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CPCCBC4008 
Supervise site communication and administration processes for building and construction projects 

ASSESSMENT SUMMARY

The assessment activities for CPCCBC4008 Supervise site communication and administration processes for building and construction projects 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
	Rhys H. Yasso

	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

	Practical Assessment
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Outcome for CPCCBC4008
	Select Date.
	 Competent
	 Not Yet Competent



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

	 Theory Exam
 Practical Assessment
 Quality Control plan including communication plan, monitoring inspection and recording.
	 Progress inspection checklist for trade for a section of building x 2
 Rectification plan
 Handover information (include guarantees, warranties, and termite protection forms)



	Assessor name
	

	Assessor signature
	

Theory Exam - CPCCBC4008 Supervise site communication and administration processes for building and construction projects

	Assessment Summary - CPCCBC4008 Supervise site communication and administration processes for building and construction projects
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CPCCBC4008 
Supervise site communication and administration processes for building and construction projects

THEORY EXAM


	Participant name
	Rhys H Yasso




	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]

	[bookmark: _Hlk82780839]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: _Ref126587855]Describe how you would confirm the quality control compliance requirements for a private home building project.

	Answer
	Ensuring quality control compliance for a private home building project is crucial to guarantee that the construction meets the required standards and regulations. I’d first ensure that I understand regulations and the NCC, that’s relevant to my state. Then progress to develop a quality control plan, ensuring is outlines the quality control standards and specifications for the project. After having these in place proceed to hire contractors/sub-contractors, conduct pre-construction meetings, and verify all construction materials meet the specified standards prior to construction commencing. Once construction has commenced, then keeping up with the relevant inspections throughout. 
	




[bookmark: _Ref126650472]Access the Queensland Building and Construction Commission (QBCC) website (if in Queensland) or your local authority and summarise the requirements for contracts priced at $20,000 or more.

	[bookmark: _Hlk85785851]Answer
	If the contractor works are priced at $20,000 or more, prior to completion of sign off on the contract, the contractor applicant is required to supply a copy of the ‘QBCC consumer building guide – Version 3’. Within this consumer building in stipulates information regarding QBCC Licence information, Cooling-off Period, Variations, Commencement notices, Deposits and progress payments and provides additional information relevant to common key building and contract issues for homeowners. Having this contract in place ensures that the is signed documentation as evidence that the homeowner can see the contractor has met all requirements. 
	



[bookmark: _Ref126658606]Explain the importance of construction schedules in relation to contracting tradespeople, material resourcing and inspections.

	Answer
	Construction scheduling assists in the organization and production of the sequence of the construction project. When dealing with tradespeople, having a schedule in place, gives the company/organization notice and general idea’s on when materials etc. will need to be delivered and gives them a timeframe in which they can order in additional materials if required. This all influences the flow of production on site, in the time it takes for these materials to arrive to site for installation or use. Having schedules in place for inspections, can ensure that the reason and purpose of the inspection can go accordingly with the correct works being completed. For an example if there was an inspection planned for all civil/concrete works, The construction schedule would ensure that all these works were completed prior to the final inspection, so the inspector can make the relevant comments on finish works. 
	




[bookmark: _Ref126661152]Describe the waterfall methodology used in project management.

	Answer
	The waterfall methodology is used to assist in constructing a visual representation of a development process that’s structured in a sequence. For an example, within a project it would list each different component of works in a waterfall flow with each component set to commence after the first being completed.  
	




[bookmark: _Ref126664601]Discuss WHS ‘duty of care’ requirements located in site safety plans, and how site induction, as well as general construction induction training, contributes to this.

	Answer
	When mentioning WHS in the construction industry, the concept of duty of care is fundamental. Duty of care refers to the legal obligation to take reasonable measures to ensure the health, safety and well-being of workers, contractors and other who may be affected by the work being conducted. Site safety plans play a crucial role in outlining these duties, and site induction, along with general construction induction training, is a key component in fulling obligations such as – Risk mitigation and assessment, Emergency response plans, safety procedures and policies, training and supervision personal, general communication, and compliance with legislation. 
	




