

Student Pack

[image: Logo

Description automatically generated][image: A group of people sitting around a table looking at a screen

Description automatically generated with medium confidence]
STUDENT PACK
[bookmark: _Hlk75341098][bookmark: _Hlk75341099][bookmark: _Hlk75341102][bookmark: _Hlk75341103]BSBPMG532 
 Manage project quality

Version Control 
	Unit code
	Document version
	Release date
	Comments/actions

	BSBPMG530
	10.1
	23.09.2021
	First edition









Copyright
Copyright ©2021 by CAQA Resources. 
Copyright protects this material. No part of this publication may be reproduced, distributed, or transmitted in any form or by any means, including photocopying, recording, or other electronic or mechanical methods, without the prior written permission of the publisher, except in the case of brief quotations embodied in critical reviews and certain other non-commercial uses permitted by Copyright Act 1968 (Cth). For permission requests, write to the publisher, addressed “Attention: Permissions Coordinator,” at the address below. 
Enquiries should be addressed to: 
CAQA Resources 
2/10 Lawn Ct 
Craigieburn, Victoria – 3064 
Australia 
www.caqaresources.com.au  

Disclaimer
Although the author and publisher have made every effort to ensure that the information in this book was correct at press time, the author and publisher do not assume and hereby disclaim any liability to any party for any direct, indirect, incidental, or consequential loss, damage, or disruption caused by errors or omissions, whether such errors or omissions result from negligence, accident, or any other cause. Data and case study examples are intended to be fictional. Any resemblance to real persons or organisations is coincidental. 
If you believe that information of any kind in this publication is an infringement of copyright, in material in which you either own copyright or are authorised to exercise the rights of a copyright owner, and then please advise us by contacting CAQA Resources, 2/10 Lawn Ct, Craigieburn, Victoria - 3064 or email copyright@careercalling.com.au.  
Acknowledgement
This remains the property of CAQA Resources, a Career Calling initiative. 


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:
	Jonathon Kelly 

	Student ID: 
	

	Contact number:
	0439 787 276

	Email address:
	Jonathon.Kelly@bmd.com.au

	Trainer details  

	Full name: 
	


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

	Code:
	

	Name: 
	

	Unit of competency 

	Code:
	BSBPMG532

	Name: 
	Manage project quality

	Releases: 
	1.0 

	Release date:
	19/Oct/2020



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



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

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

Student signature:   ________________________________
              

Date:  ____/_____/______________




5. Assessment Plan

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

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

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

	Assessment task 2 
	Project (PT)
	S / NS (First Attempt) 
S / NS (Second Attempt)

	Assessment task 3
	Project (PT)
	S / NS (First Attempt) 
S / NS (Second Attempt)

	Assessment task 4
	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: ____Jonathon Kelly __________________________________                      
[image: ]
Student Signature: ___________________________________ 



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


	· Written Questions

	Instructions provided to the student:

	Assessment task description:

	· This is the first (1) assessment task you must successfully complete to be deemed competent in this unit of competency.
· The Knowledge Test is comprised of 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 Training Organisation’s Student Handbook. 


	Location:

	· This assessment task may be completed in: 

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

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

	Instructions for answering the written questions:

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


	  Purpose of the assessment

	This assessment task is designed to evaluate your Knowledge for the following: 
· Knowledge to determine quality objectives and standards with the input from stakeholders and higher authorities to establish quality management plan and quality management methods, and tools to be used to determine preferred mix of quality, cost and time.
· Knowledge to identify quality criteria, get agreement from higher authority and communicating to stakeholders to ensure clarity and understanding of quality and objectives and inclusion of agreed quality requirements and implementation on basis of performance measurement. 
· Knowledge to measure and document outcomes of product performance throughout project life cycle to determine compliance with agreed standards and identify causes for unsatisfactory result and actions required in consultation with client and higher authorities.
· Knowledge to conduct inspections of Quality process and quality control results to check compliance with quality objectives and maintain quality management system to enable effective recording and communications to higher authorities.
· Knowledge to review process and implement project quality improvements throughout project life cycle to ensure quality improvement and check project outcomes against performance criteria to determine effectiveness.
· Knowledge to identify and document lessons learned and recommending the improvements on to higher authorities.




	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:
	What are the different inputs for planning quality management? Explain any five (5) in 150-200 words.  
	Satisfactory response

	
	
	Yes 
	No 

	Engagement of people 
everyone within your organisation contributes towards its processes not just senior management. Openly discussing issues and sharing knowledge and experience with your team is therefore key if you want to fully benefit from your quality management
Process Approach 
By managing the different areas in your business together as a whole, you will be able to align operations for greater efficiency, making it even easier to achieve your objectives. Measuring and evaluating these interrelated processes will also help you to identify areas for improvement.
Improvement 
Continual improvement is essential to the quality management system and should be your organisation’s core objective. Implementing processes for identifying risks and opportunities, spotting and solving non-conformities, and measuring and monitoring your efforts means that you will be able to find ways to improve and make your business even stronger.
Evidence based Decision Making 
Accurate and reliable data is essential for making informed decisions. For instance, to solve the root cause of a non-conformity you need the right evidence. Make sure information is available to those who need it and keep communication channels open.
Relationship management 
Your suppliers can be a source of competitive advantage but this requires a relationship built on trust. Creating such lasting relationships with suppliers and other interested parties means balancing short-term financial gains with long-term, mutually beneficial strategies.














