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site application form

This form is for Site applicants to apply for a Site licence under the Licensed Building Practitioner 
(LBP) scheme.

The Is licensing for me?  booklet contains useful information on the competencies you need to 
demonstrate for each licence class when applying to be licensed, and on the LBP scheme and 
building categories.

If you have a recognised qualification, you can apply using the streamlined application process.  
The qualified practitioner application form is at www.dbh.govt.nz/LBP

If you are applying for more than one licence class, please return all the application forms together.  
You only need to complete the personal details on one of the forms.  You only need to provide one 
set of certified qualifications, proof of identity and photos, and only need to pay the application and 
annual fees once.

If you are a Chartered Professional Engineer, you are already treated as if you are licensed in Site 
and Design area of practice 3.  You cannot apply to be licensed in Site or Design.  You can apply for 
other licence classes if you wish.

For more information, call our helpline on 0800 60 60 50, between 8.30am and 5pm Monday to 
Friday, or email licensing@dbh.govt.nz
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Site  
application form

Personal details                       (Print clearly in black or blue pen and complete all sections) 

privacy

You are required by the Building Act 2004 to provide the information requested in this application form.  The information 
will be used to determine whether your application may be granted, and for any complaints and disciplinary processes.  
Personal information may also be used in the public LBP register at www.dbh.govt.nz/LBP-register 
 
Any personal information submitted will be kept and maintained by the Registrar and the Building Practitioners Board in 
accordance with the New Zealand Privacy Act 1993.  You have the right to access, and to have corrected, any information 
about you that is held by the Registrar and the Building Practitioners Board.

Given names
	

Surname
 	

Alias
                                

 

date of birth

Day 
            

Month 
               

Year 
 

COntact Details

Daytime
   

	
             

Evening
	

	

Mobile     
 
	

 	
Fax

	
	

Preferred number for the Register (please tick)   Daytime  	     Evening  	       Mobile   

Email address ....................................................................................................................................................................................

Website address ...............................................................................................................................................................................
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Personal Details (continued)

residential address 

Street address
 	

Suburb
							     

Town/City
		

	
	

Postcode
  

postal address (if different from above)

Street/PO Box/Pvt Bag
   

Suburb
							     

Town/City
		

	
	

Postcode
  

Company and Body Corporate

Company and body corporate involvement (ie, current employer, your company, or self-employed)

certified documents

You must supply a certified photocopy of your:

•	 passport page that shows your photograph and personal details, or 

•	 current driver licence, or

•	 birth certificate. 

A signature or official stamp from your certifier is required on each page of the copy, with their name and title shown 
clearly below their signature.  Examples of people who can certify your documents include:

•	 Justice of the Peace (JP) (see your local Yellow Pages) 

•	 lawyer 

•	 court official

•	 official of the organisation that issued the original document.

Do not send original documents with your application.

Certified Proof of identity

I have attached a certified copy of my: (please tick one)

   Current passport                      Driver licence                     Birth certificate
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verified photos

Attach two identical passport photos (using a paper clip).  The photo will be used on your photo ID licence card.

The photos must be:

•	 no more than 12 months old 

•	 a face, head and shoulders shot, looking directly at the camera 

•	 of you without a hat, sunglasses or other accessories that obscure your face 

•	 a true image, not altered in any way 

•	 high quality colour (black and white photos are not acceptable) 

•	 on a plain light-coloured background (not white or dark) and no background shadow

•	 between 4.5 cm and 5 cm high, and 3.5 cm and 4 cm wide

•	 signed on the back by the verifier that it is a true likeness of you.  That person must have known you for at least 12 
months, and must not be related, or part of your family group or living at the same address as you.  The person who 
signs the photos must also complete the verifying information of this application below.

	 I have attached two verified identical passport photos (please tick)

Verifying information  (This section must be completed by the verifier of your photos) 

Verifier’s full name
 	

Town/city
		

	
	

Postcode
  

Verifier’s contact details

Daytime  
 
	

          
Evening  

	

	

Mobile     
 
	

 	

I declare that I (name of verifier), ..............................................................................................................................................,

have known (full name of applicant) .........................................................................................................................................

for at least 12 months and am not related, or part of the family group, or living at the same address as the applicant.

