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Welcome
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QUALIFICATION DETAILS
CPP40307 Certificate IV in Property Services

(Real Estate)
Summary
Rel | Status | Rel date
1 (this release) | Current | 7/Apr/2011

Usage recommendation  Current

Training packages that include this unit

Code | Title | Rel

CPPO7 |Property Services Training Package ‘ 7.0-14.1

Units of competency [Refer Links tab]

Classifications

Scheme Code Classification value
ANZSCO Identifier 612114 Real Estate Agent
ASCO (occupation type) Identifier | 3293-15 | Real Estate Salesperson
ASCED Qualification/Course Field | 0805 Sales and Marketing

of Education Identifier

Qualification/Course Level of 511 Certificate IV
Education Identifier

Content

Download:
] Qualification in Word format (440.65 KB) [Refer training.gov.au]

] Qualification in PDF format (149.6 KB) [Refer training.gov.au]




Modification history, Description,
Pathways information, Licensing / Regulatory
information, Pathways information and
Entry requirements
Not applicable

Employability skills qualification summary

Employability Industry/enterprise requirements for this qualification
skill include the following facets:

Communication |m apply literacy skills to access and interpret a
variety of texts, including leases; prepare
general information and papers; prepare formal
and informal letters, reports and applications;
and complete prescribed forms

u apply numeracy skills to calculate and interpret
data such as deposits, entitlements and
commissions

] communicate with and relate to a range of
people from diverse social, economic and
cultural backgrounds and with varying physical
and mental abilities

] demonstrate effective communication strategies
to establish rapport with clients, determine
client needs, provide accurate advice, address
client concerns and deal with conflict in line
with agency practice

] identify and assess property marketing
strategies in the context of legislative
requirements and agency practice

u identify effective communication strategies for
managing conflicts involving clients, and
evaluate them in line with legislative
requirements and agency practice




use verbal communication skills for face-to-face
communication with real estate sellers and
buyers

Teamwork

identify roles and responsibilities of government
agencies regulating the lease and management
of property

identify roles and responsibilities of agents in
leasing and managing property in line with
legislative requirements and agency practice
work effectively in and promote communication
between teams in an agency environment

Problem solving

apply decision making and problem solving skills
to analyse situations and make decisions
consistent with legislative and regulatory
requirements

apply strategies for resolving disputes between
landlords and tenants and evaluate them in line
with legislative requirements and agency
practice

Initiative and
enterprise

analyse causes and potential impact of risks on
agency, clients and other stakeholders

apply analytical skills to interpret
documentation, such as parliamentary
documents, legislation, regulations and codes of
conduct

apply research skills to identify and locate
legislation, regulations and codes of conduct
apply negotiation and conflict resolution skills to
resolve disputes with tenants and landlords
negotiate to assist clients with property sales
and property management matters
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Planning and B apply risk management strategies associated

organising with advising clients on property sales and
property management options

] identify and assess listing opportunities in the
context of legislative requirements and agency
practice

u plan, organise and schedule work-related tasks,
such as inspecting properties

u identify changes to legislation and regulations
affecting agency operations
u identify information on key operations of estate

agencies in the context of legislative and agency
requirements

u implement agency procedures and systems to
minimise risk to agency

u maintain relevant records of legislation and
industry codes of conduct

L] identify and access source documents for
legislation and regulations relevant to the
provision of real estate agency services

Self-management| m demonstrate a commitment to comply with
industry codes of conduct by own personal
ethical behaviour

u interpret and comply with legislative and agency
requirements

u understand legislative requirements and verify
with relevant people

] manage competing work demands

u model ethical practice

n ensure personal presentation and professional
image comply with industry and agency norms

] organise own work

u source specialist advice in line with agency
practice

QUAL




Learning L apply knowledge of ethical and conduct
standards and key principles of consumer
protection, equal employment opportunity and
privacy in relation to the leasing and
management of property

u apply knowledge of the process of leasing and
managing property

u assess personal knowledge and skills in
providing real estate services against industry
competency standards and other relevant
benchmarks to determine continuing training
needs and priorities

u identify and plan opportunities for continuing
training to maintain currency of competence
and develop specialist and advanced skills and
knowledge in line with agency practice

u access the internet and web pages

u apply computing skills to access agency and
resource databases

u send and receive emails and complete standard
forms and documents online

u use standard software packages

Technology

Due to the high proportion of electives required by this qualification, the
industry/enterprise requirements described above for each Employability
Skill are representative of the property industry in general and may not
reflect specific job roles. Learning and assessment strategies for this
qualification should be based on the requirements of the units of
competency for this qualification.

This table is a summary of Employability Skills that are typical of this
qualification and should not be interpreted as definitive.
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Packaging rules
To achieve recognition at the Certificate IV level, the candidate must
demonstrate competency in the five core units, plus nineteen electives
(total twenty-four units).
At least ten elective units must be selected from property, sales and
management, with the remaining elective units chosen from one or more
of the following:

] property sales and management
] specialist
] common.

Up to two of the elective units may be chosen from:

u the Diploma of Property Services (Agency Management)

] any Certificate IV qualification in CPPO7 Property Services Training
Package

u any Certificate IV qualification in BSBO7 Business Services or FNS04
Financial Services Training Package, provided that the units do not
duplicate units in CPPO7 Property Services Training Package.

All units must contribute to a valid, industry-supported vocational
outcome.

CORE UNITS
Code Title

CPPDSM4007A  |ldentify legal and ethical requirements of property
management to complete agency work

CPPDSM4008A |ldentify legal and ethical requirements of property
sales to complete agency work

CPPDSM4009B  |Interpret legislation to complete agency work

CPPDSM4015B  |Minimise agency and consumer risk

CPPDSMA4080A  |Work in the real estate industry

QUAL




ELECTIVE UNITS
Property sales and management

Code Title

CPPDSM3008A  |Maintain and protect condition of managed properties

CPPDSM4001A |Act as a buyer's agent

CPPDSM4002A  |Apply knowledge of state or territory legislative and
regulatory framework to complete agency work

CPPDSM4003A  |Appraise property

CPPDSM4004A  |Conduct auction

CPPDSMA4005A  |Establish and build client-agency relationships

CPPDSMA4006A  |Establish and manage agency trust accounts

CPPDSM4010A  |Lease property

CPPDSM4011A |List property for lease

CPPDSM4012A |List property for sale

CPPDSM4013A  |Market property for lease

CPPDSM4014A  |Market property for sale

CPPDSM4016A |Monitor and manage lease or tenancy agreement

CPPDSMA4017A  |Negotiate effectively in property transactions

CPPDSM4018A  |Prepare and present property reports

CPPDSM4019A  |Prepare for auction and complete sale

CPPDSM4020A  |Present at tribunals

CPPDSM4022A  |Sell and finalise the sale of property by private treaty

CPPDSM4046A  |Manage tenancy disputes

CPPDSM4049A  |Implement maintenance plan for managed properties
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Specialist
Code Title

CPPDSM3017A Work in the strata/community management sector

CPPDSM4021A  |Sell and finalise sale of rural property by private treaty
CPPDSM4023A  |Act as a tenant's agent

CPPDSMA4029A  |Appraise business

CPPDSMA4030A  |Appraise rural property

CPPDSM4033A  |Assess and value goods, chattels, plant and equipment

CPPDSMA4034A  |Assess and implement strata/community
management agreement

CPPDSMA4036A  |Broker sale of industrial, commercial and retail
property

CPPDSMA4038A  |Conduct goods, chattels or equipment clearing sale or
auction

CPPDSM4040A  |Contribute to life cycle maintenance strategy

CPPDSM4041A  |Contribute to development of a tenancy mix strategy

CPPDSM4043A  |Coordinate fit-out of property and facilities

CPPDSM4050A  |Lease industrial, commercial and retail property
CPPDSM4051A Lease rural property
CPPDSM4053A List business for sale

CPPDSM4058A  |Monitor service requirements in the property industry

CPPDSM4059A Monitor space use in the property industry

CPPDSM4060A  |Negotiate sale and manage sale to completion or
settlement

CPPDSM4061A  |Obtain prospects for listing
CPPDSM4062A Occupy space
CPPDSM4069A  |Promote and market listed business

QUAL




CPPDSM4074A  |Select and appoint contractors in the property industry
CPPDSM4078A  |Sell rural property by tender

CPPDSM4079A  |Work in the business broking sector

Common

Code Title

BSBCMM401A Make a presentation

BSBHRM402A Recruit, select and induct staff

BSBITS401A Maintain business technology

BSBLED401A Develop teams and individuals

BSBRKG304B Maintain business records

BSBSMB404A Undertake small business planning

BSBSMB406A Manage small business finances

BSBWOR402A Promote team effectiveness

CPPDSMA4045A  |Facilitate meetings in the property industry
CPPDSM4056A Manage conflict and disputes in the property industry
CPPDSM4057A | Monitor a safe workplace in the property industry

10



Code

SAMPLE LEARNING PROGRAM

New South Wales, Northern Territory

A CPP40307 Certificate IV in Property Services (Real Estate) that
includes the following units is required to meet the training needs
for NSW real estate agent licence registration with NSW Office of
Fair Trading. Note that there is a choice between CPPDSM4004A
Conduct auction and CPPDSMA4020A Present at tribunals. As one
other unit must also be chosen, in practice,

most Registered Training Organisations offer both units as part

of the qualification.
http://www.legislation.nsw.gov.au/maintop/view/inforce/subordl
eg+247+2009+pt.2+0+.

Full registration as an agent’s representative in the Northern
Territory requires completion of 24 units of competency approved
by the Agents Licensing Board Services (Real Estate)
http://www.dob.nt.gov.au

5 core units
Title

CPPDSM4007A Identify legal and ethical requirements of property

management to complete agency work

CPPDSM4008A Identify legal and ethical requirements of property

sales to complete agency work

CPPDSM4009B Interpret legislation to complete agency work

CPPDSM4015B Minimise agency and consumer risk

CPPDSM4080A Work in the real estate industry
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19 elective units

Property, sales and management

Code Title

CPPDSM4003A Appraise property

CPPDSM4004A Conduct auction

CPPDSM4005A Establish and build client-agency relationships
CPPDSM4006A Establish and manage agency trust accounts
CPPDSM4010A Lease property

CPPDSM4011A List property for lease

CPPDSM4012A List property for sale

CPPDSM4013A Market property for lease

CPPDSM4014A Market property for sale

CPPDSM4016A Monitor and manage lease or tenancy agreement
CPPDSM4017A Negotiate effectively in property transactions
CPPDSM4019A Prepare for auction and complete sale
CPPDSM4020A Present at tribunals

CPPDSM4022A Sell and finalise the sale of property by private treaty
CPPDSM4049A Implement maintenance plan for managed properties
Common

Code Title

BSBLED401A Develop teams and individuals

BSBRKG304B Maintain business records

BSBSMB406A Manage small business finances

CPPDSM4056A Manage conflict and disputes in the property industry

12



Learning program New South Wales

Certificate of Registration (Real Estate

In New South Wales, four units from the CPPO7 Property Services Training
Package are required for registration as a real estate salesperson.

Units of competency
Code Title

CPPDSM3019B  |Communicate with clients as part of agency
operations

CPPDSM4080A  |Work in the real estate industry

CPPDSMA4008A  |ldentify legal and ethical requirements of property
sales to complete agency work

CPPDSM4007A  |Identify legal and ethical requirements of property
management to complete agency work

The unit CPPDSM3019B Communicate with clients as part of agency
operations is from the qualification CPP30311 Certificate Ill in Property
Services (Operations). The unit has been included as the last unit in this
guide as a service to NSW salespersons. The unit is not a part of the
CPP40307 Certificate IV in Property Services (Real Estate).

The last three units in the list above are a part of CPP40307 Certificate IV
in Property Services (Real Estate) and are included in this pocketbook.

http://www.legislation.nsw.gov.au/maintop/view/inforce/subordleg+247
+2009+pt.8+0+N




SAMPLE LEARNING PROGRAM

Queensland

To meet the training requirements for Queensland real estate agent
licence registration with Qld Office of Fair Trading, the following units
must be completed. Note that these units will lead to the issue of a
Statement of Attainment, not a CPP40307 Certificate IV in Property
Services (Real Estate) as further units are needed to complete the
qualification. http://www.fairtrading.qld.gov.au

The unit BSBSMB406A Manage small business finances and the remaining
17 units are shown in the Units tab.

