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BSBOPS402 
Coordinate business operational plans 

ASSESSMENT SUMMARY

The assessment activities for BSBOPS402 Coordinate business operational plans cover all aspects of the unit of competency. For Apprentices/Trainees, this includes supervisor completion of the Apprentice/Trainee Record (ATR). 

Participants must read all the information given before starting any assessment task. The assessment tasks are intended to be fair, flexible, valid and reliable. If a Participant has any questions or requires alternative arrangements to be made such requests should be directed to their Trainer/Assessor, who should note such arrangements in the ‘Assessor Comments’ on the affected assessment. If a Participant feels they are not yet ready to be assessed, they should discuss their options with their Trainer/Assessor. 

To satisfactorily complete the assessment, the Participant is required to answer all questions correctly and demonstrate their skills to industry standards. If a Participant does not answer all questions or perform all tasks, they will be deemed ‘Not Satisfactory’ for the task and ‘Not Yet Competent’ for the unit of competency. 

The Trainer/Assessor can provide the Participant with additional information on interpreting the assessment outcomes and guide the Participant’s options. If a Participant is still deemed ‘Not Satisfactory’ they will have the opportunity to undertake a supplementary assessment or appeal the result as per the process in the Student Handbook. 

By signing below, the Participant acknowledges:
· They understand the assessment instructions and requirements, and consent to being assessed. 
· The work submitted is to be their own work – with the work of/with others needing to be clearly acknowledged and documented. 
· They consent to any photo/video recording of their work that occurs during assessment. 

	Participant name
	

	Participant signature
	



	Pre-requisite unit(s) to be achieved and authenticated prior to undertaking assessment

	 Not applicable



	Task
	Date completed
	Assessment Results 

	Theory Exam
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Practical Assessment
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Outcome for BSBOPS402
	Select Date.
	 Competent
	 Not Yet Competent



	Evidence requirements checklist (ticked by assessor and evidence supplied to RTO)

	 Theory Exam
	 Practical Assessment



	Assessor Name
	

	Assessor Signature
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THEORY EXAM


	Participant name
	




	FOR THE PARTICIPANT

	Instructions

	· You will complete written questions as outlined on the following pages. You must attempt all questions and provide enough detail in your responses to demonstrate your knowledge.
· It is anticipated that you should complete this assessment within two (2) hours, but additional time may be allowed upon negotiation with the Assessor.
· You must complete all questions unassisted by the Assessor or other personnel but may refer to reference material as needed. All questions must be answered correctly for a ‘Satisfactory’ assessment outcome to be awarded. 
· An oral examination may be allowed under certain circumstances, whereby your answers will be documented by another party. 
· Any written questions that are incomplete, or not answered satisfactorily will need to be completed again after further training support.
· If you answer a question incorrectly but modify your response, put your initials next to the written change (or the Assessor must initial a verbal change).

	Resources required

	Pen




	FOR THE ASSESSOR

	Instructions

	· Where oral examination has occurred, ensure that this is acknowledged in writing (e.g. FT001 and Assessor Comments)
· All questions must be satisfactorily demonstrated by the Participant for a Satisfactory determination (indicated by an Assessor tick to the right of the question).
· Assessors are to complete marking in pen of a different colour to the Participant.
· If the Participant verbally modifies their response, write in the modified response verbatim and put your initials next to the written change. 


[bookmark: _Ref396827952]

	[bookmark: _Hlk82780839]ASSESSOR COMMENTS

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	




[bookmark: _Ref88744003]Provide a paragraph describing who you would consult when determining resource requirements relevant to an operational plan.

	Answer
	
	




[bookmark: _Ref88744573]In one (1) paragraph describe questions you would ask when seeking information on hire equipment for inclusion into the operational plan.

	Answer
	
	



[bookmark: _Ref88745510]What are two (2) benefits of using a capability matrix when determining human resources for an operational plan?

	Answer
1.








2.
	
	




[bookmark: _Ref88746741]Identify three (3) different resources needed to develop an operational plan and why each of these is needed.

	Answer
1.







2.







3.
	
	




[bookmark: _Ref88804794]What is the purpose of contingency plans, provide an example?