   I have signed the back of the applicant’s ID photos.

Verifier’s signature .....................................................................................    	Date ...................................................................
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Declaration

Other registration or licensing bodies

Are you currently, or have you previously been, registered or licensed or otherwise recognised under any other legislation 
(including overseas) for any equivalent occupation?

  
   Yes.  Name of registration or licensing authority ...............................................................................................................

   No

If you answered yes to the above question, please answer the following questions.

i)     Has your registration, licence or other recognition been suspended or cancelled because of a disciplinary matter  
       at any time in the last 5 years?

   Yes.  Name of registration or licensing authority ...............................................................................................................      

   No

ii)     Are you the subject of any preliminary investigations or action that might lead to disciplinary proceedings relating  
        to that registration, licence or recognition? 

   Yes.  Name of registration or licensing authority ...............................................................................................................  

   No 

 
If you answered yes to any of these questions, the Registrar may contact you for further details.

General declaration

I (full name of applicant), ..........................................................................................., declare that the information I have supplied 
in this application form and all associated documents is true and correct.  I understand that it is an offence under the Building Act 
2004 to intentionally provide incorrect or misleading information. 
 

Applicant’s signature ...............................................................................................  Date ............................................................

By signing the general declaration, you are confirming that all the information you have supplied is true and 
correct.  This declaration covers all the information and documents you provide in your application.
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Payment

All payments must be made in NZ dollars.  Please tick method of payment.
 
 

   Cheque for   $   made out to ‘Department of Building and Housing’ is enclosed.

   Credit card.  Enter your credit card details below.

Payment by credit card

   Visa                MasterCard

The amount to be charged to my credit card is  $ 

Credit card number
	

Expiry date (mm/yy)	

Name on card
	

Cardholder’s signature ...................................................................................................................................................................

a Tax invoice will be sent with your application outcome

OFFICE USE ONLY

Type of payment

Amount paid $

Date received

Initials

fees

You can only apply for one site area of practice.  The areas of practices align with the building categories (see page 8).

Are you applying for two or more licence classes?      Yes       No
If yes, you need to pay the assessment fee for each licence class you apply for.  You only need to pay the application and 
annual fees once.

Licence class fees (15% GST inclusive)�

Site area of practice 1 assessment fee, or $281.11

Site area of practice 2 assessment fee, or $311.78

Site area of practice 3 assessment fee $322.00

Application fee  $81.78

Annual fee $173.78

Add right hand column for total amount payable $

refunds

In some circumstances you may be eligible for a refund of part of your fee. If applicable, the Department will refund any 
such amount into your bank account.  Please fill in your bank account details below. 

Account number
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NEW ZEALAND QUALIFICATIONS

Qualification Education provider
/ITO

Year  
completed

Overseas qualifications

If you want to list overseas qualifications to support your application, you will first need to have them evaluated by the 
New Zealand Qualification Authority (NZQA). NZQA’s Qualification Recognition Service will send you a report telling you 
whether your international qualification is comparable to a New Zealand qualification.  You must attach a certified copy of 
this report with your application.  You don’t need to submit copies of the overseas qualifications. 

For more information, go to the NZQA website at www.nzqa.govt.nz and follow the links to the International section, or 
phone (04) 463 3000.

Qualification Education provider Country year 
completed

If you have a recognised qualification, you can apply using the streamlined application process.  The qualified practitioner 
application form is at www.dbh.govt.nz/LBP

Qualifications that are not recognised in the streamlined process are still good supporting evidence of your knowledge of 
building practices.  However, having a qualification is not essential to obtain your licence.

If you do not have a qualification, tick here      Not applicable

QUALIFICATIONS

Getting your qualification or NZQA report certified

A signature or official stamp from your certifier is required on each page of the qualification copy, with the name and title 
of the person shown clearly below it.

Examples of people who can certify your documents include:

•	 Justice of the Peace (JP) (see your local Yellow Pages) 

•	 lawyer 

•	 court official

•	 official of the organisation that issued the original document.

