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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 627796 

	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:
	BSBPMG533

	Name: 
	Manage project cost

	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).

Student signature:  [image: ]
              

Date:  05/06/2023




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 
	Project (PT)
	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: [image: ]



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 fourteen (14) 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 your Knowledge for the following: 
· Knowledge to identify individual tasks in work break down structure in determination of resource requirements for individual tasks.
· Knowledge to determine project costs to prepare project budget.
· Knowledge to prepare project budget.
· Knowledge to develop a cost management plan within delegated authority.
· Knowledge to measure actual expenditure against budget.
· Knowledge to use cost analysis methods and tools to analyse cost variations and evaluate alternative actions.
· Knowledge to maintain financial objectives through monitoring agreed actions.
· Knowledge to prepare accurate financial reports.
· Knowledge to conduct project finalisation activities.
· Knowledge to evaluate the effectiveness of project cost management through review of project outcomes.
· Knowledge to identify and review cost management issues in the current project and document the improvements for these issues.
· Knowledge to collect, review, interpret/understand and analyse/review text-based business information from a range/number of sources.



	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:
	Describe the five (5) budgeting tools and techniques used in project management. Answer in 100 – 150 words.
Write a short note on “Budgeting processes in Project management”. Answer in     100- 150 words.
	Satisfactory response

	
	
	Yes 

	No 


	A)
1. Task Breakdown: Create a work break down structure to clearing define and set out the tasks/activities required to complete the project 
2. Task estimates: Estimate the cost/resources required to complete each task on the WBS. Estimating can be done via first principles, estimation resources/programs and/or use of expert and experienced judgement
3. Total estimates: Combine individual costs of each task on the WBS to reach the total project cost estimate  
4. Add Extras: a number of factors will increase the total project costs and need to be factored in. These are management/overhead costs, contingency/wastage costs and risk. 
5. Managing budgets across adjoining financial years: ensure project budget/cost aligns with financial years. i.e. budget/costs may run across multiple financial years. 
B)
Budgeting is conducted in the initial stages of project planning (i.e. tender) and typically gets built up along side the project timeline (tender program). In project management, the budgeting process is then used to perform the works, to ensure the works are completed to budget and on time. The WBS provides the project team with a project template for dependant resources and work flow.  



	Q2:
	A) Describe the four (4) methods used for cost estimation of projects. Answer in 70 – 100 words.
B) Describe the ten (10) tools and techniques used for cost estimation of projects. Answer in 180 – 230 words.
	Satisfactory response

	
	
	Yes 

	No 


	A) 
Expert judgment - uses the experience and knowledge of experts or people with prior involvement to estimate the cost of the project. 
Bottom up estimating- uses the estimates of individual activities to summarise a total cost estimate for the project. This type of estimate builds from the bottom up and prices individual items in the way the team expects to spend. 
Three-point estimates method - uses three estimates to define an approximate range for an activities cost: Most Likely (Cm), Optimistic (Co), and Pessimistic (Cp). The cost estimate is calculated with the following formula - Cost Estimate = (Co + 4Cm + Cp)/6
Analogous estimating - uses historical data/previous experience from similar types of projects to build the cost estimate. 
B) 
Expert judgment - uses the experience and knowledge of experts or people with prior involvement to estimate the cost of the project. 
Analogous estimating - uses historical data/previous experience from similar types of projects to build the cost estimate. 
Parametric estimating - uses statistical modelling from historical data to calculate an estimate for different parameters i.e. cost and duration.
Bottom up estimating- uses the estimates of individual activities to summarise a total cost estimate for the project. This type of estimate builds from the bottom up and prices individual items in the way the team expects to spend. 
Top down estimating - The total cost Is determined which is then broken down into smaller activities. This is less accurate than bottom up estimating. 
Three-point estimates method - uses three estimates to define an approximate range for an activities cost: Most Likely (Cm), Optimistic (Co), and Pessimistic (Cp). The cost estimate is calculated with the following formula - Cost Estimate = (Co + 4Cm + Cp)/6
Reserve analysis - determines how much contingency reserve, if any, should be allocated to the project. This technique is used to account for cost uncertainty.
Cost of Quality - includes money spent during the project to avoid failures and money spent during and after the project due to failures. During cost estimation, assumptions about the COQ can be included in the project cost estimate i.e. risk. 
Project management estimating software - includes cost estimating software applications, spreadsheets, simulation applications, and statistical software tools. 
Vendor analysis - used to estimate what the project should cost by comparing the bids submitted by multiple suppliers. 