Units of competency

Code Title
BSBSBM406A Manage finances
OR OR

BSBSMB406A Manage small business finances
CPPDSM4003A | Appraise property

CPPDSMA4005A | Establish and build client-agency relationships

CPPDSM4006A | Establish and manage agency trust accounts

CPPDSM4007A | Identify legal and ethical requirements of property
management to complete agency work

CPPDSM4008A | Identify legal and ethical requirements of property
sales to complete agency work

CPPDSM4009B | Interpret legislation to complete agency work
CPPDSM4010A | Lease property

CPPDSM4011A | List property for lease

CPPDSM4012A | List property for sale

CPPDSM4013A | Market property for lease

CPPDSM4014A | Market property for sale
14
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CPPDSM4015B | Minimise agency and consumer risk

CPPDSMA4016A | Monitor and manage lease or tenancy agreement
CPPDSMA4018A | Prepare and present property reports
CPPDSMA4019A | Prepare for auction and complete sale
CPPDSM4022A | Sell and finalise the sale of property by private treaty
CPPDSM4046A | Manage tenancy disputes

CPPDSM4080A | Work in the real estate industry

SAMPLE LEARNING PROGRAM

Victoria

The course of instruction required for the award of CPP40307 Certificate
IV in Property Services (Real Estate) from the Property Services Training
Package, Code CPP07, comprises the following units of competency [note
that that there are also further requirements]:

CPPDSMA4001A
CPPDSMA4003A
CPPDSM4004A
CPPDSM4005A
CPPDSM4006A
CPPDSMA4007A

CPPDSM4008A

CPPDSM4009A
CPPDSM4010A
CPPDSM4011A
CPPDSM4012A
CPPDSM4013A
CPPDSM4014A
CPPDSM4015A
CPPDSM4016A

Act as a buyer's agent

Appraise property

Conduct auction

Establish and build client—agency relationships
Establish and manage agency trust accounts
Identify legal and ethical requirements of property
management to complete agency work

Identify legal and ethical requirements of property
sales to complete agency work

Interpret legislation to complete agency work
Lease property

List property for lease

List property for sale

Market property for lease

Market property for sale

Minimise agency and consumer risk

Monitor and manage lease or tenancy agreement
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CPPDSM4018A
CPPDSM4019A
CPPDSM4020A
CPPDSM4022A
CPPDSM4049A

CPPDSM4056A
CPPDSM4080A

BSBSMB406A
BSBRKG304B

Prepare and present property reports
Prepare for auction and complete sale
Present at tribunals

Sell and finalise the sale of property by private treaty
Implement maintenance plan for managed
properties

Manage conflict and disputes in the property
industry

Work in the real estate industry

Manage small business finances

Maintain business records

http://www.consumer.vic.gov.au/resources-and-

education/legislation/legislation-we-administer#e

16



17 CPPDSM4007A Identify legal and ethical requirements
of property management to complete agency work

UNIT

CPPDSM4007A Identify legal and ethical requirements
of property management to complete agency work

Core unit

Summary
Rel Status Rel date
1 (this release) Current 7/Apr/2011
Usage recommendation Current
Training packages that include this unit
Code Title Rel
CPPO7 Property Services Training Package 7.0-14.1
Qualifications that include this unit
Code Title Rel
CPP50307 Diploma of Property Services 1

(Agency Management)
CPP40407 Certificate IV in Property Services 1

(Stock and Station Agency)
CPP40307 Certificate IV in Property Services 1

(Real Estate)
CPP30211 Certificate Ill in Property Services 1

(Agency)
Classifications
Scheme | Code \ Classification value

ASCED Module/Unit of Competency 080503 Real Estate
Field of Education Identifier

Content

Download:

] Unit of competency in Word format (453.52 KB)

] Unit of competency in PDF format (383.07 KB)

UNITS




UNITS

Modification history
Not applicable.

Unit descriptor
This unit of competency specifies the outcomes required to meet the core
legal and ethical requirements associated with property management.
This includes awareness of the legislation dealing with the leasing and
management of property, the role and responsibility of agency personnel
in property management, the recording of property management
transactions and the completion of property management
documentation.
The unit may form part of the licensing requirements for persons engaged
in real estate activities in those States and Territories where these are
regulated activities.

Application of the unit
This unit of competency supports the work of licensed real estate agents
and real estate representatives. It addresses the requirements for
licensed real estate agents and real estate representatives to be able to
identify and explain relevant legislation, roles, responsibilities and
documentation.
Licensing/regulatory information
Refer to unit descriptor
Pre-requisites
Pre-requisite units: Nil
Employability skills information
The required outcomes described in this unit of competency contain
applicable facets of employability skills. The Employability Skills Summary
of the qualification in which this unit of competency is packaged, will
assist in identifying employability skills requirements.
Elements and performance criteria
Elements describe the essential outcomes of a unit of competency.

18 CPDSM4007A Identify legal and ethical requirements
of property management to complete agency work



19 CPPDSM4007A Identify legal and ethical requirements
of property management to complete agency work
Performance criteria describe the required performance needed to
demonstrate achievement of the element. Where bold italicised text is
used, further information is detailed in the required skills and knowledge
and/or the range statement. Assessment of performance is to be
consistent with the evidence guide.

PERFORMANCE CRITERIA

ELEMENT

1 Apply
knowledge
of property
management

11

13

14

15

1.6

Purpose of property management and
relationship with asset management are
identified in line with agency practice.

Roles and responsibilities of government agencies
regulating the lease and management of property
are identified in relation to agency practice.
Legislation regulating the lease and management
of properties is identified in the context of agency
practice.

Types of tenancies are identified in line with
legislation.

Principles of property management are identified
in the context of legislative requirements and
agency practice.

Ethical and conduct standards and key principles
of consumer protection, equal employment
opportunity and privacy legislation in relation to
property management are identified in the
context of legislative requirements and agency
practice.

2 Develop
knowledge
of property
management
process

2.2

Need for demonstrating effective communication
strategies in establishing rapport with clients,
determining client needs, providing accurate
advice, addressing client concerns and dealing
with conflict is identified in line with agency
practice.

Listing opportunities are identified and assessed

UNITS




UNITS

2.3

2.4

2.5

2.6

2.7

2.8

29

in the context of legislative requirements and
agency practice.

Authority documents and other agency
documents for property management are
identified in line with legislative requirements and
agency practice.

Strategies for marketing property are identified
and assessed in the context of legislative
requirements and agency practice.

Property leasing process is identified in the
context of legislative requirements and agency
practice.

Statutory and agency leasing documents are
identified, completed and stored in line with
legislative requirements and agency practice.
Procedures for managing leased properties are
identified and assessed in line with legislative
requirements and agency practice.

Procedures for terminating leases and vacating
leased properties are identified in line with
legislative requirements and agency practice.
Statutory and agency documents to terminate a
tenancy are identified, completed and stored in
line with legislative requirements and agency
practice.

3 Handle
moneys

20

3.2

33

Processes for receiving, recording, lodging and
releasing bonds or security deposits are identified
in line with legislative requirements and agency
practice.

Processes for receiving, recording, processing and
disbursing trust monies are identified in line with
legislative requirements and agency practice.
Processes for preparing and forwarding financial

CPDSM4007A Identify legal and ethical requirements
of property management to complete agency work



21 CPPDSM4007A Identify legal and ethical requirements

of property management to complete agency work
statements to landlord are identified in the
context of legislative requirements and agency

practice.

4 Identify roles| 4.1 Roles and responsibilities of agents in leasing
and and managing property are identified in line with
responsibilit- legislative requirements and agency practice.
ies of agency 4.2 Agent commission and management fees are
personnel in identified and calculated in compliance with
property legislative requirements and agency practice.

management| 4.3 Strategies for resolving disputes between
landlord and tenant are identified and evaluated
in line with legislative requirements and agency
practice.

4.4  Effective communication strategies for managing
conflicts involving clients are identified and
evaluated in line with legislative requirements
and agency practice.

5 Use key 5.1 Key register system is accessed and maintained in

register line with agency practice.

5.2 Security of register and keys is maintained in line
with agency practice.

Required skills and knowledge
This section describes the essential skills and knowledge and their level
required for this unit.
Required sKills
u ability to communicate with and relate to a range of people from
diverse social, economic and cultural backgrounds and with varying
physical and mental abilities

u analytical skills to interpret documents such as legislation,
regulations, leases and authority forms
n computing skills to access agency and resource databases, use

standard software packages, send and receive emails, access the

UNITS




UNITS

internet and web pages, and complete and lodge standard
documents online

decision making and problem solving skills to analyse situations and
make decisions associated with the leasing and management of
property

literacy skills to access and interpret a variety of texts, including
leases; prepare general information and papers; prepare formal
and informal letters, reports and applications; and complete
prescribed forms

negotiation and conflict resolution skills to resolve disputes with
tenants and landlords

numeracy skills to calculate and interpret data, such as deposits,
bonds and fees

planning, organising and scheduling skills to undertake work-
related tasks such as inspecting properties

research skills to identify and locate documents and information
relating to property management

risk management strategies associated with advising clients on
property management options

self-management skills to organise own work, deliver quality
customer service and effectively manage competing demands
teamwork skills to work effectively in and promote communication
between sales, property management and administrative teams in
an agency environment.

Required knowledge and understanding

22

agent fees

contract law in the real estate industry, including agent liability for
breach of contract and negligence

ethical and conduct standards relevant to licensed real estate
agents and real estate representatives

key principles of consumer protection, equal employment
opportunity and privacy legislation

key register

CPDSM4007A Identify legal and ethical requirements
of property management to complete agency work



23 CPPDSM4007A Identify legal and ethical requirements
of property management to complete agency work
u process of leasing and managing property, including prospecting,
obtaining listings, gaining authorities to lease and manage
property, advertising, managing tenancy applications and agree-
ments, preparing property condition reports, conducting inspect-
ions, handling terminations and vacations and maintaining property
u relevant federal, and state or territory legislation and local
government regulations relating to:
anti-discrimination and equal employment opportunity
consumer protection
environmental issues
OHS
privacy
property management
trade practices

n risks and risk management strategies

] roles and responsibilities of estate agency personnel in relation to
property management

u roles and responsibilities of government agencies regulating the
lease and management of property

u types of tenancies

n trust funds and legislative controls on trust funds.

Evidence guide

The evidence guide provides advice on assessment and must be read in
conjunction with the performance criteria, required skills and knowledge,
range statement and the assessment guidelines for this Training Package.

Overview of This unit of competency could be assessed through

assessment case studies, demonstrations and targeted written
(including alternative formats where necessary) or
verbal questioning relating to the legal and ethical
requirements of property management. The case
studies, demonstration and questioning would
include collecting evidence of the candidate's
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knowledge and application of ethical standards and
relevant federal, and state or territory legislation and
regulations. This assessment may be carried out in a
simulated or workplace environment.

Critical aspects
for assessment
and evidence
required to
demonstrate
competency in
this unit

A person who demonstrates competency in this unit

must be able to provide evidence of:

] ability to communicate effectively and
accurately with clients

u accurately completing statutory and agency
residential tenancy documentation, including
authority, leasing and termination documents

] knowledge of ethical and conduct standards
and key principles of consumer protection,
equal employment opportunity and privacy in
relation to the leasing and management of
property

] knowledge of the process of leasing and
managing property

] knowledge of legislation and the regulatory
framework relevant to the leasing and
management of property

u knowledge of the role, rights and
responsibilities of the agent and tenant

n using and maintaining a key register.

Context of and
specific resources
for assessment

24

Resource implications for assessment include:

u access to suitable simulated or real
opportunities and resources to demonstrate
competence

u assessment instruments that may include
personal planner and assessment record book

L] access to a registered provider of assessment
services.

CPDSM4007A Identify legal and ethical requirements
of property management to complete agency work
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Where applicable, physical resources should include
equipment modified for people with disabilities.

Access must be provided to appropriate learning
and/or assessment support when required.
Assessment processes and techniques must be
culturally appropriate, and appropriate to the
language and literacy capacity of the candidate and
the work being performed.