	Q2:
	Answer the following: 
What is quality metrics? What is the importance of quality metrices in quality management plan? Write your answer in 30-50 words. 
Explain in 30-50 words, the term “Quality Management Plan”. 
	Satisfactory response

	
	
	Yes 
	No 

	2a) 
Quality metrics are measures developed by the company to measure against to indicate the performance of their product i.e., it meets customer specifications, its fit for purpose, meets or exceeds customer expectations, etc

2b)
A Quality management plan is a framework that defines project management processes that will be applied to ensure that projects, systems and specific tasks are performed in accordance with the relevant specifications, methodologies and standards to enable the end product to be fit for purpose

	Q3:
	When starting a new project, why is it mandatory to identify quality requirements in consultation with the higher authorities and implement the same in the project? Explain in 50-100 words.
	Satisfactory response

	
	
	Yes 
	No 

	Prior to works commencing it is important that all stakeholders and team members are aware of the quality system requirements. This is to ensure that team members can adhere to the requirements of the specifications or standards when producing the product or services.  It effectively outlines what is expected to achieve a certain quality product

	
Q4:
	What details must be included in Project Management Quality Plan (PMQP)? Write your answer in 100-150 words.  
	Satisfactory response

	
	
	Yes 
	No 

	The following components are to be included into the Project management Quality Plan:
Quality objectives
What is the clients expectations for the project, the standards and specifications that will be applied.
Key project deliverables and processes to be reviewed for satisfactory quality level
Ensuring that an audit schedule is established to maintain the correct level of quality throughout the lifetime of the project 
Quality standards
Clarify the specifications that the project is to be built to, standards that apply and any ISO standards that apply.  This information is critical for the project staff
Quality control and assurance activities
Creating a method or techniques to ensure that the product being produced abides to all specs and standards 
Quality roles and responsibilities
Who is in charge of the Quality process and who are the QA personnel maintaining the processes
Quality tools
Programs, Check Lists, Flow charts etc created to ensure that nothing is missed 
Plan for reporting quality control and assurance problems
Establish monthly reports to client to show the tracking of trends etc





	Q5:
	Explain in 50-100 words each, the purpose of following Quality management tools, techniques and methodologies in project management: 
Control chart
Flow-Charting
	Satisfactory response

	
	
	Yes 
	No 

	5a)
Control Charts are graphic depictions that display results of a process over time.  It is a statistical based method that shows trends, areas of interest and areas of improvement.  Control Charts help monitor the behaviour of your process to determine whether it is stable.  Limits are established as alerts or take action points to maintain the desired outcome.

5b)
Flow charts are tools for analysing processes allowing a person to break up a process into individual events and displayed in a manner to show links and logical relationships between activities.  Flowcharts are used in designing and documenting complex processes or programs. Like other types of diagrams, they help visualise what is going on and thereby help the viewer to understand a process, and perhaps also find flaws, bottlenecks, and other less-obvious features within it.


	Q6:
	Answer the following: 
What is quality assurance?  What is the key benefit of this process? Write your answer in 30-50 words. 
Explain the following methods of quality assurance: 
Affinity diagrams (50-100 words)
Process decision program charts (PDPC) (30-50 words)
List five (5) objectives of quality audits. 
	Satisfactory response

	
	
	Yes 
	No 

	

a. QA refers to the process or actions taken to ensure a product meets all of its requirements. Quality assurance is often used to track compliance and maintain consistent product management output over time. This is accomplished by ensuring that each step of the production process is thoroughly inspected and refined

b. An affinity diagram arranges a large number of ideas into their natural relationships, the ideas are generated from brainstorming sessions or similar. Once the ideas are generated the affinity diagram arranges the ideas into categories based on the relationships with each other 

1. Determine conformity or non-conformity to the quality system requirements
2. Verifying objective evidence
3. Providing evidence for the reduction and elimination of any problem areas
4. Identifying whether the quality policies of organizations meet quality standards adequately
5. Taking corrective action for deficiencies






	Q7:
	Explain in single sentence each, the following seven (7) basic quality control tools and techniques: 
Cause-and-effect diagram
Check sheet
Control charts
Histogram
Pareto chart
Scatter diagram
Stratification
	Satisfactory response

	
	
	Yes 
	No 

	1. Used to provide a pectoral display of a list in which you utilise to identify and organise possible causes of problems or areas of concern


2. To provide a structured way to collect quality-related data as a rough means for assessing a process or as an input to other analyses


3. Control Charts are graphic depictions that display results of a process over time.  


4. diagram consisting of rectangles whose area is proportional to the frequency of a variable and whose width is equal to the class interval.


5. A Pareto chart is a bar graph. The lengths of the bars represent frequency or and are arranged with longest bars on the left and the shortest to the right, this way the chart visually depicts which situations are more significant.


6. A scatter plot (diagram) plots data with one variable on each axis to identify a relationship between the two variables.


7. the act of sorting data, people, and objects into distinct groups or layers. It is a technique used in combination with other data analysis tools.

	Q8:
	Answer the following: 
Why is it a must to identify the variance to quality metrics? List four (4) reasons. 
Explain in 50-100 words, the process that you will use to identify the root cause of the problem in a project. 
	Satisfactory response

	
	
	Yes 

	No 


	8a)
It is important to identify variances for the following reasons
· To perform remedial action
· Understand how the variance has occurred
· Take preventative actions to avoid the variance in the future
· Minimise the effects for this project and future projects

The process of root cause analysis is as follows 
· Clearly define the problem. 
· Collect data that concern the problem and analyse all the evidence of the existence of the problem. 
· Analyse the problem.
· Analyse the causes for variations that are changeable for prevention of the problem in the future.
· Eliminate causes that are not necessary to the process and change those that are within your control.
· Create a change management plan and implement the changes. 
· Monitor the results.


	Q9:
	Answer the following:
What is Quality Management System? Write your answer in 30-50 words. 
List six (6) steps that that one must take to ensure that the Quality Management System (QMS) is maintained and produces accurate quality audit data. 
	Satisfactory response

	
	
	Yes 

	No 


	9a)
A quality management system is a combination of several documents to allow a project team to accomplish the quality outcomes.  It works to eliminate project problems in a timely and cost effective manner

9b)
The following steps need to be maintained to ensure the quality management system is maintained 
· Inputting correct data 
· Amending data as required 
· Running regular checks 
· Calibrating the system as required 
· Maintaining the software version 
· Running backups, if applicable.