[bookmark: _Ref126666370][bookmark: _Ref126667250]Describe five (5) different methods of communication used to share quality control processes and industry requirements to site personnel.

	Answer
	1 – Printed Materials
2 – Emails
3 – Phone calls
4 – Verbal Communication
5 – Documentation Letters

	



[bookmark: _Ref126667221]Discuss three (3) instances when you would be required to communicate with regulatory authorities in relation to the workplace quality management systems.

	Answer
	1 – Request for necessary and required Permits
2 – Request for necessary and required Certificates
3 – Organization and scheduling of inspections

	




[bookmark: _Ref126670420]Describe the purpose and process of conducting a risk assessment when a work site hazard has been identified.

	Answer
	Having Risk assessments in place, creates documentation stipulating the consequence and likelihood of the relevant hazard identified. These hazards are generally displayed linked within a Risk matrix attached to the assessment. Each hazard is rated from the likelihood of it happening and the severity. Identifying each hazard helps understand if the harm is immediate or gradual and what factors could influence the severity. Generally, Risks assessments are essential when performing high Risk works including operating mobile plant.  
	



[bookmark: _Ref126672886]Describe in detail how the information in the image below is used.













	Answer
	Shown above is a diagram classed as the Hierarchy of Controls and is implemented heavily within the construction industry. Having this diagram system in place enables person(s) to implement a control for each risk they may face and manage it.

Elimination – This represents a physical action to remove the hazard
Substitution – This represents an action to replace the hazard
Isolate – This represents separating the hazard from the person(s) at risk from injury
Engineering controls – This represents physical changes (e.g., A redesign of mechanical aid by additional control measure equipment) 
Administrative Controls – This represents an example of installation of signage, barricading, rotating job and additional administrative control measures to minimise risks 
PPE – Represents Personal Protective Equipment (e.g., Hardhat, Ear, and Eye Protection)  

A worker who is well familiarised with this control measure diagram can be well assisted in dealing with risks and hazards that may present themselves 
	





[bookmark: _Ref126912075]Clarify the following steps in relation to managing WHS risks.

	Answer
	Steps
	Description
	

	
	Identify Hazard
	Without Identifying the hazard, you will not be able to manage the risk. Identifying hazards can be conducted in multiple ways including – Investigation of incidents/accidents, Routine checks, and inspections, conducting identification during a change in management / equipment process. 
	

	
	Assess Risk
	Assess risks are a critical point within the construction industry to be able to develop control measures to minimises any risks and hazards that may arise. 
	

	
	Control Risk
	Controlling risks and having control measures in place are vital. Having controls in place help prevent any consequences from potential harm / injury to a worker. Generally, there are 3 types of risk control – Preventive, Detective or Reactive.  
	

	
	Review Controls
	Reviewing controls can be often reviewed if the controls are in place yet an incident still has happened, they can also be reviewed when a workplace / worksite location is changed. It is crucial to often review controls if changes in tasks or work locations changed, as new risks and hazards can present themselves.























	




[bookmark: _Ref126675576]Describe project documents you must refer to and why, when determining administration requirements related to payments and variations to contracts.

	Answer
	Contract Agreement – Referring to this defines the scope of work, project schedule, payment terms and conditions for variations.

Scope Of Work / Project Specifications – Referring to this ensures that any proposed variations align with the originally agreed-upon scope of work and specifications. This additionally aids the assessment of the impact of changes on project costs and timelines.

Payment Schedule – Referring to this determines when payments are due, the criteria for payment and any conditions that must be met before payment is authorized.

Subcontract Agreements – Referring to these agreements helps understand the obligations and commitments of subcontractors, especially concerning variations and payments related to their scope of work.
	



[bookmark: _Ref126676472]What are five (5) tasks associated with authorising payment of invoices for supplied materials?

	Answer
1.



2.



3.



4.



5.
	Invoice Verification 




Receipt confirmation



Approval Process



Compliance Check



Documentation and Record Keeping
	




[bookmark: _Ref126736117]After identifying the stakeholders’ requirements for communication, what information is needed for an effective communication management plan?

	Answer
	Stakeholder Information, Communication Objectives, Stakeholder Communication Requirements, Information to be communicated, Communication methods and channels and Timing and Schedule. Having these listed components will aid the effectiveness of a communication management plan.
	




