Student instructions place below

Use template provided

CPPREP4001 Prepare for professional practice in real estate
This unit specifies the skills and knowledge required to understand the personal
and legislative requirements of professional practice in real estate.
It includes expressing a thorough understanding of the business structures,
regulatory framework, codes of practice and professional development pa S
within real estate

t

Assessment instructions here to be placed here. E.g. Create a report

address the activities placed below. Your project is to include a title pag ble
of contents, activity questions and all answers proviged etc....
Assessment due date to be placed here. '
the real estate agency functions and business stru
KE1 Explain real estate practice functio, tructure
PE1
1.1 Explain the services offered by
KE2
Activity 1:
A real estate practice off nan rvices to clients. In this section you are to discuss
what a client receives Wiien th&y pu a service that a real estate practice offers.

Service offered Explanation

y réal eState agent

residential sales 0
residential@fopertifanagemer
properiyamanade€men@busiiess
developme
commercial/industrialigetail property

anagement

mmercialfiadustrial/retail sales

N 0 t
ockjan@station agent
busin€ss broker

Student is to fill in the table below outlining what they can expect to receive when
purchasing a service that a real estate practice offers.

Students must answer 7/10 bullet points to be satisfactory on each service offered.

U<

| Service offered by real estate agent | Explanation |
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e purchasers/buyers

e landlords/rental provider/lessee

e tenants/renter

e other parties to the real estate transaction

1.3Identify and explain the practice-principal relationship

Activity 3:
Discuss the relationship between the practice and the principal.

The student is to discuss the role of the principal agent and their
the practice.

agent is called the officer in effective control. The o ontrol (OIEC) is the
principal agent in control of the estate agency busines ation.
The principal agent and the officer in effective co oration must
- regularly and substantially attend ang incipal office
- control and supervise the agency b C y branch offices
- establish procedures to en ompliance with the law and
good agency practice, and ;
followed
- take reasonable ste agents, agents’ representatives and

other employees com

1.4 Research and recor; rm real estate business ownership and
organisational struc
KE 5 (forms of owner

Activity 4:

Visit the we t wwwausiness.gov.au/planning/business-structures-and-
» \siurS8gand discuss the forms of ownership that a real estate

earch and record roles and responsibilities of key personnel in real estate,
g practice principals/agent in charge/or person in effective control.
roles and responsibilities of practice personnel)

Conduct research into the Real Estate Industry, fill in the following table and explain the
role and responsibilities for each role.
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Legislation

Explanation (What it tries to
achieve)

How could this impact staf
within the workplace

Property and
Stock Agents
Act (2002)

Property and
Stock Agents
Regulation
(2014)

Privacy Act
(1988)

Strata Schemes
Management
Act (2015)

Anti-
Discrimination
Act (NSW) 1977

Equal
Opportunity Act
(2010)

fill in the table outlining the

in the Activity. Student is then to
nd how it could impact

Legislation

Property and
Stock Agents
Act (2002)

How could this impact staff
within the workplace

Gives guidance on legal, ethical
and professional conduct within the
workplace. Gives guidance on
licenses, duty to disclose
information to others, representing
property, unjust conduct

real®estate staff conduct them
pnd outlines penalty notices
for offences

Gives guidance on legal, ethical
and professional conduct within the
workplace

promote and protect the
privacy of individuals and to
regulate how Australian
Government agencies and
organisations deal, use,
collect and distribute
information.

lllustrates what a business must to
be complaint with the Australian
Privacy Principles. Gives clear
examples on what staff must not do
if the information is sensitive, direct
marketing occurs, correctness of
information, security of information

Strata Schemes
Management
Act (2015)

Reforms related to Strata
Schemes, owners
Corporations and Strata
committee, meetings, levies

Stay up to date with changes to
how strata in real estate works and
the laws surrounding how to deal
with issues such as levies and
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The Department of Fair Trading is the regulator for Real Estate in NSW.