Validity and sufficiency of evidence require that:

u competency will need to be demonstrated over
a period of time reflecting the scope of the role
and the practical requirements of the
workplace

u where the assessment is part of a structured
learning experience the evidence collected
must relate to a number of performances
assessed at different points in time and
separated by further learning and practice with
a decision of competence only taken at the
point when the assessor has complete
confidence in the person's competence

u all assessment that is part of a structured
learning experience must include a
combination of direct, indirect and
supplementary evidence

] where assessment is for the purpose of
recognition (RCC/RPL), the evidence provided
will need to be current and show that it
represents competency demonstrated over a
period of time

u assessment can be through simulated project-
based activity and must include evidence
relating to each of the elements in this unit.
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In all cases where practical assessment is used it will
be combined with targeted questioning to assess the
underpinning knowledge. Questioning will be
undertaken in such a manner as is appropriate to the
language and literacy levels of the candidate and any
cultural issues that may affect responses to the
questions, and will reflect the requirements of the
competency and the work being performed.

Range statement

The range statement relates to the unit of competency as a whole.

It allows for different work environments and situations that may affect
performance. Bold italicised wording in the performance criteria is
detailed below. Add any essential operating conditions that may be
present with training and assessment depending on the work situation,
needs of the candidate, accessibility of the item, and local industry and
regional contexts.

Government | federal agencies, such as:
agencies may Australian Competition and Consumer
include: Commission

Federal Privacy Commission
Human Rights and Equal Opportunity
Commission
u state and territory agencies, such as:
business licensing
consumer protection
fair trading
small business.

Legislation may |H relevant federal, and state or territory
include: legislation and local government regulations
relating to:
anti-discrimination and equal employment
opportunity
26 CPDSM4007A Identify legal and ethical requirements
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consumer protection

environmental issues

franchises and business structure

OHS

privacy

property management.

Types of tenancies ® commercial lease
may include: L] industrial lease
] residential lease
] retail lease.
Effective L active listening
communication |® being non-judgemental
strategies may |M exploring problems
include: L expressing an individual perspective
u providing sufficient time for questions and
responses
u providing summarising and reflective responses

in conflict situations

using appropriate words, behaviour and
posture

using clarifying and summarising questions
using clear and concise language

using culturally appropriate communication
using plain English

using verbal and non-verbal communication.

acquisition of the rent roll
advertising

builders and property developers
callers to the office

promoting investment property
recommendations

service.

Listings may
include:
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Authority
documents may
include:

exclusive leasing or managing authority
general leasing or managing authority
sole agency leasing or managing authority.

Property leasing assigning or subletting premises
process may bonds
include: entry by the landlord or agent
guarantees
looking after the premises
property insurance
rents
repairs
running expenses.
Statutory and bond claim form
agency leasing bond lodgement form

documents may
include:

bond transfer form
condition report

notice of rent increase
rent receipts

tenancy agreement
tenancy application form.

Managing leased
properties may
include:

landlord insurance

quiet enjoyment

rent reviews

repairs and maintenance
routine inspections
termination.

Procedures for
terminating leaseg
and vacating leasé
properties may
include:

bonds and security deposits
ending a tenancy agreement early
notice time

process for serving notice

written notice.

Statutory and
28
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agency document: ™ 'giving notice for breach of duty' form
to terminate a ] 'giving notice to the tenant' form
tenancy may u 'giving notice to vacate' form.
include:

Roles and advertising

responsibilities of
agents in leasing

agreement to let and manage the property
assignment of lease

and managing communicating regularly with the landlord
property may inspections
include: listing
maintenance of property
preparing the tenancy agreement
processing tenancy applications
property condition report
prospecting for properties
renewal and termination of lease
reviewing the tenancy with the landlord.
Strategies for conciliation
resolving disputes mediation
may include: negotiation

referral to court
referral to tribunal.

Key register may
refer to:

access to keys

coding of keys

entry of key in register
non-return of keys

records

security and storage procedures.

Unit sector(s)

Property development, sales and management

Real estate

Competency field
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UNIT

CPPDSM4008A Identify legal and ethical requirements
of property sales to complete agency work

Core unit

Summary
Rel Status Rel date
1 (this release) Current 7/Apr/2011
Usage recommendation Current
Training packages that include this unit
Code Title Rel
CPPO7 Property Services Training Package 7.0-14.1
Qualifications that include this unit
Code Title Rel
CPP50307 Diploma of Property Services 1

(Agency Management)
CPP40407 Certificate IV in Property Services 1

(Stock and Station Agency)
CPP40307 Certificate IV in Property Services 1

(Real Estate)
CPP30211 Certificate Ill in Property Services 1

(Agency)
Classifications
Scheme \ Code \ Classification value

Field of Education Identifier

Content

Download:

u Unit of competency in Word format (453.43 KB)
u Unit of competency in PDF format (383.45 KB)

Modification history

ASCED Module/Unit of Competency ‘ 080503 ‘ Real Estate

Not applicable.
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of property sales to complete agency work

Unit descriptor
This unit of competency specifies the outcomes required to meet the core
legal and ethical requirements associated with property sales. This
includes awareness of the legislation relating to property sales, the role
and responsibility of agency personnel in property sales, the
administration of sales transactions and the completion of sales
documentation.
The unit may form part of the licensing requirements for persons engaged
in real estate activities in those States and Territories where these are
regulated activities.
Application of the unit
This unit of competency supports the work of licensed real estate agents
and real estate representatives involved in property sales. It addresses the
requirements for licensed real estate agents and real estate
representatives to be able to identify and explain relevant legislation,
roles, responsibility and documentation.
Licensing/regulatory information
Refer to unit descriptor
Pre-requisites
Pre-requisite units: Nil
Employability skills information
The required outcomes described in this unit of competency contain
applicable facets of employability skills. The Employability Skills Summary
of the qualification in which this unit of competency is packaged, will
assist in identifying employability skills requirements.
Elements and performance criteria

Elements describe the essential outcomes of a unit of competency.
Performance criteria describe the required performance needed to
demonstrate achievement of the element. Where bold italicised text is
used, further information is detailed in the required skills and knowledge
and/or the range statement. Assessment of performance is to be
consistent with the evidence guide.
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PERFORMANCE CRITERIA

1 Develop
knowledge
of property
sales

1.1 Types and characteristics of land tenure
systems are identified in line with legislation.

1.2  Legislation regulating the sale of properties is
identified in line with agency practice.

1.3 Information provided on the Certificate of Title
is checked for accuracy against the agency
agreement.

1.4  Types of property ownership with legislation.

1.5 Legal requirements relating to the sale of
property are identified and interpreted in line
with legislation and agency requirements.

1.6 Requirements of ethical and conduct standards
and consumer protection and privacy
legislation in relation to the sale of property are
identified in line with legislative requirements
and agency practice.

2 Develop
knowledge
of sales
process

32

2.1 Need for demonstrating effective
communication strategies in establishing
rapport with clients, determining client needs,
providing accurate advice, addressing client
concerns and dealing with conflict is identified
in line with agency practice.

2.2 Listing opportunities are identified and
assessed in the context of legislative
requirements and agency practice.

2.3 Methods of selling property are identified and
assessed in the context of legislative
requirements and agency practice.

2.4 Sale authority agreements are identified,
completed and stored in line with legislative
requirements and agency practice.

2.5 Strategies for marketing property are identified

CPDSM4008A Identify legal and ethical requirements
of property sales to complete agency work



33

CPPDSM4008A Identify legal and ethical requirements

2.6

2.7

2.8

2.9

of property sales to complete agency work
and assessed in the context of legislative
requirements and agency practice.
Purpose and terms of statutory statements
required to be prepared by sellers for the sale
of property and businesses are identified and
interpreted in the context of legislative
requirements and agency practice.
Contractual documents relating to the sale of
property are identified, interpreted, completed
and stored in line with legislative requirements
and agency practice.
Process for settling the sale of property is
identified in the context of legislative
requirements and agency practice.
Processes for receipt, recording, banking and
release of deposit moneys are identified in the
context of legislative requirements and agency
practice.

Identify
roles and
responsibili
ties of sales
personnel

3.1

3.2

33
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Relationship between salesperson and agency
principal is identified in the context of
legislative requirements and agency practice.
Roles and responsibilities of agent in sale of
property including general disclosure
requirements are identified, interpreted and
assessed in the context of legislative
requirements and agency practice.

Restrictions on agents purchasing property and
sanctions for violations of restrictions are ident-
ified, interpreted and complied with in line with
legislative requirements and agency practice.
Controls and sanctions on secret commissions
are identified in the context of legislative
requirements and agency practice.
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3.5 Entitlements and commissions for agents are
identified and calculated in the context of
legislative requirements and agency practice.

Required skills and knowledge

This section describes the essential skills and knowledge and their level,
required for this unit.

Required skills

34

ability to communicate with and relate to a range of people from
diverse social, economic and cultural backgrounds and with varying
physical and mental abilities

analytical skills to interpret documents such as legislation,
regulations, contracts, contract notes, sale authority documents
and Certificates of Title

computing skills to access agency and resource databases, use
standard software packages, send and receive emails, access the
internet and web pages, and complete and lodge standard
documents online

decision making and problem solving skills to analyse situations and
make decisions associated with the sale of property

literacy skills to access and interpret a variety of texts, including
contracts; prepare general information and papers; prepare formal
and informal letters, reports and applications; and complete
prescribed forms

negotiation skills required for interacting with sellers and buyers
numeracy skills to calculate and interpret data, such as deposits,
entitlements and commissions

planning, organising and scheduling skills to undertake work-
related tasks, such as preparing correspondence, organising
deposits and arranging property inspections

research skills to identify and locate documents and information
relating to the sale of property

risk management skills to identify risks associated with discussing
sale and purchase options with sellers and buyers

CPDSM4008A Identify legal and ethical requirements
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self-management skills to organise own work, deliver quality
customer service and effectively manage competing demands
teamwork skills to work effectively in and promote communication
between sales, property management and administrative teams in
an agency environment
verbal communication skills required for face-to-face
communication with real estate sellers and buyers.

Required knowledge and understanding

agent entitlements and commissions
contract law in the real estate industry, including agent liability for
breach of contract and negligence
ethical and conduct standards relevant to licensed real estate
agents and real estate representatives
key principles of consumer protection and privacy legislation
key principles and terminology of property law
legislative limitations on agency practice
offences and penalties under legislation
relevant federal, and state or territory legislation and local
government regulations relating to:
anti-discrimination and equal employment opportunity
consumer protection, fair trading and trade practices
employment and industrial relations
financial services
OHS
privacy
property sales
risk and risk management strategies
roles and responsibilities of estate agency personnel in relation to
the sale of property
sales process, including ways of obtaining listings, methods of
selling property, strategies for marketing property, and the process
for settling the sale of property
trust funds and legislative controls on trust funds.
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Evidence guide

The evidence guide provides advice on assessment and must be read in
conjunction with the performance criteria, required skills and knowledge,
range statement and the assessment guidelines for this Training Package.

Overview of
assessment

This unit of competency could be assessed through
case studies, demonstrations, practical exercises and
targeted written (including alternative formats where
necessary) or verbal questioning relating to the legal
and ethical requirements of property sales. The case
studies, demonstration and questioning would include
collecting evidence of the candidate's knowledge and
application of ethical standards and relevant federal,
and state or territory legislation and regulations. This
assessment may be carried out in a simulated or
workplace environment.

Critical aspects
for assessment
and evidence
required to
demonstrate
competency in
this unit

36

A person who demonstrates competency in this unit
must be able to provide evidence of:

u ability to communicate effectively and
accurately with clients
u application and knowledge of ethical and

conduct standards and key principles of
consumer protection and privacy in relation to
the sale of property

u application and knowledge of the sales process,
including ways of obtaining listings, methods of
selling property, strategies for marketing
property, and the process for settling the sale of
property

u application and knowledge of accurately
completing statutory and agency sales
documentation, including authorities and
contracts

CPDSM4008A Identify legal and ethical requirements
of property sales to complete agency work



37

CPPDSM4008A Identify legal and ethical requirements
of property sales to complete agency work

] application and knowledge of the legislation
and regulatory framework relevant to the sale
of property

u application and knowledge of the role and

responsibilities of the agent in the sale of
property, including the legislative restrictions
on agents purchasing property and the controls
and sanctions associated with secret
commissions.

Context of and

specific resources | g

for assessment

Resource implications for assessment include:

access to suitable simulated or real

opportunities and resources to demonstrate

competence

] assessment instruments that may include
personal planner and assessment record book

access to a registered provider of assessment services.
Where applicable, physical resources should include
equipment modified for people with disabilities.

Access must be provided to appropriate learning
and/or assessment support when required.

Assessment processes and techniques must be
culturally appropriate, and appropriate to the language
and literacy capacity of the candidate and the work
being performed.

