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Student Pack 

What is the purpose of this document?
The Student Pack is the document you, the student, needs to complete to demonstrate competency. This document includes the context and conditions of your assessment, the tasks to be completed by you and an outline of the evidence to be gathered.

The information includes the following: 

· Information related to the unit of competency 
· Guidelines and instructions to complete each task and activity
· A student evaluation form 

Student Evaluation Form 

[bookmark: _Hlk10032301]These documents are designed after conducting thorough industry consultation. Students are encouraged to evaluate this document and provide constructive feedback to their training organisation if they feel that this document can be improved. 

Link to other unit documents
[bookmark: _Hlk10032357]
· The Student Pack is a document for students to complete to demonstrate their competency. This document includes context and conditions of assessment, tasks to be administered to the student, and an outline of the evidence to be gathered from the student. 
· [bookmark: _Hlk9150008]The Unit Mapping is a document that contains information and comprehensive mapping with the training package requirements. 
· The Unit Requirements is a document that contains information related to the unit of competency for the Training Organisation staff and students. 



1. Student and trainer details
	Student details  

	Full name:
	Madeline Walkington 

	Student ID: 
	

	Contact number:
	0409 627 796

	Email address:
	Madeline.walkington@bmd.com.au

	Trainer details  

	Full name: 
	


2. Qualification and unit of competency
	Qualification/Course/Program Details 

	Code:
	

	Name: 
	

	Unit of competency 

	Code:
	BSBPMG537

	Name: 
	Manage project procurement

	Releases: 
	1.0 

	Release date:
	19/Oct/2020


3. Assessment Submission Method 
	☐      By hand to trainer/assessor  ☐      By email to trainer/assessor
☒      Online submission via Learning Management System (LMS) 
☐      Any other method _________________________________________________
                                                              (Please describe here)


4. Student declaration  
	· I have read and understood the information in the Unit Requirements prior to commencing this Student Pack
· I certify that the work submitted for this assessment pack is my own. I have clearly referenced any sources used in my submission. I understand that a false declaration is a form of malpractice; 
· I have kept a copy of this Student Pack and all relevant notes, attachments, and reference material that I used in the production of this Student Pack;
· For the purposes of assessment, I give the trainer/assessor permission to: 

· Reproduce this assessment and provide a copy to another member of staff; and 
· Take steps to authenticate the assessment, including communicating a copy of this assessment to a plagiarism checking service (which may retain a copy of the assessment on its database for future plagiarism checking).
[image: ]
Student signature:  
              

Date:  ___12_/__09___/_2023________




5. Assessment Plan
	The student must be assessed as satisfactory in each of the following assessment methods in order to demonstrate competence in a variety of ways.  

	Evidence number/ Task number
	Assessment method/ Type of evidence/ Task name  
	Sufficient evidence recorded/Outcome 

	Assessment task 1
	Knowledge Test (KT)
	S / NS (First Attempt) 
S / NS (Second Attempt)

	Assessment task 2 
	Skills Test (ST)
	S / NS (First Attempt) 
S / NS (Second Attempt)

	Assessment task 3
	Work placement task (WT)
	S / NS (First Attempt) 
S / NS (Second Attempt)

	Outcome
	C ☐ NYC ☐  
	Date assessed: 

	Trainer signature: 




6. Completion of the Assessment Plan

	Your trainer is required to fill out the Assessment Plan Outcome records above, when: 
· You have completed and submitted all the requirements for the assessment tasks for this cluster or unit of competency.
· Your work has been reviewed and assessed by your trainer/assessor.
· You have been assessed as either satisfactory or unsatisfactory for each assessment task within the unit of competency.
· You have been provided with relevant and detailed feedback.
Every assessment has a “Feedback to Student” section used to record the following information. Your trainer/assessor must also ensure that all sections are filled in appropriately, such as:
· Result of Assessment (satisfactory or unsatisfactory)
· Student name, signature and date
· Assessor name, signature and date 
· Relevant and detailed feedback





Pre-Assessment Checklist: Task 1 - Knowledge Test 
	The purpose of this checklist

	The pre-assessment checklist helps students determine if they are ready for assessment. The trainer/assessor must review the checklist with the student before the student attempts the assessment task. If any items of the checklist are incomplete or not clear to the student, the trainer/assessor must provide relevant information to the student to ensure they understand the requirements of the assessment task. The student must ensure they are ready for the assessment task before undertaking it.

	Section 1: Information for Students 

	☐ Make sure you have completed the necessary prior learning before attempting this assessment. 
☐ Make sure your trainer/assessor clearly explained the assessment process and tasks to be completed. 
☐ Make sure you understand what evidence is required to be collected and how. 
☐ Make sure you know your rights and the Complaints and Appeal process. 
☐ Make sure you discuss any special needs or reasonable adjustments to be considered during the assessment (refer to the Reasonable Adjustments Strategy Matrix - Appendix A and negotiate these with your trainer/assessor). 
☐ Make sure that you have access to a computer and the internet (if you prefer to type the answers).
☐ Make sure that you have all the required resources needed to complete this assessment task. 
☐ The due date of this assessment task is in accordance with your timetable. 
☐ In exceptional (compelling and compassionate) circumstances, an extension to submit an assessment can be granted by the trainer/assessor.  Evidence of the compelling and compassionate circumstances must be provided together with your request for an extension to submit your assessment work. 
☐ The request for an extension to submit your assessment work must be made before the due date.

	Section 2: Reasonable adjustments  

	I confirm that I have reviewed the Reasonable Adjustments guidelines and criteria as provided in Appendix A and attached relevant evidence as required and select the correct checkbox.
☐ I do require reasonable adjustment
☒ I do not require reasonable adjustment

	Declaration (Student to complete)
☒ I confirm that the purpose and procedure of this assessment task has been clearly explained to me. 
☒ I confirm that I have been consulted about any special needs I might have in relation to the assessment process. 
☒ I confirm that the criteria used for this assessment has been discussed with me, as have the consequences and possible outcomes of this assessment. 
☒ I confirm I have accessed and understand the assessment information as provided in the Student Handbook.
☒ I confirm I have been given fair notice of the date, time, venue and/or other arrangements for this assessment. 
☒ I confirm that I am ready for assessment.

Student Name: Madeline Walkington 


Student Signature: 


Assessment method-based instructions and guidelines: Knowledge Test 
	Assessment type 


	
· Written Questions


	Instructions provided to the student:


	Assessment task description:      


	· This is the first (1) assessment task you must successfully complete to be deemed competent in this unit of competency.
· The Knowledge Test is comprised of eight (8) written questions
· You must respond to all questions and submit them to your Trainer/Assessor.
· You must answer all questions to the required level, e.g. provide an answer within the required word limit, to be deemed satisfactory in this task

	Applicable conditions:         


	· All knowledge tests are untimed and are conducted as open book assessment (this means you can refer to your textbook during the test).
· You must read and respond to all questions.
· You may handwrite/use a computer to answer the questions.
· You must complete the task independently.
· No marks or grades are allocated for this assessment task. The outcome of the task will be Satisfactory or Not Satisfactory.
· As you complete this assessment task, you are predominately demonstrating your written skills and knowledge to your trainer/assessor. 

	Resubmissions and reattempts:  


	· Where a student’s answers are deemed not satisfactory after the first attempt, a resubmission attempt will be allowed.
· The student may speak to their trainer/assessor if they have any difficulty in completing this task and require reasonable adjustments.
· For more information, please refer to the Student Handbook. 

	Location:


	· This assessment task may be completed in: 

☐ a classroom
☐ learning management system (i.e. Moodle),
☐ or an independent learning environment. 

· Your trainer/assessor will provide you with further information regarding the location for completing this assessment task. 

	Instructions for answering the written questions:


	· Complete a written assessment consisting of a series of questions.
· You will be required to answer all the questions correctly.
· Do not start answering questions without understanding what is required. Read the questions carefully and critically analyse them for a few seconds; this will help you to identify what information is needed in the answer.
· Your answers must demonstrate an understanding and application of the relevant concepts and critical thinking.
· Be concise, to the point and write answers within the word-limit given to each question. Do not provide irrelevant information. Remember, quantity is not quality.
· You must write your responses in your own words.
· Use non-discriminatory language. The language used should not devalue, demean, or exclude individuals or groups based on attributes such as gender, disability, culture, race, religion, sexual preference or age. Gender-inclusive language should be used.
· When you quote, paraphrase, summarise or copy information from other sources to write your answers or research your work, always acknowledge the source.

	  Purpose of the assessment


	This assessment task is designed to evaluate student’s knowledge essential to manage project procurement in a range of contexts and industry settings and knowledge regarding the following: 

· Knowledge of the project objectives, needs and budget
· Knowledge of the procurement management plan
· Knowledge of the vendor selection criteria
· Knowledge of the legal obligations
· Knowledge of the probity and project governance constraints that relate to project procurement in a project and industry context
· Knowledge of the selection processes and selection criteria
· Knowledge of the project life cycle
· Knowledge of the conflict resolution and management.


	Task instructions

	· This is an individual assessment. 
· To ensure your responses are satisfactory, consult a range of learning resources and other information such as handouts, textbooks, learner resources etc. 
· To be assessed as Satisfactory in this assessment task, all questions must be answered correctly.





 Assessment Task 1: Knowledge Test
Provide your response to each question in the box below.
	Q1:
	Answer the following questions: 

1.1. What is the purpose and objectives of the project procurement plan? Write your answer in 100-150 words. 

1.2. What are the needs to manage the project procurement plan? Write your answer in 100-150 words.

1.3. Discuss the purposes of developing a procurement budget in 100-150 words. 
	Satisfactory response

	
	
	Yes 
	No 

	
1.1 A project procurement plan describes how materials will be procured throughout the project cycle and how subcontract suppliers will be managed to ensure best of project outcomes. 
The project management plan should describe the roles and responsibilities of project members to ensure that procurement happens efficiently and effectively, without overlap of job tasks. 
Another outcome of the plan should be a procurement schedule that ensures any long lead times or potential delays are identified at the beginning and managed to ensure the timely delivery of items in line with the project program. 
The overall objective of the project management plan should be to translate into the delivery of a comprehensive and sound procurement process, that supports the project in its time and cost goals and its overall success. 

1.2 The needs of a project procurement plan to ensure successful management of its goals and objectives should include definitions and procedures for the types of agreements that can be entered into, a risk analysis and the identification and implementation of a plan for control measures around the identified risks, defined costs and budget proposals to track against, identification of any procurement constraints (long lead-times, suitability of nominated materials), suitability of suppliers (project/authority requirements), program requirements and any constraints or assumptions made. The plan should be able to be tracked against supplier timeframes and monitored for completion against the set terms and conditions of agreements.  

1.3 The purpose of developing a procurement budget is to specify the allocated amounts for all of the procurement items that will then encourage the project team to make better procurement decisions (who to purchase from) and to track purchasing against the budget’s limits to avoid overall project cost creep. Procurement is often a fixed/locked in amount, so the project can easily track its budget performance of these items up front. This holds the project accountable to sourcing multiple quotes, performing cost comparisons, and presenting to management a detailed case for their decided suppliers, prior to locking in any purchasing decisions. 

	Q2:
	Explain the project procurement plan and its key aspects in 100-200 words. 
	Satisfactory response

	
	
	Yes 
	No 

	A project procurement plan describes how materials will be procured throughout the project cycle and how subcontract suppliers will be managed to ensure best of project outcomes. It should include the process for instigating a quote request the, and the requirements around how many quotes should be received for a fair comparison. It should include any technical, client/authority requirements, project constraints, project deadlines, and quality requirements to determine suitable projects. The approvals process should be outlined, including how purchasing requests need to be presented to management and should outline any assumptions, risks, opportunities, cost v budget etc so that management can make an informed decision, and should list the authority structure to ensure approval goes through the required chain in line with procurement procedures. The plan should include what types of contracts should be used for each type of procurement item and how to ensure adequate and appropriate management of suppliers throughout the procurement process. The key aspect of the project procurement plan is that it contains all information required to support the project achieve on time and within budget procurement. 

	Q3:
	Explain vendor selection criteria in project procurement management in 150-200 words. 
	Satisfactory response

	
	
	Yes 
	No 

	Successful vendor selection results in procurement meeting the project’s overall goals. This requires certain criteria to be collected and evaluated prior to supplier selection is made. 
At least three quotes (where possible) should be received so that these offers can be evaluated against each other. This evaluation should include an analysis of the supplier’s suitability to meet the project’s technical requirements and their ability to perform in terms of availability and quality. Reactivity, capacity, and competitive value are important criteria each supplier should be evaluated against. 
Typically, a supplier may have been used before. This and other sourced reviews (i.e. from other projects, other companies) can help evaluate the likelihood of the supplier achieving what they say they will. Sometimes a project needs to take a change, but a thorough review of their past performance can help project how they will perform.  This should include their ability to achieve the technical and quality requirements of the procured item. This should include a review of whether they have the required insurances, certifications, financial capacity or essential equipment, tools, and skills to do the job. 


