Comments).
· Where you have determined that one or more task steps have not been satisfactorily demonstrated, provide the Participant with additional support and outline details of such assistance in the Assessor/Observer Comments. Allow the Participant two (2) further opportunities to demonstrate the task again to allow an opportunity for a ‘Satisfactory’ assessment outcome to be achieved. 
· If after three (3) attempts the Assessor determines that the Participant cannot demonstrate the required steps, a ‘Not Satisfactory’ outcome is to be determined.





	TASK OUTCOME

	Task
	Date
	Task Type (Tick)
	Location
	Task outcome (Tick)

	
	
	
	
	Satisfactory
	Not Satisfactory

	Task 1 
	Select Date.
	 Workplace
 Simulation
	
	
	



	ASSESSOR COMMENTS: GENERAL

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	



	ASSESSOR COMMENTS: PRACTICAL TASK 1

	 Individual student (as named on cover page)
 Multiple students [ All from Attendance Report,  Specific students involved – identify students]

	Task
	Provide detail

	1.1A. 
1.1B. 1.2C. 
	Specify types of contract reviewed and how it was determined the most suitable to the project: 


	1.1A. 
1.1B. 
	Specify the class of construction project requiring a contract:


	1.1D. 
	Specify circumstances the participant outlined that constitute a breach of contract:


	1.1D. 1.2E. 
	Specify circumstances the participant outlined that constitute a termination of the contract:


	1.1E. 
	Specify how the participant confirmed legislative requirements have been met when using this contract:


	1.2B. 
	Specify how the participant verified the owner capacity to form a binding agreement:


	1.2D. 
	Specify documents prepared and compiled to determine contract details:


	1.3A. 1.3B. 
	Specify how the participant clarified and confirmed details of the contract with the owner to resolve discrepancies or disagreements:


	1.3B. 1.3D. 
	Specify who the participant consulted when preparing the contract draft:


	1.4B. 
	Specify how the participant monitored price and time variations:


	1.4B. 1.4E. 1.4F. 
	Specify which parties were negotiated with to resolve contract anomalies:


	1.5E. 
	Specify how documents were developed, stored securely, during and post contract:






CPCCBC4003
Select, prepare and administer a construction contract

	Practical Task 1

	Description of task:
The participant must select an appropriate contract for a construction project and prepare and administer this contract, providing the assessor with copies of documents used and observer comments as evidence, including:
· Identify and analyse business contracts.
· Review different building and construction contracts and select the correct contract by analysing identified legislative requirements and construction type and determine legal requirements.
· Locate a standard contract document and read the elements, terms, sections and clauses to determine relevance to the agreement.
· Review the rights, obligations and liabilities of all parties.
· Consider the job and determine and analyse circumstances that constitute a breach of contract and factors involved in contract termination.
· Confirm legislative requirements and procedures are met.
· Select appropriate contract.
· Make an offer and receive acceptance to create a legal relationship in the form of a contract.
· Confirm the owner capacity to form a binding agreement. (direct and clear communication, witness signature, legally able to enter into a contract).
· Select the contract appropriate to the type of construction.
· Prepare and compile the range of documents that collectively make up the contract.
· Determine and document requirements for contract termination and special conditions agreed by all parties.
· Prepare the contract.
· Clarify and confirm details with owner to resolve discrepancies or disagreements.
· Prepare selected contract draft with details, in consultation with relevant personnel and in accordance with the accepted processes of workplace and legal requirements. (Policies and procedures checklist - HO1)
· Determine and schedule progress payments, including processes for applying for extension of time.
· Consult with legal representative to ensure legality and validity of the draft contract.
· Prepare the final contract following workplace legal process. (Policies and procedures checklist - HO1)
· Administer the contract.
· Administer the contract following legal and regulatory requirements and to workplace standards. 
(Policies and procedures checklist - HO1)
· Monitor price and time variations and negotiate with various parties to resolve contract anomalies.
· Process applications for EOT in accordance with workplace policies and contract conditions.
· Process progress payments accurately as due under the contract.
· Act to minimise liquidated damages or penalties nominated in the contract.
· Administer contract, resolving disputes in accordance with contract, legislation and regulations.
· Assess conditions for issuing a final certificate. (Final Certificate checklist - HO2)
· Finalise a contract.
· Apply processes to document practical completion of the contract. (Practical completion checklist – HO3)
· Finalise defects liability under a building or construction contract. (End of Defects Liability Checklist- HO4)
· Finalise contract in accordance with relevant legislation and contract provisions. (Final Certificate checklist – HO2)
· Collect contract and final inspection documentation and issue completion certificate.
· Complete and secure documentation arising from finalisation of a contract for records purposes.
These tasks may be simulated or real. The Participant is to gather evidence of how they have completed each component of the Practical Task, which is to be submitted with this Practical Assessment sheet. The Observer is to provide detailed comments on the tasks completed by the Participant (on the Observer Comments, overleaf). The Assessor is to verify the Observer’s comments, noting their findings in the Assessor Comments (on the back of the Practical Assessment cover page) and provide the assessment outcome.