Validity and sufficiency of evidence require that:

u competency will need to be demonstrated over
a period of time reflecting the scope of the role
and the practical requirements of the workplace

u where the assessment is part of a structured
learning experience the evidence collected
must relate to a number of performances
assessed at different points in time and
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separated by further learning and practice with
a decision of competence only taken at the
point when the assessor has complete
confidence in the person's competence
] all assessment that is part of a structured
learning experience must include a combination
of direct, indirect and supplementary evidence
u where assessment is for the purpose of
recognition (RCC/RPL), the evidence provided
will need to be current and show that it
represents competency demonstrated over a
period of time
] assessment can be through simulated project-
based activity and must include evidence
relating to each of the elements in this unit.
In all cases where practical assessment is used it will be
combined with targeted questioning to assess the
underpinning knowledge. Questioning will be
undertaken in such a manner as is appropriate to the
language and literacy levels of the candidate and any
cultural issues that may affect responses to the
questions, and will reflect the requirements of the
competency and the work being performed.

Range statement

The range statement relates to the unit of competency as a whole.

It allows for different work environments and situations that may affect
performance. Bold italicised wording in the performance criteria is
detailed below. Add any essential operating conditions that may be
present with training and assessment depending on the work situation,
needs of the candidate, accessibility of the item, and local industry and
regional contexts.
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Land tenure ] freehold or fee simple
systems may u leasehold.
include:
Legislation may |H relevant federal, and state or territory
include: legislation and local government regulations
relating to:
anti-discrimination and equal employment
opportunity
consumer protection, fair trading and trade
practices
employment and industrial relations
financial services
OHS
privacy
property sales.
Certificate of u a plan of the land
Title may include: |® details of caveats over the land, such as
easements and covenants
| lot, plan and subdivision
u names of registered proprietors
u names of the mortgagees and dates of
registration and discharge
] volume and folio numbers.
Types of property | B company ownership
ownership may |H joint tenants
include: u sole owner
L tenants in common.
Effective u active listening
communication |H being non-judgemental
strategies may u exploring problems
include: u expressing an individual perspective
u providing sufficient time for questions and
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providing summarising and reflective responses
in conflict situations

using appropriate words, behaviour and
posture

using clarifying and summarising questions
using clear and concise language

using culturally appropriate communication
using plain English

using verbal and non-verbal communication.

Listings may
include:

advertising

after-sales letters

builders and developers

callers to the office

conjunctions and multiple listings
farming

open for inspections

owner boards and seller advertisements
recommendations

telemarketing.

Methods of
selling property
may include:

alternative sales methods, such as set sales
auction

conjunctional sales

private sale or treaty

sale by tender

vendor sale.

Sale authority
agreements may
include:

auction authority
exclusive sale authority
general sale authority
sole sale authority.

additional vendor's statement
vendor's statement

Statutory state-
ments required to
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be prepared by |H statement for the sale of a small business.
sellers may
include:
Contractual | contract note
documents may |H contract of sale of real estate
include: u finance statement to buyers
u prescribed or permitted forms used by agents
in property sales
] release of deposit moneys.
Roles and u agreement to sell
responsibilities of | B communication
agent insale of |M completing contract documents
property may ] ethical and conduct standards
include: u general disclosure requirements
u legal responsibility
u listing
u marketing
n negotiating sale terms and conditions
| office procedures for presenting the property
| prospecting
u providing information to buyer
u sale settlement.
Restrictions on u restrictions on licensed real estate agents and
agents real estate representatives
purchasing u restrictions on support staff
property may L restrictions on the spouse or domestic partner,
include: parent, brother, sister or child of licensed real

estate agents or real estate representatives.

Unit sector(s)

Property development, sales and management

Real estate

Competency field
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UNIT

CPPDSM4009B
Interpret legislation to complete agency work
Core unit

Summary
Release Status Release date
1 (this release) Current 7/Apr/2011
Usage recommendation Current
Training packages that include this unit
Code Title Rel
CPPO7 Property Services Training Package 7.0-14.1
Qualifications that include this unit
Code Title Rel
CPP50307 Diploma of Property Services 1

(Agency Management)
CPP40407 Certificate IV in Property Services 1

(Stock and Station Agency)
CPP40307 Certificate IV in Property Services 1

(Real Estate)
Classifications
Scheme | Code \ Classification value

Field of Education Identifier

Content

Download:

u Unit of competency in Word format (442.42 KB)
] Unit of competency in PDF format (189.72 KB)

ASCED Module/Unit of Competency ‘ 080503 ‘ Real Estate

Modification history
Not applicable.

42 CPPDSM4009B Interpret legislation to complete agency work



43 CPPDSM4009B Interpret legislation to complete agency work
Unit descriptor

This unit of competency specifies the outcomes required to source and
interpret legislation affecting real estate operations. It includes identifying
and applying statutory interpretation techniques, identifying and tracking
changes to relevant real estate legislation and industry codes of conduct and
maintaining appropriate records.
The unit may form part of the licensing requirements for persons engaged in
real estate activities in those States and Territories where these are
regulated activities.

Application of the unit

This unit of competency supports the work of licensed real estate agents
and authorised representatives and the requirements for them to identify,
interpret and apply legislation and industry codes of conduct affecting real
estate operations.

Licensing/regulatory information
Refer to unit descriptor
Pre-requisites
Pre-requisite units: Nil
Employability skills information

The required outcomes described in this unit of competency contain
applicable facets of employability skills. The Employability Skills Summary of
the qualification in which this unit of competency is packaged, will assist in
identifying employability skills requirements.

Elements and performance criteria
Elements describe the essential outcomes of a unit of competency.
Performance criteria describe the required performance needed to
demonstrate achievement of the element. Where bold italicised text is
used, further information is detailed in the required skills and knowledge
and/or the range statement. Assessment of performance is to be consistent
with the evidence guide.
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ELEMENT PERFORMANCE CRITERIA

1 Identify legal | 1.1 Legal framework in which real estate agencies
principles and operate is identified.
legislative 1.2 Components of statute law and their
requirements relationships are identified with respect to their
affecting real application to real estate practice.
estate 1.3 Source documents for legislation and
operations regulations relevant to the provision of real

estate agency services are identified and
accessed.

2 Interpret 2.1 Structure of real estate legislation and
legislative regulations and the effect on their interpretation
requirements are identified.
affectingreal | 2.2 Common interpretation problems with real
estate estate legislation and regulations are identified.
operations 2.3 Rules and techniques for interpreting real estate

legislation and regulations are identified and
applied.

3 Identify 3.1 Processes that lead to changes in real estate
changes to legislation and regulations are identified.
legislation and | 3.2  Source documents for amendment legislation
regulations relevant to the provision of real estate agency
affecting services are identified and accessed.
agency 3.3 Techniques for tracking amendments to real
operations estate legislation and regulations are identified

and applied.

3.4 Implications of changes to legislative and
regulatory requirements are identified and
addressed in line with agency practice.

3.5 Strategies for identifying amendments to
legislation and regulations are implemented.

3.6 Changes to legislative and regulatory

requirements are communicated to appropriate
people in line with agency policy.
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4 Comply with 4.1 Industry codes of conduct are sourced and

relevant accessed.
industry codes | 4.2 Relationship between industry codes of conduct
and legislative requirements are identified.

4.3 Key principles and responsibilities of industry
codes of conduct are interpreted and applied to
own work in line with agency practice.

4.4 Personal ethical behaviour demonstrates a

commitment to comply with industry codes of

conduct.

5 Maintain 5.1 Agency processes and the personnel responsible
records of for monitoring and communicating changes to
legislation and legislation and industry codes of conduct are
industry codes identified.

5.2 Relevant records of legislation and industry
codes of conduct are maintained.

Required skills and knowledge
This section describes the essential skills and knowledge and their level,
required for this unit.
Required skills
u ability to communicate with and relate to a range of people from

diverse social, economic and cultural backgrounds and with varying
physical and mental abilities

n analytical skills to interpret documentation such as parliamentary
documents, legislation, regulations and codes of conduct

n application of risk management strategies associated with compliance
with legislation, regulations and codes of practice

u computing skills to access agency and resource databases, use

standard software packages, send and receive emails, access the
internet and web pages, and complete and lodge standard documents
online
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decision making and problem solving skills to analyse situations and
make decisions consistent with legislative and regulatory
requirements

literacy skills to access and interpret a variety of texts, including
legislation, regulations and codes of practice; prepare general in-
formation and papers; prepare formal and informal letters, reports
and applications; and complete standard and statutory forms
planning, organising and scheduling skills to maintain currency of
agent and agency copies of legislation, regulations and codes of
conduct

research skills to identify and locate legislation, regulations and codes
of conduct

self-management skills to organise own work, deliver quality
customer service and effectively manage competing demands
teamwork skills to work effectively in and promote communication
between sales, property management and administrative teams in an
agency environment.

Required knowledge and understanding
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codes of conduct
common problems associated with interpreting legislation
principles of legislation
relevant federal, and state or territory legislation and local
government regulations relating to:
anti-discrimination and equal employment opportunity
consumer protection, fair trading and trade practices
employment and industrial relations
environment and sustainability
financial services
leases
OHS
privacy
property sales and management
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Evidence guide
The evidence guide provides advice on assessment and must be read in
conjunction with the performance criteria, required skills and knowledge,
range statement and the assessment guidelines for this Training Package.

Overview of This unit of competency could be assessed through case
assessment studies and practical demonstration of applying legal
principles, legislative and regulatory requirements and
codes of practice to real estate operations. Targeted
written (including alternative formats where necessary)
or verbal questioning to assess the candidate's
underpinning knowledge would provide additional
supporting evidence of competence. The demonstration
and questioning would include collecting evidence of the
candidate's knowledge and application of ethical
standards and relevant federal, and state or territory
legislation and regulations. This assessment may be
carried out in a simulated or workplace environment.

Critical aspects | A person who demonstrates competency in this unit
for assessment | must be able to provide evidence of:

and evidence ] applying rules and techniques to interpret
required to appropriately legislative provisions affecting real
demonstrate estate operations
competencyin  |m applying techniques to track amendments to
this unit legislation in a timely manner

| | applying strategies to communicating legislative

requirements and amendments to appropriate
people in the agency in a timely manner

u identifying changes to legislation and industry
codes of conduct affecting agency operations
n knowledge of general principles of legislation,

regulations and industry codes of conduct
affecting real estate operations

] maintaining appropriate and up-to-date records of
legislation and industry codes of conduct.
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Context of and Resource implications for assessment include:

specific resources | m access to suitable simulated or real opportunities

for assessment and resources to demonstrate competence

] assessment instruments that may include
personal planner and assessment record book

u access to a registered provider of assessment
services.

u Where applicable, physical resources should
include equipment modified for people with
disabilities.

Access must be provided to appropriate learning and/or

assessment support when required.

Assessment processes and techniques must be culturally

appropriate, and appropriate to the language and

literacy capacity of the candidate and the work being
performed.

Validity and sufficiency of evidence require that:

u competency will need to be demonstrated over a
period of time reflecting the scope of the role and
the practical requirements of the workplace

| | where the assessment is part of a structured
learning experience the evidence collected must
relate to a number of performances assessed at
different points in time and separated by further
learning and practice with a decision of
competence only taken at the point when the
assessor has complete confidence in the person's
competence

u all assessment that is part of a structured learning
experience must include a combination of direct,
indirect and supplementary evidence

n where assessment is for the purpose of
recognition (RCC/RPL), the evidence provided will
need to be current and show that it represents
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competency demonstrated over a period of time
u assessment can be through simulated project-

based activity and must include evidence relating

to each of the elements in this unit.
In all cases where practical assessment is used it will be
combined with targeted questioning to assess the
underpinning knowledge. Questioning will be
undertaken in such a manner as is appropriate to the
language and literacy levels of the candidate and any
cultural issues that may affect responses to the
questions, and will reflect the requirements of the
competency and the work being performed.

Range statement

The range statement relates to the unit of competency as a whole.

It allows for different work environments and situations that may affect
performance. Bold italicised wording in the performance criteria is detailed
below. Add any essential operating conditions that may be present with
training and assessment depending on the work situation, needs of the
candidate, accessibility of the item, and local industry and regional contexts.

Legal framework (@ common law
may include: u contract law
u equity law
u statute law.
Components of |H principal legislation, such as Acts
statute law may |H subordinate legislation, such as:

include: approvals

determinations

mandatory and non-mandatory
administrative guidelines
orders

regulations.
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Legislation and
regulations may
include:

relevant federal, and state or territory
legislation and local government regulations
relating to:
anti-discrimination and equal employment
opportunity
consumer protection, fair trading and trade
practices
employment and industrial relations
environmental and zoning laws affecting:
access security
access and property use
energy efficiency
financial services
leases
OHS
privacy
property sales and management.