	Q4:
	What are legal obligations in managing project procurement? Write your answer in 150-200 words. 
	Satisfactory response

	
	
	Yes 
	No 

	
The following list of procurement rules and legal frameworks are legal requirements that need to be followed in business procurement processes. This ensures procurement is done ethically, efficiently, on a level playing field and competitively.  
· Public Governance Performance and Accountability Act 2013 (the PGPA Act)
· PGPA Rule 2014
· Commonwealth Procurement Rules (CPRs)
· Commonwealth Modern Slavery Act 2018
The CPRs provide an even playing ground for smaller businesses so that they have equal access to business opportunities. This creates diversity in the supplier market. 

The Commonwealth Modern Slavery Act 2018 aims to ensure larger companies operating in Australia are aware of and mandated to report known modern slavery actions within their supply networks. This ensures Australian business is performed ethically and does not support un-ethical business practices. 

The Australian Government ensures they do their due diligence by enforcing businesses and their first-tier subcontractors to obtain a statement of tax record (STR) demonstrating satisfactory involvement with the tax system before tendering for high value Commonwealth Government contracts. A Senate directive on departmental and agency contracts mandates the publishing of all details around larger procurement contracts. 

The Government Procurement (Judicial Review) Act 2018 (Cth) creates an independent complaint procedure for government procurement processes, which deals with the management and enforcement of CPRs. 

Legal requirements also extend to the Project Contract the works are being performed under and these ensure that procurement orders follow the business’ legal rules and ensure the contract risk to the company is minimised. 
















	Q5:
	What are probity and project governance constraints that relate to project procurement in a project and industry? Write your answer in 300-350 words.
	Satisfactory response

	
	
	Yes 
	No 

	
Probity constraints in procurement ensure fair and ethical business operations are performed throughout each stage of the procurement process.  

This means that planning, negotiation and procurement deals are bound by fairness, honesty and transparency, with high levels of integrity maintained throughout each stage. Decisions or agreements must be based on merit, without bias and without creating conflicts of interest or favouritism towards a tenderer. 

Procurement should be accessible by all within the market, who should be given the same opportunity to succeed. This means each tenderer/supplier should have equal access to the information, an equal timeframe to bid and assured knowledge that their information (i.e. tender) is kept secure. This ensures competition is kept within the market. 

The procurement process should be governed by policies and kept consistent. They should be kept accountable to these policies, processes and standards through regular and independent audits. A change to a process or policy should also not unfairly disadvantage another. 

Information should be secure and confidential, and selection should not be swayed by conflicts of interest or deals of favoritism. No one tenderer should come in with an advantage over another, as in each bid should be considered on an equal playing field with an unbiased review of each offer. Conflicts that arise should be disclosed and managed confidentially and actions should be recorded as to how the conflict was managed and resolved ethically. 

Procurement should be handled by a suitably experienced person(s) who understand these probity constraints. Upholding the probity constraints should be an outcome of their ethical procurement practices. A probity practitioner can assist in complex or high-risk awards to ensure compliance to these constraints in situations where the nature of the works makes it more difficult to follow these constraints.  

Project governance is the use of policies and procedures, ethical practices and authority limit constraints to achieve ethical and consistent procurement in a project. 

























	Q6:
	What is the selection process and selection criteria during project procurement? Write your answer in 150-200 words. 
	Satisfactory response

	
	
	Yes 

	No 


	The selection process is the process of collating, evaluating, negotiating and comparing of information to select an offer. 

Selection criteria is often a process of evaluating an offer’s delivery schedule or availability to perform, quality of workmanship or their offer and their ability to perform the works, overall cost impact and their past performance, financial capacity and technical competency performing similar works. 

The importance of these criteria should be established by the business to determine a scoring mechanism. 

The tender should aim to reach as many potential suppliers as possible, to increase the pool of potential suppliers. The pool should be created from previous suppliers, local suppliers, industry leading suppliers and any recommendations etc. As each offer comes in, these can be evaluated in accordance with the selection criteria and each elements weight. 

This will enable selection to narrow where negotiations can continue with the best 2 or 3. Finally a selection is made, and a contract formed to bound the agreed terms and conditions. 
   


	Q7:
	What is the project life cycle in project procurement? Write your answer in 200-300 words. 
	Satisfactory response

	
	
	Yes 
	No 

	
The procurement project life cycle follows four phases: the initiation phase, the planning phase, the execution phase and the termination phase, with the overall aim of achieving excellence in the procurement process. 

The Initiation phase happens at the beginning of a project’s procurement process and sets the goals and expected outcomes. This can form a project charter or a statement that sets the project’s plan and purpose, objectives and performance targets, risks and specific project specifications or limitations, and relevant stakeholders associated with the procurement process. 

The planning phase takes the goals and objectives for the project’s procurement and works them into a plan or strategy to set out how to achieve them. This is broken down into strategic planning (what is the overall direction required for the project procurement) and implementation planning (how to put this into action). 

The execution phase then puts this plan into action and works towards achieving the goals and outcomes for the project’s procurement by following the steps outlined in the procurement plan. This should be closely monitored by a project’s project manager or procurement lead. 

Finally, the termination phase closes out the project’s procurement phase and evaluates its performance against the original goals and objectives. This can include lessons learnt or room for improvement suggestions and evaluation of suppliers or management procedures.  


	Q8:
	How is conflict managed and resolved in project procurement? Write your answer in 300-350 words. 
	Satisfactory response

	
	
	Yes 
	No 

	
Conflict in procurement is managed through processes or negotiatations which aim to reach a mutual resolution between two or more parties. 

Conflict should be managed by first establishing that the conflict is separate to the person or person’s involved. Resolution should tailor around the procurement issue as a stand alone problem and not be focussed on personal opinions or be anyway personal. This can help identify the issue and help resolve it in a fair and understanding matter from both sides. 
Resolution should focus on understanding the issue completely, and also understanding the issue from both sides of the table. Understanding both sides can help facilitate more open and levelled conversations and reach mediation more efficiently. This can be facilitated through open discussion, and requires listening to both sides with an open and empathetic mindset. It is easier to reach resolution when a person(s) can understand where the otherside is coming from.  
Solutions can then be tabulated such that all potential resolutions can be thrown out there for discussion and debate. Consider how each party benefits / is disadvantaged and consider whether any solution meets both parties needs. This discussion should be constructive and consider the issue and both sides equally. 
Finally, both parties participating in the conflict resolution should be in the mind frame of agreeing to a solution and wanting to resolve the issue. Mutual resolution to the conflict should be the overall outcome of successful conflict resolution. The understanding that a party or parties may have to compromise or meet in the middle should be understood by both sides. 
For more difficult conflicts, mediators can help manage conflict by facilitating unbiased or unpersonal negotiatiations. A mediator is trained in resolving conflict and can assist in the parties being able to have fair and unemotional discussions to reach and solution. 






Assessment Results Sheet  
	Outcome
		First attempt: 



Outcome (make sure to tick the correct checkbox):  

Satisfactory (S) ☐ or Not Satisfactory (NS) ☐

Date: _______(day)/ _______(month)/ _______(year)

Feedback: 










	Second attempt: 



Outcome (please make sure to tick the correct checkbox):  
Satisfactory (S) ☐ or Not Satisfactory (NS) ☐
Date: _______(day)/ _______(month)/ _______(year)
Feedback: 







	Student Declaration
	· I declare that the answers I have provided are my own work.  Where I have accessed information from other sources, I have provided references and/or links to my sources. 
· I have kept a copy of all relevant notes and reference material that I used as part of my submission. 
· I have provided references for all sources where the information is not my own. I understand the consequences of falsifying documentation and plagiarism. I understand how the assessment is structured. I accept that the work I submit may be subject to verification to establish that it is my own.
· I understand that if I disagree with the assessment outcome, I can appeal the assessment process, and either re-submit additional evidence undertake gap training and or have my submission re-assessed. 
· All appeal options have been explained to me.


	Student Signature
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	Date 
	12/09/2023


	Trainer/Assessor Name 
	

	Trainer/Assessor Declaration
	I hold:

☐ Vocational competencies at least to the level being delivered
☐ Current relevant industry skills 
☐ Current knowledge and skills in VET, and undertake
☐ Ongoing professional development in VET

I declare that I have conducted an assessment of this student’s submission. The assessment tasks were deemed current, sufficient, valid and reliable. I declare that I have conducted a fair, valid, reliable, and flexible assessment.  I have provided feedback to the student.


	Trainer/Assessor Signature
	

	Date
	


	Office Use Only
	The outcome of this assessment has been entered into the Student Management System 

on _________________ (insert date) 

by (insert Name) __________________________________







Pre-Assessment Checklist: Task 2 - Skills Test 
	The purpose of this checklist

	The pre-assessment checklist helps students determine if they are ready for assessment. The trainer/assessor must review the checklist with the student before the student attempts the assessment task. If any items of the checklist are incomplete or not clear to the student, the trainer/assessor must provide relevant information to the student to ensure they understand the requirements of the assessment task. The student must ensure they are ready for the assessment task before undertaking it.

	Section 1: Information for Students 

	☐ Make sure you have completed the necessary prior learning before attempting this assessment. 
☐ Make sure your trainer/assessor clearly explained the assessment process and tasks to be completed. 
☐ Make sure you understand what evidence is required to be collected and how. 
☐ Make sure you know your rights and the Complaints and Appeal process. 
☐ Make sure you discuss any special needs or reasonable adjustments to be considered during the assessment (refer to the Reasonable Adjustments Strategy Matrix and negotiate these with your trainer/assessor). 
☐ Make sure that you have access to a computer and the internet (if you prefer to type the answers).
☐ Make sure that you have all the required resources needed to complete this Assessment Task (AT). 
☐ The due date of this assessment task is in accordance with your timetable. 
☐ In exceptional (compelling and compassionate) circumstances, an extension to submit an assessment can be granted by the trainer/assessor.  Evidence of the compelling and compassionate circumstances must be provided together with your request for an extension to submit your assessment work. 
☐ The request for an extension to submit your assessment work must be made before the due date.

	Section 2: Reasonable adjustments  

	I confirm that I have reviewed the Reasonable Adjustments guidelines and criteria as provided in Appendix A and attached relevant evidence as required and select the correct checkbox.
☐ I do require reasonable adjustment
☒ I do not require reasonable adjustment

	Declaration (Student to complete)
☒ I confirm that the purpose and procedure of this assessment task has been clearly explained to me. 
☒ I confirm that I have been consulted about any special needs I might have in relation to the assessment process. 
☒ I confirm that the criteria used for this assessment has been discussed with me, as have the consequences and possible outcomes of this assessment. 
☒ I confirm I have accessed and understand the assessment information as provided in the Student Handbook.
☒ I confirm I have been given fair notice of the date, time, venue and/or other arrangements for this assessment. 
☒ I confirm that I am ready for assessment.

Student Name: Madeline Walkington                
[image: ]
Student Signature: 



Assessment method-based instructions and guidelines: Skills Test 
	Assessment type 


	· Skills Test - Manage project procurement 

	Instructions provided to the student:



	Assessment task description:      


	· This is the second (2) assessment task you must successfully complete to be deemed competent in this unit of competency. 
· This assessment task is a Skills Test. 
· You must attempt all activities of the project for your trainer/assessor to assess your competence in this assessment task.

	Applicable conditions:         


	· This skill test is untimed and is conducted as an open book assessment (this means you are able to refer to your textbook or other learner materials during the test). 
· You will be assessed independently on this assessment task. 
· No marks or grades are allocated for this assessment task. The outcome of the task will be Satisfactory or Not Satisfactory.
· As you complete this assessment task, you are predominately demonstrating your skills, techniques and knowledge to your trainer/assessor. 
· Your trainer/assessor may ask you relevant questions during this assessment task

	Resubmissions and reattempts:  


	· Where a student’s answers are deemed not satisfactory after the first attempt, a resubmission attempt will be allowed.
· The student may speak to their trainer/assessor if they have any difficulty in completing this task and require reasonable adjustments.
· For more information, please refer to the Student Handbook.

	Location:


	· This assessment task may be completed in: 

☐ a classroom
☐ learning management system (i.e. Moodle),
☐ or an independent learning environment. 

· Your Trainer/Assessor will provide you with further information regarding the location for completing this assessment task. 