	Resources required: 
Access to construction industry contracts, construction drawings & specifications, client, workplace policies, procedures and quality documentation, access to legal representation, PC, digital devices, applications and software to transmit and receive information electronically, access to legislated requirements, building and construction codes and standards.

	Observer details

	Name of observer:
	

	Role of observer 
(Confirm suitability to sign)
	

	Email address of observer
	

	Signature of observer:
	
	Date:
	Select Date.



	When completing the task, did the Participant:
	Tick if satisfactorily completed. 
Provide comments if left unticked.

	1 Identify and analyse business contracts.

	[bookmark: _Ref131668533]Review different building and construction contracts and select the correct contract by analysing identified legislative requirements and construction type and determine legal requirements.
	
	[bookmark: _Ref131668684]Locate a standard contract document and read the elements, terms, sections and clauses to determine relevance to the agreement.
	
	[bookmark: _Ref131672657]Review the rights, obligations and liabilities of all parties.
	
	[bookmark: _Ref131669434]Consider the job and determine and analyse circumstances that constitute a breach of contract and factors involved in contract termination.
	
	[bookmark: _Ref131669832]Confirm legislative requirements and procedures are met.
	
	2 Select appropriate contract.

	[bookmark: _Ref131672639]Make an offer and receive acceptance to create a legal relationship in the form of a contract.
	
	[bookmark: _Ref131670344]Confirm the owner capacity to form a binding agreement. (direct and clear communication, witness signature, legally able to enter into a contract).
	
	[bookmark: _Ref131670366]Select the contract appropriate to the type of construction.
	
	[bookmark: _Ref131670924]Prepare and compile the range of documents that collectively make up the contract.
	
	[bookmark: _Ref131670942]Determine and document requirements for contract termination and special conditions agreed by all parties.
	
	3 Prepare the contract.

	[bookmark: _Ref131671276]Clarify and confirm details with owner to resolve discrepancies or disagreements.
	
	[bookmark: _Ref131671305]Prepare selected contract draft with details, in consultation with relevant personnel and in accordance with the accepted processes of workplace and legal requirements. (Policies and procedures checklist – HO1)
	
	[bookmark: _Ref131673083]Determine and schedule progress payments, including processes for applying for extension of time.
	
	[bookmark: _Ref131671472]Consult with legal representative to ensure legality and validity of the draft contract.
	
	[bookmark: _Ref131673099]Prepare the final contract following workplace legal process.
	
	4 Administer the contract.

	[bookmark: _Ref131673118]Administer the contract following legal and regulatory requirements and to workplace standards. (Policies and procedures checklist – HO1)
	
	[bookmark: _Ref131671801]Monitor price and time variations and negotiate with various parties to resolve contract anomalies.
	
	[bookmark: _Ref131673153]Process applications for EOT in accordance with workplace policies and contract conditions. (Policies and procedures checklist – HO1)
	
	[bookmark: _Ref131673160]Process progress payments accurately as due under the contract.
	
	[bookmark: _Ref131671982]Act to minimise liquidated damages or penalties nominated in the contract.
	
	[bookmark: _Ref131671990]Administer contract, resolving disputes in accordance with contract, legislation and regulations.
	
	[bookmark: _Ref131673176]Assess conditions for issuing a final certificate. (Final Certificate checklist – HO2)
	
	5. Finalise a contract

	[bookmark: _Ref131673183]Apply processes to document practical completion of the contract. (Practical completion checklist – HO3)
	
	[bookmark: _Ref131673190]Finalise defects liability under a building or construction contract. (End of Defects Liability Checklist – HO4)
	
	[bookmark: _Ref131673199]Finalise contract in accordance with relevant legislation and contract provisions. (Final Certificate checklist – HO2)
	
	[bookmark: _Ref131673222]Collect contract and final inspection documentation and issue completion certificate.
	
	[bookmark: _Ref131672059]Complete and secure documentation arising from finalisation of a contract for records purposes.
	


	Observer comments:
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