	

	Q3:
	Describe the four (4) project cost management strategies. Answer in 100 – 150 words.
	Satisfactory response

	
	
	Yes 

	No 


	1. Resource planning - uses a WBS or similar to break down the resources required for each project activity to determine associated costs prior to commencing or spending or as changes happen; 
2. Cost estimation - builds up approximate costs for each resource and activity. This process forecasts the expected total project cost; 
3. Cost budget - the cost budget provides a framework for what the project can be held up against. It is also used to procure items and forecast a project’s success; 
4. Cost control - cost control is then managed throughout the project so that the team is aware of the project’s budget, expected costs, actual costs and all cost changes. 

	Q4:
	Describe the organisational policies and procedures applicable to the role of project manager. Answer in 150- 200 words. 
	Satisfactory response

	
	
	Yes 
	No 

	Organisational policies and procedures guide a project manager in understanding the roles and responsibilities of the project team, ways to manage conflict resolution, operational hierarchy/escalation processes, project targets, performance review standards and reporting expectations. 
These policies and procedures standardise these expectations as well as set expectations for all team members working under the project. Having procedures set at the start, allows things to run smoother and more efficiently as the project progresses and allows the project manager to enforce a standardised system across all areas of their team. 
The project manager should have a good understanding of the policies and procedures that the project is expected to run under. They may not have a detailed understanding of all of these but they should at least know where to find them, how to enact when they are needed, and who to bring in when additional help is required. 

	Q5:
	Describe the process to determine resource requirements for individual tasks in a project? Answer in 100 – 150 words.
	Satisfactory response

	
	
	Yes 
	No 

	1. A good understanding of the task should first be known, understanding what work is required to be undertaken and the timeframe in which it is expected to take place 
2. Resource requirements should then be planned in advance of the works. This allows resources to be booked with enough time to avoid delays and allows checks of the particular resource availability to ensure it fits into the works. 
3. Ensure the resources are right for the job (i.e. particular skills, or specifications that need to be met). 
4. Book and lock in resources ahead of time. Again ensuring that there are no delays. 

	Q6:
	Describe the activities involved in reviewing costs against outcomes in a project. Answer in 100 – 150 words.
	Satisfactory response

	
	
	Yes 
	No 

	Earned Value (EV) is the actual value earned in a project. The following four activities review expected costs against actual outcomes. 
Schedule Variance (SV) measures the planned performance of a project. It takes the Earned Value (EV) and subtracts the Planned Value (PV). This shows whether a project is ahead or behind what was planned. 
Cost Variance (CV) measures the budget performance of a project. CV is calculated by subtracting Actual Costs (AC) from Earned Value (EV). This shows if the project is above or below budget at a point in time. 
Schedule Performance Index (SPI) measures actual progress against planned progress. SPI is calculated as EV/PV. If EV is less than the PV, then the project is behind schedule. If EV is higher than the PV, the project is ahead of schedule. 
Cost Performance Index (CPI) measures the value of the work completed against the actual cost of work completed. CPI is calculated as EV/AC. If CPI is equal to 1, the project is on budget. If the CPI>1, the project is under budget, if <1 the project is over budget.

	Q7:
	Outline the six (6) components of cost management plan. Answer in 100 – 150 words.
	Satisfactory response

	
	
	Yes 
	No 

	A cost management plan should identify who is responsible for managing the project’s costs and the approach to cost management for the project i.e. the project manager. 
It should then identify how project costs will be measured and should also include who has the authority to approve changes to the project or its budget as changes to the project occur. 
The management plan should also include how costs will be captured and how they will be reported. i.e. report formats, frequency and to whom they are presented to. This includes how they will be measured quantitively and reported. 
The cost management plan should include the total budget as well as any thresholds, and what actions to implement should those  thresholds be reached. 



