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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:
	0409627796

	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:
	BSBPMG531

	Name: 
	Manage project time

	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:   ________________________________


Date:  23/05/2022


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)

	Assessment task 3
	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 Training Organisation’s 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 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 student’s knowledge essential to manage time during projects & knowledge regarding the following: 
1. Knowledge of estimation techniques to determine task duration and resource effort
1. Knowledge of procedures for identifying critical path
1. Knowledge of procedures for managing project baselines, establishment and variance
1. Knowledge of project life cycle phases
1. Knowledge of best-practice time management methodologies, their capabilities, limitations, applications and outcomes
1. Knowledge of key tools for project scheduling
1. Knowledge of work breakdown structures and how they apply to project schedules.


	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:
	A) Describe the five (5) techniques used for estimating the resource effort in a project. Answer in 150- 200 words.
B)  Describe any five (5) techniques used in estimating activity durations in a project. Answer in 100 – 150 words.
	Satisfactory response

	
	
	Yes 

	No 


	Estimating the resource effort
Expert judgment - this technique seeks information from the experts i.e. those who are experts in the field of a particular project or resource task. 
Alternative analysis - exploring alternative ways (perhaps not your first thought) to achieving a certain task. i.e. exploring numerous suppliers, plant/machines which could do the job etc. Brainstorming alternative resources/ways to do an activity may lead to a more efficient way of doing something, or may provide a plan b should plan a fail during execution.  
Published estimating data - this technique uses published estimated data - i.e. a companies resource list for various tasks/productivity rates. 
Bottom-up estimating - estimating from the people doing the work. i.e. using the stormwater crew to estimate the plant/machinery/labour required to do the particular task. This estimating technique starts at the bottom and works its way up the work breakdown structure. Often quite accurate as it seeks the intel/knowledge of the crews who actually complete the work. 
Project management software - similar to the published estimating data, a resourcing technique which utilises project manager (built-in) resource/cost lists.  

Estimating activity durations
Expert judgment - uses expert knowledge in the field to predict the duration of the task. 
Analogous estimating - this technique uses collated estimate data from a companies records for durations of similar tasks/activities. i.e. productivities from another job or previous works on the job. 
Parametric estimating - multiplies the quantity of work by the time productivity rate to achieve today duration. 
Three-point estimating - uses the following formula tE = (tO + 4 * tM + tP) / 6 which uses the most optimistic duraction (o), most pessimistic duration (p) and the duration most likely/to be expected (m) to calculate the expected duration. 
Group decision-making techniques - uses the knowledge and experience of a group of people to determine the durations of tasks. 




	Q2:
	Describe the procedure to identify the critical path in a project. Answer in 150- 200 words.
	Satisfactory response

	
	
	Yes 
	No 

	The critical path can be identified by first using the work breakdown structure to list out all the required activities to achieve the project from start to finish. 
The next step then involves linking/creating dependencies between the tasks i.e. a certain task can’t start until another one is complete (start-start SS, start-finish SF, fnish-finish FF, finish-start FS). 
With the nominated dependencies, durations should then be set/built into the program for each activity. 
The critical path is then the route along a project’s program with the longest total duration. Ie see below whereby the critical path is shown in yellow. 
Delays associated with any of these tasks on the program with result in an equal overall delay to the project finish date. 
The process for finding the critical path can be done manually, however for larger projects (construction) it is usually calculated using a program (i.e. P6 Asta powerproject)  
[image: Steps to calculate the critical path manually]

	Q3:
	Describe the six (6) steps involved in managing changes to project baselines. Answer in 50 – 70 words.
	Satisfactory response

	
	
	Yes 
	No 

	Determine scope of the change: what is the change and what are the effects of the change. What’s effect on cost, time, quality..
Preliminary analysis: Re-baseline - see and consider the overall impact of the project as a result of the proposed change. Is the proposed change right for the project? 
Determine how to incorporate the change: create an implementation plan of how to implement the change.  What’s effect on cost, time, quality..  
Gain approval (or rejection) of the change: Record in change request form/log - captures the change, description, date and impact. Evaluated and approved by management team. 
Communicate and implement the change: Re-baseline the project plan. How does the change impact the project plan? 