Structure of real
estate legislation
and regulations
may include:

endnotes, including:

explanatory notes

index

table of amendments
section headings, margin notes and clause notes
parts, sections, subsections, paragraphs,
regulations, sub-regulations and clauses
types of provisions, including:

approvals

deeming provisions

definitions and interpretations

general penalties

objectives

offences

prescribed arrangements relating to

regulations and orders.
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Common
interpretation
problems may
include:

ambiguous words

broad phrases

need for words to be implied

printing and drafting errors

unforeseen developments, such as changes in
technology or practice.

Rules and
techniques for
interpreting real
estate legislation
and regulations
may include:

aids to the interpretation of legislation,
including:
external: interpretations of legislation, Acts,
Hansard / parliamentary papers, legal
dictionaries and judicial interpretations -
precedent
internal: objectives, legislation to be
accessed as a whole, definitions and
interpretation sections in legislation,
headings, margin notes and punctuation
language conventions and expressions,
including:
and, or
gender
hierarchy
includes
may, should and must
reading rules, including:
context
golden
literal
mischief
purposive
express mention of one thing to the exclusion of
another
words interpreted through their connection
with other words
words with the same meaning.
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Processes may u government agency approval
include: u governor approval
] minister approval
] parliament.
Source L amendment Acts
documents may |H amendment regulations
include: ] Bills
u consolidated or reprinted Acts.
Techniques for |® government and industry newsletters and
tracking information sessions
amendments u use of margin notes and tables of amendments.
may include:
Appropriate ] agency principal
people may u authorised representatives
include: u bookkeepers, accountants and auditors
] licensed real estate agents
] property managers
] sales people.
Industry codes of |B ethical behaviour
conduct may u general business operations
relate to: u property sales and management.
Relevant records |® agency administration
may relate to: ] property management
u property sales.

Unit sector(s)

Property development, sales and management

Real estate

Competency field
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UNIT

CPPDSM4015B Minimise agency and consumer risk

Core unit

Summary
Rel Status Rel date
1 (this release) Current 7/Apr/2011
Usage recommendation Current
Training packages that include this unit
Code Title Release
CPPO7 Property Services Training Package 7.0-14.1
Qualifications that include this unit
Code Title Rel
CPP50409 Diploma of Property Services 1

(Business Broking)
CPP50307 Diploma of Property Services 1

(Agency Management)
CPP40507 Certificate IV in Property Services 1

(Business Broking)
CPP40407 Certificate IV in Property Services 1

(Stock and Station Agency)
CPP40307 Certificate IV in Property Services 1

(Real Estate)
Classifications
Scheme \ Code \ Classification value

ASCED Module/Unit of Competency ‘ 080503 ‘ Real Estate
Field of Education Identifier

Content

Download:

u Unit of competency in Word format (443.64 KB)

u Unit of competency in PDF format (198.07 KB)

UNITS




UNITS

Modification history
Not applicable.

Unit descriptor
This unit of competency specifies the outcomes required to minimise risk
to all aspects of agency business and to consumers. It includes identifying
potential risks to the agency and its clients, analysing the causes and
potential impact of risks, and implementing agency policies and
procedures to minimise risks to the agency and consumers.
The unit may form part of the licensing requirements for persons engaged
in property development and management activities, including those
working in the real estate, business broking, stock and station agency and
property operations and development sectors, in those States and
Territories where these are regulated activities.

Application of the unit
This unit of competency supports the work of those involved in
identifying, minimising and responding to all aspects of agency business,
including minimising consumer risk.

Licensing/regulatory information
Refer to unit descriptor
Pre-requisites
Pre-requisite units: Nil
Employability skills information
The required outcomes described in this unit of competency contain
applicable facets of employability skills. The Employability Skills Summary
of the qualification in which this unit of competency is packaged, will
assist in identifying employability skills requirements.

Elements and performance criteria
Elements describe the essential outcomes of a unit of competency.
Performance criteria describe the required performance needed to
demonstrate achievement of the element. Where bold italicised text is
used, further information is detailed in the required skills and knowledge
and/or the range statement. Assessment of performance is to be
consistent with the evidence guide.
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ELEMENT PERFORMANCE CRITERIA

1 Identify 1.1  Sources of information and tools for identific-
potential ation of actual and potential risks are accessed.
risks to 1.2 Actual and potential risks to agency, clients and
agency and other stakeholders are identified.
clients 1.3 Agency representations and information

provided by clients are confirmed and assessed
in line with agency practice.

1.4 Identified risks are documented according to
agency and legislative requirements.

2 Analyse 2.1  Causes of risks are analysed in line with agency
causes and practice.
potential 2.2 Potential impact of risks on agency, clients and
impact of other stakeholders is determined.
risks on 2.3 Consequences, likelihood and severity of risks
agency, are assessed.
clientsand |5 4 Risk categorisation is undertaken and risk

other

priorities are set.
stakeholders

2.5 Risk analysis processes and outcomes are
documented.

3 Implement [3.1 Options for minimising risks, including

agency legislative measures, are determined and
procedures assessed for strengths and weaknesses.

and systems (3.2 Risks are continuously monitored in line with
to minimise agency practice.

risk 3.3 Agency procedures and systems for controlling

risks, including handling complaints, are
identified and implemented, as required.

3.4  Control measures are chosen and implemented
as required.

3.5 Risk treatment plans are implemented as
required.
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4 Implement (4.1 Risks to consumers engaged in business dealings

agency with the agency are identified and assessed in

procedures line with legislative requirements and agency

and systems practice.

to minimise |4.2  Consumer risks are continually monitored in line

consumer with agency practice.

risk 4.3 Agency procedures and systems for minimising
consumer risk are identified and implemented
as required.

4.4 Personal skills in identifying and assessing
consumer risk are reviewed, and where
appropriate, strategies are implemented for
improving this aspect of professional practice.

Required skills and knowledge

This section describes the essential skills and knowledge and their level,

required for this unit.

Required skills

] ability to communicate with and relate to a range of people from
diverse social, economic and cultural backgrounds and with varying
physical and mental abilities

u analytical skills to interpret documents such as legislation,
regulations, sale authorities, reports from professional service
providers and contracts

n application of risk identification, assessment, treatment and
monitoring skills
u computing skills to access agency and resource databases, use

standard software packages, send and receive emails, access the
internet and web pages, and complete and lodge standard
documents online

u decision making and problem solving skills to analyse risk situations
and make decisions consistent with legislative and ethical
requirements
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literacy skills to access and interpret a variety of texts, including
legislation, regulations and rules of ethics; prepare general
information and papers; prepare formal and informal letters;
prepare reports and applications; and complete standard and
statutory forms
numeracy skills to perform and apply calculations used in risk
identification, assessment, treatment and monitoring
planning, organising and scheduling skills to undertake work-
related tasks associated with identifying, assessing, treating and
monitoring risks
research skills to identify and locate documents and information
relating to identifying and treating risks
self-management skills to organise own work, deliver quality
customer service and effectively manage competing demands
teamwork skills to work effectively in and promote communication
between sales, property management and administrative teams in
an agency environment.

Required knowledge and understanding

agency policies and procedures, including:
policies and procedures for risk management
risk management strategies
approaches for monitoring the risk environment
auditing requirements
Australian and New Zealand risk management standards
causes of risks
classification of risks
complaint-handling procedures
consumer risk
impact of risks on agency, clients and other stakeholders
insurance policies, codes and operations
potential impact of risk
reasons for monitoring risk environment
relevant federal, and state or territory legislation and local
government regulations relating to:
anti-discrimination and equal employment opportunity
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anti-money laundering

auctions

consumer protection, fair trading and trade practices
employment and industrial relations

environment and sustainability

financial services

leasing

OHS

privacy
u property sales and management
] sources of information on risk
] sources of risk

Evidence guide
The evidence guide provides advice on assessment and must be read in
conjunction with the performance criteria, required skills and knowledge,
range statement and the assessment guidelines for this Training Package.

Overview of This unit of competency could be assessed through
assessment case studies and practical demonstration of
identifying, assessing, treating and monitoring risks to
the agency and consumers. Targeted written (including
alternative formats where necessary) or verbal
questioning to assess the candidate's underpinning
knowledge would provide additional supporting
evidence of competence. The demonstration and
questioning would include collecting evidence of the
candidate's knowledge and application of ethical
standards and relevant federal, and state or territory
legislation and regulations. This assessment may be
carried out in a simulated or workplace environment.

Critical aspects | A person who demonstrates competency in this unit
for assessment | myst be able to provide evidence of:

and ?vidence ] analysing the causes and potential impact of
required to risks on agency, clients and other stakeholders
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demonstrate u establishing ongoing monitoring and reporting

competency in systems to minimise risks to agency, clients and

this unit other stakeholders

] identifying and implementing agency policies
and procedures for minimising and treating risks

] identifying actual and potential risks to agency,
clients and other stakeholders

u identifying, minimising and responding to
consumer risks associated with agency
operations.

Contextof and  |Resource implications for assessment include:
specific resources | g

for assessment

access to suitable simulated or real

opportunities and resources to demonstrate

competence

u assessment instruments that may include
personal planner and assessment record book

u access to a registered provider of assessment

services.

Where applicable, physical resources should include
equipment modified for people with disabilities.

Access must be provided to appropriate learning
and/or assessment support when required.

Assessment processes and techniques must be
culturally appropriate, and appropriate to the language
and literacy capacity of the candidate and the work
being performed.

Validity and sufficiency of evidence require that:

u competency will need to be demonstrated over
a period of time reflecting the scope of the role
and the practical requirements of the workplace

n where the assessment is part of a structured
learning experience the evidence collected must
relate to a number of performances assessed at
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different points in time and separated by further
learning and practice with a decision of
competence only taken at the point when the
assessor has complete confidence in the
person's competence

] all assessment that is part of a structured
learning experience must include a combination
of direct, indirect and supplementary evidence

u where assessment is for the purpose of
recognition (RCC/RPL), the evidence provided
will need to be current and show that it
represents competency demonstrated over a
period of time

u assessment can be through simulated project-
based activity and must include evidence
relating to each of the elements in this unit.

In all cases where practical assessment is used it will be
combined with targeted questioning to assess the
underpinning knowledge. Questioning will be
undertaken in such a manner as is appropriate to the
language and literacy levels of the candidate and any
cultural issues that may affect responses to the
questions, and will reflect the requirements of the
competency and the work being performed.

Range statement

The range statement relates to the unit of competency as a whole.

It allows for different work environments and situations that may affect
performance. Bold italicised wording in the performance criteria is
detailed below. Add any essential operating conditions that may be
present with training and assessment depending on the work situation,
needs of the candidate, accessibility of the item, and local industry and
regional contexts.
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Sources of
information may
include:

CPPDSM4015B Minimise agency and consumer risk

agency records

experience

industry practice and experience

legislation

market research

published literature

specialist or expert advice from:
government agencies
professional and industry associations.

Tools for
identification
may include:

documentation to assist in the process of
identifying risks and assessing impact and
likelihood of occurrence

standard instruments developed for the agency
and contextualised for sections of the
workplace's operations, such as checklists and
testing procedures

tools to prioritise risks, including where
relevant, numerical scoring systems for risks.

Actual and
potential risks
may relate to:

administrative and business systems, policies
and practices
commercial and legal relationships between the
agency, consumers and other organisations,
such as buyers, sellers, employees, landlords,
tenants, subcontractors, developers and
suppliers
consumer risk
economic and financial circumstances
individual actions, such as discrimination and
ineffective communication
management activities and controls
natural events
non-compliance with legislative and regulatory
requirements, such as:

consumer protection
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trade practices

u non-compliance with quality systems, such as:
enterprise
franchise
International Standards Organisation (1SO)
OHS
physical and personal security
] political circumstances, such as legislative
change
] property ownership, including intellectual
property
| technological and technical issues, both internal
and external to the agency, such as loss of data.
Agency, clients |® consumers and clients
and other u co-owners
stakeholders may | B financial institutions with an interest in the
include: agency
] principal
u staff and others to whom a duty of care is owed.
Agency u anticipated income and expenditure
representations |M bankruptcy
and information (M business status and ownership
provided by u compliance with legislative and regulatory
clients may refer requirements
to: | condition of property
L covenants
u customer base
u easements
u family law matters
u financial records
u insolvency
] leases or tenancy agreements
u legal action
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licences

permits

property status and ownership
quotas

stock

value of property.