	Q8:
	Outline the five (5) tools and techniques used in the cost control and monitor process. Answer in 150 – 200 words.
	Satisfactory response

	
	
	Yes 
	No 

	Earned Value Management or Analysis can measure the actual performance of a project by monitoring in terms of schedule and cost. It uses current costs (i.e. costs out) against earnt budget (i.e. costs in) to determine the health of the project. 
Forecasting - The forecast is based on the current actual performance. As a project manager, having the ability to tell whether the project will be delivered on-time and on-budget is critical and determining this early allows for changes to be made early (if required). Forecasting can assist in determining the current success of a project and whether final financial goals are likely to be attained. By determining potential pitfalls in the projects budget early the business can assure the correct amount of money is allocated for its completion. 
To-Complete Performance Index (TCPI) - is essentially cost to complete. This calculates the cost required to complete the project. This again can be checked against forecasted costs to see whether the project is being completed as budgeted or estimated. 
Variance analysis is the comparison of expected project performance to the actual cost performance. This analysis helps understand the causes of variance, if any. Preventative and corrective actions are then determined based on the variance analysis.
Performance reviews in projects check the health of a project. This usually involves assessing both Costs and Project Schedule. Other parameters, such as Scope, Quality, Team Morale, may be checked against. Performance Reviews may be completed alongside the client, Product Owner, other Project Manager, depending on how a project is travelling. 




	Q9:
	What can be the alternatives to control project cost? Answer in 50 -100 words.
	Satisfactory response

	
	
	Yes 
	No 

	A cost-benefit analysis can be an alternative method used to determine the suitability of decisions, systems, or changes to managing costs. 
The process lays out the benefits of an action and the costs associated with it and then subtracts the costs of the change from the benefits.
A cost-benefit analysis can assist in determining the feasibility of a specific decision or change. 


	Q10:
	What are the various methods to monitor agreed actions to maintain financial objectives in a project. Answer in 50 – 100 words.
	Satisfactory response

	
	
	Yes 
	No 

	Variance analysis compares actual project performance to planned performance. Cost and schedule variances, deviations from plan in the areas of project scope, resource, quality and risk can all be analysed. 
Trend analysis examines project performance over time. This determines if performance is trending positively or negatively. 
Earned value technique then compares planned performance to actual project performance.


	Q11:
	What is the role of accurate financial reports in a project? Answer in 50 – 100 words.
	Satisfactory response

	
	
	Yes 
	No 

	Accurate financial reporting allows the project to make accurate financial decisions. Financial reporting allows a project to identifying current status and any issues as well as create improvement plans. Financial reports are often used to inform stakeholders/upper management of a project’s position in time and also help forecast the final position of a project.  

	Q12:
	Describe the key outputs during completion of cost management processes. Answer in 100 – 200 words.
	Satisfactory response

	
	
	Yes 
	No 

	Outputs of cost management processes include estimate updates, measurements, forecasts and recommended corrective actions. This is all project information which can be reported to confirm a projects on track, or help identify where changes are required. 
The calculated CV, SV, CPI and SPI values would be an output and these are documented and communicated to management. 
EAC and ETC values are outputs which are documented and communicated to management.   
These outputs can result in a request for a change for the project i.e. increasing or decreasing the budget. Requested changes are completed through the change control process to provide corrective action to bring the expected future performance of the project in line with the project management plan. 


	Q13:
	Describe the role of cost benefit analysis in determining the effectiveness of project cost management. Answer in 100 – 150 words.
	Satisfactory response

	
	
	Yes 
	No 

	Cost-benefit analysis looks at the cost of a project against its benefits. This allows management to decide whether the project is worth proceeding with (i.e. during a tender phase). 
A detailed analysis can find the cracks in a project’s proposal and delve into the potential risks of continuing. This allows the proposal to either be revised (i.e. add in additional costs, risk factors) or pulled from submission (i.e. the project is too risky). 
A successful cost-benefit analysis should also be able to help set the project’s cost expectations and goals for the project delivery team. 