	Q4:
	Describe the different phases of the project lifecycle. Answer in 150- 200 words.
	Satisfactory response

	
	
	Yes 
	No 

	1. Initiation Phase: where the project objective is identified and documented. Viable solutions to the project/task can help form a feasibility study which also addresses the suitability of the project. Once a suitable plan is produced,  the team is built and approval is granted to move onto the next phase. 
2. Planning Phase: this is where the detail comes in. A project plan is developed which identifies the work steps, resource requirements, dependencies, means for stakeholder communication,  timeframes and budget. The planning phase also considers quality management and risk management - possible project hurtles and actions to either reduce the probability of the risk or reduce its impact to the project if it does occur.
3. Implementation (Execution) Phase: in this phase the planning phase is put into motion and the tasks performed. Progress is monitored against program and any adjustments/ variations are recorded. Status reports are done periodically to review and update the projected completion cost, finish date, and deliverable outcomes. 
4. Closing Phase: essentially initiates the end to the project, where resources are terminated, tasks finalised and the project delivered to the client. Lessons-learned handover provides an overview for future projects to establish and get an insight into what went well and what didn’t. 

	Q5:
	Describe any five (5) best practice time management techniques used in project management. Explain each technique in 20 – 40 words.
	Satisfactory response

	
	
	Yes 
	No 

	1. Avoid distractions: create a space with minimal distractions. 
2. To do or list making: Break down a task at hand or your workload by creating to-do lists. Then prioritise these tasks, starting with the more complex ones.
3. Estimate and track time accurately: estimate how much time it will take to complete each task, including buffer times for unforeseen events. 
4. Create a schedule: create a project schedule, which includes all tasks and their duration i.e.  Gantt charts. Adding in a critical path helps visualize which tasks are most important.
5. Delegate: share your workload with others. Recognise the skills/knowledge of your colleagues and delegate in a best for project manner. 



	Q6:
	List any six (6) project scheduling tools and techniques and explain each in 1 – 2 sentences.
	Satisfactory response

	
	
	Yes 
	No 

	1. Project management software/PMBOK : Project Management software or PMBOK (PM Body of knowledge) are resources to help deliver effective project management and scheduling. 
2. Expert judgement: use expert knowledge to estimate times, resources etc to build into your WBS.  
3. Applying leads and lags: identify and schedule potential advance or delay of activities 
4. Dependency determination: determine which activities are dependent on one another
5. Scheduling templates/tools: use pre-made scheduling templates tools (i.e. MS project, ASTA). 
6. Resource optimisation: resource leveling (adjust completion/start dates to suit available resources), resource smoothing or reverse resource allocation (what resources are needed)


	Q7:
	Describe work breakdown structure and its application to project schedules. Answer in 100 – 150 words.
	Satisfactory response

	
	
	Yes 
	No 

	The WBS breaks down the high level project into smaller, more manageable work packages. The WBS should compile a complete list of all work packages required to complete the project. 
The schedule is then build up from the WBS by adding in further details to each smaller work package. 
· Define the activities required to achieve the work packages;
· Organise these activities into a sequence;
· Assign order and dependencies. Assign relationships (if any) between tasks).
· Assign resources, durations. Use expert knowledge or estimating data. 
All the above information helps to form the project schedule and results in the project’s initial baseline being set. 
 

	Q8:
	Outline any five (5) considerations in the estimation of duration and effort of a project, sequences and dependencies of tasks. Explain each consideration in 10 – 30 words. 
	Satisfactory response

	
	
	Yes 
	No 

	1. Budget: Is the budget of the project the biggest driver? Are resource lists/dependencies restricted by the project’s overall budget?  
2. Time constraints: is there an absolute deadline to the project that requires appropriate resources to be considered? Is time less of a factor so other considerations can be more highly prioritised? 
3. Resource constraints: what resources are available and how much of the resource is available? If multiple tasks require the same resource, which takes priority? 
4. Quality requirements: are certain quality requirements a main factor (specifications etc). Does this result in activity durations requiring extra? Do quality hold points need to be included in durations (i.e. MRTS specifications for 3 days curing prior to stripping formwork). 
5. Environmental factors: do environmental factors need to be considered in the sequencing of tasks. Can certain tasks not commence until environmental controls have been addressed/constructed? 