Legislation is the Property and Stock Agents Act 2002 No 66 and Property and Stock

Agents Regulation 2014.
Student is to discuss the link between the legislation, enforcement of the t
through the Department of Fair Trading and two (2) recent changes to le@Elation vi
reforms from the State Government. New changes include;
- Restructured licensing system
- Restricted functions for different licenses
)

- Appointing a single licensee in charge of the business
- Raised qualification and Continuing Professional Developme
requirements
- Disclosing specific prescribed material fact
- Extended rules of conduct
- Monthly rental income to landlord '
- Limited value of gifts and benefits
Separate trust accounts for rental and saleg

CPD

2.5 Ildentify industry bodies for real estate in the st@ [ of operation and
explain their role in the industry.

KE3 role and function of real esta

Activity 9:

In the table below you are 2s. Conduct research and then fill
out the table below describi i in three (3) functions the organisation
provides.

Real estate professic d functions
and industry bogdi
The Real Estate
Australia

The Real

.6 Research and record licensing and eligibility requirements for real estate personnel,
including required qualifications in the state or territory of operation.

PE3 the licensing requirements and responsibilities of:
the real estate licensee in charge or person who has effective control of the office
two other agency roles (at least one is to be a regulated role)
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- unlicensed trading - Person / Business (real estate agent) represents that they
are a licensed real estate agent, when in fact, they are not.
- licensing lending — Person / Business (real estate agent) allow or help a non-
licence holder to use their licence to act as an estate agent.
3 - Explain employment opportunities in the real estate industry.
3.1 Research and explain potential employment arrangements for real e
or territory of operation.

Activity 12:

You are to get access to a copy of the Real Estate Industry Award
employment arrangements in NSW and how they operate.

10. Expla

A

Student to access the Real Estate Industry Award 2010 via the Fairwork Ombudsman
website and search for Schedule A—Classification Structure and Definitions to explain
roles and duties for each level.

3.2 Analyse National Employment Standards and recor: ployer and employee rights
and responsibilities

Activity 13:

Download a copy of the Fair Work | atie ent from the FairWork
Ombudsman website. Identify five ( loye employer and employee rights
and responsibilities.

Student is to examine th o) formation Statement and bullet point eight (8)
employer and employe hts'Qmd r ibilities

3.3 Examine and i dar@terms and conditions for employment in real estate.

Activity 14:

ent contract for real estate industry professionals
xplain seven (7) conditions and terms of employment within

mine the standard employment contract given in Appendix 2 and
ns. A minimum of one sentence per condition is required.

ommunication skills

communication strategies used to build client relationships.

ommunicating with clients is vital in establishing relationships, ensuring the client is
well informed and keeping up to date with changes within the industry. Research and
discuss three (3) communication strategies you would use when forming a relationship
with a client.
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Activity 18:

During employment as an industry professional you will have to engage in profegsi

development. Describe 2 professional development opportunities you can pa
increase your skills and knowledge in the profession.

Students are to access the Department of Fair Trading’s CPD requireme
https://www.fairtrading.nsw.gov.au/housing-and-property/property
as-a-property-agent/Continuing-Professional-Development-CPD-
describe CPD 2 activities they must engage in each year.
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Appendix 2
COMMENCEMENT AND WARRANTIES

1.1 Your date of commencement of employment with the Employer
identified at Error! Reference source not found. of the Sche

1.2 The terms and conditions of your employment will be in accorda with

the Contract and, where applicable, the industrial instru
in Error! Reference source not found. of the Schedul
Instrument), as varied and amended from time to time.

1.3 You agree that:

(@) you hold the qualifications and ha
you to the Employer;

(b)

(c)

(d)

(e)

2. PROBATION

21 Youremnm i jonary for the first six months of employment

are employed on a full time basis in the position described at Item
the Schedule.

You may be required to perform other tasks from time to time, as
reasonably requested by the Employer.

PRINCIPAL DUTIES
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B

N

7. PLACE OF EMPLOYMENT

8. HOURS OF WORK

9. RE

6.4 The licence or certificate are considered essential requirements of your
role. The Employer reserves the right to terminate your employment
without notice in the event that you fail to maintain thes
licences/certificates and you are unable to perform the requirement
your role.

6.5 You must notify the Employer immediately in the event that§fou no
longer hold, or are no longer eligible to hold, the aboyegli

certificate.

7.1 Your principal place of employment will be at the location d
Error! Reference source not found. of the Schedule, or as o

reasonably directed by the Employer.