Causes of risks
may include:

commercial and legal relationships
economic circumstances

human behaviour

inaccurate information provided by clients
individual activities

management activities and controls
natural events

political circumstances

technological issues.

Potential impact
of risks may
adversely affect:

capital reserves

cash flow viability and resulting liquidity
goodwill value

nett worth of the business

return on investment.

Consequences, consequences - extreme, very high, medium,
likelihood and low and negligible
severity of risks | M likelihood - almost certain, likely, moderate,
may refer to: unlikely and rare
u severity - severe, high, major, significant,
moderate and trivial.
Risk | administration - misrepresentation, personal
categorisation injury and misappropriation
may refer to: u commercial sales and leasing - miscalculating
rentable floor space and exclusivity of business
(retail)
| property management - maintenance, consumer

protection and discrimination
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u property sales - incorrect disposal of chattels,
code of ethics and conduct, loss of documents,
trade practices, consumer protection,
unauthorised disclosure, and sale of goods
under warrant of execution.

Risk priorities u assessing consequences and likelihood
may refer to: ] assigning a value to identified risks using
available tools.

Options for ] avoid the risk - deciding not to become involved
minimising risks in a risk situation
may include: u finance the risk - funding risk treatment and the

financial consequences of risk

u reduce the risk - applying appropriate techniques
and management principles to reduce the
likelihood of an occurrence and its
consequences

] retain the risk - intentionally or unintentionally
retaining responsibility for loss or financial
burden of loss

u transfer the risk - shifting responsibility or
burden of loss to another party through
contract, insurance or other means.

Proceduresand |H documentation

systems for | procedures, including:

controlling risks assessment

may include: confidentiality, security and privacy
procedures

control measures
identification

monitoring

organisational procedures
treatment
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u systems, including:
company operations manual
induction and training.

Risks to advertising and marketing
consumers may moneys held in trust
relate to: property management

property sale
provision of information and advice
tenancy agreements.

Unit sector(s)
Property development, sales and management

Competency field
Real estate
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UNIT

CPPDSM4080A Work in the real estate industry

Core unit

Summary
Rel Status Rel date
1 (this release) Current 7/Apr/2011
Usage recommendation Current
Training packages that include this unit
Code Title Rel
CPPO7 Property Services Training Package 7.0-14.1
Qualifications that include this unit
Code Title Rel
CPP50307 Diploma of Property Services 1

(Agency Management)
CPP40307 Certificate IV in Property Services 1

(Real Estate)
CPP30211 Certificate Ill in Property Services 1

(Agency)
Classifications
Scheme \ Code \ Classification value

ASCED Module/Unit of Competency 120505 Work Practices
Field of Education Identifier Programmes
Content

Download:

u Unit of competency in Word format (443.09 KB)
] Unit of competency in PDF format (158.62 KB)

Modification history
Not applicable.
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Unit descriptor
This unit of competency specifies the outcomes required to enable a new
entrant to the industry to gain a basic understanding of the industry and
work ethically and effectively in a real estate agency. This includes
awareness of ethical and conduct standards, core functions of real estate
agency operations, legislative and regulatory framework within which the
industry operates and industry employment requirements.
The unit may form part of the licensing requirements for persons engaged
in real estate activities in those States and Territories where these are
regulated activities.

Application of the unit
This unit of competency supports the work of licensed real estate agents
and real estate representatives.
Licensing/regulatory information
Refer to unit descriptor
Pre-requisites
Pre-requisite units: Nil
Employability skills information

The required outcomes described in this unit of competency contain
applicable facets of employability skills. The Employability Skills Summary
of the qualification in which this unit of competency is packaged, will
assist in identifying employability skills requirements.

Elements and performance criteria
Elements describe the essential outcomes of a unit of competency.
Performance criteria describe the required performance needed to
demonstrate achievement of the element. Where bold italicised text is
used, further information is detailed in the required skills and knowledge

and/or the range statement. Assessment of performance is to be
consistent with the evidence guide.
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ELEMENT

PERFORMANCE CRITERIA

1

Develop
knowledge of
estate agency
operations

11

1.2

13

1.4

Key features of the agency principal relationship
are identified and interpreted according to
legislative requirements and agency practice.
Roles and responsibilities of key personnel
involved in estate agencies are identified in line
with legislative requirements and agency
practice.

Information on key operations of estate
agencies is identified in the context of
legislative and agency requirements.

Forms of business ownership, organisational
structure and services offered by estate
agencies, including liabilities and
responsibilities, are identified.

68

Interpret and
comply with
legislative
and agency
requirements

2.3

24

Approaches for sourcing and accessing
legislation relevant to agency operations are
applied.

Legislation and ethical and conduct standards
relevant to estate agency operations, including
legislative limitations on agency practice, are
identified to ensure compliance with legislative
and agency requirements.

Licensing and eligibility requirements for
licensed real estate agents, real estate
representatives and other employees, including
offences and penalties, are identified to ensure
compliance with legislative and agency
requirements.

Key provisions of consumer protection and
privacy legislation are identified in relation to
agency practice.
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2.5

2.6

2.7

2.8

CPPDSM4080 Work in the real estate industry

Purpose of trust funds and the key legislative
controls on trust funds relevant to authorised
employees are identified to ensure compliance
with legislative and agency requirements.
Roles and responsibilities of government
agencies and industry bodies are identified in
relation to agency practice.

Personal understanding of legislative
requirements is assessed and verified with
relevant people.

Situations in which specialist advice is required
are identified and sources of appropriate advice
are determined in line with agency practice.

3 Model ethical
practice

3.2

33

3.4

Ethical and conduct standards, including
penalties for breaches, are identified and
interpreted to ensure compliance with
legislative requirements and industry and
agency practice.

Agent's liability for breach of contract and
negligence is identified in the context of
legislative and agency requirements.

Personal understanding of ethics and conduct
standards required for good agency practice is
verified with relevant people to ensure
compliance with legislative requirements and
industry and agency practice.

Situations in which specialist advice is required
are identified and sources of appropriate advice
are determined in line with legislative and
agency requirements.

4 Identify
industry
employment

Industry employment requirements are
identified and interpreted to ensure compliance
with legislative requirements and agency
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requirements practice.

4.2 Employee and employer rights and
responsibilities regarding conditions of
employment are identified and interpreted to
ensure compliance with legislative requirements
and agency practice.

4.3 Effective communication strategies are
employed to establish rapport with clients,
determine client needs, and provide accurate
advice and follow-up services in line with
agency practice.

4.4 Personal presentation and professional image
are assessed for compliance with industry and
agency norms.

4.5  Personal knowledge and skills in providing real
estate services are assessed against industry
competency standards and other relevant
benchmarks to determine continuing training
needs and priorities.

4.6  Opportunities for continuing training to
maintain currency of competence and develop
specialist and advanced skills and knowledge
are identified, planned and applied in line with
agency practice.

Required skills and knowledge

This section describes the essential skills and knowledge and their level,

required for this unit.

Required skills

u ability to communicate with and relate to a range of people from
diverse social, economic and cultural backgrounds and with varying
physical and mental abilities

n analytical skills to interpret documents such as legislation,
regulations, employment contracts and licensing requirements
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application of risk management strategies associated with advising
clients on property sales and property management options
computing skills to access agency and resource databases, use
standard software packages, send and receive emails, access the
internet and web pages, and complete and lodge standard
documents online
decision making and problem solving skills to analyse situations
and make decisions consistent with legislative and ethical
requirements
literacy skills to access and interpret a variety of texts, including
legislation, regulations and rules of ethics; prepare general
information and papers; prepare formal and informal letters,
reports and applications; and complete standard forms
negotiation skills to assist clients with property sales and property
management matters
numeracy skills to calculate and interpret data, such as
commissions and entitlements
planning, organising and scheduling skills to undertake work-
related tasks such as inspecting properties
research skills to identify and locate documents and information
relating to real estate operations
self-management skills to organise own work, deliver quality
customer service and effectively manage competing demands
teamwork skills to work effectively in and promote communication
between sales, property management and administrative teams in
an agency environment.

Required knowledge and understanding

agency principal relationship

continued training needs for agents and agents' representatives
employee and employer rights and responsibilities

ethical and conduct standards

features of good agency practice

forms of business ownership, and organisational structure and
services offered by estate agencies

key operations of estate agencies
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key principles of consumer protection and privacy legislation
legislative limitations on agency practice
licensing requirements for estate agents
nature of trust funds and key legislative controls on trust funds
offences and penalties under the legislative framework
relevant federal, and state or territory legislation and local
government regulations relating to:
anti-discrimination and equal employment opportunity
consumer protection, fair trading and trade practices
employment and industrial relations
financial services
OHS
privacy
risks and risk management strategies
roles and function of industry bodies
roles and functions of government regulatory agencies
roles and responsibilities of estate agency personnel
sources of specialist advice relating to real estate operations.

Evidence guide

The evidence guide provides advice on assessment and must be read in
conjunction with the performance criteria, required skills and knowledge,
range statement and the assessment guidelines for this Training Package.

Overview of This unit of competency could be assessed through
assessment case studies, practical exercises and questioning
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relating to the application of ethical and effective work
practices, legal principles, federal and state or territory
legislative and regulatory requirements and codes of
practices affecting real estate operations. Targeted
written (including alternative formats where
necessary) or verbal questioning to assess the
candidate's underpinning knowledge would provide
additional supporting evidence of competence. This
assessment may be carried out in a simulated or
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workplace environment.

Critical aspects | A person who demonstrates competency in this unit
for assessment |yt be able to provide evidence of:

and t.evidence (] application and knowledge of the ethical and
required to conduct standards relevant to licensed real
demonstrate. estate agents, real estate representatives and
competency in support staff

this unit ] application and knowledge of the key

operations of estate agencies and the roles
and responsibilities of agency personnel

] knowledge of legislation and the regulatory
framework relevant to real estate agency,
including the roles and functions of
government regulatory agencies and industry
bodies

u application and knowledge of the key
principles of consumer protection and privacy

legislation
] knowledge of the agency principal relationship
u application and knowledge of employment

requirements for estate agents, including the
rights and responsibilities of employers and
employees

u application and knowledge of the licensing and
eligibility requirements for estate agents and
other employees, and penalties associated
with related offences.

Contextof and  |Resource implications for assessment include:
specific resources | g

for assessment

access to suitable simulated or real
opportunities and resources to demonstrate
competence

u assessment instruments that may include
personal planner and assessment record book
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u access to a registered provider of assessment
services.

Where applicable, physical resources should include
equipment modified for people with disabilities.

Access must be provided to appropriate learning
and/or assessment support when required.

Assessment processes and techniques must be
culturally appropriate, and appropriate to the
language and literacy capacity of the candidate and
the work being performed.

Validity and sufficiency of evidence require that:

u competency will need to be demonstrated
over a period of time reflecting the scope of
the role and the practical requirements of the
workplace

] where the assessment is part of a structured
learning experience the evidence collected
must relate to a number of performances
assessed at different points in time and
separated by further learning and practice with
a decision of competence only taken at the
point when the assessor has complete
confidence in the person's competence

u all assessment that is part of a structured
learning experience must include a
combination of direct, indirect and
supplementary evidence

] where assessment is for the purpose of
recognition (RCC/RPL), the evidence provided
will need to be current and show that it
represents competency demonstrated over a
period of time

u assessment can be through simulated project-
based activity and must include evidence
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relating to each of the elements in this unit.

In all cases where practical assessment is used it will
be combined with targeted questioning to assess the
underpinning knowledge. Questioning will be
undertaken in such a manner as is appropriate to the
language and literacy levels of the candidate and any
cultural issues that may affect responses to the
questions, and will reflect the requirements of the
competency and the work being performed.

Range statement

The range statement relates to the unit of competency as a whole.

It allows for different work environments and situations that may affect
performance. Bold italicised wording in the performance criteria is
detailed below. Add any essential operating conditions that may be
present with training and assessment depending on the work situation,
needs of the candidate, accessibility of the item, and local industry and

regional contexts.

