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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:
	Joseph Griffiths

	Student ID: 
	V57CDNXXJH

	Contact number:
	0418396964

	Email address:
	Joegriffiths1991@gmail.com

	Trainer details  

	Full name: 
	


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

	Code:
	

	Name: 
	

	Unit of competency 

	Code:
	BSBPMG530

	Name: 
	Manage project scope

	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:   __Joseph Griffiths______________________________
              

Date:  ___15_/__08___/_____2024_________



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
	Skills Test (ST)
	S / NS (First Attempt) 
S / NS (Second Attempt)

	Outcome
	C ☐ NYC ☐   
	Date assessed: 

	Trainer signature: 




6. Completion of the Assessment Plan

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





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

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

	Section 1: Information for Students 

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

	Section 2: Reasonable adjustments  

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

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

Student Name: ____Joseph Griffiths__________________________________                      

Student Signature: _____ Joseph Griffiths ______________________________ 



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 sixteen (16) written questions
· You must respond to all questions and submit them to your Trainer/Assessor.
· You must answer all questions to the required level, e.g. provide an answer within the required word limit, to be deemed satisfactory in this task


	Applicable conditions:         


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



	Resubmissions and reattempts:  


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


	Location:


	· This assessment task may be completed in: 

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

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


	Instructions for answering the written questions:


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


	  Purpose of the assessment


	This assessment task is designed to evaluate student’s knowledge essential to manage project scope & knowledge regarding the following: 
1. [bookmark: _Hlk489262928]Knowledge to Establish procedures for project authorisation and get them confirmed with an appropriate authority.
1. Knowledge to seek authorisation for expending resources and confirming project delegations and authorities in project governance arrangements.
1. Knowledge to specify, negotiate and record project boundaries.
1. Knowledge to develop measurable project benefits, outcomes and outputs so as to have a shared understanding developed about desired outcomes with relevant stakeholders.
1. Knowledge to develop and record scope management plan.
1. Knowledge to apply agreed scope management procedures and processes.
1. Knowledge to accomplish effect of scope changes within established time, cost and quality constraints according to change control procedures.
1. Specify and record scope management issues and suggest improvements for future projects.
1. Knowledge to read, collect, review, interpret/understand and analyse/review text-based business information from a range/number of sources.
1. Written knowledge to organise and deliver information effectively in managing project scope to a range of stakeholders/interested people.



	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:
	Explain any eight (8) major components of a project scope management plan in 150 – 200 words. 
	Satisfactory response

	
	
	Yes 

	No 


	

Scope Statement: It defines and describes project objectives, deliverables, and constraints. It establishes the overall project goal and defines the purpose and limitations within which that goal is to be achieved.

Work Breakdown Structure: It is an arrangement of all the deliverables and key activities in the project in a hierarchical manner so as to facilitate more detailed discussions about any aspect of the project and provide more refined scheduling, resourcing, and budgeting.

After the completion, the scope baseline includes the officially approved version of the project scope statement, the WBS, and WBS dictionary. It will serve as a reference for measuring project performance and scope change.

Requirements Management: This may include specific processes to be followed in gathering, recording, and administering the requirements throughout the project life cycle. All stakeholders should have their needs addressed and incorporated into project deliverables.

Scope Verification: This process involves the acceptance of completed project deliverables by the stakeholders. It ensures that the project output conforms to the defined scope and quality standards.

Scope Change Management: This is a process whereby changes to the project scope are managed. It entails identification, documentation, assessment, and approval of changes; this process will control scope creep and ensure alignment with project objectives.

Deliverable Acceptance Criteria: This refers to the conditions that would guide when the stakeholders would formally accept the deliverables of a project. This provides clear expectations about the quality and performance that will allow closure of the project to go on smoothly.













	Q2:
	Explain in 30 – 50 words each, any three (3) factors that will impact the scope of the project. 
	Satisfactory response

	
	
	Yes 

	No 


	Scope Creep: This term denotes the uncontrolled expansion of project scope, uncontrollable because no proper adjustments of resources, timelines or budgets were made. Additional requirements or features ought to be introduced during the timespan of the project, thereby leading to delays and increased random costs.

Poor Communication: Failure by the stakeholders to establish communications resulting in more misunderstandings about project requirements and expectations. Failure by stakeholders to duly communicate their demands tends to effect changes and adjustments late during the project, incurring delays and nagging unwarranted frustrations.

Budget Constraints: When budgets are little on the low side, the project scope may need cuts regarding deliverables' quality and/or quantity. This may lead to antagonistic dissatisfaction among stakeholders if the project management has to subsequently drop some non-essential features when running short on financing.







	Q3:
	Explain the steps involved in formal change control processes. Answer in 50 - 100 words.

	Satisfactory response

	
	
	Yes 

	No 


	
Record: Log the change request, explain the nature, rationale, and how the project will be affected.

Assess: Start by seeing the implications of the change for the project scope, schedule, budget, and resources. Solicit inputs from affected stakeholders.

Plan: Draft a change management plan describing how the change will be undertaken, including how the project's documents will be altered.

Build & Test: Make the change by modifying the project deliverables or processes, and execute tests to confirm that the change has indeed been instituted.

Implement: Officially incorporate the change into the project, updating all necessary documents and advising stakeholders of the newly made adjustments.

Gain Acceptance: Formally seek change acceptance from stakeholders regarding the revised project scope and expectations.



