	Q10:
	Answer the following: 
Why is it important to review processes and changes throughout the project life cycle? Write your answer in 50-100 words. 
Why is it important to ensure that the quality objectives remain achievable throughout the project’s life cycle? List any four (4) reasons. 
	Satisfactory response

	
	
	Yes 

	No 


	10a)
It is important to review a process throughout the life time of a project to allow for improvements in effectiveness and management activities.  This can be performed during a project to assess weather a project is on track or after the project to assess if the project has achieved its outcomes
10b)
· To motivate staff and keep morale high 
· To avoid branding the project as unsuccessful and outside of the targets and requirements
· To practice flexibility and coping mechanisms 
· To adapt the objectives and the project so that it remains achievable.


	Q11:
	Answer the following: 
What is purpose of conducting Post implementation review (PIR) process? Write your answer in 50-100 words. 
What is the benefit of assessing the effectiveness of quality management throughout the project? Write your answer in 30-50 words. 
	Satisfactory response

	
	
	Yes 

	No 


	11a)
A Post Implementation Review (PIR) is conducted after the completion of a project. Its purpose is to evaluate whether project objectives were met, to determine how effectively the project was run, to learn lessons for the future and to ensure that the organization gets the greatest possible benefit from the project.

11b)
It is important to review the quality management throughout to determine the effectiveness of the tool, procedures and methodologies put in place to manage quality.

	Q12:
	What are the seven (7) different outputs of Quality Control Process? Write your answer in 150-200 words.
	Satisfactory response

	
	
	Yes 
	No 

	· Inspections and audits in compliance with guidelines
· Monitoring conformance to the specification
· Recommending ways to eliminate causes of unsatisfactory performance of products or processes
· Regular inspection by the individual or the monitoring of inspections by internal or external agents
· Reporting variances.
· Monitoring conformance to product specifications
· Examining whether the project deliverables have been met or are on track to be met
· Monitoring of regular inspections by internal or external agents


	Q13:
	What are the roles and responsibilities of a Quality management personnel in project management? List any eight (8).
	Satisfactory response

	
	
	Yes 
	No 

	· Understand customer needs and requirements to develop effective quality control processes
· Devise and review specifications for products or processes
· Set requirements for raw material or intermediate products for suppliers and monitor their compliance
· Supervise inspectors, technicians and other staff and provide guidance and feedback
· Inspect final output and compare properties to requirements
· Approve the right products or reject defectives
· Keep accurate documentation and perform statistical analysis
· Submit detailed reports to appropriate executives

	Q14:
	Explain in 50-100 words each, the following methods for managing continuous improvement:
1. Deming Cycle or Shewhart Cycle
1. Six Sigma
	Satisfactory response

	
	
	Yes 
	No 

	A deming cycle is a four step model used to assist in carrying out change.  It is a cycle of Plan, Do, Check & Act. It is in the form of a circle to show the reaping process for continuous change.  This model should be implemented when starting a new improvement, defining a repetitive work process or when implementing any type of change.

Six Sigma is a quality management methodology used to help businesses improve current processes, products or services by discovering and eliminating defects. The goal is to streamline quality control in manufacturing or business processes so there is little to no variance throughout.

	Q15:
	Explain in 30-50 words each, the following Quality Management Standards: 
1. ISO 9001
1. ISO 9004
	Satisfactory response

	
	
	Yes 
	No 

	ISO 9001 is a set of international standards that dictate the criteria for quality management systems. It is utilised throughout all businesses both large and small as a minimum standard that all should achieve.

ISO 9004 is a international standard that provides guidelines for enhancing an organisations ability to achieve sustained success.  ISO 004 provides a self-assessment tool to review the organisations adoptions of quality management systems.

	
Q16:
	Answer the following: 
1. What is purpose of Kaizen in project management? Write your answer in 30-50 words. 
1. List seven (7) phases in continuous cycle of Kaizen activity. 

	Satisfactory response

	
	
	Yes 

	No 


	Kaizen project management is an approach to creating continuous improvement based on the idea that small, ongoing positive changes can reap significant improvements. Typically, it is based on cooperation and commitment and stands in contrast to approaches that use radical or top-down changes to achieve transformation.

· Get Employees involved
· Gather a list of problems
· Encourage solutions and choose an idea
· Test the solution
· Regularly measure and analyse the results
· If successful Adopt the solution
· Repeat on an ongoing basis 



Assessment Results Sheet  
	Outcome
		First attempt: 



Outcome (make sure to tick the correct checkbox):  

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

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

Feedback: 









	Second attempt: 



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


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

	Student Signature
	

	Date 
	

	Trainer/Assessor Name 
	

	Trainer/Assessor Declaration
	I hold:

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

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


	Trainer/Assessor Signature
	

	Date
	

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

on _________________ (insert date) 

by (insert Name) __________________________________





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

Assessment method-based instructions and guidelines: Project
	Assessment type 

	· Project - Prepare Quality Management Plan.

	Instructions provided to the student:

	Assessment task description: 

	· This is the second (2) assessment task you must successfully complete to be deemed competent in this unit of competency. 
· This assessment task requires you to complete a project. 
· [bookmark: _Hlk497205921][bookmark: _Hlk90459985]You must prepare Quality Management Plan based on business case attached as “Annexure 1” in order to successfully complete this project. 
· 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: 
· Skill to determine quality objectives and standards with the input from stakeholders and higher authorities 
· Skills to determine the quality requirements based on given business case in consultation with the stakeholders. 
· Skills to select and document quality management methods, techniques and tools to resolve quality issues given in the business case. 
· Skills to discuss the quality requirements with the project team and the stakeholders 
· Skill to include agreed quality requirements and implementation on basis of performance measurement. 