Legislative ] relevant federal, and state or territory
requirements legislation and local government regulations
may include: relating to:
anti-discrimination and equal employment
opportunity
consumer protection, fair trading and trade
practices
employment and industrial relations
financial services
OHS
privacy.
Roles and u licensed real estate agent
responsibilities of | M real estate representative
key personnel u support staff.
may include:
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Key operations of | ® property management
estate agencies |H property sales.
may include:
Forms of business | B corporation
ownership may |H partnership
include: ] sole trader.
Organisational |® franchise group
structure of ] independent agency
business may ] marketing cooperative.
include:
Services may u business broking
include: u buyers advocacy or agent
u marketing, sale and leasing of a range of
property types
] property management across a range of
property types
| residential, commercial and industrial real
estate.
Approaches for | reading may include:
sourcing and components of legislation
accessing structure of legislation
legislation may legislative language
include: [ ] sourcing may include:
online
hard copy.
Legislationand |® conflict of interest
ethical and u duty of care
conduct u individual behaviour
standards may u maintaining confidentiality
include: u non-discriminatory practices
| privacy.
Licensing and u for employment as a real estate representative
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eligibility u for licensing as a licensed real estate agent.
requirements
may include:
Trust funds refer |H all money received or held by an estate agent or
to: any member of an estate agent's staff on behalf
of any other person in the course of an estate
agent's business
] deposits on sales, security deposits and
residential bonds paid in cash and bonds in
respect of commercial premises, rents and
prepaid advertising.
Roles and u commonwealth government agencies,
responsibilities of including:
government Australian Competition and Consumer
agencies may Commission
include: Australian Securities and Investment
Commission
Equal Employment Opportunity Commission
Federal Privacy Commission
| state and territory government agencies
relating to:
consumer protection and fair trading
employment and workplace relations
privacy
real estate licensing.
Specialist advice (& architects
may include: u bankers and financiers
u builders
u government officials
] industry practitioners and industry bodies
] investment consultants
| mentors and coaches
| OHS representatives
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u planners
u real estate agents
u solicitors
] subcontractors
] supervisors and colleagues
] technical experts
u valuers.
Employment ] employer's responsibilities
requirements u federal and state employment agreements.
may include:
Effective ] active listening
communication |® being non-judgemental
strategies may u exploring problems
include: u expressing an individual perspective
u providing sufficient time for questions and
responses
u providing summarising and reflective responses
in conflict situations
u using appropriate words, behaviour and
posture
| using clarifying and summarising questions
u using clear and concise language
u using culturally appropriate communication
L using plain English
u using verbal and non-verbal communication.

Unit sector(s)
Property development, sales and management

Competency field
Real estate

78 CPPDSM4080 Work in the real estate industry



79 CPPDSM4003A Appraise property

UNIT

CPPDSM4003A Appraise property

Elective unit — Property sales and management

Summary
Rel Status Rel date
1 (this release) Current 7/Apr/2011

Usage recommendation  Current

Training packages that include this unit

Code Title Rel
CPPO7 Property Services Training Package 7.0-14.1
Qualifications that include this unit
Code Title Rel
CPP40307 Certificate IV in Property Services 1
(Real Estate)
Classifications
Scheme | Code \ Classification value

ASCED Module/Unit of Competency 080503 Real Estate
Field of Education Identifier

Content

Download:

u Unit of competency in Word format (442.08 KB)

[ ] Unit of competency in PDF format (188.76 KB)

Modification history

Not applicable
Unit descriptor

This unit of competency specifies the outcomes required to appraise the
sale price range or rental value of all forms of property for listing purposes
in line with client instructions, agency practice and legislative
requirements. It includes researching the property, selecting appropriate
methods to appraise the sale price range or rental value of property and
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preparing reports on the property appraisal. It does not address the
formal valuation of property.

The unit may form part of the licensing requirements for persons engaged
in real estate activities in those States and Territories where these are
regulated activities.
Application of the unit
This unit of competency supports the work of licensed real estate agents
and real estate representatives involved in appraising the sale price range
or rental value of all forms of property for listing purposes.
Licensing/regulatory information
Refer to unit descriptor
Pre-requisites
Prerequisite units: Nil
Employability skills information
The required outcomes described in this unit of competency contain
applicable facets of employability skills. The Employability Skills Summary
of the qualification in which this unit of competency is packaged, will
assist in identifying employability skills requirements.
Elements and performance criteria
Elements describe the essential outcomes of a unit of competency.
Performance criteria describe the required performance needed to
demonstrate achievement of the element. Where bold italicised text is
used, further information is detailed in the required skills and knowledge
and/or the range statement. Assessment of performance is to be
consistent with the evidence guide.

ELEMENT PERFORMANCE CRITERIA
1 Research 1.1 Purpose of property appraisal is established
property with client in line with agency practice and

legislative requirements.
1.2 Methods for gathering information are selected
that are reliable and make efficient use of time
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1.3

1.4

1.5

CPPDSM4003A Appraise property
and resources in line with agency practice.
Information on property is gathered and
organised in a format suitable for analysis and
interpretation in line with agency practice.
Appropriate interpersonal communication
techniques are used to access additional
information from relevant people.

Source documents are obtained and analysed
to determine status and ownership of property
in line with agency practice and legislative
requirements.

2 Appraise
sale price
range or
rental value
of property
for listing
purposes

2.3

24

Appropriate method for appraising the sale
price range or rental value of property is
selected in line with agency practice and
legislative requirements.

Sale price range or rental value of property is
appraised for listing purposes in line with client
instructions, agency practice and legislative
requirements.

Appraisal of sale price range or rental value of
property is clear, justified and based on
assessment of all factors in line with agency
practice.

Limitations in appraising property are
recognised and specialist advice is sought as
required in line with agency practice.

3  Present
information

3.1

3.2

Information on sale price range or rental value
of property is presented to client within
specified time, budget and quality constraints
and in line with client requirements and agency
practice.

Information is prepared and presented in
required format, style and structure using
relevant business equipment and technology in
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line with legislative and agency requirements.

3.3 Feedback on suitability and sufficiency of
appraisal is obtained and where appropriate
incorporated into advice.

3.4 Agency property records are securely
maintained with due regard to client
confidentiality in line with agency and legislative
requirements.

Required skills and knowledge

This section describes the essential skills and knowledge and their level,
required for this unit.

Required skills
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ability to communicate with and relate to a range of people from
diverse social, economic and cultural backgrounds and with varying
physical and mental abilities

analytical skills to interpret documents such as legislation,
regulations and property reports

application of risk management strategies associated with
appraising the sale price range or rental value of all forms of
property for listing purposes

computing skills to access the internet and web pages, prepare and
complete online forms and search online databases

decision making and problem solving skills to analyse situations
and make decisions consistent with legislative and ethical
requirements

literacy skills to access and interpret a variety of texts, including
legislation, regulations and property reports; prepare property
appraisal reports; prepare formal and informal letters and reports;
and complete standard and statutory forms

numeracy skills to calculate and interpret data, such as trends in
property sale prices and rents

research skills to gather information from a variety of sources on
different forms of property, rents and sale price trends, and sale
prices and rents of comparable properties.
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Required knowledge and understanding
u agency property records, including:
key features of a records management system
reasons for maintaining property records
types of property records
] determination of sale price range or rental price of properties,
including:
appraisal methods
local market factors
u factors that affect return on property, including:
economic
political
social
key indicators of market conditions
] market conditions, including:
leasing market conditions
sales market conditions
] property appraisal, including:
content and format of appraisal report
difference between appraisal and valuation
factors that influence whether properties are comparable for
appraisal purposes
information required for appraisals
key sources of information required for appraisals
property appraisal methods
purpose of property appraisals
u relevant federal, and state or territory legislation and local
government regulations relating to:
anti-discrimination and equal employment opportunity
consumer protection, fair trading and trade practices
employment and industrial relations
financial services
OHS
privacy
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| return on property investment

u role of the agent in providing property appraisal

] risks and risk management strategies associated with property
appraisal

] sources of information on market conditions.

Evidence guide
The evidence guide provides advice on assessment and must be read in
conjunction with the performance criteria, required skills and knowledge,
range statement and the assessment guidelines for this Training Package.

Overview of This unit of competency could be assessed through
assessment practical demonstration of appraising property for
listing purposes for sale or lease. Targeted written
(including alternative formats where necessary) or
verbal questioning to assess the candidate's
underpinning knowledge would provide additional
supporting evidence of competence. The
demonstration and questioning would include
collecting evidence of the candidate's knowledge and
application of ethical standards and relevant federal,
and state or territory legislation and regulations.
This assessment may be carried out in a simulated or
workplace environment.

Critical aspects | A person who demonstrates competency in this unit
for assessment | yst be able to provide evidence of:

and (.avidence u appraising the sale price range or rental value
required to of property for listing purposes
demonstrate‘ u gathering and researching information on
co'mpefency in property for use in conducting appraisals
this unit u identifying the limitations of property
appraisals and sourcing specialist advice as
required in line with agency practice
| knowledge of agency practice, ethical
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standards and legislative requirements
associated with appraising the sale price range
or rental value of property for listing purposes

u knowledge of different property appraisal
methods

] maintaining agency property records with due
regard to client confidentiality in line with
agency practice and legislative requirements

| presenting information on sale price range or
rental value of property to clients within
specified time, budget and quality constraints
and in line with client requirements and
agency practice

] using appropriate methods for appraising the
sale price range or rental value of property.

Context of and
specific
resources for
assessment

Resource implications for assessment include:

] access to suitable simulated or real
opportunities and resources to demonstrate
competence

u assessment instruments that may include
personal planner and assessment record book

u access to a registered provider of assessment
services.

Where applicable, physical resources should include
equipment modified for people with disabilities.
Access must be provided to appropriate learning
and/or assessment support when required.
Assessment processes and techniques must be
culturally appropriate, and appropriate to the
language and literacy capacity of the candidate and
the work being performed.
Validity and sufficiency of evidence require that:
u competency will need to be demonstrated
over a period of time reflecting the scope of
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the role and the practical requirements of the
workplace

u where the assessment is part of a structured
learning experience the evidence collected
must relate to a number of performances
assessed at different points in time and
separated by further learning and practice
with a decision of competence only taken at
the point when the assessor has complete
confidence in the person's competence

u all assessment that is part of a structured
learning experience must include a
combination of direct, indirect and
supplementary evidence

] where assessment is for the purpose of
recognition (RCC/RPL), the evidence provided
will need to be current and show that it
represents competency demonstrated over a
period of time

u assessment can be through simulated project-
based activity and must include evidence
relating to each of the elements in this unit.

In all cases where practical assessment is used it will
be combined with targeted questioning to assess the
underpinning knowledge. Questioning will be
undertaken in such a manner as is appropriate to the
language and literacy levels of the candidate and any
cultural issues that may affect responses to the
questions, and will reflect the requirements of the
competency and the work being performed.
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Range statement

The range statement relates to the unit of competency as a whole.

It allows for different work environments and situations that may affect
performance. Bold italicised wording in the performance criteria is
detailed below. Add any essential operating conditions that may be
present with training and assessment depending on the work situation,
needs of the candidate, accessibility of the item, and local industry and

regional contexts.

Purpose of establishing most likely selling price range or

property leasing price in the current market

appraisal may establishing property's highest and best use

include: meeting client need for information relating to
potential income or capital gain from rent, sale
or development.

Legislative relevant federal, and state or territory

requirements may
include:

legislation and local government regulations
relating to:
anti-discrimination and equal employment
opportunity
consumer protection, fair trading and
trade practices
employment and industrial relations
financial services
OHS
privacy
property sales and management.

Interpersonal
communication
techniques may
include:

active listening

providing an opportunity for clients to clarify
their understanding of the appraisal process
soft questioning and seeking feedback from
clients to confirm own understanding of their
needs and expectations

summarising and paraphrasing to check
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understanding of client message
using appropriate body language.

Relevant people
may include:

accountants
auctioneers

clients

colleagues

estate agents
industry professionals and members of industry
associations

legal representatives
supervisors

taxation specialists
valuers.

Source documents
may include:

agency records

auction results

company asset documents and registers
comparative market data
depreciation schedules

financial documents

local government reports
property sales reports

property valuation statements
qualitative and quantitative data
rent reviews

reports and inventories

taxation records

titles.

Method for
appraising the
sale price range
or rental value of
property may
include:
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capitalisation
comparative sales
hypothetical development
replacement cost
summation.
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Specialist advice
may include:

accountants

bankers and financiers
business consultants
government officials
industry professionals and members of industry
associations
investment consultants
real estate agents
solicitors
subcontractors
taxation specialists
technical experts
valuers.

Business
equipment and
technology may
include:

computers

data storage devices

email

facsimile machines

internet, extranet and intranet

photocopiers

printers

scanners

software applications, such as databases and
word applications.