	Q9:
	What are the six (6) ways to measure progress of activities in a project? Answer in 150 – 200 words.
	Satisfactory response

	
	
	Yes 
	No 

	1. Count the units completed: more suitable to projects where tasks are similar in value/size i.e. if the project was to construct 100 wind turbines and 40 were installed then we’d we looking at being 40% complete. 
2. Note the start/finish percentage for individual activities: review start/end dates for each activity which is then associated with a percentage complete for each task. 
3. Note the percentage complete for particular milestones: i.e. installing a stormwater line where 25% is allocated to excavation, 40% to laying the pipe, 30% to backfilling and 5% to testing. If the status of the activity was laying of pipe complete, then they’d be at 65% complete for that task. These percentages would be set at the start of the job (in WBS/schedule). 
4. Cost ratio: could be measured from cost to complete, or progress claims, or earned value measurements. 
5. Experience/Opinion: based on the experience/knowledge of the team to determine/assign the progress of each activity. 
6. Weighted or equivalent units: where each task is weighted on an estimated level of effort regarding labour/resource/monetary value. Then converted to reflect value in units. 

	Q10:
	A: Define schedule impact analysis in 1-2 sentences. 
B: List any five (5) types of schedule impact and describe each in 30 -50 words. 
	Satisfactory response

	
	
	Yes 
	No 

	Schedule impact analysis is the process of quantifying and allocating the effect of delay or change on the project schedule. 
1. Delays: a loss in time to the project where either an event occurs which prevents the project tasks from occurring (i.e. wet weather) or slows the work down (i.e. unforeseen ground conditions). 
2. Disruptions: impacts to the project task activities which alters the planned process or flow which was expected at the time of tender resulting in increased costs, time, resourcing. 
3. Change: changes to the original planned project at tender which result in requiring extra resources (i.e. time, cost, labour). Changes can be directed or result from constructability issues. 
4. Suspensions: written direction from higher level to stop work. Should the contractor not be responsibility for the suspension, then time/cost lost as a result can be sought. 
5. Termination: again a written direction to terminate the project/works all together. How and when termination of a contract can be acted on should be stipulated in the contract. 

	Q11:
	A) What is the importance of project review? Answer in 100 – 150 words.

B) What is the importance of updating the agreed schedule changes? Answer in 100 – 150 words.
	Satisfactory response

	
	
	Yes 
	No 

	Project review information can be used to track consistent performance of a project and its tasks across the course of the project i.e. status update. It can also provide useful information to base future project decisions, with well tracked data to base larger decisions on. Estimators can also use the recorded information to estimate time, cost and resource requirements for projects of a similar type when tendering for new projects. Similarly a Project Manager can take this wealth of knowledge to their next project. 
Project changes can affect the project in ways where it incurs additional (or less) cost or time. When considering a change, it is relatively easy to analyse and understand the effect of the change individually. However the change can affect multiple resources as tasks are often linked simultaneously, or dependent on other tasks and other resources. It is therefore important to ‘re-baseline’ and update the project with the agreed schedule changes to see the effects of the change on each task and the overall project and ensure that the overall objctives of the project are still met. 

	Q12:
	What is the importance of contingency planning in developing responses to potential or actual schedule changes? Answer in 50 – 70 words.
	Satisfactory response

	
	
	Yes 
	No 

	A contingency plan is important as it allows a project to be prepared in the event of unplanned events and changes. The contingency plan allows the project to continue/restore to a level of operation as soon as possible after a schedule change and can include having the available resources to respond and implement change. 