[bookmark: _Ref126739393]When your subcontractors submit invoices to you for payment of their services, what four (4) details must you secure from these invoices for inclusion in a Taxable Payments Annual Report (TPAR)?

	Answer
	Sub-contractors ABN

Subcontractors Name

Total Amount Paid (Including GST) 

Details of the services provided
	




[bookmark: _Ref126740093]Discuss the purpose and significance of maintaining a site diary. 

	Answer
	Having completed Site Diaries are apart of the duties and responsibilities of site management. Site diaries can be documented in physical and digital forms. Diary is there to record all site and sub-contractor activities that are conducted on site, any site conditions and any incidents that may have occurred on the day. They can also entail a description and update on the overall progression of the construction project and any scheduling that may be implemented. The significance a maintained site diary can make high, is especially if there was an incident that happened on site which required an investigation – a detailed diary of what works were being conducted that day, weather report and what personnel or machinery was working, can be used for investigations that require specific documented reports. Site diaries can assist in any site disputes that may arise on site, whether a task was considered completed or not, documented evidence can be accessible.   
	



Read the scenario below to respond to Q16. and Q17. 

The subcontractor (first-tier subcontractor) you hired for this project is carrying on a business that is primarily in the building and construction industry. He has engaged another subcontractor (second-tier subcontractor) to assist with their current workload.

[bookmark: _Ref126738884]What subcontractor payments are you required to report to the Australian Taxation Office (ATO)?

	Answer
	The TPAR is used to report payments made to subcontractors for building and construction services. Typically, businesses in the building and construction industry need to report the total payments they make to subcontractors, including both first-tier and second-tier subcontractors.
	




[bookmark: _Ref126738900]Will the first-tier subcontractor also be required to report to the Australian Taxation Office (ATO)? Explain your answer. 

	Answer
	Typically, the first-tier subcontractor (the subcontractor engaged directly by the principal contractor) is responsible for reporting payments made to all subcontractors, including second-tier subcontractors. The first-tier subcontractor must provide details of the payments they have made for building and construction services.
In this scenario, the second-tier subcontractor is not directly obligated to report to the ATO for these payments. However, they should ensure that the first-tier subcontractor, who engaged them, is fulfilling their reporting obligations accurately.

	




[bookmark: _Ref126739399]As the principal contractor, you will be withholding tax from the payments you make to your workers and contractors through PAYG withholding. Provide the four activities that you must complete in compliance with the Australian Taxation Office’s (ATO) requirements for those who make payments subject to withholding.

	Answer
1.



2.



3.



4.
	Register for PAYG Withholding




Obtain Tax File numbers from workers and contractors.


Withhold appropriate amounts.



Lodge PAYG Withholding Reports 
	



[bookmark: _Ref126747541]Soil contamination has been discovered during initial earthworks at the site. Clarify steps you will take to organise and authorise variations to the contract to include removal of contaminated materials.

	Answer
	Review the contract for provisions relevant to soil contamination. Then create a written document detailing the intended variation works. This needs to be sent to the client for approval, then once approved, provide a copy to the client unless it is not reasonably practical to do so. Once these steps have been completed, plan how the variation work will be implemented.
	




[bookmark: _Ref126748136]The site has been affected by an after-hours break-in and theft of materials and subcontractor equipment; describe how you respond to this incident.

	Answer
	Ensure Safety – Prioritize and ensure the safety of all personnel on the construction site. 
Contact Relevant Authorities – Reporting the incident to local law enforcement authorities immediately. 
Document The Scene – Avoid disturbing the scene, and ensure documentation is completed, aligning with the relevant company / organisation policies and procedures.
Notify Project Stakeholders – Informing the relevant project stakeholders, including the clients, subcontractors, and other company personnel. 
Coordinate with Subcontractors – Contact subcontractors that may have been affected (e.g Stolen materials, plant or machinery) and proceed to work collaboratively to assess the impacts.
Review security measures – Inspect and evaluate the existing security measures on the construction site and consider adding additional control measures if required.
Review and update security protocols, while information the project team.  