	  Purpose of the assessment


	The purpose of this assessment task is to assess the student’s knowledge and skills essential to manage project procurement in a range of contexts and industry settings and knowledge regarding the following:
· Skills to determine the project's objectives, requirements, and budget.
· Skills to determine the procurement requirements
· Skills to create an agreed-upon procurement management plan
· Skills to locate potential suppliers
· Skills to gather information from potential suppliers who are capable of meeting procurement requirements.
· Skills to establish selection processes and criteria, and communicate with suppliers
· Skills to obtain approvals from relevant stakeholders before using procurement processes.
· Skills to confirm understanding of project objectives by communicating agreed-upon proposals and specifications to potential suppliers.
· Skills to solicit supplier responses and evaluate them in accordance with the proposal requirements.
· Skills to choose preferred supplier in accordance with legal requirements and agreed-upon selection criteria.
· Skills to negotiate with preferred supplier and agree on supply terms and conditions.
· Skills to carry out the procurement management plan and schedule regular meetings with suppliers to track progress. 
· Skills to maintain procurement records and documentation in accordance with organisational policies and procedures.
· Skills to keep track of task completion in relation to agreed-upon terms and conditions.
· Skills to evaluate progress and manage agreed-upon variations
· Skills to identify and report procurement management issues, and then carry out agreed-upon corrective actions.
· Skills to carry out finalisation activities and ensure that deliverables meet contractual requirements.
· Skills to assess the effectiveness of procurement processes and procedures by reviewing project outcomes using procurement records and information.
· Skills to seek and respond to feedback on project procurement management from relevant stakeholders.
· Skills to record lessons learned and suggested improvements for future projects.


	Task instructions

	· This is an individual assessment. 
· This assessment task aims to undertake procurement in the project.
· The trainer/assessor must assign a team to the student. The team will have the following stakeholders: 
· Project Manager 
· Two (2) project team members 
· The trainer/assessor will assign the role of stakeholders to the staff members of the training organisation. 
· The student must document the outcomes using the templates provided. 
· The trainer/assessor must assess the student based on the performance checklists provided.





Assessment Task 2 - Skills Test 

Skills Test 
This assessment task requires you to manage project procurement for the project given in the case study. This includes: 
· Determining procurement needs and develop a procurement management plan
· Carrying out procurement and contracting activities in accordance with established procedures
· Monitoring activities throughout a project's life cycle and resolving issues that may hinder project objectives
· Creating and maintaining procurement records and documentation in accordance with project and organisational requirements
· Documenting a review of procurement management processes and procedures 
· Identifying and acting in accordance with the constraints of probity and project governance.
To do so, the student will be required to complete the following activities: 
· Activity 1: Determine procurement requirements and produce a procurement management plan
· Activity 2: Carry out procurement and contracting activities according to agreed processes
· Activity 3: Monitor activities across a project’s life cycle and resolve issues that could affect achievement of project objectives
· Activity 4: Manage procurement finalisation procedures
Workplace/simulated workplace requirements 
This assessment task will be completed at your training organisation. The training organisation must meet the following requirements: 
Requirements: 
The simulated workplace environment consists of: 
· Your training organisation as your workplace 
· Standard operating/workplace procedures. 
· Your trainer/assessor to provide you with assistance throughout the assessment activity. 
· Workplace equipment and materials: 
· Computers and internet 
· Workstation 
· Printer
· MS PowerPoint 
· Project management budgets and related documentation
· Organisational policies and procedures relating to financial assets, liabilities and records. (Given in the case study)  
The simulated workplace environment must meet the following criteria: 
	Are there opportunities for students to:
	Yes/No/NA

	Follow standard operating/workplace procedures
	Select

	Use up-to-date software and equipment
	Select

	Work within stated timelines to meet deadlines
	Select

	Gain experience in the challenges and complexities of dealing with multiple tasks
	Select

	Experience prioritising competing tasks and dealing with contingencies
	Select

	Workplace environment to work with others in a team
	Select

	Safety processes relevant to the area of work
	Select

	Equipment, materials and business software packages specified in the simulated workplace requirements
	Select

	Workplace environment sufficient to work independently and manage workload
	Select




Case study: 5AAB Carpentry and Joinery 
About us
At 5AAB Carpentry and Joinery, we believe that high-end quality work and efficiency go hand in hand at Top Knot. Our employees are thoroughly qualified and experienced craftsmen whose knowledge and experience allow us to approach any specific project with confidence that the finished product will meet the customer’s greatest expectations.
Heritage renovations, multi-level apartment fit-outs, commercial fit-outs, external works, and hotel fit-outs are all part of our portfolio.
Our services 
Carpentry services:
We offer the following services in the Commercial, Residential, and Hospitality sectors. This includes: 
· Site set-up hoardings and walkways 
· Construction 
· Door and hardware installation 
· Floor preparation and installation 
· Structural carpentry and roofing 
· Decking and outdoors 
· Detailed joinery 
· Full fit-out 
Commercial joinery 
Providing bespoke design, manufacture, and install detailed joinery for retail, restaurants, hotels, medical, industrial, and office buildings.
Cladding
Eliminating all fire safety risks posed by external combustible cladding, providing a range of alternatives and solutions.
New project
5AAB Carpentry and Joinery has received a new project from a builder to install exterior vinyl cladding on residential houses. 
Project deliverable 
[bookmark: _Hlk80957945]Installation of exterior vinyl house cladding over an area of 3000m2. 
Project objectives
· To meet the client timeline requirements  
· To meet the material and client specifications 
· To procure the products within the defined budget and achieve the desired profit. 
Project duration 
Six (6) months 
Cost of the project 
The cost of the project is $400,000. 
Cost objectives: 
· To keep the costs below $220,000. 
· Avoid unnecessary expenses 
Resource requirements
As per the construction contract, the cost of the vinyl material to be used to install exterior vinyl cladding is $50 per square metre. 
The following resources are required for the installation of exterior vinyl house cladding: 
[bookmark: _Hlk97118217]Procurement requirements: 
	Materials
	Quantity requirements 

	Exterior vinyl cladding (.25mX3.65m) 
	3000

	J-channel length 
	300m 

	Undersill length 
	20m 

	Starter strip length
	20m


Costs of materials as per the proposals: 
	Materials
	Costs

	Exterior vinyl cladding (.25mX3.65m)
	$50 per square metre

	J-channel length 
	$1.57/m 

	Undersill length 
	$1.97/m

	Starter strip length
	$1.61/m


Labour/human resource requirements and cost: 
	Labour/human resource
	Total hours
	Costs

	1 Project Manager  
	150
	$ 60/hour 

	3 Experienced craftsmen
	600
	$ 40/hour


Other costs: 
	Items 
	Costs

	Travelling expenses 
	$3,000

	Plant and equipment hire  
	$10,000

	Inspection cost  
	$3,000

	Other miscellaneous costs 
	$5,000



Total Budget requirement:
	Materials
	Total Cost 

	Exterior vinyl cladding (.25mX3.65m) 
	$ 150000

	J-channel length 
	$ 471

	Undersill length 
	$ 39.4 

	Starter strip length
	$ 32.2

	Labour cost  
	$30,000

	Travelling expenses 
	$3,000

	Plant and equipment hire  
	$10,000

	Inspection cost  
	$3,000

	Other miscellaneous costs 
	$5,000

	Total Budget
	$ 204542.6

	Contingency budget 
	10%


Expected procurement requirements  
· 40% of the material must be supplied in first month.  
· 30% in next two months 
· 30% in next three months
Pre-determined intervals
The projected income and expenditure needs to be monitored at the following intervals: 
· Month 1 
· Month 3 
· Month 6 
Selection process and criteria
· Evaluate Offers from various suppliers by:
· By evaluating offers in terms of speedy delivery
· Quality
· Checking responsiveness and capability
· Competitive value
· Operational Capacity Analysis by checking:
· Supplier’s physical capacity to meet your needs as promised.
· Potential of supplier to properly schedule orders
Organisational policies and procedures relating to financial assets, liabilities and records.
Following are the organisational policies and procedures relating to financial assets, liabilities and records: 
· Bottom-up budgeting is to be used to establish budgets 
· Assets and liabilities are to be recorded based on the double-entry bookkeeping system. 
· Records are to be maintained on cloud storage. 
· If the variations in the costs are within the 0-5% range, then they should be reported, and an explanation of the cause should be provided before recording into the financial budgets. 
· When a variation is above 5%, then a change request must be submitted to the project manager. The change request must include: 
· Additional costs 
· Variations in costs 
· Justification for change 
· Request for approval 
Established project cost methods, techniques, and tools to identify and report budget variances.
The organisation has the following existing project cost methods, techniques, and tools to identify and report budget variances: 
· The actual budget needs to be compared with the projected budget. 
· Variance needs to be identified based on the comparison conducted. 
· Budget variance is to be reported using the Budget variance report. 
Your role and responsibilities 
You are a project manager for the above-given project. As part of your job role, you have to manage project procurement for the project given in the case study. This includes: 
· Determining procurement needs and develop a procurement management plan
· Carrying out procurement and contracting activities in accordance with established procedures
· Monitoring activities throughout a project's life cycle and resolving issues that may hinder project objectives
· Creating and maintaining procurement records and documentation in accordance with project and organisational requirements
· Documenting a review of procurement management processes and procedures 
· Identifying and acting in accordance with the constraints of probity and project governance.
Your responsibilities during the project are as follow: 
· Determine the project's objectives, requirements, and budget.
· Determine the procurement requirements
· Create an agreed-upon procurement management plan
· Locate potential suppliers
· Gather information from potential suppliers who are capable of meeting procurement requirements.
· Establish selection processes and criteria, and communicate with suppliers
· Obtain approvals from relevant stakeholders before using procurement processes.
· Confirm understanding of project objectives by communicating agreed-upon proposals and specifications to potential suppliers.
· Solicit supplier responses and evaluate them in accordance with the proposal requirements.
· Choose preferred supplier in accordance with legal requirements and agreed-upon selection criteria.
· Negotiate with preferred supplier and agree on supply terms and conditions.
· Carry out the procurement management plan and schedule regular meetings with suppliers to track progress. 
· Maintain procurement records and documentation in accordance with organisational policies and procedures.
· Keep track of task completion in relation to agreed-upon terms and conditions.
· Evaluate progress and manage agreed-upon variations
· Identify and report procurement management issues, and then carry out agreed-upon corrective actions.
· Carry out finalisation activities and ensure that deliverables meet contractual requirements.
· Assess the effectiveness of procurement processes and procedures by reviewing project outcomes using procurement records and information.
· Seek and respond to feedback on project procurement management from relevant stakeholders.
· Record lessons learned and suggested improvements for future projects.



Project:
This assessment task requires you to manage project procurement for the project given in the case study. This includes: 
· Determining procurement needs and develop a procurement management plan
· Carrying out procurement and contracting activities in accordance with established procedures
· Monitoring activities throughout a project's life cycle and resolving issues that may hinder project objectives
· Creating and maintaining procurement records and documentation in accordance with project and organisational requirements
· Documenting a review of procurement management processes and procedures 
· Identifying and acting in accordance with the constraints of probity and project governance.
To do so, the student will be required to complete the following activities: 
· Activity 1: Determine procurement requirements and produce a procurement management plan
· Activity 2: Carry out procurement and contracting activities according to agreed processes
· Activity 3: Monitor activities across a project’s life cycle and resolve issues that could affect achievement of project objectives
· Activity 4: Manage procurement finalisation procedures
Note: 
· The trainer/assessor will take on the role of Supervisor or assign a staff member in the role of Marketing Manager. 
· Each student will be assessed individually for all assessment activities. 
Roles and responsibilities: Trainer/assessor: 
· Assign a team to the student. The team will have the following stakeholders: 
· Project Manager 
· Two (2) project team members 
· The trainer/assessor will assign the role of stakeholders to the staff members of the training organisation. 
· Assist you in understanding the task requirements
· Provide you information about job roles and responsibilities
· Supervise you completing the assessment task and requirements
Timeframe to complete the project: 
[bookmark: _Hlk96673671]You have two (2) weeks to complete the project. To be negotiated with the trainer.
Task requirements 
· You will be assessed on your technical knowledge and skills to complete this project.
· You will be assessed on working in a team environment and meeting your job role and responsibilities.
· You must follow the instructions provided by the trainer/assessor.  
· The task must be completed in the specified timeframe.
Your trainer/assessor will supervise and observe you completing the above activities. 


Activity 1: Determine procurement requirements and produce a procurement management plan
This activity requires you to determine procurement requirements and produce a procurement management plan. 
To determine procurement requirements and produce a procurement management plan, you must: 
· Follow the steps given below.
· Complete the templates associated with each step. 
· Submit the templates prepared to the trainer/assessor.

	Guidelines for completing Activity 1: 
· The trainer/assessor will take on the role of Operations Manager.
· The trainer/assessor will allocate the role of the suppliers to the staff members. 



Step 1: Develop a procurement management plan following the guidelines below.  
· The procurement management plan must be prepared using Template 1. 
· Word-limit to complete the procurement management plan is 600-800 words.
· Before preparing the procurement management plan, you must analyse the information given in the case study. 
· To develop the procurement management plan, you must: 
· Determine the procurement requirements
· Create an agreed-upon procurement management plan that includes the following: 
· Project's objectives
· Project procurement requirements
· Budget.
· Procurement process
· Three (3) potential procurement and contract risks 
· Risk description
· Likelihood and impact 
· Mitigating actions
· Performance metrics 
Step 2: Determine selection processes and selection criteria, and communicate to suppliers.  
· Analyse the information given in the case study. 
· Determine the following based on the organisational requirements and document using Template 2. 
· Selection processes 
· Selection criteria
Step 3: Determine and select potential suppliers capable of fulfilling procurement requirements.  
· Conduct online research and identify any four (4) potential suppliers and document the contact details of suppliers using Template 3. 
· Select two (2) suppliers capable of fulfilling procurement requirements based on the selection criteria and document using Template 3. 
· Communicate the suppliers the procurement requirements of the organisation.