	Task instructions

	· This is an individual assessment. 
· To ensure your responses are satisfactory you should consult a range of learning resources and other information such as handouts, textbooks, learner resources etc. 
· This assessment task requires you to assume/ take on the role of a Project manager at Wilson and Jones marketing and advertising company.
· This assessment task requires you to assume/ take on the role of the Project Manager at the organisation given in the business case.
· This assessment task is divided into three parts: 
· Part A: Determine quality objectives and standards
· Part B: Document a quality-management plan
· Part C: Distribute, discuss and support quality requirements - Interactive presentation (IP)
· For part A and part C of this assessment task: 
· You must determine the quality requirements with input from stakeholders. 
· You must participate in verbal exchanges with stakeholders and project team member using clear-language and appropriate non-verbal features to provide and seek relevant information.
· Time limit to complete the role plays is 10-15 minutes. 
· The trainer/assessor will assume the role of multiple stakeholders and team members switching roles as per the requirements and as specified in the project task. 
· During the videoconferencing, you must use active listening and questioning techniques to elicit views and opinions of others. 
· Construct and purposefully dispense well thought out questions. 
· Provide answers based on background knowledge and experiences. 
· Use appropriate communication practices
· For part B of this assessment task: 
· You must analyse the given business case to prepare a quality management plan. 
· You must prepare a quality management plan as per the template provided to them. 
· Your trainer will assume the role of multiple stakeholders and team members switching roles as per the requirements and as specified in the project task. 
· Quality management plan must be 600-800 words in length, using 11-point font, double-spaced, and must include a cover page, table of contents, introduction, body, summary or conclusion, and works cited.



[bookmark: _Hlk42779072][bookmark: _Hlk498778159]
[bookmark: _Hlk49589239][bookmark: _Hlk53397840][bookmark: _Hlk53481875]

Simulated Environment

Assessment task instructions 
· The purpose of this assessment task is to manage quality within projects. It involves determining quality requirements, implementing quality control and assurance processes, and using review and evaluation to make quality improvements in current and future projects.  
· The training organisation must ensure that the simulated assessment environment is in accordance with the requirements specified. 
· The training organisation will assign a supervisor to the student. 
· The training organisation will provide the resources required to complete the assessment task.  
· The student must use the templates provided to document their responses. 
· The student must follow the word-limits specified in the templates. 
· The trainer/assessor must assess the student using the performance checklist provided.  

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

	Follow standard operating/workplace procedures
	Select

	Use up-to-date software and equipment
	Select

	Work within stated timelines to meet deadlines
	Select

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

	Experience prioritising competing tasks and dealing with contingencies
	Select

	Simulated environment to work with others in a team
	Select

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

	Simulated environment sufficient to work independently and manage workload
	Select


Resources, tools, and equipment requirements
The following resources, tools and equipment will be made available by the training organisation at the simulated workplace to complete this assessment task: 
· Workplace personnel/stakeholders to participate in the questioning session requires active participation in a range of creative thinking activities 
· Please refer to the roles and responsibilities section for more information 
· project documentation including quality criteria, evidence of quality monitoring and improvement practices.
Simulated assessment scenario 
You are required to manage quality within projects. It involves determining quality requirements, implementing quality control and assurance processes, and using review and evaluation to make quality improvements in current and future projects. You are required to read and understand a predetermined issue and/or situation and participate in a number of assessment activities. 
The following are the goals and objectives to complete this assessment task: 
· Determine quality requirements
· Identify quality objectives and standards with input from relevant stakeholders
· Develop quality metrics for the project and any product output in a quality management plan
· Select quality management methods and tools for resolving quality issues
· Consult with project team and stakeholders on quality requirements
· Implement quality processes
· Perform quality assurance audit of project processes for compliance with agreed plans
· Assess quality control of project and product output according to agreed quality specifications
· Identify causes of variance to quality metrics and undertake remedial action
· Maintain a quality management system for timely recording of quality audit data
· Implement project quality improvements
· Review processes and implement agreed changes continually throughout the project life cycle
· Review project outcomes against performance requirements
· Identify and document lessons learned and recommended improvements
A supervisor will be assigned to you by your training organisation. The supervisor can answer your questions related to understanding the requirements associated with the assessment task. The supervisor will act according to job role and responsibilities. 
The supervisor can be your trainer or assessor or a different trainer or assessor or a staff member (including mentors) from the training organisation. 
Roles and responsibilities 
As part of your job role, you have the following job responsibilities: 
· Identifies, analyses and assesses textual information obtained from a range of sources and determines how content may be applied to requirements
· Develops and documents quality requirements for project plan
· Records results of quality audits according to organisational requirements
· Participates in verbal exchanges using clear language and appropriate non-verbal features to provide and seek relevant information
· Uses active listening and questioning techniques to elicit views and opinions of others
· Interprets information to determine measurable objectives
· Interprets numerical information to measure outcomes against objectives
· Uses analytical skills to review and evaluate process and decide on future improvements
· Takes responsibility for identifying and following policies, procedures and standards
· Selects and uses appropriate communication practices in a range of work contexts
· Collaborates with others to foster shared understanding of quality requirements
· Sequences and schedules complex activities, monitors actions against goals, adjusting plans and resources where necessary
· Uses digital applications to access, organise, integrate and share relevant information in effective ways.
Task requirements
This assessment task requires you to manage quality within projects. It involves determining quality requirements, implementing quality control and assurance processes, and using review and evaluation to make quality improvements in current and future projects. The assessment activities are mentioned within the assessment task. 