	Q14:
	Describe any six (6) main issues in cost management of projects. Answer in 200 – 250 words.
	Satisfactory response

	
	
	Yes 
	No 

	1. Cost Accounting, Not Cost Analysis: Due to poor cost input, a cost analysis role often finds a large portion of time is spent ensuring that recorded data is accurate. Cost analysts of a project should entail planning and analysing based on tracked cost trending of a project, not simply counting costs to report. 
2. Budgeting and Forecasting Effectively: Companies face the need to standardise their budgets and forecasts so that there consistency and reliability in how budgets and forecasts are created between projects. Due to different skill levels/experience this can naturally differ between project managers / projects. 
3. Time and Effort Involved with Reporting: The time and effort it takes the project team to gather information for reporting purposes can be quite onerous. Due to end of month pressures, this can often lead to poor accuracy in reporting to upper management. 
4. Accuracy of Reports: Difficulty in ensuring that reports are accurate and understandable. There is often a rush / time constraints at end of month which can cause poor accuracy of reporting which can compound over time. 
5. Insufficient Resources for Controls: The is a huge importance on projects for cost reporting, however these are often the same employees who are weighed down with other project pressures and performance tasks.  The challenge is having enough resources to provide detailed, accurate reporting in a timely manner at a busy end of month period. 
6. Controlling Changes: While a budget may be set for a project at tender time, when the sole focus is on the budget,  a variation or scope change will likely occur. Ensuring that this is appropriately captured and added to the budget/forecast can prove difficult. Again, if changes don’t occur progressively - changes can compound over time and become more difficult to track.  



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
	[image: ]

	Date 
	
05/06/2023

	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 - Project 
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 


	
· Project 


	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 requires you to complete a project. 
· You are required to complete the activities based on given case studies.
· 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 Training Organisation’s 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 further student information regarding the location for completing this assessment task. 


	Purpose of the assessment


	This assessment task is designed to evaluate student’s following skills and abilities: 
· [bookmark: _Hlk497822124]Skills to identify individual tasks in work break down structure for determination of resource requirements for individual tasks.
· Skills to determine project costs to prepare project budget.
· Skills to prepare project budget.
· Skills to develop a cost management plan within delegated authority.
· Reading skills to collect, review, interpret/understand and analyse/review text-based business information from several sources.
· Written and oral/speech communication skills to organise and deliver information to effectively communicate to determine project cost to a range of stakeholders/interested people.
· Skills to measure actual expenditure against budget.
· Skills to use cost analysis methods and tools to analyse cost variations and evaluate alternative actions.
· Skills to maintain financial objectives through monitoring agreed actions.
· Skills to prepare accurate financial reports.
· Skills to conduct project finalisation activities.
· Skills to evaluate the effectiveness of project cost management through review of project outcomes.
· Skills to identify and review cost management issues in the current project and document the improvements for these issues.


	Task instructions

	· This is an individual assessment. 
· To ensure your responses are satisfactory you should consult a range of learning resources and other information such as handouts, textbooks, learner resources etc. 
· The student must be concise, to the point and write answers according to the given word limit to each question and not provide irrelevant information. 
· You must write your responses in your own words.
· You will be required to complete all parts of this assessment task.
· This assessment task requires you to assume/ take on the role of a Project Manager at your training organisation. 
· You are required to do complete a set of activities given in the assessment task.
· You must use the templates provided to document your response. 
· Time allowed to complete the brainstorming session is 10 -15 minutes.
· Word limit to complete each activity is provided in the attached templates.






Simulated Environment

Assessment task instructions 
· The purpose of this assessment task is to identify, analyse and refine project costs to produce a budget, and to use this budget as the principal mechanism to control project cost.  
· The training organisation must ensure that the simulated assessment environment is in accordance with the requirements specified. 
· The training organisation will assign a supervisor to the student. 
· The training organisation will provide the resources required to complete the assessment task.  
· 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.  

Simulated environment requirements
	Assessment task environment  
This assessment task will be completed in a simulated environment prepared by your training organisation. 
The simulated environment will provide you with all the required resources (such as the equipment and participants, etc.) to complete the assessment task. The simulated environment is very much like a learning environment where a student is able to practice, use and operate appropriate industrial equipment, techniques, practices under realistic workplace conditions.  
Requirements for the simulated assessment environment
The trainer/assessor will ensure that the simulated assessment environment is sufficient to complete this assessment task.
The simulated environment consists of:
· The training organisation as the workplace where the student will be required to complete their job-related tasks and activities 
· The standard operating/workplace procedures related to the training organisation
· The trainer/assessor will provide the student with assistance throughout the assessment activity.
The simulated environment must meet the following criteria:
	Opportunities for the student 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

	Simulated environment to work with others in a team
	Select

	Simulated environment sufficient to communicate, contribute and participate in tasks and activities.  
	Select