	Q13:
	A: What is project evaluation? Describe it in 30 – 50 words.
B: List any five (5) principles of project evaluation.  
	Satisfactory response

	
	
	Yes 
	No 

	Project evaluation helps determine the success and impact of projects, programs, or policies within a team. It involves gathering information to evaluate the processes occurring on a project and its outcomes. It can prompt changes, detect patterns, and help plan and report.  
Project evaluation principles can include: 
· Seek to improve performance;
· Contribute to organizational and team learning;
· Share project participation and build relationships with stakeholders;
· Focus on results;
· Use credible/ethical processes.

	Q14:
	A) Describe any eight (8) reasons for time management issues in project management. Answer in 50 -100 words.
B) Explain time management and its implications on project resources, costs and risks in 70 – 100 words.
	Satisfactory response

	
	
	Yes 
	No 

	Reasons for time management issues on a project can include: 
· Insufficient project planning
· Poor estimation: task durations not correctly or sufficiently assigned 
· Insufficient systems set up to complete the project 
· Insufficiently utilising lead times, float etc in the project. 
· Not having the right people to perform the task. Or not appropriately recognising when technically tasks require particular knowledge to keep things moving. 
· Not identifying the critical path or not updating it as changes are implemented 
· Wasting time at project team meetings where time is spent just ‘talking’ and not ‘acting.’ 
· Micromanaging team members and project issues where you team are competent/chosen for the project for their skills. 
Time Management is the ability to organise, plan and prioritise the time spent on activities in a day/week/period of time and the result of good time management is increased effectiveness and productivity. 
Ineffective time management can have a negative impact on time with corresponds to an effect on the cost, resourcing, and scope of the project. It can also lead to increased stress and frustration to the project team. If time is not managed correctly then the project can be at risk of not effectively adapting to change causing further damages to the projects overall success. 


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
	

	Date 
	11/05/2022

	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 (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 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 Training Organisation’s 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 is a project. 
•	You must do the following activities in this assessment task:
A. Develop project schedule. 
B. Participate in an interactive role play on achieving an agreement over schedule baseline.
· 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:


	6. This assessment task may be completed in: 

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

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

	  Purpose of the assessment


	This assessment task is designed to evaluate your following skills and abilities: 

· Skills to create work breakdown structure and estimate duration and effort, sequence and dependencies of tasks to achieve project deliverables and enable effective planning and control.
· Skills to identify schedule impact on project time management, resource requirements, costs and risks by using project management tools and techniques.
· Skills to achieve an agreed schedule baseline.
· Skills to communicate about schedule with stakeholders.
· Reading skills to collect, review, interpret/understand and analyse/review text-based business information from a range/number of sources.
· Written and oral/speech communication skills to organise and deliver information to effectively communicate on determining project schedule to a range of stakeholders/interested people.
· Numeracy/numbers- mathematical skills to interpret/understand mathematical data when reviewing and analysing scenario/setting-situation business information. 
· Skills to work independently/freely as well as collaboratively/together to make decisions about determining project schedule.
· Skills to interact/cooperate with others using appropriate conventions/systems when communicating to, and consulting/discussing with stakeholders/interested parties.
· Ability/Skills to sequence/in order and schedule/plan activities and manage communication.
· Skills to analyse relevant/appropriate information to identify scope/range of work, goals and objectives and to evaluate/review options/other choices.
· Skills to use familiar/known digital technology to access/get to information, document findings/results and communicate them to stakeholders.


	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. 
· This assessment task requires you to assume/take on the role of a Project manager at Wilson and Jones marketing and advertising company.
· You are required to do following activities in this assessment task:
A. Develop project schedule. 
B. Participate in an interactive role play on achieving an agreement over schedule baseline.
· Activity A of this assessment task requires you to develop project schedule using project management software (specified by your RTO).
· You must consider project milestones given in the scenario to prepare project schedule. 
· Activity B of this assessment task requires you to participate in an Interactive role play, assuming the role of the Project Manager at Wilson and Jones, marketing and advertising company, detailed in the given scenario. 
· Time allowed for interactive role play is 10 -15 minutes.
· Your Trainer/Assessor must assess the performance as per the performance criteria and checklist provided.
· This activity will require you to participate in an Interactive role play, assuming the role of the Project Manager at Wilson and Jones, marketing and advertising company, detailed in the given scenario. 
· You will be required to prepare and present a handout about this information to all team members/trainer/assessor. 
· The Trainer/Assessor will act as the Project Sponsor and three other students will act as the IT Manager, the Sales Manager and the Contract Manager respectively.
· Your assessor will assess your work according to the given performance criteria/performance checklist. 
· You may attach a separate sheet if required.