	Q4:
	Explain in 30-50 words each, any three (3) methods to measure work outcomes, project benefits, and progress against the plans. 

	Satisfactory response

	
	
	Yes 

	No 


	
Earned Value Management (EVM): EVM integrates project scope, schedule, and cost to assess project performance. By comparing the value of completed work with the planned value, it provides insights into project efficiency while revealing variances from the baseline.

Baselining: The way against which the work was done is defined in a schedule taken at the onset of the project. This serves as a measuring rod against which the actual progress will be compared and determines whether the project is on time and identify the areas that need attention.

Cost Tracking: This is compared to the actual cost incurred so far against what was budgeted for the work that is completed. It is a tool that reveals overspending and while assessing the financial health of the project ensures that the resources are properly utilized.













	Q5:
	Explain the process for segmenting and documenting a work breakdown structure. Answer in 100 – 150 words. 
	Satisfactory response

	
	
	Yes 

	No 


	
The process of segmenting and documenting a Work Breakdown Structure (WBS) begins with defining the overall objectives and deliverables of a project. The project manager should begin by identifying the high-level deliverables and milestones, thereafter breaking them down into smaller, even more manageable deliverables. Further decomposition of each will define the project into specific tasks and sub-tasks that detail the work entailed in achieving each deliverable. For the hierarchical structure, the documentation should provide details, often through visual means such as charts or dia-grams, for ease of understanding. For every WBS element, a description, party responsible, expected duration, and assigned costs should be indicated as an overview of what is encompassed in the deliverables. An effective WBS should be regularly reviewed and updated as the project progresses.






















	Q6:
	Explain any four (4) problem areas that are likely to be encountered in scope management. Answer in 25 – 50 words for each.
	Satisfactory response

	
	
	Yes 

	No 


	Scope Management Problems-Gaps: Gaps may be in areas essential to the project scope missing from the schedule or deliverables. These gaps may warrant changes to subcontractor agreements; if not recognized early, the gaps may cause an unwanted delay in the project.

Scope Creep: This is an uncontrolled change of a project that results in unauthorized expansions or additions to its scope. It can lead to project cost overruns, schedule overruns, resource allocation problems, and hence jeopardize project success.

Ambiguous Scope: Ambiguities in the scope lead to misunderstandings among stakeholders and unmet expectations growing into conflict and difficulties in managing project deliverables.

Poor Stakeholder Communication: Poor communication with stakeholders results in a lack of knowledge of project scope and objectives. This may result in misalignment of expectations, causing project delays and dissatisfaction by the party members.












	Q7:
	Explain procedure to report project scope change in 50 – 100 words. 
	Satisfactory response

	
	
	Yes 

	No 


	Change Request Report: The project manager fills the Change Request Form, detailing the rationale for the change, its impact on the project, and adjustments to the project timelines and resources. The Change Request Form should be submitted to the CCB for further review. The CCB considers the implications of the change request on the project objectives and the interests of stakeholders. Once reviewed, it recommends either a positive or negative decision, which is communicated to the relevant stakeholders.



















	Q8:
	Explain project life cycle and importance of project scope management. Write your answer in 100 - 150 words.
	Satisfactory response

	
	
	Yes 

	No 


	

The project life cycle embraces five phases, including initiation, planning, execution, monitoring and controlling, and closure. Each phase is important in assuring the success of a project. The project scope management exists as a behaviour to define and control through which activities constitute the project and which do not. Proper scope management mitigates the effect of scope creep, maximizes achieving project objectives, and clarifies and aligns stakeholder expectations. The life cycle provided is a structured approach to managing deliverables over the project's life-span, thus eventually completing the project in time and within budget.






















	Q9:
	Explain any three (3) management tools used for managing scope of the project. Explain each in 25 – 50 words.
	Satisfactory response

	
	
	Yes 

	No 


	Primavera P6 (Gantt Chart) visualizes the project timeline as a bunch of tasks, showing the task duration and relationships or dependencies. Gantt Charts are vital in tracking project progress and the allocation of resources, whilst supporting project managers on scheduling adjustments wherever required to meet deadlines.

Candy: It is a project management tool used for the breakdown of projects into control accounts for budgeting. It builds on that to effectively monitor project financial performance and control project costs, thereby providing a view into budgets, allocations, and allowances among the cost planned.

Scope Gap Register shows what a project team thinks is likely to or could create a scope gap throughout the project. Tracking gaps helps the team deal with the problem before it becomes an impediment, thereby ensuring that all necessary deliverables are in place to align project outcomes with stakeholder expectations.


	Q10:
	Explain roles and responsibilities of project manager for project planning. Answer in 50 – 100 words.

	Satisfactory response

	
	
	Yes 

	No 


	

The project manager carries out the development of the overall project plan concerning the objectives, the deliverables, the timeline, and the resource needs. They also involve stakeholders in gathering their perspectives in line with the project's objectives. The project manager can also set up plans for instigating risk management and communication protocols, ensuring that all team members are informed of their roles and responsibilities. Progress monitoring, adjustment, and the re-evaluation of project plans will be the key activities. Overall, the project manager acts as the main facilitator to ensure the project is on track and its objectives are achieved.