Assessment Task 2 - Project
Project
You are required to take on the role of Project Manager of Wilson & Jones (Business case attached as “Annexure 1” to this unit). Before carrying out this assessment task, you must read through this business case to have an insight of the project. 
Part A: Determine quality objectives and standards
The project to implement a new Client Relationship Management system (CRM) “Salesforce” for use by the Sales, Customer Service and Marketing departments has been approved.
As a Project Manager, it is your responsibility to determine the quality objectives and standards with input from stakeholders.  To determine the quality objectives and standards to implement the new Client Relationship Management system (CRM) for use by the Sales, Customer Service and Marketing departments, it is the responsibility of the Project Manager to establish acceptable quality standards and objectives with inputs from quality specialist and to ensure compliance with Wilson & Jones’ required quality standards. The quality objectives are to be determined considering the project objectives in mind. 
Among the quality standards applicable to this project are:
· Wilson & Jones project governance policy dictates that all projects must be delivered in accordance with ISO 9001:2015 or AS/NZS 9001:2016 specifications
· Customer data held within Salesforce is protected by comprehensive physical security, data encryption, user authentication, and application security to SAS 70 Type II, SOX, ISO27001, and third-party vulnerability and SysTrust certifications standards.
Project objectives 
· For Wilson & Jones to be operating on the most up to date CRM available
· Standardise how the employees work with the clients of the company
· Reduce the expenses for some transactions
· Reduce costs associated with re-work due to corrupt or dirty data.
· Enhance client data authenticity
Task: 
To determine the quality objectives and standards, you will participate in a meeting with the quality specialist and the project sponsor. These roles will be played by your trainer/assessor. Your trainer will switch roles based on the requirements. 
First, the trainer/assessor will assume the role of quality specialist and will engage in discussion with you to determine the quality objectives and standards. Then after completion of this activity, he/she will switch his/her role to the project sponsor and will be responsible for checking if the quality standards determined are in line with the quality standards for this project. If the quality standards determined do not comply with the required standards, then he/she will again switch his/her role to quality specialist and will discuss the pitfalls/deficiencies of the quality objectives and standards with you and overcome these pitfalls/deficiencies. 
[bookmark: _Hlk497905236]After final approval for the quality objectives and standards, you will also discuss with the quality specialist the quality management methods, techniques and tools to for tracking quality and standards to establish acceptable quality levels and resolve quality issues I.e. quality assurance and quality control. 
Based on your discussion with the trainer/assessor, you must complete the Quality Requirements Summary template attached to this assessment task. 
[bookmark: _Hlk499127772]The date of the meeting will be allocated to you by your trainer/assessor. 
You will be required to distribute a meeting agenda via email at least 2 days prior to any scheduled meeting and your trainer/assessor will review the agenda prior to the meeting. The agenda template is attached to the assessment task. 
The communications requirements are documented in the Communications Matrix. The Communications Matrix will be used as the guide for what information to communicate, who is to do the communicating, when to communicate it, and to whom to communicate.
[bookmark: _Hlk90464011]Communication matrix: 
	Communication
Type
	Description
	Frequency
	Format
	Participants/
Distribution
	Deliverable
	Owner

	Project quality objectives and standards
	Determining project quality and standards
	Once
	Video-conferencing
	Quality specialist,
Project sponsor
	Status
	Project Manager



[bookmark: _Toc332197061][bookmark: _Toc379383469]Template for Quality Requirements Summary

	Deliverable
	Quality Requirements/ Standards
	Quality Assurance
	Quality Control

	<A deliverable as specified in the Scope Plan>
	<List all quality requirements this may include: stakeholder requirements, negotiated trade-offs with cost, schedule and performance, standards. This should include quality metrics to enable measurement>
	<High level description of the applicable quality assurance processes>
	<High level description of the applicable quality control processes>

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




Template for quality agenda 
	MEETING AGENDA
AGENDA DETAILS
	DATE:
	

	TIME:
	

	LOCATION:
	


1. Agenda Item 1 description
0. Remarks
0. Remarks
0. Remarks
1. Agenda Item 2 description
1. Remarks
1. Remarks
1. Agenda Item 3 description
2. Remarks
2. Remarks
2. Remarks
1. Agenda Item 4 description
3. Remarks
3. Remarks






[bookmark: _Hlk490487763]Part B: Document a quality-management plan
In part A of this assessment task, you have successfully determined quality objectives requirements and standards with input from stakeholders and the project team. 
In this part of the assessment task, you are required to prepare a quality management plan and submit it to the trainer/assessor via email. 
When preparing the quality management plan, you must use the attached template. 
When preparing the quality management plan, you must include: 
· Quality metrics for the project and product output
· These quality metrics must define the required and acceptable levels of quality. So that, they can be used to gauge how effectiveness of the quality management of the project at later stages. The quality metrics must be based on the customer relationship strategy and the performance of all the specified three departments in the business case can be measured.
· Metrics should be based on time, cost, resources, scope, quality, and action items. 
· Indicate how the project quality metrics will be measured. 
· Quality criteria (framework for working towards achieving quality requirements)
· Australian and international standards
· Codes of conduct
· Legislation and regulation requirements.
· Identify the quality issues in the project given in the business case. 
· Resolve these quality issues using the following quality management methods, techniques and tools: 
· Control charts
· Brainstorming
· Continuous improvement process
· [bookmark: _Hlk497904231]Agreed quality and performance requirements (as determined in part 2 of this assessment task) in the project management plan and implement these quality requirements as basis for performance measurement. 



Template for quality management plan 
[bookmark: _Toc83699415][bookmark: _Toc212367075][bookmark: _Toc214435566]Purpose of Quality Management Plan: 
[Provide the purpose of the Project Quality Management Plan. This document should be tailored to fit the particular project needs. Identify which project(s), product(s), and/or the portion of the project life cycle that are covered by this plan and the overall quality objectives for this project.]
[bookmark: _Toc212367077][bookmark: _Toc214435567]Quality Management Plan Components
[To achieve this, the <project name> Quality Management Plan includes the following components:
· Quality Assurance - to ensure quality project management processes.
· Quality Control - via the development of quality outputs; and
· Quality Improvement – review points to assess and improve quality where possible.]
[bookmark: _Toc136837056][bookmark: _Toc494193655][bookmark: _Toc494193654]Organisation, Responsibilities, and Interfaces
[Describe the primary roles and responsibilities of the project staff as it relates to the practice of Project Quality Management. Indicate responsibilities for activities such as mentoring or coaching, auditing work products, auditing processes, participating in project reviews, etc.]

	Role
	Quality Responsibility

	Project Manager
	Quality mentoring & coaching

	Team Lead
	Quality audits

	<Role>
	<Responsibility>


[bookmark: _Toc136837057]Tools, Environment, and Interfaces
[List and define the data elements the quality tools that will be used to measure project quality and level of conformance to defined quality standards/metrics.]