Simulated Environment

Assessment task instructions 
· The purpose of this assessment task is to manage time during projects. 
· 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 
· examples of project schedules, reports and feedback from project stakeholders regarding time management.
Simulated assessment scenario 
You are required to manage time during projects. 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 schedule
· Develop work breakdown structure with sufficient detail to enable effective planning and control
· Estimate duration and effort, sequence and dependencies of tasks, to achieve project deliverables
· Use project scheduling tools and techniques to identify schedule impact on project time management, resource requirements, costs and risks
· Contribute to achieving an agreed schedule baseline and communication of the schedule to stakeholders
· Implement project schedule
· Implement mechanisms to measure, record and report progress of activities according to agreed schedule
· Conduct ongoing analysis to identify baseline variance
· Analyse and forecast impact of changes to the schedule
· Review progress throughout project life cycle and implement agreed schedule changes
· Develop responses to potential or actual schedule changes and implement them to maintain project objectives
· Assess time management outcomes
· Review schedule performance records to determine effectiveness of time management activities
· Identify and document time management issues and recommend 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: 
· Identifies, interprets and analyses textual information obtained from a range of sources
· Drafts and develops documentation required for project scheduling and reporting using appropriate formats and language
· Participates in verbal exchanges using clear and detailed language and appropriate non-verbal features to convey expectations and advise others on progress
· Calculates time requirements for project scheduling
· Uses basic mathematical formula to determine costs and other necessary resources
· Identifies requirements of important communication exchanges, selecting appropriate channels, format, tone and content to suit purpose and audience
· 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 manage time during projects. The assessment activities are mentioned within the assessment task. 


Assessment Task 2: Project
[bookmark: _Hlk24619595][bookmark: _Hlk25135633][bookmark: _Hlk496533070]Scenario: Student must refer to the case given in Annexure 1 and additional scenario given in the task.
Task: 
[bookmark: _Hlk498778159]A) Develop project schedule
The project manager decides to develop the project schedule as per the task requirements. He needs to create the work break down structure for all tasks and subdivide the individual tasks so that he can develop project schedule accordingly, estimate duration and effort for each task and then determine the impact of project schedule on project time management, resource requirements, costs and risks. The following milestones are noted by the project manager:
	S.No.
	Phase
	Milestone

	1.
	Internal analysis
	Overview of the user processes for collecting, entering, analysing and using CRM data.

	2.
	System configuration
	Purchase CRM, determine hardware and peripheral requirements.

	3.
	Data preparation and cleansing
	Remove of all existing client data to fill gaps and remove duplications.

	4.
	Development
	Configuring system settings such as date formats, currency etc.

	5.
	Testing
	Infrastructure and system testing

	6.
	Training and support
	Schedule and deliver administrator and user training.



Student must assume himself/ herself as the Project Manager and prepare project schedule using planning software (as specified by the RTO).
Project schedule must incorporate the following points:
PRJ2.1: Create a work breakdown structure (up to at least three levels) for the project including:
· Tasks
· Milestones
[bookmark: _Hlk497753900]PRJ2.2: Develop an estimate of duration and effort for each task of the project as well as task sequences and dependencies using work bread down structure.
[bookmark: _Hlk497751057]PRJ2.3: Determine the impact of project schedule using project scheduling techniques and tools such as critical path analysis and schedule network analysis.