Do not send original documents with your application.

You can have your qualifications certified at the same time as your proof of identity.
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membership of industry organisations

If you are a member of an industry organisation, please provide your membership details. Membership of an industry 
organisation is not essential to obtain your licence.

Examples include:

•	 Certified Builders Association of New Zealand (CBANZ)

•	 Registered Master Builders Federation (RMBF)

•	 New Zealand Institute of Building (NZIOB).

Organisation Membership 
number

relevant recent learning activitIes

List any industry-related activities you have taken part in.  They are good evidence to show you are keeping up with 
industry developments.  However, learning activities are not essential to obtain your licence.

Relevant recent learning activities include:

•	 attending seminars, conferences or trade events

•	 manufacturer or supplier training

•	 reading an industry publication

•	 training an apprentice.

Activity Provider Date
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Areas of practice

There are three areas of practice for the Site licence class.  You can only apply for one Site area of practice.  Tick the area of 

practice that you wish to be assessed in.

   Site area of practice 1—coordination and overseeing the construction of category 1 buildings 

   Site area of practice 2—coordination and overseeing the construction of category 1, 2, and 3 buildings

   Site area of practice 3—manage the construction of category 1, 2, and 3 buildings.

building categories

•	 Category 1 buildings—single household dwellings with low- or medium-risk envelope design

•	 Category 2 buildings—single household dwellings with high-risk envelope design, or low-medium rise commercial and 

multi-unit residential buildings

•	 Category 3 buildings—buildings greater than 10 m in building height* (except single household dwellings)

*Building height is the vertical distance between the floor level of the lowest storey and the floor level of the highest storey.

For information about Site areas of practice and the building categories, please refer to Is licensing for me?                                     
at www.dbh.govt.co.nz/LBP
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Work history

EXAMPLE ONLY

This section asks for a summary of your work experience in the building and construction industry.  It should show your 
assessors what types of buildings you have worked on, and the range of work and responsibilities you have undertaken.

Start with your current or most recent employment and work backwards.  Provide as much information as possible about 
your work and responsibilities. Use the examples below to help you. 

If there are any gaps in your employment, please write in the dates and reasons (eg, travelling overseas, or worked in 
different type of occupation) in the ‘Job title’ box.

Please photocopy additional work history pages if needed.

EXAMPLE 1

Employed from/to:  2006 – present

Job title: Construction supervisor

Employer/self-employed: Comin Ltd 

Location: Auckland

Range of work and responsibilities: 

Overall operational responsibility including pricing, contracts, 
project schedules, subcontractors, safety,  quality assurance.

Categories of buildings worked on:

 Cat 1      Cat 2     Cat 3 

Size and type of buildings:

Commercial, industrial and residential developments. Category 1, 2 & 3

EXAMPLE 2

Employed from/to: 2001 – 2006

Job title: Construction supervisor

Employer/self-employed: XYZ Construction Ltd

Location: Christchurch

Range of work and responsibilities:

Supervise on-site operations including project schedule, 
subcontractors, safety and overall quality.

Categories of buildings worked on:

 Cat 1      Cat 2      Cat 3 

Size and type of buildings:

Commercial and industrial – Cat 2 & Cat 3 buildings

example 3

Employed from/to: 1994 – 2001

Job title: Supervisor

Employer/self-employed: ABC Builders 

Location: Auckland

Range of work and responsibilities:

Price, organise, coordinate and manage projects, make sure 
tradesmen and subtrades have the info they need (eg plans and 
specifications). Responsible for H & S on site. Overall staff 
supervision. Carry out quality checks.

Categories of buildings worked on:

 Cat 1      Cat 2       Cat 3 

Size and type of buildings:

Mostly one and two story houses, Cat 1, some commercial Cat 2 work.