	Q11:
	Explain project initiation document in 20-50 words and list its any ten (10) components. 
	Satisfactory response

	
	
	Yes 

	No 


	This is a fundamental document for a project, setting out the scope, objectives and approach of the project, which essentially acts like a framework for the project to proceed. It is the basis on which a project is authorized and all stakeholders can have a common assumption about what the project is going to deliver and have a clearer understanding of how to deliver the project.
Ten Components of a PID:
1. Project Objectives
2. Scope Statement
3. Key Deliverables
4. Project Budget
5. Timeline/Schedule
6. Project Risks and Mitigations
7. Roles and Responsibilities
8. Quality Management Plan
9. Stakeholder Analysis
10. Communication Plan















	Q12:
	Explain in 50 – 100 words on the importance of confirming procedure for project authorisation and obtaining authorisation to expend resources. 
List out any four (4) arrangements for project delegation and authorities.

	Satisfactory response

	
	
	Yes 

	No 


	
The reason for confirming of Project Authorization and getting approval to spend money for it, may be quite obsequious but it very important to have them done in accordance with the organizational goals. This is one of the pre-requesting to start the project. It's hard to go further without the proper authority, that would give the project manager, the needed approval to start. Also as a project manager it avoids spending the company's money in inappropriate area, which leads to authorize-less if authorization not issue for spending cash. These process serves as justification, restricts the project going against the policies, and having the record to confirm that management were supporting throughout and knowing that the project is under control.

Four Arrangements for Project Delegation and Authorizations

1. Defined responsibility and role: Getting clear understanding on the responsibility and role of the team to avoid overlaps or confusion on who should be doing what.

2. Financial approval Level: This is setting up and giving authority to highest spending limits which are measured by their level. This is a clue control use of the budget.

3. Staff Regulations: On the basis of their expertise, allowing the team to take decision within the limit of their expertise. And likewise giving them authority to take decision to proceed in a certain authority, so fast to do the process and monitor by the pm.

4. Reporting structure: This is another vital area which is to have the team report in standard way to have the board overview, so to act earlier if there is any shift from the pm and somewhat planning to contribute any good can takes place in an efficient way to bring the failures to be less.









	Q13:
	A) Explain project boundaries in 25 – 50 words. 
B) List any six (6) project boundaries that can be applied to project scope management.

	Satisfactory response

	
	
	Yes 

	No 


	Project boundaries comprise inclusion and exclusion within the project scope, thereby indicating its limitations, resources, and constraints. The rationale for establishing any such boundaries is to eliminate ambiguity and better contain scope creep while ensuring that every stakeholder and project member grows to share a common understanding of the project's deliverables and constraining conditions.

Six Project Boundaries for Scope Management
Assumptions: A condition that is assumed to be true during the project planning process.
Constraints may refer to any limitations that restrict project options, such as manpower, budget, time, or resources.
Exclusions: Specific items or tasks excluded from the project scope.
Inclusions: That refer which specifically forms part of the so-called deliverables or tasks within a project scope.
Key Work Activities: Identify the major activities that need to be accomplished in keeping with the project objectives.
Resource Availability: Limitations with regard to human resources, equipment, or materials available for the project.










	
Q14:
	Explain any two (2) ways to ensure that the desired project outcome is shared and understood by relevant stakeholders. Answer in 25 – 50 words for each. 
	Satisfactory response

	
	
	Yes 

	No 


	
Regular Stakeholder Meetings: Regular holding of stakeholder meetings is a crucial means of informing all stakeholders and ensuring a collective awareness of the progress of the project as well as the changes that may occur. The meetings will serve to facilitate open communication, creating an understanding of the desired project outcome among all involved parties.

Effective, Clear Documenting and Communication: Detailed project documentation like scope statements and status reports should be disseminated to stakeholders throughout the duration of the project to provide for a unified understanding of the goals, requirements, and intended results. Such documents will serve as a basis of reference for discussion throughout the project.




















	Q15:
	Explain the five (5) steps of scope management processes in 100 – 150 words.
	Satisfactory response

	
	
	Yes 

	No 


	
Strategies of Change Management in Scope:

Scope Planning: define project scope, project objectives, and deliverables from the view of stakeholder needs and organizational goals.

Scope Definition: subdivide into much smaller projects that can be better controlled, along with identifying specific tasks, resources, and time for each component. A work breakdown structure (WBS) is established.

Scope Verification: The input in this step involves formal acceptance of the expressed project scope and deliverables by stakeholders. As a safeguard, this step ensures that all discussions of the project boundary and objectives are agreed upon by every party involved.

Scope Control: It means monitoring and controlling any change in the scope through a formal change control process. Preventing any unauthorized changes that might affect the project objectives is also part of change control.

Scope Closeout: review for completion the project scope items to obtain stakeholder agreement on the project deliverables.























	Q16:
	Explain any two (2) tools that can be used to manage the impact of scope changes according to the change procedures. Answer in 50 – 100 words. 
	Satisfactory response

	
	
	Yes 

	No 


	Change request form: It is to be used for those cases where changes to the project scope are requested. This form explains the effect of the changes on the budget, schedule, and resources. Through this tool, the project manager will assess both the viability and the approval of the change request before implementation, thus enabling a certain level of scope change control tracking.

Project Management Software: Project management tool includes such tools as Microsoft Project and Primavera. Using such tools will allow the project manager to track the changes being made, thereby assessing their impacts and rescheduling or reallocating resources. Basically, it provides a single platform for monitoring scope adjustments and communicating them to the team, to ensure effective change management.
