	




[bookmark: _Ref126749468]Access your local council to determine which records of building construction approval and certification information they require and who is responsible for issuing and lodging these with the council. Give a brief outline of the requirements.

	Answer
	Brisbane City local council states the legislation requires an accredited building certifier must lodge the following documents with council: 
-Engagement notice and application details
-Decision notice, approved building plans and any other documentation that contributed to the plan approval
-Completion details such as certificates, including certificate of occupancy (Formerly referred to as a certificate of classification) and inspection certificates, and any other documents relating to the certification and acceptance of the completed building work. 
	




[bookmark: _Ref126751188]Complete the table describing the different documents and information that should be prepared to be issued to the client during handover.

	Answer
	Certificate/ Document 
	Description
	

	
	Certificate of Practical Completion
	This certificate varies from state, territory and organisation, but its essence is it validates that the building has met the conditions of practical completion set forth by the contract, as well as regulations set forth by the government and building industry. 
	

	
	Building Inspection Certificates 
	These are certificates issued by other inspectors, such as trade-specific inspectors and regulatory inspectors. They certify that the building is according to quality standards of the specific trade or part and the Building Code of Australia, respectively.
	

	
	Certificate of Occupancy
	This certificate verifies that the building is ready for occupancy and can be used for its intended purpose. This is issued by a building surveyor or inspector and is given either with or after the certificate of practical completion.
	

	
	Warranties
	They provide assurance that the building will not be left unfinished, in case of certain circumstances (e.g. the contractor or subcontractor unexpectedly passes away, disappears, becomes insolvent or fails to respond to a rectification order within 30 days). The warranty period lasts usually five to six years after completion of work.
	

	
	Guarantees
	These are issued by a third-party financial institution, such as a bank, that ensures a payment of a certain amount for a specific event accomplished, in this case the practical completion of the building.
	

	
	Termite Protection Forms
	These forms describe the termite control system used as well as the maintenance needed for the said system. The forms should also contain details of the person who did the system or at least who gave the advice on the method of control.
	

	
	Defects Document
	This document lists down the defects found in the building, as agreed upon by both you and the client, as a building can be considered practically complete even with minor defects or omission. The document also states how and when you will address the defects (usually within six months for completion of work).
	

	
	Building Owner Manual
	The manual contains all the information necessary for the operation, maintenance, decommissioning and demolition of the building. The building owner manual is prepared both by the contractor and the building designer.
	

	
	Health and Safety Documents
	They include relevant information on the safety and risks of the building and its components. This is needed so that when any future work is needed to be done, it can be conducted safely. 
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CPCCBC4008 
Supervise site communication and administration processes for building and construction projects

PRACTICAL ASSESSMENT


	Participant name
	Rhys Yasso




	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. 
	Specify () websites and workplace documents accessed and reviewed: 
 WorkSafe (state or national website)  National Construction Code (NCC)  Local Council    State building regulator  SAI Global or other site for Australian Standards 
 Workplace intranet or files  Project Scope document  Site Safety Plan  Schedule 
 Project Performance Measurement baseline  Communications plan 
 Other (please specify): 

	1.1D. 
1.4A. 
	Specify which trade work is to be inspected using the two (2) progress inspection checklists:
1. 


2. 

	1.1E. 
	Specify type of schedule accessed/developed:


	1.1F. 
	Specify how information relating to quality control standards was shared with quality team.


	1.2A. 
	Specify how administrative requirements were determined and recorded:


	1.2E. 
	Specify details of insurance claim made:


	1.3A. 
1.3B. 1.3C. 1.6C. 
	Specify communication systems implemented effectively:


	1.4B. 
	Specify how site safety and workplace procedures were adhered to:


	1.4C. 1.4D. 1.6A. 
	Specify area being inspected for defects/issues:


	1.6A. 
	Specify area being inspected following notification by external parties:


	1.6A. 
	Specify liabilities/remedial action undertaken following notification of work defects:


	1.4D. 
1.6B. 
1.6C. 
	Specify who was notified of defect and rectification plan:


	1.5H. 
	Specify how rectified work was monitored:


	1.6D. 
	Who confirmed approval of contract achievement:


	1.6F. 
	Specify handover paperwork prepared for client:





CPCCBC4008
Supervise site communication and administration processes for building and construction projects

	Practical Task 1 

	Description of task:
The participant must demonstrate the skills and knowledge to develop a plan to supervise the administration processes including quality control for one(1) building and construction project which is either a Class 1 to a maximum of two storeys, OR Class 2 to 9, Type C building using workplace approved documentation and digital media.  Note: Copies of documents used or screen shots of technology used must be submitted as evidence. The following are required to be submitted- (Some templates available as handouts). 
· Quality Control plan including communication plan, monitoring inspection and recording.
· Progress inspection checklist for trade for a section of building x 2
· Rectification plan
· Handover information (include guarantees, warranties, and termite protection forms)

The participant must be observed as collection of evidence during:
· Supervise the administration of quality control compliance
· Determine quality control compliance requirements relevant to legislation and industry requirements.
· Incorporate site safety as interpreted from site safety plan into work processes.
· Create a plan to implement, administer, maintain and monitor site quality control for a building classified as above that meets safety and legislated requirements.
· Communicate to team/others the quality control standards that will be used between onsite and offsite staff, contractors and suppliers that systematically gather onsite information.
· Access or develop schedules and checklists detailing specific inspections to be conducted at appropriate stages of construction.
· Supervise the administration of projects
· Determine project administrative requirements 
· Authorise payment of material and contractor invoices, drawing against contract allowances and back-charges, as required
· Authorise variations to contracts and take corrective action as required.
· Process insurance claims for site loss or damage.
· Supervise the use of site communications and record keeping systems
· Effectively implement communication systems according to work site requirements
· Adhere to workplace recording requirements to record project details including maintenance of diary and schedule (as applicable)
· Document how systematic gathering of onsite information will be recorded including scheduling certifier inspections, union and legislative matters relevant to the site.
· Conduct onsite project monitoring and inspection of work quality
· Develop and present as evidence a progress inspection checklist for two (2) trades for a section of building.
· Adhere to site safety requirements and relevant project administration procedures during site visit.
· Conduct a site inspection to evaluate safety, project progress and work quality for one (1) section of a building as classified above.
· Inspect and record quality of work, notify relevant people of defects and prepare and issue rectification notice.
· Develop and present a rectification plan following inspection outlining:
i) What must be rectified.
ii) Why it must be rectified (with reference to appropriate standard, code or plan specification, etc)
iii) The recommended order in which rectifications should be done.
iv) Expected duration of each rectification and when they are expected to be rectified by.
v) Who will carry out the rectification and how they will be notified.
vi) Will any rectifications affect the work remaining schedule, if yes - who did you notify.
· Monitor rectified work according to developed systems to ensure quality control, building standards and client satisfaction are achieved.
· Complete project administration processes
· Record work defects notified by external parties, establish liabilities and remedial action required, and develop inspection checklist.
· Notify client of rectification, and record client’s response to completed work.
· Instigate procedures that will result in client approval and acceptance where this was not the client’s initial response.
· Confirm contract requirements are fulfilled with relevant management and client.
· Organise certifier for completion inspection.
· Prepare certificates and appropriate client handover information, including all guarantees, warranties and termite protection forms

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: 
Work site; work team; local safety legislation and regulations; building and construction codes and standards; relevant project plans and specifications; workplace quality control documentation relevant to supervising the administration of quality control compliance; site safety plan, communications and recording systems; work progress and quality systems and documents; business and safety equipment and materials.

	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 Supervise the administration of quality control compliance

	[bookmark: _Ref126758841]Determine quality control compliance requirements relevant to legislation and industry requirements by accessing and reviewing relevant websites and workplace documents.
	
	[bookmark: _Ref126842939]Read site safety plan and demonstrate understanding by incorporating information as interpreted from site safety plan into work processes.
	
	[bookmark: _Ref126842960]Create or modify a workplace quality control plan to implement, administer, maintain and monitor site quality control for a building classified as either a Class 1 to a maximum of two storeys, OR Class 2 to 9, Type C building.  (Note: plan to be attached.).
	