EXAMPLE ONLY
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WORK HISTORY 

Employed from/to

Job title

Employer/self-employed

Location

Size and type of buildings

Range of work and responsibilities Building categories you worked on

  Category 1

  Category 2

  Category 3

WORK HISTORY 

Employed from/to

Job title

Employer/self-employed

Location

Size and type of buildings

Range of work and responsibilities Building categories you worked on

  Category 1

  Category 2

  Category 3

WORK HISTORY 

Employed from/to

Job title

Employer/self-employed

Location

Size and type of buildings

Range of work and responsibilities Building categories you worked on

  Category 1

  Category 2

  Category 3
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WORK HISTORY 

Employed from/to

Job title

Employer/self-employed

Location

Size and type of buildings

Range of work and responsibilities Building categories you worked on

  Category 1

  Category 2

  Category 3

WORK HISTORY 

Employed from/to

Job title

Employer/self-employed

Location

Size and type of buildings

Range of work and responsibilities Building categories you worked on

  Category 1

  Category 2

  Category 3

WORK HISTORY 

Employed from/to

Job title

Employer/self-employed

Location

Size and type of buildings

Range of work and responsibilities Building categories you worked on

  Category 1

  Category 2

  Category 3
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PROJECT 1 
Project name

Date worked on the project

Name of client

Physical address of project (name of the particular building or project, and site address)

Size and type of building

What is the building classified as?    Residential         Commercial         Industrial  

Describe the materials used eg, foundations, roofing, cladding etc

Number of storeys ...............             Approximate area of building ...............m2                   Building category ................

Construction cost/estimate of building $

Kind of building project (eg, new construction, major renovation, change of use)

Name of architect / designer involved in the project

You must complete two project records. At least one project should have been completed in the last three years and 
both should have been completed in the last five years.  If you have not worked on projects in the last five years, provide 
information on your most recent projects.

Site 2 and Site 3 applicants will be required to provide in-depth information that reflects their level of responsibility and the 
complexity of the projects on which they have worked. 

Site 2 applicants must refer to category 2 or 3 building projects.

Site 3 applicants must refer to category 3 building projects.

Project records



licensed Building Practitioner – site application form  13

PROJECt 1 continued 
Your role in the project

  Team Leader/Manager         Supervisor/Leading hand	    Builder/Carpenter          Labourer 

  Other

Describe the reporting structure for the project. (Include the role of the person you reported to, and who reported to you.) 
Provide a diagram if you prefer. 

Site 1 only

What work did you do on this project?

Tick the relevant activities below and list any other work you did that is not included here.

  Read and interpreted working drawings, specifications, programme schedules and quantity lists 

  Clarified or sought additional design documentation or specialist information when needed

  Established a building site and managed ongoing operations

  Monitored construction site performance

  Supervised personnel at the worksite

  Obtained site plans, design details and working drawings 

  Make sured site excavation and building construction methods were appropriate to site

  Supervised the installation of all structural elements of the building

  Supervised the installation of the external envelope, including roofing, windows, cladding systems and sub-floors

  Coordinated junctions, interfaces, and penetrations

  Supervised coordination of all trades to make sure integration of all building components

  Make sured appropriate documentation was obtained to confirm compliance with building consent 

  Other

site 1, 2 and 3 continue onto next page
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PROJECt 1 continued  
Site 2 only

What work did you do on this project?

Tick the relevant activities below and list any other work you did that is not included here.

  Read and interpreted working drawings, specifications, programme schedules and quantity lists 

  Clarified or sought additional design documentation or specialist information when needed

  Implemented site specific safety plans 

  Established a building site and managed ongoing operations

  Monitored construction site performance

  Supervised personnel at the worksite

  Obtained site plans, design details and working drawings 

  Recognised site survey requirements and topography for project

  Monitored building site excavation and installation of relevant support systems

  Supervised the installation of all structural elements of the building

  Supervised the installation of the external envelop, including roofing, windows, cladding systems and sub-floors

  Coordinated junctions, interfaces, and penetrations

  Supervised coordination of all trades to make sure integration of all building components

  Make sured appropriate documentation was obtained to confirm compliance with building consent 

  Other

Site 3 only

What work did you do on this project?

Tick the relevant activities below and list any other work you did that is not included here.