B) Participate in an interactive role play
The project manager is going to finalise the schedule baseline. He wants to achieve an agreement from all important stakeholders on the schedule baseline. So, he decided to interact with them through a presentation. 
Student must assume themselves as the Project Manager and participate in an interactive role play on achieving an agreement for schedule baseline. The trainer / Assessor will act as the Jamie Anderson, the Project Sponsor and three other students will act as Rick Shepperton, the IT manager, Chris Andrews, the sales manager and John Gayle, the contract manager respectively.
Interactive role play must incorporate following point: 
PRJ2.4: Get an agreement over schedule baseline by discussing about the resources required and timelines to complete individual tasks. Submit the approved baseline schedule to the relevant stakeholders (Trainer/ assessor) through E-mail.
Performance Criteria/Performance Checklist
	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. Created work breakdown structure with sufficient detail showing the ability to develop project schedule with effective planning and control.
			

	1. Developed an estimate of duration and effort for each task of the project as well as task sequences and dependencies using work break down method.
			

	1. Demonstrated ability to use project scheduling tools professionally and utilised it’s features appropriately to identify resource requirements, costs and risks associated with the project. 
			

	1.  Displayed good understanding of project schedule while discussing with relevant stakeholders and taking their approval for the Project Baseline Schedule.
			

	1. Ability to understand the questions and answering correctly.
			





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
	


	Date 
	11/05/2022


	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 – Project (PT)
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 Training Organisation’s 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 (PT)
	Assessment type 


	· Project 

	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 manage project scope control process in this assessment task. 
· [bookmark: _Hlk497222341]You are required to do following activities in this assessment task:
1. [bookmark: _Hlk497731011]Implement project schedule.
1. Participate in an interactive role play on developing responses to schedule changes.
1. Prepare a report by assessing time management outcomes.
· 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:


	8. This assessment task may be completed in: 

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

9. 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 your following skills and abilities: 

· Skills to monitor progress of project and implement agreed schedule changes.
· Skills to respond to schedule changes and implement the responses to maintain project objectives.
· Skills to evaluate effectiveness of time management activities through analysis of schedule performance records.
· Skills to identify time management issues and ways to improve these issues.
· Reading skills to collect, review, interpret/understand and analyse/review text-based business information from a range/number of sources
· Written and oral/speech communication skills to organise and deliver information to effectively communicate implementation of project schedule to a range of stakeholders/interested people.
· Numeracy/numbers- mathematical skills to interpret/understand mathematical data when reviewing and analysing scenario/setting-situation business information 
· Skills to work independently/freely as well as collaboratively/together to make decisions about implementation of project schedule and assessing time management outcomes.
· Skills to interact/cooperate with others using appropriate conventions/systems when communicating to, and consulting/discussing with stakeholders/interested parties.
· Ability/Skills to sequence/in order and schedule/plan activities and manage communication.
· Skills to analyse relevant/appropriate information to identify scope/range of work, goals and objectives and to evaluate/review options/other choices.
· Skills to use familiar/known digital technology to access/get to information, document findings/results and communicate them to stakeholders.


	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. 
· This assessment task requires student to assume/ take on the role of a Project manager at Wilson and Jones marketing and advertising company (Business case (refer to Annexure 1)).
· You are required to do following activities in this assessment task:
1. Implement project schedule.
1. Participate in an interactive role play on developing responses to schedule changes.
1. Prepare a report on assessing time management outcomes.
· You must write your responses as per the provided template to you.
· Word limit to complete the report (part C) is 150-200 words.
· Your Trainer/ assessor must assess the performance as per the performance criteria and checklist provided.
· This activity will require you to participate in an Interactive role play, assuming the role of the project manager at Wilson and Jones, marketing and advertising company, detailed in the given scenario. 
· You will be required to prepare and present a handout about this information to all team members/trainer/assessor. 
· You may attach a separate sheet if required.