[bookmark: _Hlk76643336]Step 4: Obtain approvals from relevant stakeholders for procurement processes to be used.
· Conduct a consultation session with the Operations Manager. 
· Discuss the following with the Operations Manager.
· Project procurement requirements
· Budget.
· Procurement processes
· Obtain approvals from Operations Manager regarding the procurement processes from the Operations Manager. 


Template 1: Procurement management plan
	Procurement management plan (600-800) words

	Project’s objectives

	Project Procurement will be conducted and maintained in accordance with the Purchasing and Supplier Commercial Procedure (refer document attached). The document covers purchase orders, the purchasing process and a worked example, dry hire plant, damage to plant, procuring an asset, purchase cards, office furniture and Information Technology (IT) items.
In addition, as nominated in the contract, it is essential that the Commonwealth Procurement Rules are adhered to; refer to the Purchasing and Supplier Commercial Procedure for further details.


	Project procurement requirements

	Refer to the procurement register (attached) for the projects procurement requirements.  
Products and services will be selected based on the quality of the product or service, past experience with BMD or associated companies, those materials required by the specification and the product or services’ risk to health and safety, and/or the environment.
Material supplied by the principal shall be inspected and stored so as to prevent undue damage or deterioration.  The principal will be informed of any defects noticed at the time of inspection.



	Budget.

	
Refer to the procurement register (attached) for the projects procurement requirements, including the budget. Refer the Cost Code Item Summary for the budget rate associated with all procurement items based on the tender submission (attached). 


	Procurement process

	Refer Commercial Project Standard (section 6 for Management of the Construction Phase, attached) and the purchasing and supplier commercial procedure (attached). 

	Three (3) potential procurement and contract risks 
· Risk description
· Likelihood and impact 
· Mitigating actions

	
Risk 1 - Steel Gantry Procurement Delays 

· Risk description: The project drawing nominates a a steel gantry pipe size that is not produced in australia. 
· Likelihood and impact: Given the pipe is not produced in Australia this is highly likely to result in long leadtime of the product, and international supply risks.  
· Mitigating actions: Supplier to be lock in early and procurement to be confirmed. Lead engineer to track progress and provide regular updates to the project stakeholders. Alternative options to be considered and proposed for approval in the case that the pipe type/size is unavailable. 

Risk 2 - Indigenous and Social Procurement Requirements 

· Risk description: The Government project nominates strict indigenous and social procurement requirements around engaging indigenous supply and upskilling young workers. 
· Likelihood and impact: Due to the site location and conditions and the performance targets around these issues there is a high potential for the project to not hit these procurement targets if not actioned appropriately. The impact of this is poor reputation and potential difficulty in winning similar government projects in the future. 
· Mitigating actions: A indigenous and social procurement plan/schedule to be devised to illustrate how we can meet these targets. The plan to be managed and be the responsibility of the contract administrator, reviewed monthly with the project manager. 

Risk 3 -Supply of Anti-throw screens 

· Risk description: No suitable contractor was found during tender process due to current availability / supplier schedules, locality of the project, cost/quality/authority requirements and known suppliers. 
· Likelihood and impact: It is likely that a supplier new to BMD will need to be sourced. This introduces quality, scheduling and contractual risks. 
· Mitigating actions: Ensure full background checks are performed on each new supplier, including reaching out to previous companies they have worked for and the local council/government inspectors. Due diligence shall be performed in regards to their current schedule, facilities and financial position to perform the works. This shall be delegated to the lead engineer who should provide regular updates to the project manager. 




	Performance metrics

	
[bookmark: _Toc87341808][bookmark: _Toc30062360][bookmark: _Toc87341809][bookmark: _Hlk20900607]Refer Audit Checklist - purchasing (attached) for a summarised checklist for the project’s performance standards. These are further documented and outlined in our commercial project standard and purchasing and supplier commercial procurement procedure. 

See below addition project requirements in line with our government contract. 

Building Code 2016
BMD Constructions Pty Ltd is certified to The Building Code 2016 and Guidelines which are designed to further enhance industry behaviour and to ensure compliance with all legal obligations and ethical tendering requirements. Compliance requirements are detailed in the Code Compliance Standard. 
This project has been identified by the principal as falling under the application of The Code (hence using Commonwealth funding) and therefore the project is obligated to ensure Code compliance of its subcontractors and any contractors engaged, either directly or indirectly, by these parties in order to meet full Code compliance. 
As the project has been identified as Code Compliant, a Workplace Relations Management Plan has been created for this Project. Additional criteria around communication of set requirements to subcontractors during procurement and on-boarding stages have also been included.

Aboriginal and Torres Strait Islander & Social Procurement Requirements
The BMD Group is a proactive participant in the acknowledgement, reconciliation and engagement of the Indigenous People of Australia. This project will be implementing the nominated practices of BMD’s Business Management Systems, supporting our corporate objectives underpinned by the Aboriginal and Torres Strait Islander (ATSI) Policy and the BMD Reconciliation Action Plan (RAP). BMD strives to engage with our staff, clients, suppliers and subcontractors in being a Workplace of Choice; a workplace free of discrimination, of equal opportunity and participation. In providing such a space, BMD openly provides business, employment and education advantages to our stakeholders via our Social Procurement practices embedded within our Policies, Standards, Processes and Procedures. BMD monitors such objectives at corporate and project level, reporting adherence to such outcomes at board and/or project level monthly as deemed by the project requirements.

[bookmark: _Toc30062361][bookmark: _Toc87341810]Modern Slavery
The BMD Group has a zero-tolerance approach to Modern Slavery within BMD and it’s supply chain. The Modern Slavery Policy outlines BMD’s commitment to prevent, detect and report on risk of slavery or human trafficking within its operations or those of our supply chain.
BMD seeks to do business with suppliers that have similar values, ethics and sustainable business practices, including in relation to human rights. BMD understands that the risks relating to suppliers will vary depending on industry, geographic location and company size. All staff have a responsibility to prevent, identify and report on concerns they may have in relation to modern slavery within BMD’s operations and supply chains.
BMD seeks compliance with Modern Slavery legislation from suppliers through acceptance of the terms and conditions included within Supplier / Contractor / Consultancy Agreements and via the raising of Purchase Orders.






Template 2: Organisational requirements
	Organisational requirements (600-800) words

	Selection processes 

	
Refer Commercial Project Standard (section 6 for Management of the Construction Phase, attached) and the purchasing and supplier commercial procedure (attached).

Refer Delegation and Approval Authority (attached) 

Refer pricing comparison (attached) - demonstrated example of the completed process for comparing minimum 3 quotes, and providing a recommendation to senior management. 

Refer request for pricing (attached) - demonstrated example of the process of the completed process for requesting and storing supplier quotes. 

	Selection criteria

	
Refer BMD Contractor Insurance Matrix (attached) 

Refer pricing comparison (attached) - demonstrated example of the completed process for comparing minimum 3 quotes, and providing a recommendation to senior management based on budget criteria. 

Refer the purchasing and supplier commercial procedure (attached).The selection of suppliers should follow the below hierarchy:
· Client nominated list 
· National preferred supplier list 
· Regional preferred supplier list 
· Existing creditors 
· New creditors 
Suppliers shall be evaluated prior to award via the supplier pre-award evaluation form (see demonstrated example of the completed form attached). 



Template 3: Procurement requirements.  
	Procurement requirements.  (600-800) words

	Identify any four (4) potential suppliers

	
Refer pricing comparison (attached) - demonstrated example of four potential suppliers. 


	Select two (2) suppliers capable

	
Refer pricing comparison (attached) - demonstrated example of suitable suppliers. 

Refer subcontract and supply request for expenditure (attached) - demonstrated example of selecting and submitting suitable suppliers for approval. Snipped below. 

[image: ]
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Performance Criteria/Performance Checklist: Activity 1
	This task must address the following performance criteria/ performance checklist. 

	To be assessed as satisfactory (S) in this assessment task, the participant needs to demonstrate competency in the following critical aspects of evidence
	S
	N/S
	Trainer/Assessor to complete
(Comment and feedback to students)

	[bookmark: _Hlk74597501]Developed a procurement management plan.
			

	Determined selection processes and selection criteria, and communicated to suppliers 
			

	Determined and selected potential suppliers capable of fulfilling procurement requirements
			

	Obtained approvals from relevant stakeholders for procurement processes to be used.
· Conducted a consultation session with the Operations Manager. 
· Discussed the following with the Operations Manager.
· Project procurement requirements
· Budget.
· Procurement processes
· Obtained approvals from Operations Manager regarding the procurement processes from the Operations Manager. 
			


	The student’s performance was:
	 Not satisfactory
 Satisfactory

	Feedback to student:


	Student signature:
	[image: ] 


	Observer signature:
	 




Activity 2: Carry out procurement and contracting activities according to agreed processes
Description of the activity: 
This activity is a continuation of Activity 1. 
This activity requires the student to carry out procurement and contracting activities according to agreed processes. 
To do so, you are required to: 
· Complete the steps given below. 
· Complete the template/s associated with each step. 
· Submit the completed templates to the trainer/assessor. 

	Guidelines for completing Activity 2: 
· The trainer/assessor will allocate the role of the suppliers to the staff members. 
· The staff members must participate in the commucniation activities and provide the responses provided in the script. 




Step 1: Confirm understanding of project objectives by communicating agreed-upon proposals and specifications to potential suppliers.
· Arrange a one-on-one session with the two (2) selected suppliers.
· Discuss the following with each supplier: 
· Project objectives: 
· To meet the client timeline requirements  
· To meet the material and client specifications 
· To procure the products within the defined budget and achieve the desired profit. 
· Procurement requirements and specifications: 

	Materials
	Quantity requirements 

	Exterior vinyl cladding (.25mX3.65m) 
	3000

	J-channel length 
	300m 

	Undersill length 
	20m 

	Starter strip length
	20m


Expected procurement requirements  
· 40% of the material must be supplied in first month.  
· 30% in next two months 
· 30% in next three months
· Seek supplier responses and evaluate according to proposal requirements. 
Script: 
Supplier 1 will provide the following reponse: 
· The requested quantities will be delivered on time. However, the price of Exterior vinyl cladding (.25mX3.65m) will be $55/sq m. 
Supplier 2 will provide the following reponse: 
· The price would be as agreed $50. However, they might need additional 30 days to fulfil the procurements requirements. 
· Document the supplier responses using Template 4. 
Step 2: Choose preferred supplier in accordance with legal requirements and agreed-upon selection criteria.
· Refer to the supplier selection critieria developed in Activity 1. 
· Choose preferred supplier in accordance with legal requirements and agreed-upon selection criteria. 
· Document the following using Template 5. 
· Selected supplier 
· Reason for selection 
· Agreed upon selection criteria
Step 3: Negotiate with preferred supplier and agree on supply terms and conditions.
· Discuss the following terms and conditions with the supplier. 
· Agreed cost 
· Quantity requirements 
· Procurement requirements
· 40% of the material must be supplied in first month.  
· 30% in next two months 
· 30% in next three months
· Negoitiate on the terms and conditions and document using Template 5. 
Script: 
Supplier will negotiate on the following: 
· The orders for delivery must be placed 15 days before the actual delivery date. 
· There should be minimum of 24 hour period to address any contingencies that occur during the delivery of materials ordered. 



Template 4: Supplier responses
	Supplier responses

	
Refer supplier response (attached) 

Refer supplier response and negotiations (attached) for further supporting evidence of demonstrated experience. 



Template 5: legal requirements
	legal requirements (400-500) words

	Selected supplier 

	
Refer pricing comparison (attached) - demonstrated example of selecting a suitable supplier.  

Refer subcontract and supply request for expenditure (attached) - demonstrated example of selecting and submitting the suitable supplier for approval. 

(Submitted for Task 1) 



	Reason for selection 

	
Refer pricing comparison (attached) - demonstrated example of selecting a suitable supplier.  

Refer subcontract and supply request for expenditure (attached) - demonstrated example of selecting and submitting the suitable supplier for approval. 

(Submitted for Task 1) 


	Agreed upon selection criteria

	
Refer pricing comparison (attached) - demonstrated example of selecting a suitable supplier.  

Refer subcontract and supply request for expenditure (attached) - demonstrated example of selecting and submitting the suitable supplier for approval. 

(Submitted for Task 1) 


	Negoitiate on the terms and conditions

	
See attached contract departures - Fencepac (attached) for demonstrated example of negotiating contract terms. 

Refer supplier response and negotiations (attached) for further supporting evidence of demonstrated experience negotiating contract terms. 