  Read and interpreted contract documents

  Applied current procurement models

  Clarified or sought additional design documentation or specialist information when needed

  Managed administration processes and procedures

  Established a building site and managed ongoing operations

  Managed site procedures and directed site construction performance

  Managed project team and personnel

  Managed and directed technical supervision personnel

  Make sured appropriate documentation was obtained to confirm compliance with building consent 

  Other

site 1, 2 and 3 continue onto next page
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PROJECt 1 continued - all applicants 

What was the process for:

• obtaining the building consent?

• organising inspections?

• obtaining the Code Compliance Certificate (CCC)?

Explain the safety requirements and the safety practices you put in place on this project

Were there any environmental issues on this site and if so, how did you manage them? (eg, disposal of hazardous waste, 
and what you did to deal with this)

Describe any problems you dealt with and what you did about them (eg, late delivery of supplies, poor weather conditions, 
project performance issues, quality of work, site issues)

What could you change to prevent the same problems or challenges arising next time? 
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Referee details

An assessor will call your referees to verify your work on the project and confirm the skills used in the project.  You need 
one referee per project, and they must be different people for each project.

Your referees must be technical people you have worked with.  Examples include sub-contractor, employer, consulting 
engineer, designer, design consultant, architect, site supervisor, or builder. 

Your referees must know you and the work you did on the relevant project and be able to confirm the competence of 
your work. Clients and family members cannot be referees.  However, in a family business situation, this may be 
unavoidable.  In that case, only one of your referees may be a family member.

project 1 REFEREE

Name of referee
 	  

Role or profession......................................................................................................................................................................

 

Telephone: Day........................................................................  Mobile......................................................................................... 

Email ..........................................................................................................................................................................................

Best time to contact during work hours....................................................................................................................................
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PROJECT 2

Project name

Date worked on the project

Name of client

Physical address of project (name of the particular building or project, and site address)

Size and type of building

What is the building classified as?    Residential         Commercial         Industrial  

Describe the materials used eg, foundations, roofing, cladding 

Number of storeys ...............             Approximate area of building ...............m2                   Building category ................

Construction cost/estimate of building $

Kind of building project (eg, new construction, major renovation, change of use)

Name of architect / designer involved in the project

Your role in the project

  Team Leader/Manager         Supervisor/Leading hand	    Builder/Carpenter          Labourer 

  Other

Describe the reporting structure for the project. (Include the role of the person you reported to, and who reported to you.) 
Provide a diagram if you prefer. 
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PROJECT 2 continued

Site 1 only

What work did you do on this project?

Tick the relevant activities below and list any other work you did that is not included here.

  Read and interpreted working drawings, specifications, programme schedules and quantity lists 

  Clarified or sought additional design documentation or specialist information when needed

  Established a building site and managed ongoing operations

  Monitored construction site performance

  Supervised personnel at the worksite

  Obtained site plans, design details and working drawings 

  Make sured site excavation and building construction methods were appropriate to site

  Supervised the installation of all structural elements of the building

  Supervised the installation of the external envelope, including roofing, windows, cladding systems and sub-floors

  Coordinated junctions, interfaces, and penetrations

  Supervised coordination of all trades to make sure integration of all building components

  Make sured appropriate documentation was obtained to confirm compliance with building consent 

  Other	

Site 2 only

What work did you do on this project?

Tick the relevant activities below and list any other work you did that is not included here.

  Read and interpreted working drawings, specifications, programme schedules and quantity lists 

  Clarified or sought additional design documentation or specialist information when needed

  Implemented site specific safety plans 

  Established a building site and managed ongoing operations

  Monitored construction site performance

  Supervised personnel at the worksite

  Obtained site plans, design details and working drawings 

  Recognised site survey requirements and topography for project

  Monitored building site excavation and installation of relevant support systems

  Supervised the installation of all structural elements of the building

  Supervised the installation of the external envelop, including roofing, windows, cladding systems and sub-floors

  Coordinated junctions, interfaces, and penetrations

  Supervised coordination of all trades to make sure integration of all building components

  Make sured appropriate documentation was obtained to confirm compliance with building consent 

  Other					   

all applicants continue onto next page
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PROJECT 2 continued

Site 3 only

What work did you do on this project?