7.2 Due to the nature of the role and the busine ou wiI|Ibe required to
travel to, and work at, client and prg tiveQelient sites within a
reasonable travelling distance, as direc loyer.

8.1 The business’ normal s outlined at Error!

per week plus any additional
fulfil the requirements of your
Employer.

8.2 You will be req
hours which are re
duties, or as re

8.3 Youwillber r Saturdays and Sundays as directed
e case, you will be given 1 day of time

to be taken as mutually agreed between

IONY

Where your pay exceeds any legislative minimum entitlements, any
amount paid in excess of these minimum entitlements may be used to
offset any entitiement that may otherwise have been applicable.

o]
e .
oUfrate of pay is inclusive of any and all penalties, allowances,
overtime and loadings (including leave loading) which may otherwise
ayable. As such, your pay takes into account any hours that you
% e required to work outside of your standard hours of employment.
9.4

The Employer will make Superannuation contributions on your behalf in
accordance with legislation.

10. ANNUAL LEAVE
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15. COMMISSION SCHEME

15.1 You may be entitled to commission in accordance with the Employer’
commission scheme.

15.2 The Employer will provide details of any applicable commission e
to you upon the commencement of your employment, or at the tilflne any
such scheme is introduced.

15.3 The Employer at all times retains the absolute discretiogito vary,
amend or remove any such commission scheme at
Employer will notify you of any such changes.

16. VEHICLE ALLOWANCE

16.1 You may be required to use your priv motor v le for work

purposes.

16.2 Conditional upon you maintaining a vali ce and a suitable
vehicle, you are entitled to receive a e in addition to
your remuneration. This is based @8 ide us and in

payments in respect of vate vehicle.

16.3 It is a condition of this all sure that your vehicle is
neat and clean i gined in a state of good
mechanical order.

not have a suitable vehicle available

ing vehicles and driving are set out in the
expected to read and fully comply with. The
the right to vary, alter or withdraw these
ill provide reasonable notice of any such changes.

LOWANCE

oSes. You are entitled to receive a phone allowance in addition to
remuneration. This is based on the details you provide us and in
cordance with the award. You will not be entitled to any further
payments in respect of work related use of your mobile phone.

17.2 Additional rules regarding phones are set out in the Handbook which
you are expected to read and fully comply with. The Employer reserves
the right to vary, alter or withdraw these arrangements and will provide

reasonable notice of any such changes.
~ 18. CONFIDENTIAL INFORMATION
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(@) to refrain from directly or indirectly disclosing to a third party
Confidential Information except in the proper course of carrying
out your duties;

(b) not to use the Confidential Information for any purpose oth
for the benefit of the Employer;

(c) to keep confidential all Company Confidential Infor

(d) tocomply with the terms of this Contract unless oth
by applicable laws or regulations.

19. INTELLECTUAL PROPERTY

19.1 All Intellectual Property rights arising
developed by you in the course of your em
with others) will belong to the Employer and
disclose to the Employer all such works

any works, create
ment ( her alone or
agree to immediately

in all works created or developedWb ) e course of your
employment (whether al d in the Employer
and upon their creation, est in the Employer. You
agree to execute all docu aets required to secure any
Intellectual Prop rights for

19.3 For the benefit of onsent to any and all acts or
omissions (wh ing before or after this consent is given) in
relation to al e made by you in the course of your
employment ise infringe your Moral rights in those

works.

ave consented without coercion or without
representations other than those set out in this contract.

ses of this Contract:

ectual Property” means all form of intellectual property rights
hroughout the world including but not limited to copyright,
istered patent, design, trade mark and confidential information
including know-how and trade-secrets.

“Moral Rights” has the meaning given to it in the Copyright
Amendment (Moral Rights) Act 2000 and includes rights of
integrity of authorship, rights of attribution of authorship and
similar rights that exist or may come to exist anywhere in the world.

“Works” means all inventions, policies, practices, designs,
drawings, plans, software, hardware, reports, documents,
systems, improvements and other materials.
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Length of continuous service Period of notice

Not more than 1 year 1 week

More than 1 year, not more than 3 years 2 weeks

More than 3 years, not more than 5 years 3 weeks

More than 5 years 4 weeks

20.3 If you are over the age of 45 years and have at least two year:
you are entitled to one additional week’sgnotice of termination.