Performance Criteria/Performance Checklist: Activity 2
	This task must address the following performance criteria/ performance checklist. 

	To be assessed as satisfactory (S) in this assessment task, the participant needs to demonstrate competency in the following critical aspects of evidence
	S
	N/S
	Trainer/Assessor to complete
(Comment and feedback to students)

	Confirmed understanding of project objectives by communicating agreed-upon proposals and specifications to potential suppliers.
· Arranged a one-on-one session with the two (2) selected suppliers.
· Discussed the following with each supplier: 
· Project objectives: 
· To meet the client timeline requirements  
· To meet the material and client specifications 
· To procure the products within the defined budget and achieve the desired profit. 
· Procurement requirements and specifications: 
	
	
	

	Chose preferred supplier in accordance with legal requirements and agreed-upon selection criteria.
· Refered to the supplier selection critieria developed in Activity 1. 
· Chose preferred supplier in accordance with legal requirements and agreed-upon selection criteria. 
	
	
	

	Negotiated with preferred supplier and agreed on supply terms and conditions.
· Discussed the following terms and conditions with the supplier. 
· Agreed cost 
· Quantity requirements 
· Procurement requirements
· 40% of the material must be supplied in first month.  
· 30% in next two months 
· 30% in next three months
	
	
	


	The student’s performance was:
	 Not satisfactory
 Satisfactory

	Feedback to student:


	Student signature:
	[image: ] 

	Observer signature:
	 




Activity 3: Contribute to cost-finalisation process
Description of the activity: 
This activity is a continuation of Activity 2. 
This activity requires you to monitor procurement during the project. 
To do so, you are required to: 
· Complete the steps given below. 
· Complete the template/s associated with each step. 
· Submit the completed templates to the trainer/assessor. 

Step 1: Develop an action plan to implement the procurement management plan and schedule regular meetings with suppliers to track progress of the procurement deliveries using Template 6. Include the following information in the action plan:   
· Actions to be implemented to implement the procurement management plan.
· Timeframe for implementation of the actions 
· Resources required  

	Context: 
The procurement activities took place on time. For the last procurement delivery, there are some variations that the supplier has requested.
· The supplier has requested for an extension of four days for delivery due to the following challenges. 
· State-wide lockdown due to COVID -19. 
· Unavailability of raw material 
· If required, the client is happy to provide the materials but the products will be of different brand with same quality specifications. 



Step 2: Monitor completion of task against agreed terms and conditions and analyse and manage agreed variations. 
· Analyse the context provided above. 
· Monitor completion of task against agreed terms and conditions, analyse progress and determine variations to the project using Template 7. 
· Manage agreed variations and document the steps to be implemented to address the variations using Template 7. 
Step 3: Identify and report procurement management challenges and implement agreed remedial actions. 
· Analyse the context provided above. 
· Conduct a review of procurement management processes and procedures. 
· Determine two (2) procurement management challenges based on analysis of contect and review of procurement management processes and procedures and document using Template 8. 
· Determine the remedial actions to be implemented in future projects and document using Template 8. 
Template 6: Action plan
	Action plan   (400-500) words

	Actions to be implemented to implement the procurement management plan.

	· Finalise contract negotiations (refer Task 2 - supplier response and negotiations) 
· Hold pre-start meeting to discuss project requirements: program / timeframe, quality / specifications, expectations, progress claim details, inspections etc 
· Hold weekly meetings to track progress (refer Task 3 - weekly meeting minutes) 
· Close-out / review works 

	Timeframe for implementation of the actions 

	
· Contract negotiations: prior to commencing works (refer Task 2 - supplier response and negotiations) 
· Pre-start supplier meeting: at the beginning once contract is signed
· Weekly progress meetings: throughout duration of procurement (refer Task 3 - weekly meeting minutes)
· Close-out meeting: at the end of procurement (refer Task 3 - subcontractor close-out evaluation form) 

	Resources required  

	· Meeting minutes (refer task 3)
· Close-out evaluation form (refer task 3) 
· Supplier evaluation form (refer Task 1 - supplier pre-award evaluation) 
· Procurement Lead (engineer) 




Template 7: Monitor completion of task
	Monitor completion of task (400-500) words

	Analyse progress and determine variations to the project. 

	

Refer weekly meeting minutes (attached) - demonstrated example of analysing progress and discussing project variations  


	Managed agreed variations .

	
Refer weekly meeting minutes and signed variations (attached) - demonstrated example of managing variations  




Template 8: Procurement management challenges
	Procurement management challenges (400-500) words

	Two (2) procurement management challenges 
 

	1. Supply of anti-throw screens: program delays, quality issues, communication issues - throughout FC  course of the works it became immanent that the small family run business didn’t have the capacity to service the job to our requirements. Materials delivered were delayed and when they arrived their quality poor. Communications broke down due to the supplier being in North Queensland (project in south Queensland).

2. Bridge formwork: the main (only) supplier of FC sheet bridge formwork pulled out of the construction market. The two suppliers advised alternative options however these options were not approved Department of Main Roads materials. 

	The remedial actions to be implemented in future

	1. Set up an in-person inspection of their facility prior to awarding works i.e. fly up to see the yard. Weekly meetings should have been enforced / written into the contract to ensure they occurred and progress or potential issues could be tracked.  Quality inspections should have been attended by a BMD engineer (i.e. fly up to inspect). Stricter contract clauses should have been written to hold supplier accountable to their program.

2. Seek approval for additional materials / options to ensure back up option when supply of materials becomes unavailable. Maintain relationships with different suppliers to ensure all eggs aren’t in the one basket. Escalate supply issues as soon as possible to avoid delays. 
 




Performance Criteria/Performance Checklist: Activity 3
	This task must address the following performance criteria/ performance checklist. 

	To be assessed as satisfactory (S) in this assessment task, the participant needs to demonstrate competency in the following critical aspects of evidence
	S
	N/S
	Trainer/Assessor to complete
(Comment and feedback to students)

	Developed an action plan to implemented the procurement management plan and scheduled regular meetings with suppliers to tracked progress of the procurement deliveries 
	
	
	

	Monitored completion of task against agreed terms and conditions and analyse and manage agreed variations. 
	
	
	

	Identifed and reported procurement management challenges and implemented agreed remedial actions. 
· Analysed the context provided above. 
· Conducted a review of procurement management processes and procedures. 
	
	
	


	The student’s performance was:
	 Not satisfactory
 Satisfactory

	Feedback to student:


	Student signature:
	[image: ] 



	Observer signature:
	 





Activity 4: Manage procurement finalisation procedures
Description of the activity: 
This activity is a continuation of Activity 3. 
This activity requires you to manage procurement finalisation procedures. 
To do so, you are required to: 
· Complete the steps given below. 
· Complete the template/s associated with each step. 
· Submit the completed templates to the trainer/assessor. 

Step 1: Arrange a feedback session with the Operations Manager.    
· Gather feedback from the feedback from Operations Manager on management of project procurement. 
· Ask questions on different aspects of the procurement. 
· Ask feedback for any two (2) areas of improvement. 
· Document the feedback received using Template 9.  

Step 2: Document lessons learned and recommended improvements for future projects.    
· Analyse the outcomes of Activity 1 – Activity 3 and feedback received in Step 1. 
· Determine two (2) lessons learned and recommended improvements for future projects based on analysis conducted and document using Template 10. 

Template 9: Feedback received
	feedback received (400-500) words

	 
Refer subcontractor close-out evaluation form. 




Template 10: Lessons  learned
	Lessons  learned (400-500) words

	Two (2) lessons learned and recommended improvements for future projects based on analysis conducted 

	
Refer subcontractor close-out evaluation form. 

1. Set up an in-person inspection of their facility prior to awarding works i.e. fly up to see the yard. Weekly meetings should have been enforced / written into the contract to ensure they occurred and progress or potential issues could be tracked.  Quality inspections should have been attended by a BMD engineer (i.e. fly up to inspect). Stricter contract clauses should have been written to hold supplier accountable to their program.

2. Seek approval for additional materials / options to ensure back up option when supply of materials becomes unavailable. Maintain relationships with different suppliers to ensure all eggs aren’t in the one basket. Escalate supply issues as soon as possible to avoid delays. 






Performance Criteria/Performance Checklist: Activity 4
	This task must address the following performance criteria/ performance checklist. 

	To be assessed as satisfactory (S) in this assessment task, the participant needs to demonstrate competency in the following critical aspects of evidence
	S
	N/S
	Trainer/Assessor to complete
(Comment and feedback to students)

	Arranged a feedback session with the Operations Manager.    
· Gathered feedback from the feedback from Operations Manager on management of project procurement. 
· Asked questions on different aspects of the procurement. 
· Asked feedback for any two (2) areas of improvement. 
	
	
	

	Documented lessons learned and recommended improvements for future projects.    
· Analysed the outcomes of Activity 1 – Activity 3 and feedback received in Step 1. 
· Determined two (2) lessons learned and recommended improvements for future projects based on analysis conducted and document using Template 10
	
	
	


	The student’s performance was:
	 Not satisfactory
 Satisfactory

	Feedback to student:


	Student signature:
	[image: ] 



	Observer signature:
	 




Assessment Results Sheet  
	[bookmark: _Hlk9418703]Outcome
		First attempt: 



Outcome (make sure to tick the correct checkbox):  

Satisfactory (S) ☐ or Not Satisfactory (NS) ☐

Date: _______(day)/ _______(month)/ ____________(year)

Feedback: 









	Second attempt: 



Outcome (make sure to tick the correct checkbox):  

Satisfactory (S) ☐ or Not Satisfactory (NS) ☐

Date: _______(day)/ _______(month)/ ____________(year)
Feedback: 







	Student Declaration
	· I declare that the answers I have provided are my own work.  Where I have accessed information from other sources, I have provided references and or links to my sources. 
· I have kept a copy of all relevant notes and reference material that I used as part of my submission. 
· I have provided references for all sources where the information is not my own. I understand the consequences of falsifying documentation and plagiarism. I understand how the assessment is structured. I accept that the work I submit may be subject to verification to establish that it is my own.
· I understand that if I disagree with the assessment outcome, I can appeal the assessment process, and either re-submit additional evidence undertake gap training and or have my submission re-assessed. 
· All appeal options have been explained to me.

	Student Signature
	[image: ]




	Date 
	12/09/2023


	Trainer/Assessor Name 
	

	Trainer/Assessor Declaration
	I hold:

☐ Vocational competencies at least to the level being delivered
☐ Current relevant industry skills 
☐ Current knowledge and skills in VET, and undertake
☐ Ongoing professional development in VET

I declare that I have conducted an assessment of this student’s submission. The assessment tasks were deemed current, sufficient, valid and reliable. I declare that I have conducted a fair, valid, reliable, and flexible assessment.  I have provided feedback to the student.


	Trainer/Assessor Signature
	

	Date
	


	Office Use Only
	The outcome of the assessment has been entered into the Student Management System 

on _________________ (insert date) 

by (insert Name) __________________________________






Pre-Assessment Checklist: Task 3 – Work placement task
The purpose of this checklist
The pre-assessment checklist helps students determine if they are ready for assessment. The trainer/assessor must review the checklist with the student before the student attempts the assessment task. If any items of the checklist are incomplete or not clear to the student, the trainer/assessor must provide relevant information to the student to ensure they understand the requirements of the assessment task. The student must ensure they are ready for the assessment task before undertaking it.
Section 1: Information for Students 
☐ Make sure you have completed the necessary prior learning before attempting this assessment. 	☐ Make sure your trainer/assessor clearly explained the assessment process and tasks to be completed. 	☐ Make sure you understand what evidence is required to be collected and how. 	☐ Make sure you know your rights and the Complaints and Appeal process. 	☐ Make sure you discuss any special needs or reasonable adjustments to be considered during the assessment (refer to the Reasonable Adjustments Strategy Matrix and negotiate these with your trainer/assessor). 	☐ Make sure that you have access to a computer and the internet (if you prefer to type the answers).	☐ Make sure that you have all the required resources needed to complete this assessment task. 	☐ The due date of this assessment task is in accordance with your timetable. 	☐ In exceptional (compelling and compassionate) circumstances, an extension to submit an assessment can be granted by the trainer/assessor.  Evidence of the compelling and compassionate circumstances must be provided together with your request for an extension to submit your assessment work. 	☐ The request for an extension to submit your assessment work must be made before the due date.
Section 2: Reasonable adjustments  
I confirm that I have reviewed the Reasonable Adjustments guidelines and criteria as provided in Appendix A and attached relevant evidence as required and select the correct checkbox.	☐ I do require reasonable adjustment	☒ I do not require reasonable adjustment
Declaration (Student to complete)	☒ I confirm that the purpose and procedures of this assessment task has been clearly explained to me. 	☒ I confirm that I have been consulted about any special needs I might have in relation to the assessment process. 	☒ I confirm that the criteria used for this assessment has been discussed with me, as have the consequences and possible outcomes of this assessment. 	☒ I confirm I have accessed and understand the assessment information as provided in the Student Handbook.	☒ I confirm I have been given fair notice of the date, time, venue and/or other arrangements for this assessment. 	☒ I confirm that I am ready for assessment.		Student Name: Madeline Walkington                     		Student Signature: 	

Assessment method-based instructions and guidelines: Project 
	Assessment type 


	
· Work placement task - Manage project procurement


	Instructions provided to the student:


	Assessment task description:      


	· This is the third (3) assessment task you must successfully complete to be deemed competent in this unit of competency. 
· This assessment task requires you to complete a project. 
· You are required to provide leadership for the program in this assessment task.
· You must attempt all activities of the project for your trainer/assessor to assess your competency in this assessment task.