Tick the relevant activities below and list any other work you did that is not included here.

  Read and interpreted contract documents

  Applied current procurement models

  Clarified or sought additional design documentation or specialist information when needed

  Managed administration processes and procedures

  Established a building site and managed ongoing operations

  Managed site procedures and directed site construction performance

  Managed project team and personnel

  Managed and directed technical supervision personnel

  Make sured appropriate documentation was obtained to confirm compliance with building consent 

  Other

All applicants 

What was the process for:

• obtaining the building consent?

• organising inspections?

• obtaining the Code Compliance Certificate (CCC)?

Explain the safety requirements and the safety practices you put in place on this project

Were there any environmental issues on this site and if so, how did you manage them? (eg, disposal of hazardous waste, 
and what you did to deal with this)
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PROJECT 2 continued

Describe any problems you dealt with and what you did about them (eg, late delivery of supplies, poor weather conditions, 
project performance issues, quality of work, site issues)

What could you change to prevent the same problems or challenges arising next time? 

project 2 REFEREE

Name of referee
 	  

Role or profession......................................................................................................................................................................

 

Telephone: Day........................................................................  Mobile......................................................................................... 

Email ..........................................................................................................................................................................................

Best time to contact during work hours....................................................................................................................................
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Site 1 only - Project records questionnaire

Answers must refer to one or both of the projects you have provided.  Tick the project that your answer relates to.

ORGANISING AND MANAGING BUILDING PROJECTS 

Tick:        Project 1        Project 2

1. What were the key things you had to consider before you set up the site (eg, things that you found out from plans, 
design details and working drawings)?

2. Did you have to get clarification or additional information from the lead designer during this project?  

  Yes        No

3. How did you manage design variations during the project?

4. What steps did you take to plan the construction?

5. Was significant excavation needed on the site?          Yes        No

If yes, how did you manage this?
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6. What quality requirements were in place, and how did you monitor whether these requirements were met?

7. What project timeframes were in place, and how did you monitor whether timeframes would be achieved?

managing PERSONNEL 

Tick:        Project 1        Project 2	

8. What things did you have to do to supervise your staff and subcontractors (eg, monitor performance, time management, 
coordination, quality assurance)?

9. Give an example of a time when one person’s work had a negative impact on someone else’s.  (eg, subcontractor not 
turning up on correct day).  Explain how, you dealt with this.

10. How did you make sure everyone understood what they were doing and the instructions they had been given?

11. What did you do to make sure everyone completed the work they were expected to do?

Site 1 PROJECT RECORDS QUESTIONNAIRE – continued
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PROVIDING TECHNICAL SUPERVISION 

Tick:        Project 1         Project 2	

12. What did you do to make sure correct technical standards were maintained by everyone working on site?

13. How did you make sure structural elements were installed to the correct standard?

14. How did you monitor the installation of external cladding and roofing?

15. How did you make sure the different building elements were put together? 

16. What documents did you collect for the owner to apply for a CCC (Code Compliance Certificate)?

Site 1 PROJECT RECORDS QUESTIONNAIRE – continued
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Answers must refer to one or both of the projects you have provided.  Tick the project that your answer relates to.

SETTING UP THE BUILDING SITE 

Tick:        Project 1         Project 2		

1. Describe what you did to manage and monitor the setting up of the site  (please provide detailed information)

2. Which of the following were you responsible for?

  Site set-up	   Security	   Temporary services

  Site signage	   Site access	   Temporary works and roading

  Other

3. What did you need to know about the following and why are they important for this project?

a) Site survey requirements

b) Building site excavation

c) Installation of support systems (eg, support for the excavation)

Site 2 only - Project records questionnaire
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Site 2 PROJECT RECORDS QUESTIONNAIRE – continued

4. What was your role in setting up the construction programme?

5. What specific programmes/management tools did you use?

6. How was the documentation managed on this project  (eg, specifications, drawings and revisions)?
This includes documentation:
• from the client to you
• from you to the subcontractor/staff
• sign-off for construction.