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
	
Joseph Griffiths

	Date 
	
15/08/24

	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 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: ____Joseph Griffiths__________________________________                      

Student Signature: ____ Joseph Griffiths _______________________________ 



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 are required to conduct project authorisation activities and define project scope. 
· You are required to conduct the interactive meeting with trainer/assessor and other students.
· You are required to prepare a draft scope management plan.
· You must attempt all activities of the project for your trainer/assessor to assess your competence in this assessment task.


	Applicable conditions:         


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


	Resubmissions and reattempts:  


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


	Location:


	· This assessment task may be completed in: 

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

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





	  Purpose of the assessment


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

· Skill to develop and confirm procedures for project authorisations with an appropriate authority.
· Skill to obtain authorisation to utilise resources and confirm project delegations and authorities based on project governance arrangements.
· Skill to identify, negotiate and document project boundaries. 
· Skill to establish and share an understanding on measurable and desired project benefits, outcomes, and outputs with relevant stakeholders.
· Skill to document scope management plan.
· 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 with the management of diversity in the workplace to a range of stakeholders/interested people.
· Skills to work independently/freely as well as collaboratively/together to make decisions.
· 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. 
· All questions must be answered in order to gain competency for this assessment.
· This assessment task requires you to assume/take on the role of a Project Manager at Wilson & Jones.
· Read the provided Business pack for Wilson & Jones - CRM Project.
· In the first phase, you are required to conduct project authorisation activities and analyse project boundaries.
· In the second phase, you are required to conduct an Interactive meeting to develop and confirm project authorisation, and identify project boundaries, benefits, outcomes and outputs with reference to the given scenario and specified criteria. 
· You are required to establish a shared understanding of desired project outcomes.
· The meeting should be planned for 15 to 20 minutes.
· You should complete the tasks based on the Business Information Pack provided.
· For this interactive meeting, you will pair up with Instructor and four (4) other students, assigning designated roles to each person. At the conclusion of the scenario, each student will switch with the other students to ensure everyone experiences each role fully. If there are an insufficient number of students, the trainer will assume multiple roles for the scenario, rotating roles at the conclusion of each exercise. If the student is required to participate in multiple roles for the exercise, they will also switch after each round, of the roleplay scenario.
· Trainer/accessor will act as the project sponsor.
· The first student will act as Marketing Manager.
· The second student will act as Customer Service Manager.
· The third student will act as Sales Manager.
· The fourth student will act as IT Manager.
· In the third phase, you are required to prepare a scope management plan.
· Word-limit for the project scope management plan is 1000-1500 words.





Simulated Environment

Assessment task instructions 
· The purpose of this assessment task is to determine and manage project scope. 
· The training organisation must ensure that the simulated assessment environment is in accordance with the requirements specified. 
· The training organisation will assign a supervisor to the student. 
· The training organisation will provide the resources required to complete the assessment task.  
· The student must use the templates provided to document their responses. 
· The student must follow the word-limits specified in the templates. 
· The trainer/assessor must assess the student using the performance checklist provided.  

Simulated environment requirements
	Assessment task environment  
This assessment task will be completed in a simulated environment prepared by your training organisation. 
The simulated environment will provide you with all the required resources (such as the equipment and participants, etc.) to complete the assessment task. The simulated environment is very much like a learning environment where a student is able to practice, use and operate appropriate industrial equipment, techniques, practices under realistic workplace conditions.  
Requirements for the simulated assessment environment
The trainer/assessor will ensure that the simulated assessment environment is sufficient to complete this assessment task.
The simulated environment consists of:
· The training organisation as the workplace where the student will be required to complete their job-related tasks and activities 
· The standard operating/workplace procedures related to the training organisation
· The trainer/assessor will provide the student with assistance throughout the assessment activity.
The simulated environment must meet the following criteria:
	Opportunities for the student to:
	Yes/No/NA

	Follow standard operating/workplace procedures
	Select

	Use up-to-date software and equipment
	Select

	Work within stated timelines to meet deadlines
	Select

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

	Experience prioritising competing tasks and dealing with contingencies
	Select

	Simulated environment to work with others in a team
	Select

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

	Simulated environment sufficient to work independently and manage workload
	Select