	Applicable conditions:         


	· This project is untimed and is conducted as an open book assessment (this means you are able to refer to your textbook).
· You must read and respond to all the criteria of the project.
· You may handwrite/use computers to answer the criteria of the project.
· You must complete the task independently.
· No marks or grades are allocated for this assessment task. The outcome of the task will be Satisfactory or Not Satisfactory.
· As you complete this assessment task, you are predominately demonstrating your practical skills, techniques and knowledge to your trainer/assessor. 
· The trainer/assessor may ask you relevant questions on this assessment task to ensure that this is your own work.

	Resubmissions and reattempts:  


	· Where a student’s answers are deemed not satisfactory after the first attempt, a resubmission attempt will be allowed.
· The student may speak to their trainer/assessor if they have any difficulty in completing this task and require reasonable adjustments.
· For more information, please refer to the Student Handbook. 

	Location:


	Section B -  This assessment task may be completed in: 

☐ a classroom
☐ learning management system (i.e. Moodle),
☐ or an independent learning environment. 

Section C -  Your trainer/Assessor will provide further student information regarding the location for completing this assessment task. 

	  Purpose of the assessment


	The purpose of this assessment task is to assess the student’s knowledge and skills essential to manage project procurement in a range of contexts and industry settings and knowledge regarding the following:
· Skills to determine the project's objectives, requirements, and budget.
· Skills to determine the procurement requirements
· Skills to create an agreed-upon procurement management plan
· Skills to locate potential suppliers
· Skills to gather information from potential suppliers who are capable of meeting procurement requirements.
· Skills to establish selection processes and criteria, and communicate with suppliers
· Skills to obtain approvals from relevant stakeholders before using procurement processes.
· Skills to confirm understanding of project objectives by communicating agreed-upon proposals and specifications to potential suppliers.
· Skills to solicit supplier responses and evaluate them in accordance with the proposal requirements.
· Skills to choose preferred supplier in accordance with legal requirements and agreed-upon selection criteria.
· Skills to negotiate with preferred supplier and agree on supply terms and conditions.
· Skills to carry out the procurement management plan and schedule regular meetings with suppliers to track progress. 
· Skills to maintain procurement records and documentation in accordance with organisational policies and procedures.
· Skills to keep track of task completion in relation to agreed-upon terms and conditions.
· Skills to evaluate progress and manage agreed-upon variations
· Skills to identify and report procurement management issues, and then carry out agreed-upon corrective actions.
· Skills to carry out finalisation activities and ensure that deliverables meet contractual requirements.
· Skills to assess the effectiveness of procurement processes and procedures by reviewing project outcomes using procurement records and information.
· Skills to seek and respond to feedback on project procurement management from relevant stakeholders.
· Skills to record lessons learned and suggested improvements for future projects.


	Task instructions

	· This assessment task aims to assess the students’ knowledge and skills essential to undertake procurement in the project.
· The student will take on the role of the project manager. 
· The trainer/assessor will take on the role of Supervisor. 
· The Supervisor will assign the role of the team members to the staff members. 
· The student will have the responsibility to manage the team members. 
· The student must use the templates provided to document their responses. 
· The student must follow the word limits specified in the templates. 
· The trainer/assessor must assess the student using the performance checklist provided. 




Assessment Task 3 – Work placement task 
Work placement task
[bookmark: _Hlk70018112]This assessment task requires you to manage project procurement for the project given in the workplace simulated scenario. This includes: 
· Determining procurement needs and develop a procurement management plan
· Carrying out procurement and contracting activities in accordance with established procedures
· Monitoring activities throughout a project's life cycle and resolving issues that may hinder project objectives
· Creating and maintaining procurement records and documentation in accordance with project and organisational requirements
· Documenting a review of procurement management processes and procedures 
· Identifying and acting in accordance with the constraints of probity and project governance.
To do so, the student will be required to complete the following activities: 
· Activity 1: Determine procurement requirements and produce a procurement management plan
· Activity 2: Carry out procurement and contracting activities according to agreed processes
· Activity 3: Monitor activities across a project’s life cycle and resolve issues that could affect achievement of project objectives
· Activity 4: Manage procurement finalisation procedures
Assessment environment
This assessment task must take place in any one of the following physical conditions: 
· Physical condition 1: An actual workplace. 
Note: The student can use their own workplace setting. The trainer/assessor will assess the workplace based on the assessment criteria mentioned below and will provide approval if the workplace meets the requirements. 
· Physical condition 2: An environment set up by the training organisation that accurately represents workplace conditions. The simulated environment must meet the following assessment criteria. 
Assessment criteria: 
Your trainer/assessor will ensure that the simulated environment meets the following assessment criteria. 
[bookmark: _Hlk76667613]


	Opportunities for students to:
	Yes/No/NA

	A workplace setting or a simulated workplace must replicate real workplace conditions to allow demonstration of the assessment activities.
	Select

	The workplace setting or a simulated workplace must allow the student to conduct marketing audit. 
	Select

	[bookmark: _Hlk71642113]The workplace setting or the simulated workplace must provide the student with access to the following document and resources.
· Workplace equipment and materials: 
· Computers and internet 
· Workstation 
· Printer
· MS PowerPoint 
· Project management budgets and related documentation
· Organisational policies and procedures relating to financial assets, liabilities and records. (Given in the workplace simulated scenario) 
	Select

	Standard operating/workplace procedures 
	Select

	Use up-to-date software and equipment
	Select

	Work within stated timelines to meet deadlines
	Select

	Workplace environment to work with others in a team
	Select

	Workplace setting or simulated workplace must provide the student with the opportunity to analyse the organisational environment. 
	Select

	Workplace environment to sufficient to communicate with diverse groups
	Select

	Workplace sufficient to work independently and manage workload
	Select





Workplace simulated scenario
Your training organisation wants to publish and print its brochures to promote the qualifications its offers. These brochures are to be distributed to the registered education and migration agents. 
The project has been assigned to the Marketing Manager. 
The following are the details of the project: 
Project deliverable 
Design and print 1000 copies of brochures. 
Project objectives
· To print 1000 copies of brochure within next one (1) month. 
· To achieve the allocated cost and budget objectives. 
Project duration 
One (1) month
Cost of the project 
The cost of the project is $60,000. 
Expected return: $80,000.
Cost objectives: 
· To keep the costs below $60,000. 
· Avoid unnecessary expenses 
Resource requirements
The following resources are required to design and print copies of the brochure: 
Resource requirements: 
	Resource requirements
	Costs 

	Designer cost to design brochures 
	$25,000 

	Brochure paper
	$15 per brochure 

	Printing cost 
	$15 per brochure  

	Marketing Manager (50 hours)
	$60/hour 



Expected distribution of the costs over the project timeline 
· $25,000 (Designer cost) will be incurred in 15 days of the project. 
· The remaining cost will be distributed over the next 15 days. 
· Manager’s cost will be distributed equally over the period of one (1) month.  
Pre-determined intervals
The projected income and expenditure needs to be monitored at the following intervals: 
· After the design phase 
· After the printing of the brochures  
Organisational policies and procedures relating to financial assets, liabilities and records.
Following are the organisational policies and procedures relating to financial assets, liabilities and records: 
· Bottom-up budgeting is to be used to establish budgets 
· Assets and liabilities are to be recorded based on the double-entry bookkeeping system. 
· Records are to be maintained on cloud storage. 
· If the variations in the costs are within the 0-5% range, then they should be reported, and an explanation of the cause should be provided before recording into the financial budgets. 
· When a variation is above 5%, then a change request must be submitted to the project manager. The change request must include: 
· Additional costs 
· Variations in costs 
· Justification for change 
· Request for approval 
Established project cost methods, techniques, and tools to identify and report budget variances.
The organisation has the following existing project cost methods, techniques, and tools to identify and report budget variances: 
· The actual budget needs to be compared with the projected budget. 
· Variance needs to be identified based on the comparison conducted. 
· Budget variance is to be reported using the Budget variance report. 
Your role and responsibilities 
You are a project manager for the above-given project. As part of your job role, you have to manage project procurement for the project given in the workplace simulated scenario. This includes: 
· Determining procurement needs and develop a procurement management plan
· Carrying out procurement and contracting activities in accordance with established procedures
· Monitoring activities throughout a project's life cycle and resolving issues that may hinder project objectives
· Creating and maintaining procurement records and documentation in accordance with project and organisational requirements
· Documenting a review of procurement management processes and procedures 
· Identifying and acting in accordance with the constraints of probity and project governance.
Your responsibilities during the project are as follow: 
· Determine the project's objectives, requirements, and budget.
· Determine the procurement requirements
· Create an agreed-upon procurement management plan
· Locate potential suppliers
· Gather information from potential suppliers who are capable of meeting procurement requirements.
· Establish selection processes and criteria, and communicate with suppliers
· Obtain approvals from relevant stakeholders before using procurement processes.
· Confirm understanding of project objectives by communicating agreed-upon proposals and specifications to potential suppliers.
· Solicit supplier responses and evaluate them in accordance with the proposal requirements.
· Choose preferred supplier in accordance with legal requirements and agreed-upon selection criteria.
· Negotiate with preferred supplier and agree on supply terms and conditions.
· Carry out the procurement management plan and schedule regular meetings with suppliers to track progress. 
· Maintain procurement records and documentation in accordance with organisational policies and procedures.
· Keep track of task completion in relation to agreed-upon terms and conditions.
· Evaluate progress and manage agreed-upon variations
· Identify and report procurement management issues, and then carry out agreed-upon corrective actions.
· Carry out finalisation activities and ensure that deliverables meet contractual requirements.
· Assess the effectiveness of procurement processes and procedures by reviewing project outcomes using procurement records and information.
· Seek and respond to feedback on project procurement management from relevant stakeholders.
· Record lessons learned and suggested improvements for future projects.


Work placement task:
This assessment task requires you to manage project procurement for the project given in the workplace simulated scenario. This includes: 
· Determining procurement needs and develop a procurement management plan
· Carrying out procurement and contracting activities in accordance with established procedures
· Monitoring activities throughout a project's life cycle and resolving issues that may hinder project objectives
· Creating and maintaining procurement records and documentation in accordance with project and organisational requirements
· Documenting a review of procurement management processes and procedures 
· Identifying and acting in accordance with the constraints of probity and project governance.
To do so, the student will be required to complete the following activities: 
· Activity 1: Determine procurement requirements and produce a procurement management plan
· Activity 2: Carry out procurement and contracting activities according to agreed processes
· Activity 3: Monitor activities across a project’s life cycle and resolve issues that could affect achievement of project objectives
· Activity 4: Manage procurement finalisation procedures
Supervisor roles and responsibilities: The Supervisor is the individual who supervises or is in charge of the organisation. They belong to a higher rank or status. Their job role and responsibilities are:
· Assist you in understanding the task requirements. 
· Provide you with information about job roles and responsibilities. 
· Provide you with the required information to complete the assessment activities.
· Supervise you in completing the assessment task and requirements. 
· Provide feedback based on the outcomes of assessment activities.
Note: Each student will be assessed individually for all assessment activities. 
Timeframe to complete the work placement task: 
Trainer/assessor to discuss the timeframe to complete the work placement task.  
Task requirements 
· You will be assessed on your technical knowledge and skills to complete this work placement task. 
· You will be assessed on meeting your job role and responsibilities
· You must follow the instructions provided by the Supervisor. 
· The task must be completed in the specified timeframe. 


Activity 1: Determine procurement requirements and produce a procurement management plan
This activity requires you to determine procurement requirements and produce a procurement management plan. 
To determine procurement requirements and produce a procurement management plan, you must: 
· Follow the steps given below.
· Complete the templates associated with each step. 
· Submit the templates prepared to the trainer/assessor.
Checklist 1: Determine procurement requirements and produce a procurement management plan
	Steps
	Place a tick mark, once completed

	Step 1: Document the following workplace details using Template 1.
· Name of the organisation.
· Contact details
· Department or work area of operation.
	