	Simulated environment sufficient to work independently and manage workload
	Select


Resources, tools, and equipment requirements
The following resources, tools and equipment will be made available by the training organisation at the simulated workplace to complete this assessment task: 
· Workplace personnel/stakeholders to participate in the questioning session requires active participation in a range of creative thinking activities 
· Please refer to the roles and responsibilities section for more information 
· workplace documentation and resources, including budgets and other financial documents.
Simulated assessment scenario
You are required to identify, analyse and refine project costs to produce a budget, and to use this budget as the principal mechanism to control project cost. You are required to read and understand a predetermined issue and/or situation and participate in a number of assessment activities. 
The following are the goals and objectives to complete this assessment task: 
· Determine project costs
· Identify resource requirements for individual tasks identified in the work breakdown structure in consultation with relevant stakeholders
· Estimate project costs for project budget to be prepared within agreed tolerances
· Develop a project budget
· Develop a cost-management plan for project finances according to scope of responsibility
· Monitor and control project costs
· Implement agreed financial-management processes and procedures for monitoring actual expenditure against budget
· Identify cost variations and evaluate alternative actions
· Implement and monitor agreed actions for maintaining financial objectives
· Provide accurate and timely financial reports
· Complete cost-management processes
· Conduct activities to signify financial completion according to task and organisational requirements
· Review project outcomes using available records
· Review cost-management issues and document improvements
A supervisor will be assigned to you by your training organisation. The supervisor can answer your questions related to understanding the requirements associated with the assessment task. The supervisor will act according to job role and responsibilities. 
The supervisor can be your trainer or assessor or a different trainer or assessor or a staff member (including mentors) from the training organisation. 
Roles and responsibilities 
As part of your job role, you have the following job responsibilities: 
· Interprets and analyses textual information from a range of sources
· Reviews and interprets information related to budget
· Drafts and develops documents using appropriate format and language for context
· Participates in verbal exchanges using clear language and appropriate tone and syntax to provide relevant information
· Uses active listening and questioning to elicit views and opinions of others
· Uses mathematical formulae to calculate resources against predetermined budgets, solve variances and finalise project costs
· Adheres to organisational policies and procedures and understands responsibilities of own role
· Selects and uses appropriate conventions and protocols when communicating with internal and external stakeholders to confirm requirements, seek guidance or share information
· Plans and schedules complex activities, monitors implementation and manages relevant communication
· Monitors actions against goals, adjusting plans and resources where necessary
· Uses analytical skills to review and evaluate process and decide on future improvements
· Uses digital applications to access, organise, integrate and share relevant information in effective ways
Task requirements
This assessment task requires you to identify, analyse and refine project costs to produce a budget, and to use this budget as the principal mechanism to control project cost. The assessment activities are mentioned within the assessment task. 





Assessment Task 2 - Project
[bookmark: _Hlk503884001]
Project

Task: 

Case study: Marketing seminar to promote the services provided by your training organisation 

The following information reflects the details of the marketing seminar to be conducted to associate educational agents with the training organisation. . The audience that will be attending this seminar will be decided by your trainer. The following audiences are suggestions only:

· Training organisations registered to deliver to international students: Education Agents
· Training organisation registered to deliver to domestic students: Career Advisors 

Purpose of the seminar and expected outcomes

· Promote courses offered provided by the training organisation. 
· To discuss the marketing strategies that can be implemented by them to attract students. 
· Build networks with education agents to increase sales. 
· Build relationships with them to work in future as their training partners. 

Seminar themes

· Provide information regarding effective marketing strategies to promote training organisation courses. 
· Social media marketing to support education agent business. 

Seminar-style

· A formal seminar conducted to promote the courses provided by the training organisation. The seminar will be a 3 hour event with one break. 
· Teleconferencing must be present for collaboration with parties unable to attend face-to-face. 

Conference time and venue: 

· The conference will be held in 2 months from today, from 1.00 pm to 4.00 pm. 
· Venue: Requires a location in your state that is easily accessible using public transport. The venue must be able to accommodate up to 10 people. 
· The venue must have conference equipment such as microphones, projectors, electronic whiteboard and screens for projecting.
· The venue must provide catering services, including afternoon tea. 

Draft conference program 

· The conference must be a mix of formal and networking sessions. 
· The conference must include an afternoon tea break (30 min). 