Simulated Environment

Assessment task instructions 
· The purpose of this assessment task is to manage time during projects. 
· 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 
· examples of project schedules, reports and feedback from project stakeholders regarding time management.
Simulated assessment scenario 
You are required to manage time during projects. 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 schedule
· Develop work breakdown structure with sufficient detail to enable effective planning and control
· Estimate duration and effort, sequence and dependencies of tasks, to achieve project deliverables
· Use project scheduling tools and techniques to identify schedule impact on project time management, resource requirements, costs and risks
· Contribute to achieving an agreed schedule baseline and communication of the schedule to stakeholders
· Implement project schedule
· Implement mechanisms to measure, record and report progress of activities according to agreed schedule
· Conduct ongoing analysis to identify baseline variance
· Analyse and forecast impact of changes to the schedule
· Review progress throughout project life cycle and implement agreed schedule changes
· Develop responses to potential or actual schedule changes and implement them to maintain project objectives
· Assess time management outcomes
· Review schedule performance records to determine effectiveness of time management activities
· Identify and document time management issues and recommend 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: 
· Identifies, interprets and analyses textual information obtained from a range of sources
· Drafts and develops documentation required for project scheduling and reporting using appropriate formats and language
· Participates in verbal exchanges using clear and detailed language and appropriate non-verbal features to convey expectations and advise others on progress
· Calculates time requirements for project scheduling
· Uses basic mathematical formula to determine costs and other necessary resources
· Identifies requirements of important communication exchanges, selecting appropriate channels, format, tone and content to suit purpose and audience
· 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 manage time during projects. The assessment activities are mentioned within the assessment task. 


Assessment Task 3: Project (PT)
[bookmark: _Hlk497910853][bookmark: _Hlk24619846][bookmark: _Hlk25136028]Scenario:
[bookmark: _Hlk488673708]Student must refer to the given case study in Annexure 1, UAT1 and additional task given in the scenario.
Task: 
[bookmark: _Hlk498778832][bookmark: _Hlk497222583]A) Prepare a report.
In continuation with UAT2, the baseline schedule has been prepared and approved by all stakeholders. Six (6) months have passed, and the project is in full swing. As usually happens in most of the projects, there were variations in the estimates done during project baseline schedule preparation and actual performance owing to various compelling reasons. Following is the status of different milestones:
	S. No.
	Phases
	Milestone outcome

	1
	Internal analysis
	Completed as per the baseline duration

	2
	System configuration
	Completed with 10% extra time from baseline schedule

	3
	Data preparation and cleansing
	Completed with 5% extra time from baseline schedule

	4
	Development
	Completed with 3% extra time from baseline schedule

	5
	Testing
	Completed on time as per the baseline duration

	6
	Training and support
	In process. 20% completed.



Student must assume himself/ herself as the project manager and prepare a report on implementing project schedule. 
PRJ3.1: Measure and record the progress of activities in comparison to the agreed schedule.
PRJ3.2: Identify baseline variance through time impact analysis technique.
[bookmark: _Hlk497752725]PRJ3.3: Forecast the effect of present status and the proposed changes on the outcome of the project and identify options to improve the performance as per the given template 3.
PRJ3.4: Monitor progress of project and Update the schedule for the present task status.


Template 3:
Construction of the Pier 2 pilecap excavation has pushed out by a week. As a result the following impacts are felt by the project:
Given the pilecap’s are on critical path float across the project (i.e piers) has been taken up and the overall completion date has pushed out
	[bookmark: _Hlk89433061]S.No.
	Impact of changes on the baseline schedule
	Options to improve performance

	1.
	Resource pushing 
	Call in another crew (steel fixers/formworkers) to add to the resources building the pilecaps to reduce the duration of future works and minimize the squeeze from resources building other elements at the same time. 

	2.
	Program delay
	Investigate whether time can be bought back using innovative methods of construction. i.e. shorter formwork strip times, prefab columns etc 

	3.
	Program delay
	Program/forecast the effect of starting other elements first whilst the delay at pier 2 pilecap is occurring.  

	4.
	Program delay
	Implement any contingency plans. If the PM/project had any plans in place for unexpected delays investigate whether these could be implemented. 

	5.
	Program delay
	If it’s a technical delay - assign responsibilities to project team members to ensure the length of the delay is mitigated.

	6.
	Cost impact 
	Forecast the result of the delay in terms of budget and determine whether the project can claim a variation for its losses. Estimate the cost/time/resources required as a result of the delay. 