	Tool
	Description

	[Benchmarking]
	[Industry recognized benchmarks]

	<Tool Name>
	<Tool Description>


[bookmark: _Toc136837059]Quality Planning
[Identify which quality standards are relevant to the project and how to satisfy them. Identify and define appropriate quality metrics and measures for standards for project processes, product functionality, regulatory compliance requirements, project deliverables, project management performance, documentation, testing, etc. Identifies the acceptance criteria for project deliverables and product performance]
[bookmark: _Toc136837060]

Define Project Quality requirements
[Identify quality standards and expectations for customers, the project, organization and federal regulations, define customer and project goals, quality standards, critical success factors, and metrics for which to measure success, and outline acceptance criteria for project deliverables and product performance.]
[bookmark: _Toc136837061]Measure Project Quality
[Identify desired metrics and related monitoring processes for which to measure quality standard, develop a plan for measuring quality, define methods of data collection and archiving, and document timeframe for measurement and metrics reporting.]
[bookmark: _Toc136837062]Quality Assurance
[Identify and define those actions, and the metrics to measure them, that provide the confidence that project quality is in fact being met and has been achieved. Relate these actions to the quality standards defined in the planning section of this document.]
[bookmark: _Toc136837063]Analyse Project Quality
[Analyze quality data, document opportunities for improvement and apply what was learned from quality analysis to eliminate gaps between current and desired levels of performance.]
[bookmark: _Toc136837064]Improve Project Quality
[Identify ways of doing things better, cheaper, and/or faster. For projects, identify ways of eliminating unsatisfactory performance.]
[bookmark: _Toc136837065]Quality Control
[Identify those monitoring and controlling actions that will be conducted to control quality throughout the project’s life. Define how it will be determined that quality standards comply with the defined standards outlined earlier in this document. Identify owners of ongoing monitoring and improvement of project processes.]
[bookmark: _Toc136837066]
Project Quality Management Plan Approval
The undersigned acknowledge they have reviewed the <Project Name> Project Quality Management Plan and agree with the approach it presents. Changes to this Project Quality Management Plan will be coordinated with and approved by the undersigned or their designated representatives.
[List the individuals whose signatures are desired.  Examples of such individuals are Business Steward, Project Manager or Project Sponsor.  Add additional lines for signature as necessary. Although signatures are desired, they are not always required to move forward with the practices outlined within this document.]

	[bookmark: _Toc104351814][bookmark: _Toc104351813][bookmark: _Toc104351812][bookmark: _Toc104351810][bookmark: _Toc104351788][bookmark: _Toc104351787][bookmark: _Toc104351763][bookmark: _Toc104351761][bookmark: _Toc104351750][bookmark: _Toc104351748][bookmark: _Toc104351703][bookmark: _Toc104351702][bookmark: _Toc104351690][bookmark: _Toc104351665][bookmark: _Toc104351663][bookmark: _Toc104351660][bookmark: _Toc104351636][bookmark: _Toc104351625][bookmark: _Toc104351624][bookmark: _Toc104351584][bookmark: _Toc104351554][bookmark: _Toc104351553][bookmark: _Toc104351552][bookmark: _Toc104351547]Title:
	
	Description as to why their signatures are required: 

	Role:
	
	



	Title:
	
	Description as to why their signatures are required: 

	Role:
	
	



	Title:
	
	Description as to why their signatures are required: 

	Role:
	
	



[bookmark: _Hlk497899919]Part C: Distribute, discuss and support quality requirements - Interactive presentation (IP)     
Distribute, discuss and support quality requirements with project team and stakeholders. 
Based on the Quality Management Plan prepared as part B of this assessment task, you are required to develop quality requirements, quality specifications and performance requirements to implement the CRM system. To develop these quality requirements, quality specifications and performance requirements, you must: 
· Understand the project
· Understand the project’s deliverables
· Understand how these deliverables can be achieved
· Understand the standards that must be adhered to achieve and maintain the required quality.
After developing the quality requirements, quality specifications and performance requirements based on the information on project given in the business case, you will then be required to prepare a presentation and discuss these quality requirements quality specifications and performance requirements with Business Analyst, Quality Specialist and project team to identify and negotiate the quality requirements and specifications; this will allow the project to start with the requirements and expectations in place. 
You must support the quality requirements, quality specifications and performance requirements developed by you when discussing them with the stakeholders. 
To develop the quality requirements, quality specifications and performance requirements, you can: 
· Collaborates with others to foster shared understanding of quality requirements. 
· Gather details from all impacted work areas, Sales, Marketing and Customer Service
The quality requirements, quality specifications and performance requirements of the project must concern: 
· Efficiency
· Timeframes and deadlines
· Resource allocation and expenditure
· Budgets
· Effectiveness:
· Efficiency targets
· Project outcomes and deliverables
When quality requirements, quality specifications and performance requirements have been agreed upon, the information should be distributed to all relevant personnel and staff and stakeholders who are involved with the project via e-mail (the trainer/assessor will assume the role of multiple stakeholders and team members switching roles as per the requirements, so the information must be sent to the trainer/assessor)
These agreed quality requirements, quality specifications and performance requirements must also be documented in the quality management plan that you prepared in part B of this assessment task and must be submitted to the trainer after making the modifications.


Performance Criteria/Performance Checklist (PART A)
	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. Effectively engaged in discussion with the stakeholders and determined the quality objectives and standards. 
· Demonstrated knowledge of active listening and questioning techniques to elicit views and opinions of stakeholders in discussion. 
· Used effective speaking and listening techniques:  
· Student was responsive to the listener (trainer/assessor) considering what the listener knows. 
· Student successfully determined whether the message is getting across 
· Student successfully determined when it is 
his or her turn to become the 
listener or speaker. 
· Demonstrated ability to provide answers based on background knowledge and experiences
· Demonstrated ability to construct and purposefully dispense well thought out questions. 