Recommended speaker 

· The Marketing Manager of the training organisation. 
· An External Social Media Marketing Expert

Target participant profile

· Education agents or Careers Advisors
Proposed budget content and timelines

· Estimated number of participants will be 12 people. Ten participants will join the seminar at the venue. Others will join using teleconferencing. 
· Total budget allocation: $1,000. 
· Registration for the project will be free.
· The budget must include the following costs: 
· [bookmark: _Hlk39567283]Marketing cost for advertising the seminar. 
· Catering cost. 
· Equipment cost 
· Labour costs: 2 employees working at $45/hour 
· Other costs involved. 
· Teleconferencing cost. 
· Budget variances of up to 5% can be accommodated but must be reported. 
· The conference must be held on a weekday. 

Note: The costs have only been given for reference purpose. Alternatively, the training organisation can change the cost figures based on their requirements. 

Work breakdown structure 

	Tasks
	Timeline (2 months)

	1. Venue
0. Get quotes for the following: 
0. Venue accommodation 
0. Equipment 
0. Catering  
0. Book venue, equipment and catering 
	Two months before the seminar 

	1. Develop a project budget. 

	One and a half months before the conference 

	1. Promote seminar using marketing material. 

	One and a half months before the conference

	1. Registration for the seminar. 
3. Create a registration process for education agents. 
3. Send them invitations. 
	One month before the seminar. 

	1. Decide topics for discussion related to the following topics and prepare the presentation. 
4. Effective marketing strategies to promote training organisation courses. 
4. Social media marketing to support education agent business. 
	Fifteen days before the seminar. 

	1. Control costs related to the project 

	On the date of the seminar 

	1. Monitor costs and identify cost variations

	On the date of the seminar

	1. Complete cost-management processes
	One week after the seminar




Marketing strategies to be used to promote the seminar

· Newsletters. 
· Social media channels such as Facebook, Instagram
· Search engine advertising (SEA) 


Registration

· [bookmark: _Hlk39620734]Each attendee will register separately.
· A confirmation email will be sent to the participants. 
· Participants will be given nametags at the door and ticked off on an attendance sheet. 

Project cost control policy and procedures 

· Project costs will be monitored on the week to week basis. 
· Any variation below 5% will be reported as variance, and an explanation of the cause is to be provided. 
· The Academic Manager must approve further variations to cost. 
· If variations go above 30%, the project must be stopped and reconsidered. 
· The project cost management plan must be updated based on the cost variation. 

Project

Your training organisation has assigned you as ‘Project manager’ for this project. They want you to identify, analyse and refine project costs to produce a budget, and to use this budget as the principal mechanism to control project cost.

As part of your job role, you have the following job responsibilities: 

· Determine resources against budgetary frameworks in collaboration with the stakeholders. 
· Prepare project budget and project cost-management plan. 
· Monitor project’s cost variation over its lifecycle and analyse possible alternatives to address the identified cost variations. 
· Record expenditure and create accurate financial reports and review cost management processes.  

To demonstrate competency in your job responsibilities, you need to complete the following activities: 
· Activity 1: Determine resource requirements 
· Activity 2: Prepare project budget 
· Activity 3: Develop a cost-management plan
· Activity 4: Monitor and control project costs
· Activity 5: Prepare financial reports
· Activity 6: Report on the effectiveness of project cost management processes

This project must be completed by following the “Project Work breakdown” structure provided in the case study. 



Activity 1: Determine resource requirements 

Scenario: 

As per the organisational policy and procedures, you are required to review the work breakdown structure and determine the resource requirements in consultation with the project stakeholders. 

Activity:

This activity requires you to review the work breakdown structure and determine resource requirements in consultation with the project stakeholders. To do so, you need to conduct a brainstorming session with the following project stakeholders: 

· External marketing consultant
· Seminar administrator 
· Finance Manager 

Your trainer/assessor will play the role of the Seminar administrator, and the role of Marketing Manager will be allocated to a staff member of your training organisation. 

When participating in the brainstorming session, you must: 

· Use clear language and appropriate tone and syntax to provide relevant information. 
· Use active listening and questioning to elicit views and opinions of others.
· Use appropriate conventions and protocols. 

Before the brainstorming session, you must analyse individual tasks in the work breakdown structure. 