	Answer
	
	




[bookmark: _Ref88804797]Name two (2) different stakeholders positions you would go to for advice when planning for contingencies and what approvals or workplace requirements must be met.

	Answer
	
	




[bookmark: _Ref88808884]How do operational plans contribute to organisational business plans?

	Answer
	
	




[bookmark: _Ref88808887]What are two (2) methods/techniques you apply to operational plans to enable you to monitor and measure the implementation of the plan?

	Answer
1.







2.
	
	




[bookmark: _Ref88811537]Complete a brief resource plan as part of proposal for resources needed to meet the requirements of an operational plan. 

	Answer
	Resource Plan
	

	
	Objective:

	

	
	Work schedule:

	

	
	Resources required:

	

	
	Contingencies:

	

	
	Benefits:

	



[bookmark: _Ref88817575]Provide a minimum ½ page report about how your company organises the resourcing of your area/department addressing the three bullet points below:
· the policies and procedures that control employee numbers
· procedure for the acquisition of employees
· procedure for the acquisition of other resources.

	Answer
	
	



[bookmark: _Ref88818929]How would you get the attention of the decision makers when making a proposal for resource requirements?

	Answer
	
	




[bookmark: _Ref88822392]Define each of the following methods used for supporting workers in safe, efficient and economical resource use and provide one (1) example you have applied for each.

	Answer
	Supervision:

	

	
	Mentoring:

	

	
	Coaching:

	



[bookmark: _Ref88825669]The project has been delayed due to inclement weather; this has put the operational plan out by three (3) days. Discuss what can be done to bring the schedule back on track and steps you would take to ensure this occurs. 

	Answer
	
	




[bookmark: _Ref88827613]Write down an issue you have had in meeting an operational plan and document the steps taken in the following table to implement a solution.

	Answer
	Identify the problem:

	

	
	Generate possible solution:

	

	
	Evaluate alternatives and decide on solution:

	

	
	Implement the solution and evaluate solution:

	



[bookmark: _Ref88829882]What are the five (5) characteristics of an effective monitoring process? Provide an example applicable to your work systems for each.

	Answer
1.



2.



3.



4.



5.
	
	




[bookmark: _Ref88832822]What is the importance of accurate costing and the budget for the operational plan? Provide two (2) reasons why a budget may need to be revised.

	Answer
	
	



[bookmark: _Ref89067199]Provide a minimum ½ page report recommending a variation to an operational plan for an earthworks project where the supplier of plant and equipment has upgraded all equipment and consequently increased the hire cost significantly.

	Answer
	
	



[bookmark: _Ref89067812]Considering your response to the previous question, explain what information you would prepare for a presentation to the relevant manager including any recommendations.

	Answer
	
	




[bookmark: _Ref89067204]Discuss version control and its importance in maintaining, saving and recording workplace documents.

	Answer
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PRACTICAL ASSESSMENT


	Participant name
	




	FOR THE PARTICIPANT

	Instructions

	· The tasks outlined on the following pages will require performance of normal workplace activities, as a result of a structured activity set by an Observer in the workplace or a simulated activity set by your Assessor/Observer. 
· The timeframe for these tasks will be established by your Assessor/Observer, in consideration of location conditions and industry requirements.
· You must complete all tasks unassisted by the Assessor or other personnel, unless the steps note this assistance. 
· You must attempt all tasks (and itemised steps) for a ‘Satisfactory’ assessment outcome to be awarded.
· For any observation conducted that is incomplete, or without satisfactory performance, the observation will need to be completed again after further training support.




	FOR THE ASSESSOR/OBSERVER

	Instructions

	· The following observation record should be used to judge and record your observations of the Participant as they complete the task(s) set. You must record your observations of the Participant’s performance. 
· For each occasion, indicate the task performed and whether it was a simulation or workplace-based task. 
· Any simulated assessment must ensure the Participant still performs under workplace conditions which reflect industry standards.
· In the comments, provide clear detail regarding the task that the Participant was required to do (e.g. PPE used, materials handled, attachments connected, plant types).
· All steps must be satisfactorily demonstrated by the Participant for a ‘Satisfactory’ determination (indicated by an Assessor tick to the right of each itemised step, or an Observer tick to the right of each itemised step, and confirmation by an Assessor in the Assessor Comments).
· Where you have determined that one or more task steps have not been satisfactorily demonstrated, provide the Participant with additional support and outline details of such assistance in the Assessor/Observer Comments. Allow the Participant two (2) further opportunities to demonstrate the task again to allow an opportunity for a ‘Satisfactory’ assessment outcome to be achieved. 
· If after three (3) attempts the Assessor determines that the Participant cannot demonstrate the required steps, a ‘Not Satisfactory’ outcome is to be determined.