			

	1. Effectively discussed and supported the quality requirements prepared as part of part B of this assessment task with project team and stakeholders and distributed the agreed quality requirements to the stakeholders. 
· Actively listened to the stakeholders and team member’s point of view.
· Responded in a timely manner.
· Adapted readily to different situation.
· Emailed the agreed quality requirements to the trainer/assessor. 

			





Performance Criteria/Performance Checklist (PART B)
	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) Included quality metrics in the quality management plan for the project and product output. 
· Successfully defined the required and acceptable levels of quality. 


			

	b) Used specified quality management methods, techniques and tools to resolve quality issues. 
· Identified the quality issues from the business case.
· Used the quality management methods, tools and techniques to resolve the identified quality issues.

			

	c) Included agreed quality requirements in the project management plan and implemented the same as basis for performance measurement. 
· Included the agreed quality requirements in the project management plan as discussed in part 2 of the assessment task.

			




Assessment Results Sheet  
	Outcome
		First attempt: 



Outcome (make sure to tick the correct checkbox):  

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

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

Feedback: 









	Second attempt: 



Outcome (make sure to tick the correct checkbox):  

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

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







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


	Student Signature
	

	Date 
	

	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) __________________________________




[bookmark: _Hlk488673708]

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

Assessment method-based instructions and guidelines: Project
	Assessment type 

	· Project - Implementing quality processes.

	Instructions provided to the student: 

	Assessment task description: 

	· This is the third (3) assessment task you must successfully complete to be deemed competent in this unit of competency. 
· This assessment task requires you to complete a project. 
· You must prepare Quality Management Plan based on business case attached as “Annexure 1” in order to successfully complete this project. 
· 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: 
· Skill to undertake quality assurance audit of the quality processes in compliance with the agreed plans.
· [bookmark: _Hlk490496296]Skill to assess the quality control of project and product output according to agreed quality specifications.
· Skill to identify the causes of variance to quality metrics.
· Skills to identify the processes that does not comply with the Australian standards. 
· Skills to identify the procedures that can be implemented to maintain a quality management system to enable accurate and timely recording of quality audit data. 
· Skills to document the remedial actions for identified variances. 



	Task instructions

	· This is an individual assessment. 
· To ensure your responses are satisfactory you should consult a range of learning resources and other information such as handouts, textbooks, learner resources etc. 
· This assessment task is in continuation with previous assessment task. 
· This assessment task is divided into three parts. 
· Part A: Audit
· Part B: Assess quality and identify causes of variance
· Part C: Modify quality management plan
· This assessment task requires you to assume/ take on the role of a Project Manager at the organisation specified in the business case attached as Annexure A to this unit.
· You must refer to quality management plan prepared in assessment task 2 to complete this assessment task.
· You must document the outcomes as per the provided template to you.
· Your trainer/assessor will assess the performance as per the performance criteria and checklist provided



[bookmark: _Hlk42779141]


Simulated Environment

Assessment task instructions 
· The purpose of this assessment task is to manage quality within projects. It involves determining quality requirements, implementing quality control and assurance processes, and using review and evaluation to make quality improvements in current and future projects.  
· The training organisation must ensure that the simulated assessment environment is in accordance with the requirements specified. 
· The training organisation will assign a supervisor to the student. 
· The training organisation will provide the resources required to complete the assessment task.  
· The student must use the templates provided to document their responses. 
· The student must follow the word-limits specified in the templates. 
· The trainer/assessor must assess the student using the performance checklist provided.  

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

	Follow standard operating/workplace procedures
	Select

	Use up-to-date software and equipment
	Select

	Work within stated timelines to meet deadlines
	Select

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

	Experience prioritising competing tasks and dealing with contingencies
	Select

	Simulated environment to work with others in a team
	Select

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

	Simulated environment sufficient to work independently and manage workload
	Select


Resources, tools, and equipment requirements
The following resources, tools and equipment will be made available by the training organisation at the simulated workplace to complete this assessment task: 
· Workplace personnel/stakeholders to participate in the questioning session requires active participation in a range of creative thinking activities 
· Please refer to the roles and responsibilities section for more information 
· project documentation including quality criteria, evidence of quality monitoring and improvement practices.
Simulated assessment scenario 
You are required to manage quality within projects. It involves determining quality requirements, implementing quality control and assurance processes, and using review and evaluation to make quality improvements in current and future projects. You are required to read and understand a predetermined issue and/or situation and participate in a number of assessment activities. 
The following are the goals and objectives to complete this assessment task: 
· Determine quality requirements
· Identify quality objectives and standards with input from relevant stakeholders
· Develop quality metrics for the project and any product output in a quality management plan
· Select quality management methods and tools for resolving quality issues
· Consult with project team and stakeholders on quality requirements
· Implement quality processes
· Perform quality assurance audit of project processes for compliance with agreed plans
· Assess quality control of project and product output according to agreed quality specifications
· Identify causes of variance to quality metrics and undertake remedial action
· Maintain a quality management system for timely recording of quality audit data
· Implement project quality improvements
· Review processes and implement agreed changes continually throughout the project life cycle
· Review project outcomes against performance requirements
· Identify and document lessons learned and recommended improvements
A supervisor will be assigned to you by your training organisation. The supervisor can answer your questions related to understanding the requirements associated with the assessment task. The supervisor will act according to job role and responsibilities. 
The supervisor can be your trainer or assessor or a different trainer or assessor or a staff member (including mentors) from the training organisation. 
Roles and responsibilities 
As part of your job role, you have the following job responsibilities: 
· Identifies, analyses and assesses textual information obtained from a range of sources and determines how content may be applied to requirements
· Develops and documents quality requirements for project plan
· Records results of quality audits according to organisational requirements
· Participates in verbal exchanges using clear language and appropriate non-verbal features to provide and seek relevant information
· Uses active listening and questioning techniques to elicit views and opinions of others
· Interprets information to determine measurable objectives
· Interprets numerical information to measure outcomes against objectives
· Uses analytical skills to review and evaluate process and decide on future improvements
· Takes responsibility for identifying and following policies, procedures and standards
· Selects and uses appropriate communication practices in a range of work contexts
· Collaborates with others to foster shared understanding of quality requirements
· Sequences and schedules complex activities, monitors actions against goals, adjusting plans and resources where necessary
· Uses digital applications to access, organise, integrate and share relevant information in effective ways.
Task requirements
This assessment task requires you to manage quality within projects. It involves determining quality requirements, implementing quality control and assurance processes, and using review and evaluation to make quality improvements in current and future projects. The assessment activities are mentioned within the assessment task. 