	Step 2: Develop a procurement management plan following the guidelines below.  
· The procurement management plan must be prepared using Template 2. 
· Word-limit to complete the procurement management plan is 600-800 words.
· Before preparing the procurement management plan, you must analyse the information given in the workplace simulated scenario. 
· To develop the procurement management plan, you must: 
· Determine the procurement requirements
· Create an agreed-upon procurement management plan that includes the following: 
· Project’s objectives
· Project procurement requirements
· Budget.
· Procurement process
· Three (3) potential procurement and contract risks 
· Risk description
· Likelihood and impact 
· Mitigating actions
· Performance metrics
	
	Step 3: Determine selection processes and selection criteria, and communicate to suppliers.  
· Analyse the information given in the workplace simulated scenario. 
· Determine the following based on the organisational requirements and document using Template 3. 
· Selection processes 
· Selection criteria
	
	Step 4: Determine and select potential suppliers capable of fulfilling procurement requirements.  
· Conduct online research and identify any four (4) potential suppliers and document the contact details of suppliers using Template 4. 
· Select two (2) suppliers capable of fulfilling procurement requirements based on the selection criteria and document using Template 4. 
· Communicate the suppliers the procurement requirements of the organisation.
	
	Step 5: Obtain approvals from relevant stakeholders for procurement processes to be used.
· Conduct a consultation session with the Supervisor. 
· Discuss the following with the Supervisor.
· Project procurement requirements
· Budget.
· Procurement processes
· Obtain approvals from Supervisor regarding the procurement processes from the Supervisor. 
	
	Sign off: 
Supervisor’s signature: 

Sign-off date:





Template 1: Workplace details 
	Workplace details  (200-250) words

	Name of the organisation.

	BMD Constructions 

	Contact details

	www.bmd.com.au 
1 Sandpiper Ave Port of Brisbane Qld 4178 
PO Box 197 Wynnum Qld 4178

	Department or work area of operation.

	Civil Construction 




Template 2: Procurement management plan
	Procurement management plan (600-800) words

	Project’s objectives

	Refer commercial project standard and purchasing and supplier commercial procedure for BMD project’s procurement objectives (Task 1)

	Project procurement requirements

	Refer commercial project standard and purchasing and supplier commercial procedure for BMD project’s procurement requirements (Task 1) 

	Budget.

	Refer cost code item summary for example of project budget (Task 1) 

	Procurement process

	· Send out request for pricing, attain minimum 3 quotes 
· Complete price comparison (Refer task 1) 
· Negotiate with suppliers, update price comparison (Refer task 1)
· Submit price comparison as a Subcontractor and Supplier Request for Expenditure in line with BMD’s delegation and approval authority (Refer task 1)
· Select final supplier 
· Complete supplier pre-award evaluation (Refer task 1)
· Negotiate contract terms 
· Finalise and sign contract 

	Three (3) potential procurement and contract risks 
· Risk description
· Likelihood and impact 
· Mitigating actions

	
[image: ]
[image: ]

RISK 1 
· Rejection of material supplied: i.e. gravel material or fabricated steel item
· Unmitigated Likelihood/Probability: 4  (Likely) 
Unmitigated Consequence/impact: 4 (Major)
Impact could be significant given the flow on affect to program and delays. Or cause large financial cost to BMD to replace. 
· Mitigation actions: Ensure a tight ITP and Quality process in maintained and audited. This should include third party audits, certifications and testing. A quality manager should be responsible for managing quality throughout the procurement process. Contract terms should specify all specifications and quality standards the materials need to meet 

RISK 2 
· Contract management: Contracts not executed prior to works or well enough; liability exposure; non-conformance to requirements
· Unmitigated Likelihood/Probability: 4  (Likely) 
Unmitigated Consequence/impact: 4 (Major)
· Mitigation actions: Follow BMD’s Commercial Project Standard and Subcontractor Management Procedures, conduct End of month reviews internally and with Subcontractors to manage and audit ongoing compliance. Contracts should be managed by the project manager for final review and approval. No works to commence without a signed contract in place. 
RISK 3
· Industry competition for resources: Prolonged program costs, increase in rates due to industry demand 
· Unmitigated Likelihood/Probability: 4  (Likely) 
Unmitigated Consequence/impact: 4 (Major)
Impact could be significant given the flow on affect to program and delays. 
· Mitigation actions: Execute contracts early, include program deadlines and milestones. Create procurement register to track progress of all procured items. engage suppliers early to allow sufficient time frames for delivery. Prepare adequate laydown areas onsite to take deliveries earlier than required on the program. 


	Performance metrics

	
Refer audit checklist - purchasing (Task 4) 




Template 3: Organisational requirements
	Organisational requirements (600-800) words

	Selection processes 

	· Send out request for pricing, attain minimum 3 quotes 
· Complete price comparison (Refer task 1) 
· Negotiate with suppliers, update price comparison (Refer task 1)
· Submit price comparison as a Subcontractor and Supplier Request for Expenditure in line with BMD’s delegation and approval authority (Refer task 1)
· Select final supplier 
· Complete supplier pre-award evaluation (Refer task 1)
· Negotiate contract terms 
· Finalise and sign contract

	Selection criteria

	Refer subcontract and supplier request for expenditure (Task 1) 
· Price
· Conformance to contract requirements 
· Security type 
· Contract departures
· Payment terms 
· Performance ability 
· Local knowledge 
· Client preference 
· Prior experience 



Template 4: Procurement requirements.  
	Procurement requirements.  (600-800) words

	Identify any four (4) potential suppliers

	Refer price comparison (Task 1) 

	Select two (2) suppliers capable

	Refer subcontract and supplier request for expenditure (Task 1)



Performance Criteria/Performance Checklist: Activity 1
	This task must address the following performance criteria/ performance checklist. 

	To be assessed as satisfactory (S) in this assessment task, the participant needs to demonstrate competency in the following critical aspects of evidence
	S
	N/S
	Trainer/Assessor to complete
(Comment and feedback to students)

	Developed a procurement management plan.
			

	Determined selection processes and selection criteria, and communicated to suppliers 
			

	Determined and selected potential suppliers capable of fulfilling procurement requirements
			

	Obtained approvals from relevant stakeholders for procurement processes to be used.
· Conducted a consultation session with the Operations Manager. 
· Discussed the following with the Operations Manager.
· Project procurement requirements
· Budget.
· Procurement processes
· Obtained approvals from Operations Manager regarding the procurement processes from the Operations Manager. 
			


	The student’s performance was:
	 Not satisfactory
 Satisfactory

	Feedback to student:


	Student signature:
	[image: ] 



	Observer signature:
	 




Activity 2: Carry out procurement and contracting activities according to agreed processes
This activity is a continuation of Activity 1. 
This activity requires the student to carry out procurement and contracting activities according to agreed processes. 
To do so, you are required to: 
· Complete the steps given below. 
· Complete the template/s associated with each step. 
· Submit the completed templates to the trainer/assessor. 

Activity 2: Carry out procurement and contracting activities according to agreed processes
	Criteria
	Place a tick mark, once completed

	Step 1: Confirm understanding of project objectives by communicating agreed-upon proposals and specifications to potential suppliers.
· Arrange a one-on-one session with the two (2) selected suppliers.
· Discuss the following with each supplier: 
· Project objectives
· Procurement requirements and specifications
· Seek supplier responses and evaluate according to proposal requirements. 
· Document the supplier responses using Template 5. 
	
	Step 2: Choose preferred supplier in accordance with legal requirements and agreed-upon selection criteria.
· Refer to the supplier selection criteria developed in Activity 1. 
· Choose preferred supplier in accordance with legal requirements and agreed-upon selection criteria. 
· Document the following using Template 6. 
· Selected supplier 
· Reason for selection 
· Agreed upon selection criteria
	
	Step 3: Negotiate with preferred supplier and agree on supply terms and conditions.
· Discuss the following terms and conditions with the supplier. 
· Agreed cost 
· Quantity requirements 
· Procurement requirements
· Negotiate on the terms and conditions and document using Template 6. 
	
	Sign off: 
Supervisor’s signature: 	 	
Sign-off date:	 	



Template 5: Supplier responses
	Supplier responses

	Refer Task 2 - supplier response and negotiations and supplier response 



Template 6: legal requirements
	legal requirements (400-500) words

	Selected supplier 

	Refer subcontract and supplier request for expenditure (Task 1) 


	Reason for selection 

	Refer subcontract and supplier request for expenditure (Task 1) 
· Price
· Conformance to contract requirements 
· Performance ability 
· Local knowledge 
· Prior experience

	Agreed upon selection criteria

	Refer subcontract and supplier request for expenditure (Task 1) 


	Negoitiate on the terms and conditions

	Refer Task 2 - supplier response and negotiations



Performance Criteria/Performance Checklist: Activity 2
	This task must address the following performance criteria/ performance checklist. 

	To be assessed as satisfactory (S) in this assessment task, the participant needs to demonstrate competency in the following critical aspects of evidence
	S
	N/S
	Trainer/Assessor to complete
(Comment and feedback to students)

	Confirmed understanding of project objectives by communicating agreed-upon proposals and specifications to potential suppliers.
· Arranged a one-on-one session with the two (2) selected suppliers.
· Discussed the following with each supplier: 
· Project objectives: 
· To meet the client timeline requirements  
· To meet the material and client specifications 
· To procure the products within the defined budget and achieve the desired profit. 
· Procurement requirements and specifications: 
			

	Chose preferred supplier in accordance with legal requirements and agreed-upon selection criteria.
· Refered to the supplier selection critieria developed in Activity 1. 
· Chose preferred supplier in accordance with legal requirements and agreed-upon selection criteria. 
			

	Negotiated with preferred supplier and agreed on supply terms and conditions.
· Discussed the following terms and conditions with the supplier. 
· Agreed cost 
· Quantity requirements 
· Procurement requirements
			




	[bookmark: _Hlk97893919]The student’s performance was:
	 Not satisfactory
 Satisfactory

	Feedback to student:


	Student signature:
	[image: ] 



	Observer signature:
	 





Activity 3: Monitor activities across a project’s life cycle and resolve issues that could affect achievement of project objectives
This activity is a continuation of Activity 2. 
This activity requires you to monitor procurement during the project. 
To do so, you are required to: 
· Complete the steps given below. 
· Complete the template/s associated with each step. 
· Submit the completed templates to the trainer/assessor. 

Checklist 3: Monitor activities across a project’s life cycle and resolve issues that could affect achievement of project objectives
	Steps
	Place a tick mark, once completed

	Step 1: Implement procurement management plan and arrange two (2) regular meetings with supplier to track progress.
· Implement procurement management plan iver a period of procurement. 
· Arrange regular meetings with supplier to track progress.
· Further, provide the following evidence to the trainer/assessor:
· Meeting minutes of each meeting conducted.
	

	Step 2: Maintain procurements records and documentation according to organisational policies and procedures
· Submit the procurement records to the Supervisor:
	

	Step 3: Monitor completion of task against agreed terms and conditions. 
· Assess the deliveries against the agreed terms and conditions.
· Ensure the deliervies are in accordance with the terms and conditions.  
· Further, document the following using Template 7. 
· Terms and conditions against which activities were monitored. 
· Outcomes of monitoring
	

	Step 4: Review progress and manage agreed variations.
· Review progress of the procurement activities. 
· Determine variations. 
· Manage agreed variations. 
· Further, document the following using Template 8.   
· Two (2) Variations identified 
· Actions implemented to manage variations.
	

	Step 5: Identify and report procurement management challenges and implement agreed remedial actions.
· Identify two (2) procurement management challenges that you identified during the procurement activities. 
· Report procurmenet management challenges to the Supervisor. 
· Implement agreed remedial actions. 
· Further, document the following using Template 8.   
· Two (2) procurement management challenges
· Agreed remedial actions implemented.
	

	Sign off: 
Supervisor’s signature: 

Sign-off date:





Template 7: Monitor completion of task
	Monitor completion of task (400-500) words

	Terms and conditions against which activities were monitored. 

	
Refer supply and install of gantry structures - subcontract (Task 4) 

	Outcomes of monitoring 

	Refer subcontractor close-out evaluation for (Task 3) 





Template 8: Review progress and manage agreed variations
	Review progress and manage agreed variations (400-500) words

	Two (2) Variations identified 


	Refer signed variation (Task 3) 
Refer signed variation (2) (Task 4)

	Actions implemented to manage variations. 

	· Variation added to contact terms and conditions
· Variation managed in the same way as all agreed contract works 
· Program to be updated to include variation works 

	Two (2) procurement management challenges 

	· Program and availability of resources to manage variation works in line with original program of works 
· Additional specifications added as a result of variation works 

	Agreed remedial actions implemented. 

	· Works subsontracted out by supplier to meet program timelines 
· Meeting to be organized with designer to relay all specification requirements 





Performance Criteria/Performance Checklist: Activity 3
	This task must address the following performance criteria/ performance checklist. 

	To be assessed as satisfactory (S) in this assessment task, the participant needs to demonstrate competency in the following critical aspects of evidence
	S
	N/S
	Trainer/Assessor to complete
(Comment and feedback to students)

	Implemented procurement management plan and arrange two (2) regular meetings with supplier to track progress.
· Implemented procurement management plan iver a period of procurement. 
· Arranged regular meetings with supplier to track progress.
· Further, provided the following evidence to the trainer/assessor:
· Meeting minutes of each meeting conducted.  
	