B) Participate in an interactive role play
The project manager decides to communicate with the project sponsor and discuss with him about the changes in the project schedule because of the changes in the scope of the project. 
Student must assume himself/ herself as the project manager and participate in an interactive role play on developing responses to schedule changes. Trainer/ Assessor will act as the project sponsor.
Role play must incorporate the following points:
PRJ3.5: Discuss about the project schedule changes and develop responses to it to maintain project objectives.
PRJ3.6: After the interactive role play, fill out the given template and note down the responses to implement them in project schedule.
Template 4: 
	S.No.
	Project schedule changes
	Response

	1.
	Program delay - delay to critical path activity results in an overall project delay 
	Investigate whether time can be bought back using innovative methods of construction. i.e. shorter formwork strip times, prefab columns etc 

	2.
	Program delay - delay to critical path activity results in an overall project delay
	Program/forecast the effect of starting other elements first whilst the delay at pier 2 pilecap is occurring.  

	3.
	Program delay - delay to critical path activity results in an overall project delay
	Implement any contingency plans. If the PM/project had any plans in place for unexpected delays investigate whether these could be implemented. 

	4.
	Program delay - delay to critical path activity results in an overall project delay
	If it’s a technical delay - assign responsibilities to project team members to ensure the length of the delay is mitigated.

	5.
	Program delay - delay to critical path activity results in an overall project delay
	Raise an EOT for the unexpected ground conditions. Client to review and approve based on total delay and project to be contractually extended to accommodate

	6.
	Program delay - delay to critical path activity results in an overall project delay
	Rebaseline the effects of the delay and provide o stakeholder, client, project team etc to re-adjust project expectations




C) Prepare a report
The project has been completed with 10% additional time above the schedule time. The company wants to identify the reasons for the delay and take appropriate actions to improve upon their performance in future projects.
The project manager is asked by the management of the company to prepare a report on assessing time management outcomes and submit to them so that the findings can be used as a reference in the future projects. 
Student must assume himself/ herself as the project manager and prepare a report on assessing time management outcomes.
PRJ 3.7: Review the overall project performance with respect to the delivery schedule and determine the effectiveness of time management activity.
PRJ3.8: Identify time management issues faced during the entire project management and describe ways to improve these issues.
Template 5: 
	Report on assessing time management outcomes
Company: 
· BMD Constructions - Bridge Building team 
Reviewed overall project performance with respect to the delivery schedule:
· The project has been completed with an additional 10% on top of our original project schedule
· Cost came in within budget and the Client overall was happy with the quality of our work so keen to review why we weren’t able to deliver of our project time frames. 
Identified time management issues:
· Effectiveness of our contingency plan: how long did this take to implement? Was it effective? Could we have accounted for more contingency/considered other potential delays?
· When we had a delay was the appropriate measures made to ensure that the delay was out of our control and therefore that the appropriate compensation could be contractually obtained? 

Ways to improve:
· Better communication with client/administrator to ensure delays and their effects were discussed up front. Less room for disagreements down the track;
· More thorough contingency plans
· Does any subcontract contracts need to be tighter? Does it appropriately cover any delays as a result of their work? Are liquidated damages included? Do they appropriately cover the delay? 
· Take really good records once a delay happens. Costs associated, time lost. Include as much detail as possible. This makes it easier to claim back if it’s a contract delay and makes it easier to build up the costs. 




Performance Criteria/Performance Checklist
	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)

	a)  Appropriate and professional body language, gestures and tone.
			

	b) Correctly updated the tasks for the present status to maintain currency of the schedule.
			

	c) Demonstrated ability to incorporate agreed changes in the schedule to maintain accuracy of the schedule.
			

	d) Appropriately determined the baseline variance between actual and planned progress.
			

	e) Displayed ability to predict the impact of changes on the schedule and proposed appropriate alternatives.
			

	f) Reviewed project performance sufficiently to determine effectiveness of the time management.
			

	g) Captured and documented correctly the different scheduling and time-management issues along with appropriate corrective actions.
			

	h) Ability to understand the questions and answering correctly.
			



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
	

	Date 
	23/06/2022

	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.


	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 an explanation of the reasonable adjustments strategy used, as required. 


	Trainer/Assessor Signature
	

	Date
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