7. What ongoing site services and maintenance were needed?

ORGANISING AND MANAGING BUILDING PROJECTS 

Tick:        Project 1         Project 2	

8. Describe what you did in organising and supervising this project.
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Site 2 PROJECT RECORDS QUESTIONNAIRE – continued

9. What processes and procedures did you have in place to keep track of work on site?

10. Were there any unusual specifications or design elements? How did you identify and handle these?

11. What processes did you have in place to coordinate staff and subcontractors on site?

managing PERSONNEL 

Tick:        Project 1         Project 2	

12. What were your responsibilities in supervising staff and subcontractors (eg, monitoring performance, applying time 
management and quality assurance)?

13. Give an example of a time when one person’s work had a negative impact on someone else’s (eg, subcontractor not 
turning up on correct day). Explain what you did to deal with this.

14. How did you make sure that information and instructions were understood correctly?
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Site 2 PROJECT RECORDS QUESTIONNAIRE – continued

15. How did you make sure personnel were staying on task and working to the standards required?

PROVIDING TECHNICAL SUPERVISION 

Tick:        Project 1         Project 2	

16. Describe what you did in the area of technical supervision.

17. How did you make sure work was put together and carried out to the standard required?

18. How did you make sure the installation of all structural elements was coordinated and interfaced to the standard required?

19. What did you need to know about the external envelope (windows, roofing, cladding, systems and subfloors)?
How did you monitor the installation of these elements?
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Site 2 PROJECT RECORDS QUESTIONNAIRE – continued

HEALTH AND SAFETY 

Tick:        Project 1         Project 2	

20. How did you make sure visitors and site personnel were kept safe during establishment and construction (eg site safety 
plans, hazard identification, toolbox meetings, and individual responsibility)?

21. Explain how you dealt with the following safety requirements on site:

a) scaffolding

b) electrical 

c) personal protection 

d) others
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Site 2 PROJECT RECORDS QUESTIONNAIRE – continued

22. How did you make sure public safety was maintained during establishment and construction?

QUALITY ASSURANCE 

Tick:        Project 1         Project 2	

23. How did you make sure that installation of the structural elements met the requirements specified by the designer/
engineers?

24. How did you make sure the quality of workmanship and materials was to the required standards throughout the building 
process?

25. What quality assurance systems did you use to achieve final building integrity?

26. How were remedial issues handled at the end of the project?
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Site 3 only - Project records questionnaire 
Answers must refer to one or both of the projects you have provided.  Tick the project that your answer relates to.

MANAGING SET UP OF BUILDING SITE

Tick:        Project 1         Project 2	

1. Describe what you did to make sure the site set-up was properly managed and monitored (please provide detailed 
information).

2. Which of the following were you responsible for? 

  Site set-up	   Security	   Temporary services	   Temporary works and roading

  Site signage	   Site access	   Other
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3. How did you manage the site set-up, taking the following into account:

• site survey requirements 

• topography building site excavation 

• installation of support systems

Why were these important for this project?

4. What were your responsibilities in setting up and organising the construction programme?

What specific programmes/management tools did you use?

Who did you consult with and why?

Site 3 PROJECT RECORDS QUESTIONNAIRE – continued
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Site 3 PROJECT RECORDS QUESTIONNAIRE – continued

5. How was the documentation managed on this project (eg, specifications, drawings, revisions)?

This includes: 

• documentation from the client to you 

• documentation sign-off for construction

• documentation from you to the sub-contractor/staff

• documentation to/from the site supervisors.

How did this help your planning?

6. Who was responsible for procurement of contracts, plant and materials?

How did you procure resources (plant and equipment, resources, subcontractors) for your project?