Resources, tools, and equipment requirements
The following resources, tools and equipment will be made available by the training organisation at the simulated workplace to complete this assessment task: 
· Workplace personnel/stakeholders to participate in the questioning session requires active participation in a range of creative thinking activities 
· Please refer to the roles and responsibilities section for more information 
· workplace documentation used to document and manage project scope
· examples of feedback from project stakeholders regarding management of project scope.
Simulated assessment scenario 
You are required to manage organisational marketing processes. 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: 
· Conduct project authorisation activities
· Develop and confirm procedures for project authorisation with an appropriate authority
· Obtain authorisation to expend resources
· Confirm project delegations and authorities in project governance arrangements
· Define project scope
· Identify and negotiate project boundaries with relevant stakeholders
· Establish measurable project benefits, outcomes and outputs
· Establish a shared understanding of desired project outcomes with relevant stakeholders
· Document scope management plan
· Manage project scope control process
· Implement agreed scope management procedures and processes
· Monitor impact of scope changes within established time, cost and quality constraints according to change control procedures
· Identify and document scope management issues and recommend improvements for future projects
A supervisor will be assigned to you by your training organisation. The supervisor can answer your questions related to understanding the requirements associated with the assessment task. The supervisor will act according to job role and responsibilities. 
The supervisor can be your trainer or assessor or a different trainer or assessor or a staff member (including mentors) from the training organisation. 
Roles and responsibilities 
As part of your job role, you have the following job responsibilities: 
· Interprets and analyses information from a range of complex texts
· Develops project documentation and procedures using formats and language appropriate to context
· Participates in discussions and negotiations using clear language and appropriate non-verbal features
· Uses active listening and questioning to elicit views and opinions of others
· Interprets numerical information to determine project timelines and measure outcomes against project scope
· Adheres to organisational policies and procedures and considers own role in terms of its contribution to broader goals of work environment
· Identifies and uses appropriate conventions and protocols when communicating with diverse stakeholders
· Collaborates with others to achieve joint outcomes, playing an active role in negotiating and facilitating agreement
· Sequences and schedules complex activities, monitors implementation and manages relevant communications
· Makes a range of critical and non-critical decisions in relatively complex situations, taking a range of factors into account
· Uses experience to reflect on ways variables impact outcomes and identify future improvements.
Task requirements
This assessment task requires you to determine and manage project scope. The assessment activities are mentioned within the assessment task. 





Assessment Task 2: Project
[bookmark: _Hlk491681004][bookmark: _Hlk491269025]Scenario:
Read the scenario below for Wilson & Jones - CRM Project
Part A
You are a project manager in Wilson & Jones. You have assigned a new project for the implementation of a new Client Relationship Management system (CRM). You have the overall authority and responsibility for managing and executing the project according to the Project plan. 
In the initial phase, the organisation wants to have mini project - feasibility study and cost-benefit analysis for the project.
PRJ2.1. Prepare and conduct a meeting with an appropriate authority to confirm project authorisation procedures, confirm project delegations and authorities in project governance. You are required to obtain authorisation in this meeting to expend resources. Your trainer/ assessor will be acting as a project manager or authority head from whom you need to confirm and obtain the project authorisation. 
After the meeting prepare a report on what you discussed in meeting. 
	Meeting: Confirm and obtain project authorization for the CRM Implementation Project, specifically for the initial feasibility study and cost-benefit analysis phase.
Meeting Objective: Confirm and obtain project authorisation
Attendees: Project Manager, Wilson & Jones
And Authority Head
Venue: [Conference Room B or Virtual Meeting Link]
Date: [Oct 14th, 2024]

· Project Overview: Given an introduction of the CRM implementation project with particular focus on its goals and strategic benefits.
· Feasibility Study: Explained the project feasibility and cost-benefit study in terms of assessing project viability and quantified ROI.
· Authorization Requirements: Discussed formal processes involved in gaining approval for resource planning in the study phase.
· Governance and Delegation: Defined roles and responsibilities and delegated authority for the project manager in his or her early phase.
· Resource Allocation Approval: Preliminary approval was received for budget estimates-this will be finalized in the next steps concerning the authority for formal work up.






After making the meeting minutes you need to send the copy of this report to your trainer on email.

PRJ2.2. For the feasibility study and cost-benefit analysis project, identify and write down the project boundaries:
	Project Boundaries
	Details

	Assumptions
	The CRM implementation project assumes that all necessary resources, including personnel, software, and budget, will be available as scheduled. It also assumes that the team will have full access to current client data and that existing infrastructure will support the new system. Stakeholder cooperation and minimal operational disruptions during implementation are also assumed.

	Constraints
	Constraints include limited budget and time to complete the project phases, particularly the feasibility study. Any project changes must fall within approved budget limits, and regulatory compliance for data security and client privacy will also be key constraints.

	Inclusions
	The project includes a feasibility study, cost-benefit analysis, CRM software selection, system installation, data migration, testing, training for users, and ongoing support during the initial adoption phase.

	Exclusions
	Exclusions include post-adoption support beyond the initial phase, additional hardware purchases (if needed), and any changes to business processes unrelated to the CRM.

	Principal Work Activities
	Major activities include planning, feasibility assessment, software evaluation and selection, data preparation and migration, system testing, user training, and documentation.

	Product Specifications
	The CRM should be user-friendly, scalable, and compliant with data security regulations. It must integrate seamlessly with existing systems, provide customizable reporting, and support automated client management workflows.

	Project Deliverables
	Key deliverables include the feasibility report, a fully implemented CRM system, user training materials, technical documentation, and a final project evaluation report.

	Project Objectives
	Objectives are to improve client relationship management, streamline data access, and enhance customer service efficiency through a robust CRM system.

	Scope of Works
	The scope covers analyzing current client management processes, implementing the new CRM, data migration, user training, and initial support for system adoption.





Part B
[bookmark: _Hlk529541999]Conduct an interactive meeting with the required stakeholders to identify, negotiate and document project boundaries.

The stakeholders are:

· Project sponsor (Trainer/assessor)
· Marketing Manager
· Customer Service Manager
· Sales Manager
· IT Manager

PRJ2.3. Discuss with stakeholders to identify, negotiate and document project boundaries as identified by you in above task.

	Project Boundaries
	Details

	Assumptions
	Stakeholders agreed that resources and personnel will be allocated on time, and the CRM will integrate with existing systems without major disruptions. They also assume team cooperation and access to necessary data.