	TASK OUTCOME

	Task
	Date
	Task Type (Tick)
	Location
	Task outcome (Tick)

	
	
	
	
	Satisfactory
	Not Satisfactory

	Task 1 (Occasion 1)
	Select Date.
	 Workplace
 Simulation
	
	
	

	Task 1 (Occasion 2)
	Select Date.
	 Workplace
 Simulation
	
	
	




	ASSESSOR COMMENTS

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	



	ASSESSOR COMMENTS: PRACTICAL TASK 1: OCCASION 1

	 Individual student (as named on cover page)
 Multiple students [ All from Attendance Report,  Specific students involved – identify students]

	Task
	Provide detail 

	1.1A
	Specify stakeholders consulted.



	1.1F
	Specify role proposals presented to.



	1.2D
	Specify how personnel were supported.



	1.3C
	Specify unsatisfactory performance rectified.



	1.4C
	Specify who presentation was made to.







	ASSESSOR COMMENTS: PRACTICAL TASK 1: OCCASION 2

	 Individual student (as named on cover page)
 Multiple students [ All from Attendance Report,  Specific students involved – identify students]

	Task
	Provide detail 

	1.1A
	Specify stakeholders consulted.



	1.1F
	Specify role proposals presented to.



	1.2D
	Specify how personnel were supported.



	1.3C
	Specify unsatisfactory performance rectified.



	1.4C
	Specify who presentation was made to.
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	Practical Task 1 (2X)

	Description of task:
The participant must demonstrate the ability to coordinate a business operational plan including all items listed in the performance evidence checklist. The participant must demonstrate:
· preparing to implement operational plan
· consulting with relevant stakeholders to identify resource requirements 
· determine resources by analysing collected information seeking team input as required
· document resource requirements for operational plan including timing, availability and sources
· using approved workplace documents, develop the operational plan and implementation method
· develop contingencies table or relevant workplace document
· develop proposals for resource requirements and present proposals to relevant personnel for approval
· implement operational plan
· assist within restrictions of own role and capacity in recruitment and onboarding of employees to implement the operational plan in accordance with workplace policies and procedures
· acquire physical resources and services adhering to workplace policies and procedures
· support the efficient, cost-effective and safe use of resources through meetings and use of workplace documents
· consult with others and make adjustments to the implementation of the operational plan to manage contingencies
· monitor operational performance
· observe operations and collect information measuring this against KPIs to assess and determine productivity and operational performance
· identify unsatisfactory performance and act to rectify the situation according to workplace policies 
· review operations based on performance
· write a report on operational performance to management
· present recommendations for variation to the operational plan to designated personnel/ groups
· adhere to record maintenance protocols 

Tasks are at the Assessor’s Discretion, but detail of tasks undertaken must be recorded in the Assessor’s Comments (on the back of the Practical Assessment cover page).

	Resources required: 
Workplace information and documentation (organisational operational plan template, policies and procedures, budgets, performance monitoring procedures, specific work instructions relating to the operational plans being developed, resource procurement documentation)



	When completing the task, did the Participant:
	Tick if satisfactorily completed. 
Provide comments if left unticked.

	
	1st
Occasion
	2nd
Occasion

	1 Prepare to implement operational plan

	[bookmark: _Ref93393651]Consult with relevant stakeholders to identify resource requirements.
	
	

	[bookmark: _Ref93393658]Document the result of collecting and analysing resource requirements.
	
	

	[bookmark: _Ref93393664]Develop the operational plan and implementation method.
	
	

	[bookmark: _Ref93393670]Document contingency plans.
	