Feedback may
include:

comments from clients and colleagues
documentation and reports

quality assurance data

questionnaires

regular meetings.

Unit sector(s)
Property development, sales and management

Competency field
Real estate
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UNIT

CPPDSM4004A Conduct auction

Elective unit — Property sales and management

Summary
Rel Status Rel date
1 (this release) Current 7/Apr/2011

Usage recommendation  Current

Training packages that include this unit

Code Title Rel
CPPO7 Property Services Training Package| 7.0-14.1
Qualifications that include this unit
Code Title Rel
CPP40307 Certificate IV in Property Services | 1
(Real Estate)
Classifications
Scheme | Code \ Classification value

ASCED Module/Unit of Competency ‘ 080599 ‘ Sales And

Field of Education Identifier Marketing, N.e.c.
Content

Download:

u Unit of competency in Word format (443.64 KB)

[ ] Unit of competency in PDF format (198.07 KB)

Modification history
Not applicable

Unit descriptor

This unit of competency specifies the outcomes required to conduct an
auction. It includes conducting the auction in line with agency practice,
ethical standards and legislative requirements. The outcomes required to
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prepare for the auction and complete follow-up procedures after the
auction sale are addressed in CPPDSM4019A Prepare for auction and
complete sale.

The unit may form part of the licensing requirements for persons engaged
in real estate activities in those States and Territories where these are
regulated activities.

Application of the unit

This unit of competency supports the work of licensed real estate agents,
real estate representatives and auctioneers engaged in conducting
auctions. It addresses the work associated with conducting the auction
and completing the auction sale in line with agency practice and
legislative requirements.

Licensing/regulatory information
Refer to unit descriptor
Pre-requisites
Pre-requisite units: Nil
Employability skills information

The required outcomes described in this unit of competency contain
applicable facets of employability skills. The Employability Skills Summary
of the qualification in which this unit of competency is packaged, will
assist in identifying employability skills requirements.

Elements and performance criteria
Elements describe the essential outcomes of a unit of competency.
Performance criteria describe the required performance needed to
demonstrate achievement of the element. Where bold italicised text is
used, further information is detailed in the required skills and knowledge

and/or the range statement. Assessment of performance is to be
consistent with the evidence guide.
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ELEMENT PERFORMANCE CRITERIA
1 Conduct 1.1 Implementation of auction day procedures is
auction confirmed to ensure that auction is conducted

in a manner that is consistent with agency
practice, ethical standards and legislative
requirements.

1.2 Auction arrangements are confirmed in
briefing with selling agent in line with agency
practice.

1.3 Auction process is professionally conducted to
establish the optimum price possible for the
property from the buyers in attendance.

1.4 Appropriate communication and presentation
skills are used in conducting the auction.

1.5 Price movements are monitored during the
auction process.

1.6 Questions from bidders and others engaged in
the auction are answered honestly in line with
agency practice, ethical standards and
legislative requirements.

1.7 Auction is conducted in a manner consistent
with agency practice, ethical standards and
legislative requirements.

Required skills and knowledge

This section describes the essential skills and knowledge and their level,

required for this unit.

Required sKills

u ability to communicate with and relate to a range of people from
diverse social, economic and cultural backgrounds and with varying
physical and mental abilities

u analytical skills to interpret documents such as legislation,
regulations, contracts of sale and auction rules
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application of risk management strategies associated with the
conduct of an auction
computing skills to access agency databases, send and receive
emails and complete standard forms online
decision making and problem solving skills to analyse situations
and make decisions that are consistent with legislative and ethical
requirements
group communication and presentation skills to conduct an
auction
literacy skills to access and interpret a variety of texts, including
legislation and regulations; prepare general information and
papers; prepare formal and informal letters, reports and
applications; and complete standard forms
negotiation skills to conduct an auction
numeracy skills to monitor price movements in the auction process
planning, organising and scheduling skills to conduct an auction
research skills to identify and locate documents and information
relating to the sale of property by auction.

Required knowledge and understanding

auction day procedures
auction documentation, including:
authorities' documentation
contracts
display
statutory and agency documentation
auction equipment, including:
audiovisual equipment
bell
display boards
flags
gavel
lectern
signs
stickers
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auction marketing plan
auction process, including:

describing property benefits

identifying salient features of contract

audibly stating the rules and conditions of auction, including
vendor bidding

calling for bids

using vendor bidding as appropriate in line with relevant
legislation

confirming or renegotiating reserve with seller as appropriate
knocking down or passing in property as appropriate

auction rules, including:

cooling off

disruption of an auction

dummy bids

estimated selling price

follow-up procedures if property is sold or passed in
oral information to be provided by auctioneer
post-auction information

public inspection of auction rules and conditions
questioning of auctioneer

rebates

rules and conditions of auctions

vendor bids

communication and presentation skills
ethical standards for auctioneers, including:

legislative requirements
non-legislative codes of ethics

negotiation techniques

penalties for breach of auction legislation and regulations
preparation of auction area

risks and risk management strategies

relevant federal, and state or territory legislation and local
government regulations relating to:

auctions
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anti-discrimination and equal employment opportunity
anti-money laundering
consumer protection, fair trading and trade practices
employment and industrial relations
financial services
OHS
privacy
property sales

u reserve price, including:
definition
purpose
setting

] roles and responsibilities of auctioneer.

Evidence guide

The evidence guide provides advice on assessment and must be read in
conjunction with the performance criteria, required skills and knowledge,
range statement and the assessment guidelines for this Training Package.

Overview of This unit of competency must be assessed through
assessment practical demonstration of conducting an auction.
Targeted written (including alternative formats where
necessary) or verbal questioning to assess the
candidate's underpinning knowledge would provide
additional supporting evidence of competence.

The demonstration and questioning would include
collecting evidence of the candidate's knowledge and
application of ethical standards and relevant federal,
and state or territory legislation and regulations. This
assessment may be carried out in a simulated or
workplace environment.

Critical aspects A person who demonstrates competency in this unit
for assessment must be able to provide evidence of:

and ?vldence n conducting auctions in line with agency
required to practice, ethical standards and legislative
demonstrate
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this unit

requirements

u knowledge of ethical standards, legislative
and regulatory requirements and agency
practices associated with the conduct of
auctions

] knowledge of the auction process

] using effective communication and
presentation techniques in conducting
auctions.

Context of and
specific resources
for assessment
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Resource implications for assessment include:

u access to suitable simulated or real
opportunities and resources to demonstrate
competence

u assessment instruments that may include
personal planner and assessment record
book

| | access to a registered provider of assessment
services.

Where applicable, physical resources should include
equipment modified for people with disabilities.

Access must be provided to appropriate learning
and/or assessment support when required.

Assessment processes and techniques must be
culturally appropriate, and appropriate to the
language and literacy capacity of the candidate and
the work being performed.

Validity and sufficiency of evidence require that:

u competency will need to be demonstrated ove!
a period of time reflecting the scope of the role
and the practical requirements of the
workplace

| | where the assessment is part of a structured
learning experience the evidence collected
must relate to a number of performances
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assessed at different points in time and
separated by further learning and practice with
a decision of competence only taken at the
point when the assessor has complete
confidence in the person's competence

] all assessment that is part of a structured
learning experience must include a
combination of direct, indirect and
supplementary evidence

u where assessment is for the purpose of
recognition (RCC/RPL), the evidence provided
will need to be current and show that it
represents competency demonstrated over a
period of time

| | assessment can be through simulated project-
based activity and must include evidence
relating to each of the elements in this unit.

In all cases where practical assessment is used it will
be combined with targeted questioning to assess the
underpinning knowledge. Questioning will be
undertaken in such a manner as is appropriate to the
language and literacy levels of the candidate and any
cultural issues that may affect responses to the
questions, and will reflect the requirements of the
competency and the work being performed.

Range statement

The range statement relates to the unit of competency as a whole.

It allows for different work environments and situations that may affect
performance. Bold italicised wording in the performance criteria is
detailed below. Add any essential operating conditions that may be
present with training and assessment depending on the work situation,
needs of the candidate, accessibility of the item, and local industry and
regional contexts.
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Auction day
procedures may
include:

advertising and marketing materials
auction documentation

channels of communication

managing the auction process

property inspection arrangements

roles and responsibilities of agency staff
security arrangements.

Legislative
requirements may
include:

relevant federal, and state or territory
legislation and local government regulations
relating to:
auctions
anti-discrimination and equal
employment opportunity
anti-money laundering
consumer protection, fair trading and
trade practices
employment and industrial relations
financial services
OHS
privacy
property sales.

Auction process
involves:

audibly stating rules and conditions of auction,
including vendor bidding

calling for bids

confirming or renegotiating reserve with
seller as appropriate

identifying benefits of property
identifying salient features of contract
knocking down or passing in property as
appropriate

using vendor bidding as appropriate in line
with relevant legislation.

Communication
and presentation
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body language
group communication, including:
authority
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skills may include: engagement

presence

self confidence
listening skills
personal presentation
verbal and non-verbal communication
voice, including:

pace

pause

pitch

projection

tone.

Unit sector(s)
Property development, sales and management
Competency field
Real estate
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UNIT

CPPDSM4005A
Establish and build client-agency relationships
Elective unit — Property sales and management

Summary
Rel Status Rel date
1 (this release) Current 7/Apr/2011

Usage recommendation  Current
Training packages that include this unit

Code Title Rel
CPPO7 Property Services Training Package 7.0-14.1
Qualifications that include this unit
Code Title Rel
CPP50307 Diploma of Property Services 1
(Agency Management)
CPP40407 Certificate IV in Property Services 1
(Stock and Station Agency)
CPP40307 Certificate IV in Property Services 1
(Real Estate)
Classifications
Scheme | Code \ Classification value

Field of Education Identifier

Content

Download:

B Unit of competency in Word format (443.22 KB)
B Unit of competency in PDF format (198.04 KB)

ASCED Module/Unit of Competency ‘ 080501 ‘ Sales

Modification history
Not applicable
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Unit descriptor
This unit of competency specifies the outcomes required to establish,
maintain and expand client-agency relationships to support the
attainment of key agency business goals. It includes communicating
effectively with clients, implementing the agency's approach to client
service and client-agency relationship management strategies,
implementing personal marketing strategies and building ongoing
relationships with clients.
The unit may form part of the licensing requirements for persons engaged
in real estate activities in those States and Territories where these are
regulated activities.
Application of the unit
This unit of competency supports the work of licensed real estate agents
and real estate representatives involved in establishing, maintaining and
expanding client-agency relationships to support the attainment of key
agency business goals.
Licensing/regulatory information
Refer to unit descriptor

Pre-requisites
Prerequisite units: Nil

Employability skills information

The required outcomes described in this unit of competency contain
applicable facets of employability skills. The Employability Skills Summary
of the qualification in which this unit of competency is packaged, will
assist in identifying employability skills requirements.

Elements and performance criteria
Elements describe the essential outcomes of a unit of competency.
Performance criteria describe the required performance needed to
demonstrate achievement of the element. Where bold italicised text is
used, further information is detailed in the required skills and knowledge
and/or the range statement. Assessment of performance is to be
consistent with the evidence guide.
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ELEMENT

PERFORMANCE CRITERIA

1 Communicate
effectively
with clients

11

1.2

13

1.4

15

1.6

1.7

Enquiries from clients are handled promptly to
enable high quality service delivery according to
agency practice.

Effective interactive communication strategies
are used to establish appropriate rapport and
promote two-way communication with clients.
Rapport is established with clients and an
interest in client needs, preferences and
requirements is expressed to enhance client
commitment, trust and credibility of agency and
to build return client base.

Culturally appropriate styles of communication
are used for specific cultural groups.
Opportunities to offer positive feedback to
clients are identified and acted upon in line with
agency practice.

Professional ethics are maintained with client to
promote agency image and credibility.
Potential barriers to effective communication
with clients are identified and addressed.

2 Implement
client-agency
relationship
management
strategies

Client loyalty objectives are identified to focus on
the development of long-term business
relationships.

Client profile information is assessed to
determine approach.

Client loyalty strategies are implemented to
attract and retain clients in line with agency
practice.

3 Implement
agency client
care and
client service
standards

3.2

Agency client care and client service standards
are identified and consistently implemented
across all areas of agency operations.
Customer service problems are identified and
adjustments made to ensure continued service
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quality.

3.3 Delivery of agency services is coordinated to
ensure that service quality is maintained and

improved.

4 Implement 4.1 P