20.4 You may terminate this contract at any tim
with one weeks’ written notice.

20.5 The Employer may, at its discretion, ma
or part of this notice period. On termi

you in lieu of all
Iso entitled to

20.6 During the whole or any < iodi®Ae Employer is under
no obligation to assign yo ' or to provide any work to
ng all or part of the notice

ited to, any car, equipment, papers, keys,
tion, programs, records and documents,
other information, in whatever form, relating in

i lete any Confidential Information stored on any

agnetic or optical disk or memory, and all matter derived

0 ose sources in your possession, custody, care or control outside
loyer’s premises.

will repay to the Employer the balance of any loans or advances
made by the Employer against your pay or leave entitlements, or any
money otherwise owed to the Employer by you. The Employer is
21

authorised to deduct from your final pay any moneys owing to the
Employer on termination.

3 . Non Solicitation and POST-TERMINATION RESTRAINT

N

Assessment tool — Kris Ford — CCPPREP4001 -Page 21|
29



21.7 Each of the covenants in this clause will have effect as if it were the
number of separate covenants resulting from combining each covenant
with each subsection of the defining terms, referred to in the covenan
Each of the above obligations are separate and independ
obligations. In the event that one or more of the obligations are
to be unenforceable, the remaining obligations will continue to

21.8 You acknowledge that each of the above restrictions a
and necessary to protect the Employer’s legitimate inter,

21.9 You acknowledge that you will be liable in damages (inc
or special damages) arising out of the breach of any of the
provision.

22. REDUNDANCY

If your position is made redundant, you shall not b titled to any payment
except as required under the Fair Work Act.

23. ASSIGNMENT

23.1 You may not assign op transfe enefits under this

contract.

23.2 The Employer m ations under the Contract

to any person, bu

24. GOVERNING LAW

The Contract shall
or Territory
Schedule.

or! Reference source not found. of the
25. VARIA

Contract may be varied from time to time by mutual
between the parties.

ter
gr en [
: A
a the terms and conditions of the Contract are void, or become
vojglable by reason of any statute or rule of law then that term or condition
| be severed from the Contract without affecting the enforceability of the

remaining terms and conditions.

ENTIRE AGREEMENT

The contents of the Contract constitute the entire agreement between you
and the Employer. Any previous agreements, understandings, and
~ negotiations on this subject matter cease to have effect.
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CPPREP4001 Prepare for professional practice in real es

Performance Criteria Assessment
1 - Activity
1 Explain real '
estate agency
functionsand 1.1 Explain the services offered by real estate agents. 1
business
structure.
1.2 Identify parties to real estate transactions. 2
1.3 Identify and explain the agency-principal 3
14 Research and record forms of rea ‘ p and organisational 4
" structures.
15 Research and record role iliti personnel in real estate, including 5
"~ agency principals/agent in C in effective control.
2 Interpret
profe§3|onal 2.1 Analyse key legislatio [ relevance to own work role. 6
practice
guidelines.
29 Interpret and exple y and anti-discrimination principles and laws and 6
"~ how these appl tivities in the state or territory of operation.
ply y p
2.3 i0des g practice relevant to the real estate industry. 7
24 estate activities in the state or territory of operation and 8
dieS™for real estate in the state or territory of operation and explain 9
cord licensing and eligibility requirements for real estate personnel, 10
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Performance Evidence

Ee!‘formance the real estate agency functions and business structure 1to 5
vidence
the regulatory framework, regulator and industry bodies in th e rritory 610 9
of operation
the licensing requirements and responsibiiities of:
the real estate licensee in charge or pe who has effective control of 10
the office
two other agency roles (at least o gulated role) 10
the terms and conditions of employme > 13
: details of at least 3 different e yme ties in the real estate 5
industry.
: details of at least 3 diffe ) strategies that can be used with 16
clients.
: at least 2 profes8ional develo nt pathways within real estate. 18
Knowledge Evidence
Kn_o wledge To be competent in thi st demonstrate knowledge of:
Evidence
2
2
provider/lessee 2
2
ies to the real estate transaction 2
rovided as apart of real estate activities
ntial sales 1
sidential property management 1
property management business development 1
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