	

	[bookmark: _Ref93393678]Develop proposals for resource requirements.
	
	

	[bookmark: _Ref89174683]Present proposals for resource requirements to relevant personnel.
	
	

	2 Implement operational plan

	[bookmark: _Ref89174764]Assist in recruitment of employees required to implement the operational plan according to workplace policies and procedures.
	
	

	[bookmark: _Ref89174768]Assist in onboarding of employees required to implement operational plans.
	
	

	[bookmark: _Ref89174774]Acquire physical resources and services for implementation of operational plan according to workplace policies and procedures.
	
	

	[bookmark: _Ref93393709]Manage and support personnel to achieve performance objectives during meetings and on-the-job.
	
	

	[bookmark: _Ref93393715]Consult with others and make adjustments to the implementation of the operational plan to manage contingencies
	
	

	3 Monitor operational performance

	[bookmark: _Ref89174716]Observe operations and read data, measuring this against KPIs for operational plan to determine operational and productivity performance.
	
	

	[bookmark: _Ref89174884]Identify unsatisfactory performance.
	
	

	[bookmark: _Ref93393750]Rectify unsatisfactory performance according to workplace policies and procedures.
	
	

	4 Review operations based on performance

	[bookmark: _Ref89174721]Write a report on operational performance to relevant management.
	
	

	[bookmark: _Ref89174925]Develop recommendations for variation to operational plan to deal with contingencies.
	
	

	[bookmark: _Ref89174934]Present recommendations for variation to operational plan to designated personnel/ groups for approval.
	
	

	[bookmark: _Ref89174953]Adhere to records maintenance protocols.
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	Unit Information
	Item of Assessment

	
	Theory Exam
	Practical Task 1 (2X)

	Performance Criteria
	
	

	Element 1: Prepare to implement operational plan
	
	

	Consult with stakeholders to identify resource requirements relevant to operational plan
	Q1. Q2. Q10. 
	1.1A. 

	Collate, analyse and document details of resource requirements
	Q3. Q4. 
	1.1B. 

	Develop operational plan and determine implementation method
	Q7. Q8. 
	1.1C. 

	Plan for contingencies
	Q5. Q6. 
	1.1D. 

	Develop and present proposals for resource requirements
	Q9. Q11. 
	1.1E. 1.1F. 

	Element 2: Implement operational plan
	
	

	Assist in recruiting and onboarding employees required to implement operational plan according to organisational policies and procedures
	Q3. Q10. 
	1.2A. 1.2B. 

	Acquire physical resources and services according to organisational policies and procedures
	Q2. Q10. 
	1.2C. 

	Support efficient, cost-effective and safe use of resources
	Q12. Q13. 
	1.2D. 

	Adjust implementation of the operational plan in consultation with others to manage contingencies
	Q13. Q14. 
	1.2E. 

	Element 3: Monitor operational performance
	
	

	Collate relevant information and determine operational and productivity performance
	Q14. Q15. 
	1.3A. 

	Identify and use key performance indicators (KPIs) and assess operational performance
	Q8. Q13. Q14. 
	1.3A. 

	Identify unsatisfactory performance and take action to rectify the situation according to organisational policies
	Q12. Q13. Q14. 
	1.3B. 1.3C. 

	Element 4: Review operations based on performance
	
	

	Develop recommendations for variation to operational plans
	Q17. 
	1.4B. 

	Present recommendations to the designated persons or groups to gain approval
	Q18. 
	1.4C. 

	Maintain records related to operational performance according to organisational policies and procedures
	Q14. Q19. 
	1.4D. 

	Report information on operational performance to management
	Q17. Q18. 
	1.4A. 

	Performance Evidence
	
	

	The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
	
	

	prepare, implement and review two operational plans.
	Q7. Q8. 
	1.1C. 1.2E. 1.3A. 1.4A. 

	In the course of the above, the candidate must:
	
	

	1) interact with a range of people and groups to identify resource requirements, performance objectives, systems, procedures and records relating to the operational plan
	Q2. Q6. Q13. 
	1.1A. 

	plan and acquire physical and human resources using organisation’s systems and procedures
	Q1. Q2. Q3. Q4. 
	1.1B. 1.2A. 1.2B. 1.2C. 

	manage and support personnel to achieve performance objectives including facilitating new employee onboarding
	Q12. Q13. 
	1.2B. 1.2D. 

	present information and recommendations to support implementation and variation of the operational plan
	Q8. Q10. 
	1.2D. 1.2E. 