	[bookmark: _Ref126836475][bookmark: _Ref126843246]Create or modify two (2) progress inspection checklists to use for two(2) trades for a section of building as described in 1.1C. to ensure regulatory, jurisdictional and workplace compliance and quality control requirements have been met. (Note: Completed checklists to be attached.).
	
	[bookmark: _Ref126837159]Access or develop schedules detailing when specific inspections are to be conducted at appropriate stages of construction.
	
	[bookmark: _Ref126836856]Communicate to team/others the quality control standards that will be used between onsite and offsite staff, contractors and suppliers that systematically gather onsite information.
	
	2 Supervise the administration of projects.

	1.2A.  [bookmark: _Ref126837807]Determine project administrative requirements needed to supervise and monitor quality. 
	
	1.2B.  [bookmark: _Ref126837925][bookmark: _Ref126843322]Authorise payment of material after first checking delivery against invoice/order and confirming quality/no defects.
	
	1.2C.  [bookmark: _Ref126843326]Authorise payment of contractor invoices, drawing against contract allowances and back-charges, as required.
	
	1.2D.  [bookmark: _Ref126843334]Authorise variations to contracts and take corrective action as required.
	
	1.2E.  [bookmark: _Ref126838101]Process insurance claims for site loss or damage.
	
	3 Supervise the use of site communications and record keeping systems

	1.3A.  [bookmark: _Ref126838888]Effectively implement communication systems according to work site requirements.
	
	1.3B.  [bookmark: _Ref126839300]Adhere to workplace recording requirements to record project details including maintenance of diary and schedule (if applicable).
	
	1.3C.  [bookmark: _Ref126839306]Document how systematic gathering of onsite information will be recorded including scheduling certifier inspections, union and legislative matters relevant to the site.
	
	4 Conduct onsite project monitoring and inspection of work quality

	[bookmark: _Ref126839541]Develop and present as evidence a progress inspection checklist for two (2) trades for a section of building.
	
	[bookmark: _Ref126840291]Adhere to site safety requirements and relevant project administration procedures during site visit.
	
	[bookmark: _Ref126840478]Conduct a site inspection with inspection checklist to evaluate safety, project progress and work quality for one (1) section of a building as classified above.
	
	[bookmark: _Ref126840574]Inspect and record quality of work, notify relevant people of defects and prepare and issue rectification notice
	
	5. Develop and present a rectification plan following inspection

	[bookmark: _Ref126843476]Develop and present a rectification plan following inspection outlining information listed in 1.5.B to 1.5.G. (Note: Rectification plan with all information must be attached)
	
	[bookmark: _Ref126843487]What must be rectified.
	
	[bookmark: _Ref126843489]Why it must be rectified (with reference to appropriate standard, code or plan specification, etc).
	
	[bookmark: _Ref126843491]The recommended order in which rectifications should be done.
	
	[bookmark: _Ref126843493]Expected duration of each rectification and when they are expected to be rectified by.
	
	[bookmark: _Ref126843496]Who will carry out the rectification and how they will be notified.
	
	[bookmark: _Ref126843500]Will any rectifications affect the work remaining schedule, if yes - who did you notify.
	
	[bookmark: _Ref126840905]Monitor rectified work according to developed systems to ensure quality control, building standards and client satisfaction are achieved.
	
	6. Complete project administration processes

	[bookmark: _Ref126841138]Record work defects notified by external parties, establish liabilities and remedial action required, and develop inspection checklist.
	
	[bookmark: _Ref126841443]Notify client of rectification, and record client’s response to completed work.
	
	[bookmark: _Ref126841517]Instigate procedures that will result in client approval and acceptance where this was not the client’s initial response.
	
	[bookmark: _Ref126841554]Confirm contract requirements are fulfilled with relevant management and client.
	
	[bookmark: _Ref126843631]Organise certifier for completion inspection.
	
	[bookmark: _Ref126841808][bookmark: _Ref126843636]Prepare certificates and appropriate client handover information, including all guarantees, warranties and termite protection forms (Note: copies to be presented as evidence)
	


	Observer comments:

	




Eliminate the hazard


Substitute the hazard


Isolate the hazard


Engineering controls


Administrative controls


PPE
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