	Constraints
	Budget limits, tight timelines, and adherence to data privacy regulations were noted as key constraints. Changes must stay within the approved project scope and budget.

	Inclusions
	Feasibility study, CRM selection, data migration, system testing, user training, and initial support were identified as inclusions to ensure smooth CRM implementation.

	Exclusions
	Exclusions include ongoing support post-adoption, hardware upgrades, and process changes not related to CRM functionality.

	Principal Work Activities
	Core activities cover project planning, feasibility analysis, CRM setup, data migration, testing, and training sessions for end-users.

	Product Specifications
	The CRM must be secure, scalable, integrate with current systems, and support key customer management processes.

	Project Deliverables
	Deliverables include the feasibility study, CRM system, training materials, and a final project report.

	Project Objectives
	Objectives focus on improved client management, data access, and enhanced customer service efficiency.

	Scope of Works
	Scope includes process analysis, CRM installation, data transfer, user training, and initial support.





PRJ2.4. Discuss and identify measurable project benefits, outcomes, and outputs. 


	Project Aspect
	Details

	Project Benefits
	Improved client relationship management, streamlined customer data access, and enhanced service efficiency. The CRM will enable better customer insights, leading to increased satisfaction and loyalty.

	Outcomes
	Successful adoption of a scalable CRM system that supports key functions in marketing, sales, and customer service. Enhanced data-driven decision-making and productivity improvements across departments.

	Outputs
	Deliverables include the fully functional CRM system, data migration completion, user training materials, a feasibility study report, and final project documentation, ensuring seamless handover to the relevant departments.




PRJ2.5. List out finalised desired project outcomes with the stakeholders. 

	Desired Project Outcomes
	Description

	1. Enhanced Customer Data Management
	A centralized CRM system that consolidates customer information, enabling easy access and better data management for all departments.

	2. Improved Customer Engagement
	Tools and features within the CRM that allow for personalized communication and streamlined interactions with customers, improving engagement and satisfaction.

	3. Increased Efficiency in Sales and Marketing
	Automation of routine tasks and improved tracking of sales and marketing activities, resulting in more efficient workflows.

	4. Data-Driven Decision Making
	Comprehensive reporting and analytics feature that support data-driven strategies across departments, enhancing business outcomes.

	5. Compliance with Data Security Standards
	Ensuring that the CRM meets all data security and privacy regulations, protecting customer information and maintaining trust.

	6. Successful User Adoption and Training
	Comprehensive training for end-users to ensure smooth adoption of the CRM, with minimal disruptions to daily operations.





Part C

PRJ2.6. Based on the discussion above, prepare a Scope management plan. Use the template below:

INTRODUCTION

The Scope Management Plan defines the approach to define, manage, and control project scope for the CRM Implementation Project at Wilson & Jones. Effective scope management is critical to ensuring that the project stays within boundaries, meets stakeholder expectations, and delivers desired results.













SCOPE MANAGEMENT APPROACH
The scope will be managed via collaborative approach involving all stakeholders-the project sponsor, marketing and customer service representatives, sales representatives, and IT managers. Regular project update and status meetings will ensure complete communication on scope change and agreement amongst the project organization for the rest of the project lifecycle.








ROLES AND RESPONSIBILITIES
	Role
	Responsibilities

	Project Sponsor
	Provides overall direction and support, ensures alignment with organizational goals, and authorizes resources.

	Project Manager
	Oversees project execution, manages the team, coordinates activities, and ensures timely completion of project phases.

	Marketing Manager
	Collaborates on CRM requirements, ensures alignment with marketing strategies, and supports customer engagement initiatives.

	Customer Service Manager
	Defines customer service needs, facilitates training, and ensures the CRM enhances customer interactions.

	Sales Manager
	Provides insights on sales processes, ensures the CRM supports sales strategies, and trains the sales team on the new system.

	IT Manager
	Manages technical aspects of the CRM implementation, ensures system integration, and oversees data security compliance.







SCOPE DEFINITION

The scope of this project includes feasibility studies, cost-benefit analyses, selection and implementation of the CRM system, data migration, user training, and initial support. Areas excluded from the scope are post-implementation support and hardware upgrades that are not CRM-centric.











PROJECT SCOPE STATEMENT

To improve client relationship management through a CRM program that consolidates customer information, enhances customer engagement, and ensures data-driven decision-making, is of the ultimate aim of the CRM Implementation Project. The project is to be initially completed in six months with an allocation of $10,000.








WORK BREAKDOWN STRUCTURE



	Work Package
	Description

	CRM Implementation Project
	Overall project for implementing the CRM system

	Initiation Phase
	Conduct project kickoff meeting and identify stakeholders

	Planning Phase
	Perform feasibility study and cost-benefit analysis

	Execution Phase
	Select CRM software, migrate data, and conduct user training

	Monitoring and Control Phase
	Track project progress, manage risks, and gather stakeholder feedback

	Closure Phase
	Prepare final project report and conduct handover to operations









Scope Management Plan Work Breakdown Structure (WBS): Use the similar template below to create WBS


Tips: Use SmartArt feature of MS Word


[image: ]

Student Pack

Student Pack
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WBS DICTIONARY
	Level
	WBS Code
	Element Name
	Description of Work
	Deliverables
	Budget
	Resources