	2) monitor operational performance against the performance objectives and budgets and implement improvements to rectify unsatisfactory performance
	Q8. Q13. 
	1.3A. 1.3B. 1.3C. 

	vary the operational plan and gain approval to deal with contingencies
	Q5. Q6. 
	1.4B. 1.4C. 

	document and provide reports on performance as required by the organisation.
	Q9. Q10. 
	1.4A. 1.4D. 

	Knowledge Evidence
	
	

	The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
	
	

	1. processes to identify resource requirements
	Q1. Q2. Q3. Q4. Q10. 
	1.1A. 1.1B. 

	sources of information to identify resource requirements
	Q2. Q3. Q4. Q10. 
	1.1A. 

	methods to manage contingencies including through consultation with relevant stakeholders
	Q5. Q6. Q13. 
	1.1D. 

	key features of performance monitoring systems and processes
	Q8. Q15. 
	1.2D. 

	common methods for problem solving
	Q13. Q14. 
	1.2D. 

	methods to support staff including mentoring, coaching and supervision
	Q10. Q12. 
	1.2B. 1.2D. 

	implementation methods for operational plan
	Q8. Q9. 
	1.1C. 

	budget and other financial information related to the organisation
	Q11. Q16. 
	1.1B. 1.3A. 

	organisational objectives including costs, identified shortfalls and surpluses.
	Q9. Q14. Q16. 
	1.3A. 

	Foundation Skills
	
	

	1) Reading
	
	

	Identifies, interprets, analyses and reviews textual information related to the operational plan and monitoring of operational performance
	Q13. Q16. 
	1.1B. 1.3A. 

	2) Writing 
	
	

	3. Communicates relationships between ideas and information, matching style of writing to purpose and audience
	Q9. Q10. 
	1.1C. 1.4A. 

	Researches, plans and prepares workplace documentation for relevant stakeholders using organisational formats
	Q9. Q16. 
	1.1C. 1.4A. 

	3) Oral Communication 
	
	

	3. Participates in a variety of spoken exchanges with a range of audiences varying structure and language to suit the audience
	Q10. Q11. 
	1.1A. 1.2E. 1.4C. 

	4) Numeracy
	
	

	3. Selects and uses familiar mathematical techniques to organise timely supply of adequate resources for the operational plan and to use budgetary information to monitor performance
	Q13. Q16. 
	1.1B. 1.3A. 

	5) Enterprise and initiative
	
	

	a) Monitors adherence to organisational policies and procedures and considers own role in terms of its contribution to broader goals of the work environment
	Q10. Q14. 
	1.2D. 

	6) Teamwork
	
	

	3. Selects and uses appropriate conventions and protocols when communicating with diverse individuals to build rapport, seek or present information
	Q10. Q12. 
	1.2D. 

	Collaborates with others to achieve joint outcomes, playing an active role in facilitating effective group communication, influencing direction and taking a leadership role on occasion
	Q10. Q12. 
	1.2D. 1.2E. 

	7) Planning and organising
	
	

	3. Takes responsibility for planning, organising, implementing and monitoring tasks required to achieve required outcomes
	Q15. Q16. 
	1.1C. 1.1D. 

	Evaluates effectiveness of decisions in terms of how well they met stated goals
	Q15. Q16. 
	1.3B. 1.4A. 

	Identifies and addresses an increasing range of familiar problems by implementing contingency plans
	Q13. Q14. 
	1.3C. 

	Assessment Conditions
	
	

	Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry.
	
	

	This includes access to:
	
	

	1. organisational operational plans, policies and procedures relevant to performance evidence
	All (simulated)
	All

	workplace documentation and resources including budgets
	All (simulated)
	All

	physical and human resource procurement documentation
	
	All

	employee onboarding and performance monitoring procedures.
	Q10. Q12. 
	All

	Comments

	Pre-requisite units: Nil
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