During the brainstorming session, you are required to: 

· Discuss the individual tasks in the work breakdown structure. 
· Elicit your views regarding the resource requirements for each task based on the different phases. 
· Seek guidance from the stakeholders. 

During the brainstorming session, the stakeholders will: 
· Provide input and guidance on the resource requirements. 
· Discuss their point of view. 

After the brainstorming session, you must complete the ‘Brainstorming session’ template provided. 


Template: A brainstorming session 

	Tasks
	Resource requirements 

	1. Venue
0. Get quotes for the following: 
0. Venue accommodation 
0. Equipment 
0. Catering  
0. Book venue, equipment and catering 
	

	1. Develop a project budget. 
	

	1. Promote seminar using marketing material. 
	

	1. Registration for the seminar. 
3. Create a registration process for education agents. 
3. Send them invitations. 
	

	1. Decide topics for discussion related to the following topics and prepare the presentation. 
4. Effective marketing strategies to promote training organisation courses. 
4. Social media marketing to support education agent business. 
	

	1. Control costs related to the project 
	

	1. Monitor costs and identify cost variations
	

	1. Complete cost-management processes
	





Activity 2: Develop a project budget

This activity requires you to develop a project budget. To develop a project budget, you need to:
 
· Get quotes for the following: 
· Venue accommodation 
· Equipment 
· Catering  
· Book venue, equipment and catering.  
· Use Bottom-up estimating to calculate project costs.
· Estimate project costs. 
· Take into consideration the resource requirements for each task. 
· Add 5% tolerance within the project. 
· Make sure the budget include the “Projected budget contents”.

You must use MS-Excel to prepare the project budget. 


Activity 3: Develop a project cost-management plan 

This activity requires you to develop a project cost-management plan. The key focus of this plan should be to ensure clarity of understanding and ongoing management of project finances. 

The project cost-management plan must include the following: 

· Introduction. 
· Cost management approach. 
· Measuring project cost. 
· Reporting format. 
· Cost variance response process. 
· Cost change control process. 
· Project budget. 

You must use the template provided to prepare the project cost management plan. 

	Cost Management Plan template
[bookmark: _Toc332205544]
Introduction (50-100 words)
The Cost Management Plan should clearly define how the costs on a project will be managed throughout the project’s lifecycle.  It will set the format and standards by which the project costs will be measured, reported and controlled.  Your Cost Management Plan should:
· Identify who is responsible for managing costs.
· Identify who has the authority to approve changes to the project or its budget
· How will cost performance be quantitatively measured and reported upon?
· Report formats, frequency and to whom they will be presented. 

Cost management approach (50-100 words)
In this section, you will explain your approach to cost management for your project.  
At what level of WBS will the cost be monitored? 
Determine which level of the WBS you can most effectively manage the project’s costs from.  

[bookmark: _Toc332205546]Measuring Project Costs (50-100 words)
This section will define how the project’s costs will be measured.  In this section, you should detail how you will measure the project costs.  What Earned Value measurements will be captured and reported upon?  Will you use any tools, such as project management software, to assist in achieving Earned Value metrics?  How will you forecast future project costs?  Will you review cost performance over time, across work packages or scheduled activities?

[bookmark: _Toc332205547][bookmark: _Toc212983619]Reporting Format (30-50 words)
This section will define how cost management will be reported. 

[bookmark: _Toc332205548]Cost Variance Response Process (50-100 words)
This section of the Cost Management Plan will define the control thresholds for the project and what actions will be taken if the project triggers a control threshold.

[bookmark: _Toc332205549]Cost Change Control Process (30-50 words)
Typically, the change control process follows the project change control process.  If there are special requirements for the cost change control process, they should be detailed in this section.

Project budget 
Include the project budget prepared in Activity 2.




Activity 4: Monitor and control project costs 

Scenario: 

The project budget and cost management plan have been finalised. The management wants you to monitor and control costs for this project to ensure that the project is completed within the assigned budget. The training organisation wants you to achieve the following financial objectives: 

· Ensure that the actual expenditures are not above the projected budget. 
· The variance for each individual task does not exceed by 5%. 

Your training organisation have the following financial-management processes and procedures to monitor actual expenditure against budget: 

· The project manager will track spending for each activity on a day-to-day basis. 
· The actual costs must be recorded against the projected budget for each item. 
· Comparisons are to be made between the actual costs incurred and projected costs to identify variances 

Activity: 

This activity requires you to monitor and control project costs. This activity must initiate after the project budget and cost management plan are finalised. 