	1
	1
	CRM Implementation Project
	Overall project for implementing the CRM system
	Project Charter, Final Report
	$2,300
	Project Manager, Sponsor

	1.1
	1.1
	Initiation Phase
	Conduct project kickoff and identify stakeholders
	Kickoff Meeting Notes, Stakeholder List
	$1,800
	Project Manager, Stakeholders

	1.2
	1.2
	Planning Phase
	Perform feasibility study and cost-benefit analysis
	Feasibility Report, Cost-Benefit Analysis
	$2,700
	Business Analysts, Finance Team

	1.3
	1.3
	Execution Phase
	Select CRM software, migrate data, and conduct user training
	Selected CRM, Data Migration Completion, Training Materials
	$3,000
	IT Team, Trainers

	1.4
	1.4
	Monitoring and Control Phase
	Track project progress and manage risks
	Progress Reports, Risk Management Log
	$4,700
	Project Manager, PMO

	1.5
	1.5
	Closure Phase
	Prepare final project report and conduct handover to operations
	Final Project Report, Handover Documentation
	$2,500
	Project Manager, Operations Team





		Page 1 of 46

		Page 1 of 56

 SCOPE VERIFICATION
Scope verification is a multitude process to formally accept completed deliverables of any project from the customer. It includes the processes of checking the project outputs with the stakeholders to establish whether all the requirements were met and the deliverables were made in accordance with the project scope statement. It usually happens at the end of the project phases and at milestone points.









SCOPE CONTROL

In contrast, performing the scope control presupposes keeping an eye on any changes to the project scope, and controlling further changes to ensure that the project does not deviate from its originally defined intent. It includes identifying and controlling scope creep; applying change control processes; and adjusting plans when necessary to meet project objectives. In combination, these processes work to ensure the integrity of a project and delight all stakeholders.












PRJ2.7. Assume the plan is approved by the authorised body. Share the prepared Scope Management Plan with the required stakeholders via email to implement agreed scope management procedures and processes.


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. Confirmed procedure and obtained authorisation with required authority
			

	1. Confirmed project delegations and authorities in project governance arrangements.
			

	1. Identified, negotiated and documented project boundaries. 
			

	1. Identified and established measurable project benefits, outcomes, and outputs.
			

	1. Established a shared understanding of desired project outcomes with required stakeholders.
			

	1. Prepared document on scope management plan.
			

	1. Shared information to implement agreed scope management procedures and processes
			




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
	Joseph Griffiths


	Date 
	
18/10/24

	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 – Skills Test (ST)

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

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


	
· Skills Test 


	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 skills test. 
· You are required to manage project scope control process in this assessment task. 
· You must attempt all activities of the project for your trainer/assessor to assess your competency in this assessment task.


	Applicable conditions:         


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


	Resubmissions and reattempts:  


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


	Location:


	· This assessment task may be completed in: 

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

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





	  Purpose of the assessment


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

· [bookmark: _Hlk488668338]Skills to manage scope change impact based on change control procedures within established time, cost, and quality constraint.
· Skills to identify and document issues encountered during scope management and recommend improvements for future projects.
· 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 to a range of stakeholders/interested people.
· Skills to work independently/freely as well as collaboratively/together to make decisions.
· 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. 
· You will perform role plays and prepare reports on managing the marketing personnel.
· You are required to manage the scope change impact within established time, cost and quality constraints according to change control procedures. 
· You are required to identify and document any issues related to scope management and recommend improvements for future projects.
· 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 determine and manage project scope. 
· 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
	 

	Use up-to-date software and equipment
	 

	Work within stated timelines to meet deadlines
	 

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

	Experience prioritising competing tasks and dealing with contingencies
	 

	Simulated environment to work with others in a team
	 

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

	Simulated environment sufficient to work independently and manage workload
	 



Resources, tools, and equipment requirements
The following resources, tools and equipment will be made available by the training organisation at the simulated workplace to complete this assessment task: 
· Workplace personnel/stakeholders to participate in the questioning session requires active participation in a range of creative thinking activities 
· Please refer to the roles and responsibilities section for more information 
· workplace documentation used to document and manage project scope
· examples of feedback from project stakeholders regarding management of project scope.
Simulated assessment scenario 
You are required to manage organisational marketing processes. 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: 
· Conduct project authorisation activities
· Develop and confirm procedures for project authorisation with an appropriate authority
· Obtain authorisation to expend resources
· Confirm project delegations and authorities in project governance arrangements
· Define project scope
· Identify and negotiate project boundaries with relevant stakeholders
· Establish measurable project benefits, outcomes and outputs
· Establish a shared understanding of desired project outcomes with relevant stakeholders
· Document scope management plan
· Manage project scope control process
· Implement agreed scope management procedures and processes
· Monitor impact of scope changes within established time, cost and quality constraints according to change control procedures
· Identify and document scope management issues and recommend improvements for future projects
A supervisor will be assigned to you by your training organisation. The supervisor can answer your questions related to understanding the requirements associated with the assessment task. The supervisor will act according to job role and responsibilities. 
The supervisor can be your trainer or assessor or a different trainer or assessor or a staff member (including mentors) from the training organisation. 
Roles and responsibilities 
As part of your job role, you have the following job responsibilities: 
· Interprets and analyses information from a range of complex texts
· Develops project documentation and procedures using formats and language appropriate to context
· Participates in discussions and negotiations using clear language and appropriate non-verbal features
· Uses active listening and questioning to elicit views and opinions of others
· Interprets numerical information to determine project timelines and measure outcomes against project scope
· Adheres to organisational policies and procedures and considers own role in terms of its contribution to broader goals of work environment
· Identifies and uses appropriate conventions and protocols when communicating with diverse stakeholders
· Collaborates with others to achieve joint outcomes, playing an active role in negotiating and facilitating agreement
· Sequences and schedules complex activities, monitors implementation and manages relevant communications
· Makes a range of critical and non-critical decisions in relatively complex situations, taking a range of factors into account
· Uses experience to reflect on ways variables impact outcomes and identify future improvements.
Task requirements
This assessment task requires you to determine and manage project scope. The assessment activities are mentioned within the assessment task. 