	
	

	Maintained procurements records and documentation according to organisational policies and procedures
· Submitted the procurement records to the Supervisor: 
	
	
	

	Monitored completion of task against agreed terms and conditions. 
· Assessed the deliveries against the agreed terms and conditions.
· Ensured the deliervies are in accordance with the terms and conditions.  
	
	
	

	Reviewed progress and manage agreed variations.
· Reviewed progress of the procurement activities. 
· Determined variations. 
· Managed agreed variations. 
	
	
	

	Identified and report procurement management challenges and implement agreed remedial actions.
· Identified two (2) procurement management challenges that you identified during the procurement activities. 
· Reported procurmenet management challenges to the Supervisor. 
· Implemented agreed remedial actions. 
	
	
	


	The student’s performance was:
	 Not satisfactory
 Satisfactory

	Feedback to student:

	Student signature:
	[image: ] 



	Observer signature:
	 





Activity 4: Manage procurement finalisation procedures
Description of the activity: 
This activity is a continuation of Activity 3. 
This activity requires you to manage procurement finalisation procedures. 
To do so, you are required to: 
· Complete the steps given below. 
· Complete the template/s associated with each step. 
· Submit the completed templates to the trainer/assessor. 

Checklist 4: Manage procurement finalisation procedures
	Steps
	Place a tick mark, once completed

	Step 1: Conduct finalisation activities and confirm deliverables meet contracted requirements
· Conduct finalisation activities to ensure vendor deliverables meet contracted requirements. 
· Further, document the following using Template 9. 
· Finalisation activities conducted. 
· Final deliverables 
· Whether they meet contracted requirements. 
	

	Step 2: Assess the effectiveness of procurement processes and procedures by reviewing project outcomes using procurement records and information.
· Arrange a feedback session with the Supervisor.    
· Gather feedback from the feedback from Supervisor on management of project procurement. 
· Ask questions on different aspects of the procurement. 
· Ask feedback for any two (2) areas of improvement. 
· Document the feedback received using Template 10.   
	

	Step 3: Seek and respond to feedback on project procurement management from relevant stakeholders.
· Collaborate with the team members. 
· Evalaute the performance of the project. 
· Determine two (2) areas of improvement and document using Template 11. 
· Develop suggestion to address each area of improvement and document using Template 11. 
	

	Step 4: Document lessons learned and recommended improvements for future projects.    
· Analyse the outcomes of Activity 1 – Activity 3 and feedback received in Step 1. 
· Determine two (2) lessons learned and recommended improvements for future projects based on analysis conducted and document using Template 12. 
	

	Sign off: 
Supervisor’s signature: 

Sign-off date: 






Template 9 : Manage procurement finalisation procedures
	Manage procurement finalisation procedures (400-500) words

	Finalisation activities conducted. 

	Refer subcontractor close-out evaluation form (Task 3) 

	Final deliverables 

	
Refer BMD/s list NCR list, Lot close-out status, budget and commercial requirements. Refer audit checklist - purchasing (Task 3).  

	Whether they meet contracted requirements. 

	Refer NCR list, Lot close-out status, budget and commercial requirements, program milestones etc


Template 10 : feedback received
	feedback received (400-500) words

	· Due to long lead times / issues procuring materials some procurement items were outside the project program. More could be done in the up-front planning part of procurement to ensure procurement programs can be achieved. 

· Due to limited availability new suppliers were selected in the procurement process. Unfortunately the performance of these suppliers was not to BMD’s standards. More could be done in the space of due-dilegence to avoid similar situations in the future. 



Template 11 : feedback on project procurement management
	feedback on project procurement management 400-500) words

	Two (2) areas of improvement 


	· Delivery of procurement in line with project program 
· Background checks for new suppliers / suppliers without previous experience with BMD 

	Develop suggestion to address each area of improvement 

	· Improvement actions: Suppliers to be lock in early and procurement to be confirmed. Lead engineer to track progress and provide regular updates to the project stakeholders. Alternative options to be considered and proposed for approval in the case that materials are unavailable. 

· Improvement actions: Ensure full background checks are performed on each new supplier, including reaching out to previous companies they have worked for and the local council/government inspectors. Due diligence shall be performed in regards to their current schedule, facilities and financial position to perform the works. This shall be delegated to the lead engineer who should provide regular updates to the project manager.



Template 12 : lessons learned
	Two (2) lessons learned and recommended improvements for future projects based on analysis conducted .

	· Planning is really key to a solid and successful procurement process in all areas of a project. Suppliers to be locked in early and procurement suppliers to be confirmed. Lead engineer’s to be assigned with the role of tracking progress and providing regular updates to the project stakeholders and project manager. Alternative options to be considered and proposed for approval in the case that materials are unavailable i.e. have a backup solution in mind or underway.  

· Past experience or performance with known suppliers is priceless and can often help avoid unfavourable situations. That’s not to say new suppliers don’t have the potential, but more detailed background checks need to be performed when it is a new supplier to ensure due-diligence. This can include reaching out to previous companies they have worked for and seeking reviews from the local council/government inspectors. Due diligence shall be performed in regards to their current schedule, facilities and financial position to perform the works. This shall be delegated to the lead engineer who should provide regular updates to the project manager.





Performance Criteria/Performance Checklist: Activity -4
	[bookmark: _Hlk97894044]This task must address the following performance criteria/ performance checklist. 

	To be assessed as satisfactory (S) in this assessment task, the participant needs to demonstrate competency in the following critical aspects of evidence
	S
	N/S
	Trainer/Assessor to complete
(Comment and feedback to students)

	Conducted finalisation activities and confirm deliverables meet contracted requirements
· Conducted finalisation activities to ensure vendor deliverables meet contracted requirements. 
	
	
	

	Assessed the effectiveness of procurement processes and procedures by reviewing project outcomes using procurement records and information.
· Arranged a feedback session with the Supervisor.    
· Gathered feedback from the feedback from Supervisor on management of project procurement. 
· Ask questions on different aspects of the procurement. 
· Ask feedback for any two (2) areas of improvement. 
	
	
	

	Seek and respond to feedback on project procurement management from relevant stakeholders.
· Collaborated with the team members. 
· Evalauted the performance of the project. 
	
	
	

	Documented lessons learned and recommended improvements for future projects.    
· Analysed the outcomes of Activity 1 – Activity 3 and feedback received in Step 1. 
	
	
	




	The student’s performance was:
	 Not satisfactory
 Satisfactory

	Feedback to student:

	Student signature:
	[image: ] 



	Observer signature:
	 





Assessment Results Sheet  
	Outcome
		First attempt: 



Outcome (make sure to tick the correct checkbox):  

Satisfactory (S) ☐ or Not Satisfactory (NS) ☐

Date: _______(day)/ _______(month)/ ____________(year)

Feedback: 









	Second attempt: 



Outcome (make sure to tick the correct checkbox):  

Satisfactory (S) ☐ or Not Satisfactory (NS) ☐

Date: _______(day)/ _______(month)/ ____________(year)
Feedback: 







	Student Declaration
	· I declare that the answers I have provided are my own work.  Where I have accessed information from other sources, I have provided references and or links to my sources. 
· I have kept a copy of all relevant notes and reference material that I used as part of my submission. 
· I have provided references for all sources where the information is not my own. I understand the consequences of falsifying documentation and plagiarism. I understand how the assessment is structured. I accept that the work I submit may be subject to verification to establish that it is my own.
· I understand that if I disagree with the assessment outcome, I can appeal the assessment process, and either re-submit additional evidence undertake gap training and or have my submission re-assessed. 
· All appeal options have been explained to me.

	Student Signature
	[image: ]




	Date 
	
12/09/2023

	Trainer/Assessor Name 
	

	Trainer/Assessor Declaration
	I hold:

☐ Vocational competencies at least to the level being delivered
☐ Current relevant industry skills 
☐ Current knowledge and skills in VET, and undertake
☐ Ongoing professional development in VET

I declare that I have conducted an assessment of this student’s submission. The assessment tasks were deemed current, sufficient, valid and reliable. I declare that I have conducted a fair, valid, reliable, and flexible assessment.  I have provided feedback to the student.


	Trainer/Assessor Signature
	

	Date
	


	Office Use Only
	The outcome of Assessment has been entered into the Student Management System 

on _________________ (insert date) 

by (insert Name) __________________________________





Appendix A: Reasonable Adjustments

	Write (task name and number) where reasonable adjustments have been applied: 


	

	Reasonable Adjustments 


	· Students with carer responsibilities, cultural or religious obligations, English as an additional language, disability etc. can request for reasonable adjustments. 
· Please note, academic standards of the unit/course will not be lowered to accommodate the needs of any student, but there is a requirement to be flexible about the way in which it is delivered or assessed. 
· The Disability Standards for Education requires institutions to take reasonable steps to enable the student with a disability to participate in education on the same basis as a student without a disability. 
· The trainer/assessor must complete the section below “Reasonable Adjustment Strategies Matrix” to ensure the explanation and correct strategy have been recorded and implemented. 
· The trainer/assessor must notify the administration/compliance and quality assurance department for any reasonable adjustments made. 
· All evidence and supplementary documentation must be submitted with the assessment pack to the administration/compliance and quality assurance department.



	[bookmark: _Hlk90544372]Reasonable Adjustment Strategies Matrix (Trainer/Assessor to complete)

	Category
	Possible Issue
	Reasonable Adjustment Strategy 
(select as applicable)

	☐ LLN
	☐ Speaking
☐ Reading
☐ Writing
☐ Confidence
	☐ Verbal assessment 
☐ Presentations 
☐ Demonstration of a skill 
☐ Use of diagrams 
☐ Use of supporting documents such as wordlists

	☐ Non-English Speaking Background 
	☐ Speaking
☐ Reading
☐ Writing
☐ Cultural background
☐ Confidence
	☐ Discuss with the student and supervisor (if applicable) whether language, literacy and numeracy are likely to impact on the assessment process
☐ Use methods that do not require a higher level of language or literacy than is required to perform the job role
☐ Use short sentences that do not contain large amounts of information
☐ Clarify information by rephrasing, confirm understanding 
☐ Read any printed information to the student
☐ Use graphics, pictures and colour coding instead of, or to support, text
☐ Offer to write down, or have someone else write, oral responses given by the student
☐ Ensure that the time available to complete the assessment, while meeting enterprise requirements, takes account of the student’s needs

	☐ Indigenous
	☐ Knowledge and understanding
☐ Flexibility
☐ Services
☐ Inappropriate training and assessment
	☐ Culturally appropriate training
☐ Explore understanding of concepts and practical application through oral assessment
☐ Flexible delivery 
☐ Using group rather than individual assessments 
☐ Assessment through completion of practical tasks in the field after demonstration of skills and knowledge. 

	☐ Age
	☐ Educational background
☐ Limited study skills 
	☐ Make sure font size is not too small
☐ Trainer/Assessor should refer to the student’s experience
☐ Ensure that the time available to complete the assessment takes account of the student’s needs
☐ Provision of information or course materials in an accessible format. 
☐ Changes in teaching practices, e.g. wearing an FM microphone to enable a student to hear lectures
☐ Supply of specialised equipment or services, e.g. a note-taker for a student who cannot write
☐ Changes in lecture schedules and arrangements, e.g. relocating classes to an accessible venue
☐ Changes to course design, e.g. substituting an assessment task
☐ Modifications to the physical environment, e.g. installing lever taps, building ramps, installing a lift

	☐ Educational background
	☐ Reading
☐ Writing
☐ Numeracy
☐ Limited study skills and/or learning strategies
	☐ Discuss with the Student previous learning experience
☐ Ensure learning and assessment methods meet the student’s individual need

	☐ Disability
	☐ Speaking
☐ Reading
☐ Writing
☐ Numeracy
☐ Limited study skills and/or learning strategies
	☐ Identify the issues
☐ Create a climate of support
☐ Ensure access to support that the student has agreed to
☐ Appropriately structure the assessment
☐ Provide information or course materials in an accessible format, e.g.  a textbook in braille
☐ Changes in teaching practices, e.g. wearing an FM microphone to enable a student to hear lectures
☐ Supply of specialised equipment or services, e.g. a note-taker for a student who cannot write
☐ Changes in lecture schedules and arrangements, e.g. relocating classes to an accessible venue
☐ Changes to course design, e.g. substituting an assessment task
☐ Modifications to the physical environment, e.g. installing lever taps, building ramps, installing a lift




	Explanation of reasonable adjustments strategy used


	



	Trainer/Assessor Name 
	

	Trainer/Assessor Declaration
	
I declare that I have attached all relevant evidence to provide reasonable adjustment. The training package guidelines and criteria have not been compromised in the process of providing reasonable adjustment to the student. I declare that I have conducted a fair, valid, reliable, and flexible assessment.  I have provided explanation of reasonable adjustments strategy used, as required. 


	Trainer/Assessor Signature
	

	Date
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