To complete this activity, you need to work with the team members from different departments that are involved in each task for this project. 

This activity will take place until the date of the seminar. 

The purpose of doing this is to ensure that the costs are monitored and controlled for each task. 

To do so, you need to: 

· Record the spending against the project budget prepared in Activity 2.
· Monitor the actual expenditure for each item against the project budget. Implement financial management processes and procedures given in the scenario. 
· Prepare another column to document the variations. 
· Select and use cost analysis methods such as Activity-Based Costing to identify cost variations and evaluate alternative actions. 
· Implement and monitor ‘Project cost control policy and procedures’ to maintain financial objectives. 

Your trainer/assessor will observe you completing this activity. 
You must also submit the MS Excel “Project variance” sheet. The MS Excel “Project variance” sheet must be prepared by following the format of the template given below. 

MS Excel “Project variance” template: 

	Budget items
	The projected budget for each item
	Actual expenditure
	Variance
	Alternative actions for the identified variance

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Effectiveness of ‘Project cost control policy and procedures. Provide reason for your response. (50-100 words)

Refer - Activity 4 - Forecast. 

Each month the project forecast is reviewed - this looks at the projected budget for each item (cost code) and inputs the actual expenditure (via a jopbac - input sheet). The variance is then reported as a movement from the previous month, whilst also showing overall project variance. Comments are made against any large variances (positive or negative sums) to explain the reason for the significant movement from budget. 






Activity 5: Prepare financial reports 

This activity requires you to prepare the following financial reports: 
· Projected profit and loss statement. 
· Actual profit and loss statement.
· Variance report for each task. 

This activity is to be undertaken after the seminar is completed. 

To prepare the financial reports, you need to analyse the outcomes of previous activities. 

You must: 

· Prepare the financial reports in MS Excel. 
· Use the format of the template provided. 

Projected profit and loss statement template:

	Projected profit and loss statement

	Projected Revenue 
	

	
	

	
	

	Projected Expenses 
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Projected Profit/loss
	



Actual profit and loss statement template:

	Projected profit and loss statement

	Actual Revenue 
	

	
	

	
	

	Actual Expenses 
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Actual Profit/loss
	



Variance report: 

	Variance report

	
	Projected
	Actual
	Variance 

(Favourable/Unfavourable

	Revenue 
	
	
	

	
	
	
	

	
	
	
	

	Expenses 
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Profit/loss
	
	
	





[bookmark: _Hlk39629000]Activity 6: Report on the effectiveness of project cost management processes

This activity is a continuation of previous activities. 

This activity requires you to conduct the Post Implementation Review (PIR) to carefully analyse the cost management processes implemented during the seminar project management by you. 

When conducting the Post Implementation Review (PIR), you are required to: 

· Review project outcomes using the following to determine the effectiveness of project cost management: 
· Budgets 
· Profit and loss statements 
· Variance report
· Review cost-management issues that occurred during the project implementation. 

After conducting the Post Implementation Review (PIR), you are then required to prepare a report on the effectiveness of project cost management processes. The report must include the following: 

· Effectiveness of the project cost management based on the review conducted. 
· Cost management issues. 
· Improvements required. 

You must prepare the report using the template provided. 



Performance Criteria/Performance Checklist
	[bookmark: _Hlk93485644]Your 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)

	1. Appropriate and professional body language, gestures and tone.
			

	1. Determined resource requirements of individual tasks as per the work break down structure.
			

	1. Estimated project costs and prepared project budget.
			

	1.  Prepared cost management plan including:
· Project costs
· Cost control
· Change control
			

	1. Monitored expenditure in the project against the budget using financial management processes and procedures. 
			

	1. Identified cost variations in the project using cost analysis methods and evaluated alternative actions.
			

	1. Monitored agreed action on cost management to maintain financial objectives.
			

	1. Prepared accurate financial reports
			

	1. Completed project finalisation activities including:
1. Reviewed project outcomes.
1. Determined the effectiveness of cost management.
1. Reviewed cost management issues.
1. Suggested improvements for cost management issues.
			



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 
	5/06/2023

	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) __________________________________




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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