Assessment Task 3: Skills Test 
[bookmark: _Hlk497910853][bookmark: _Hlk24619846][bookmark: _Hlk25136028]Scenario:
[bookmark: _Hlk488673708]You are the Project Manager in Wilson & Jones looking after feasibility study and cost-benefit analysis for the new Client Relationship Management System (CRM) implementation project.
In the execution phase, on the third day, following change requests were raised:
1. The sponsor wants to check for four (4) different vendors rather than three (3).
2. IT manager informed that the sandbox will have two (2) days delay due to unavailability of the hardware. 
The Scope change management plan and other policies and procedures are followed as per the Business information pack – Wilson & Jones - CRM Project
Part A: 
PR3.1. As a Project manager, identify the three (3) problem areas and three (3) impact likely to cause by the change requests.
	Change Request
	ID
	Impact/Problem Areas

	1
	1.1
	Scope Creep: Additional features may lead to an expanded scope beyond the original project plan.

	
	1.2
	Budget Overrun: Increased costs due to additional resources needed for new requirements.

	
	1.3
	Delays in Timeline: Adjustments may result in extended timelines, affecting overall project delivery.

	2
	2.1
	Resource Allocation: Existing resources may become overburdened, leading to reduced efficiency.

	
	2.2
	Stakeholder Dissatisfaction: Changes may not align with stakeholder expectations, causing frustration.

	
	2.3
	Quality Compromise: Rushed adjustments could impact the quality of deliverables, leading to defects.




PR3.2. Explain steps to manage each impact of scope changes due to above change requests. 

	Impact ID
	Action to Mitigate/Manage Change Request

	1.1
	Implement a change control process to evaluate the necessity of additional features before approval. Conduct impact analysis to determine how changes affect project scope.

	1.2
	Revise the project budget to accommodate additional costs. Ensure that stakeholders are informed of budget changes and secure approval for any necessary adjustments.

	1.3
	Adjust the project timeline and communicate changes to all stakeholders. Utilize project management tools to reassess schedules and allocate resources efficiently.

	2.1
	Reallocate resources to ensure optimal utilization. Assess team workloads and consider hiring additional temporary staff if necessary to meet new demands.

	2.2
	Engage stakeholders regularly through updates and meetings to align their expectations with project changes. Implement a feedback loop to address concerns promptly.

	2.3
	Conduct thorough quality assurance reviews and testing on all deliverables to ensure they meet requirements, even with expedited timelines. Consider additional quality checks during implementation.






PR3.3. Send the scope change management action to required stakeholders via Email. Ask them to go through the action items and request them to provide the feedback.
PR3.4. Assume, the feasibility study project is completed. Identify any four (4) recommendation for future project improvements. 
	#
	Recommendation

	1
	The discovery stage of the project involves, among others, setting up and enhancing stakeholder engagement: propelling stakeholders smoothly and progressively into conversation will unveil tough questions and align the project scope with the business's intents. A systematic plan for stakeholder communication will allow future projects to groom and cultivate high expectations while keeping stakeholders informed of project advancement laced with any change allegations.

	2
	Conducting risk assessments during the initiation stage of the project allows anticipatory pluralism of these issues, given that the team would be well-prepared to resolve these issues proactively. By identifying risks and putting strategies in place for their mitigation ahead of time, the team's scope of challenges can never straddle over issues with the budget, delays, or shortages of resources.

	3
	A solid change control process involves a thoroughgoing review of scoping analysis up to the change control administrative stage. This permits precise prognosis of possible project forecast and preparations toward resolution so that scope creep, cost overruns, cash flow problems, timing sequence extensions, etc., do not arise due to wrong handlers of change requests or their repercussions.

	4
	Ultimately, through resource efficiency and effectiveness in allocation-that's the one way to optimize performance in a project. Assessing resource availability before work commences and reallocating resources when necessary ensures that no team member becomes overburdened and that productivity remains up to par throughout the project's lifecycle.




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) Identified and documented impacts and problem areas due to the change request.
			

	b) Analysed the impact and came up with an action item to manage the impacts.
			

	c) Communicated the action items with required stakeholders.
			

	d) Shared recommendations on improvements for future projects.
			





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
	
Joseph Griffiths

	Date 
	
18/10/24

	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
	





Project


1.3 Phase 3


1.1 Phase 1


Level 1.1.1


Level 1.1.2


Level 1.1.3


Level 1.1.1.1


Level 1.1.1.2


Level 1.1.2.1


Level 1.1.2.2


1.2 Phase 2


Level 1.2.1


Level 1.2.2


Level 1.3.1


Level 1.3.2
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