ORGANISING AND MANAGING BUILDING PROJECTS 

Tick:        Project 1         Project 2	

7. Describe what you did in organising and managing this project.
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Site 3 PROJECT RECORDS QUESTIONNAIRE – continued

8. What administrative processes and procedures did you put in place and manage, to keep track of work on site?

9. Were there any unusual specifications or design elements? How did you handle these?

10. What processes did you have in place to co-ordinate staff and subcontractors on site?

11. How did you communicate changes in plans or work to the appropriate people?

12. How did you control and direct the construction programme to meet deadlines?

MANAGING PERSONNEL

Tick:        Project 1         Project 2	

13. What were your management responsibilities for staff and subcontractors?

14. Give an example of a time when the work of one trade or supplier impacted negatively on the work of another trade or 
supplier. How did you deal with it? Describe the strategy you used to solve the problem.
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15. How did you make sure that information and instructions were understood correctly?

16. How did you make sure that all personnel were staying on task and working to the required standards? 

PROVIDING TECHNICAL SUPERVISION 

Tick:        Project 1         Project 2	

17. What was your role in managing the technical supervision of architectural, design, structural and service elements of 
the project?  Please give details.

18. How did you make sure work was put together and carried out to the required standard?

19. What problems did you face from elements not being installed to the required standard?

HEALTH AND SAFETY 

Tick:        Project 1         Project 2	

20. How did you make sure that visitors and site personnel were kept safe during establishment and construction (eg, site 
safety plans, hazard identification, toolbox meetings, individual responsibility)?

Site 3 PROJECT RECORDS QUESTIONNAIRE – continued
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21. How did you make sure that public safety was maintained during establishment and construction?

QUALITY ASSURANCE 

Tick:        Project 1         Project 2	

22. How did you make sure trades were working to the required standards throughout the construction process?

23. How did you make sure that installation of the structural elements met the requirements specified by the design engineer?

24. How did you make sure the quality of workmanship and material was kept high throughout the building process?

25. What quality assurance systems did you use to achieve final building integrity?

26. How were remedial issues handled at the end of the project?

Site 3 PROJECT RECORDS QUESTIONNAIRE – continued



Sending in your application

Post your completed application form, verified photos, certified copies of your proof of identity and qualifications, and your payment 

By mail to					                   By courier to

The Registrar, Licensed Building Practitioner scheme	               The Registrar, Licensed Building Practitioner scheme 
Department of Building and Housing			                Department of Building and Housing Services Centre 
PO Box 50041					                   Level 1, 1 Walton-Leigh Avenue 
Porirua 5240					                   Porirua 5240

Keep a copy of this application form for your records and to work through with your assessor.

checklist

Have you:

•	 completed this form

•	 provided certified copies of your qualifications

•	 provided certified proof of identity

•	 provided two verified ID photos

•	 provided referee details

•	 provided information about two different building projects

•	 included your application fee?

Read the 'Understanding the Regulatory Environment' booklet included in your application pack.  

An assessor will call you and ask you questions from it.

assessment process

When you have completed your application and sent it to the Registrar of the Licensed Building Practitioner scheme, you 
will be assigned an assessor who is experienced in the industry and fully trained to assess applications. 

The assessor will:

•	 review your application including work history, project records, any supporting evidence and your responses 
to the questions

•	 contact you to ask some questions from the Understanding the Regulatory Environment booklet in your application 
pack

•	 ask you about any information in your application that is unclear 

•	 contact your referees so they can verify your work on your selected projects. 

Complete your application form carefully before you send it in.  If you do not provide enough information for the assessor to 
make a recommendation based on their desktop assessment of your application, they may request a face-to-face 
assessment.  If so, an assessor will contact you to discuss this.  There is an additional fee for this face-to-face 
assessment:   

•	 $480.44 for Site area of practice 1 

•	 $495.78 for Site area of practice 2

•	 $511.11 for Site area of practice 3.

conflict of interest

The assessors will declare any conflict of interest with an application they are assessing, for example, if the applicant is 
known to them or is in direct business or professional competition. 

Similarly, if you need a face-to-face assessment, you can ask for another assessor if you identify a conflict of interest.  
You can’t specify which assessor you want, but you will be given a list of available assessors so you can identify any 
conflicts.



Notes:



Published in March 2011 by
Department of Building and Housing
PO Box 10-729
Wellington
New Zealand

This document is also available  
on the Department’s website:
www.dbh.govt.nz
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