Assessment Task 3 - Project

Project:

Assume that the CRM system has developed flaws. The foundation of data that was used to build information about your customers has some storage and retrieval problems. 
The data quality problems that have occurred in the CRM system are as follow: 
· Duplicated records; customers who are recorded under several names or addresses, for example
· Inaccuracies; data that may once have been true but is no longer true, or has never been true at all
· Incomplete records; data that has been corrupted, mistyped, abandoned or orphaned
· Invalid information; records that your CRM simply cannot work with, and records that crash the software or cause problems elsewhere
These flaws were introduced in a variety of ways, and the three most common problems that rung true with most people who worked with a CRM daily. The figures below are based on quality issues that the company has faced.
· Caused 1. 76 per cent of records incompetent due to poor data entry. 
· Caused 2. 53 per cent of records incompetent by a change to systems
· 3. 48 per cent contained flawed introduced by data migration or conversion from one format to another
Task 
Being the project manager, the company wants you to implement quality processes based on the Quality Management Plan that you have prepared for the company (refer to assessment task 2). 
Part A: Audit 
In this part of assessment task, you will be required to undertake quality assurance audit of the project processes based on the problem specified in the scenario given above. 
When undertaking the quality assurance audit, you must ensure that the project processes comply with the quality standards and requirements agreed be the stakeholders (quality standards and requirements agreed as part of assessment task 2/refer to quality management plan). 
The outcomes of the quality assurance audit must be documented in the template attached to this unit. 
The outcomes must include whether the project processes complied with the quality standards and requirements. If not what quality standards and quality objectives were not met. 

Template to document the outcomes (150-200 words)
	





Part B: Assess quality and identify causes of variance
Considering the quality specifications agreed upon in part C of assessment task 2, you will then be required to assess the quality of the project considering the current scenario/problems. 
After assessing the quality control of the project, you will then be required to identify the variations to quality metrics of the project. 
Based on these variances, you will then need to document: 
1. Variances that occurred during the quality control
1. Root cause of the variance. 
1. Remedial action 
You must use the template attached to this unit to document your outcomes. 
	Variances (any 4)
	Root cause of the variance
	Remedial action (30-50 words)

	
	
	

	
	
	

	
	
	

	
	
	



[bookmark: _Hlk499023567]Part C: Modify quality management plan
Considering the outcomes from the part A and B of this assessment task, you will then need to modify the existing quality management plan that you prepared as part of assessment task 2. 
When modifying the existing quality management plan, you must ensure that after making the modifications, the quality management plan address the issues specified in the scenario and adhere to all the agreed quality standards, specification and requirements. 
After modifying the quality management plan, you will then be required to submit the quality management plan to trainer/assessor via e-mail. 


Performance Criteria/Performance Checklist
	Your task must address the following performance criteria/ performance checklist. 


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

	a) [bookmark: _Hlk490496574][bookmark: _Hlk490495670]Checked if the project processes comply with agreed plans. 
· Successfully tracked and measured quality against the agreed and approved standards and ensured that all quality standards are met. 
· Documented outcomes were in line with business case and effective. 
			

	b) [bookmark: _Hlk497899211]Successful assessed quality control of project output according to agreed quality specifications. 
· Documented outcomes were in line with quality management plan and business case and was effective.
			

	c) [bookmark: _Hlk490563438]Analysed the outcomes form the quality control and identified causes of variance to quality metrics and undertook remedial action. 

· Effectively documented the following: 
· Variances that occurred during the quality control
· Carry out root cause analysis to identify relative cause of the variance. 
· Remedial action 

			

	d) Successfully documented the modified quality management plan. 
· The modifications made to the Quality Management Plan were appropriate and addressed the variations.  
			





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



Outcome (make sure to tick the correct checkbox):  

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

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

Feedback: 









	Second attempt: 



Outcome (make sure to tick the correct checkbox):  

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

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







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


	Student Signature
	

	Date 
	

	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 4 - Skills Test 
	The purpose of this checklist

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

	Section 1: Information for Students 

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

	Section 2: Reasonable adjustments  

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

	Declaration (Student to complete)
☐ I confirm that the purpose and 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: ______________________________________                      

Student Signature: ___________________________________ 



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


	· [bookmark: _Hlk499024813]Skills Test - Implement project quality improvements

	Instructions provided to the student:

	Assessment task description:

	· This is the fourth (4) assessment task you must successfully complete to be deemed competent in this unit of competency. 
· This assessment task is a Skills Test. 
· You are required to implement project quality improvements in this assessment task. 
· 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: 
· [bookmark: _Hlk490470917]Skills to review processes and implement agreed changes continually throughout the project life cycle to ensure continuous quality improvement. 
· Skills to implement project quality improvements. 
· [bookmark: _Hlk490556683]Skills to review project outcomes against performance requirements. 
· Skills to identify and document the lessons learned and recommend further improvements. 
· Reading skills to collect, review, interpret/understand and analyse/review text-based quality management plans. 



	Task instructions

	· This is an individual assessment. 
· To ensure your responses are satisfactory you should consult a range of learning resources and other information such as handouts, textbooks, learner resources etc. 
· This assessment task is in continuation with assessment task 2 and 3. 
· You must refer to the modified Quality Management Plan submiteed to the trainer as part of assessment task 3. 
· You must analyse information provided in business case attached to this unit (Refer to Annexure A).
· You must document the outcomes in the templates provided.
· You must use analytical skills to review and evaluate process and decide on future improvements. 
· Your writing must be concise, to the point, not provide irrelevant information and according to the word limit given. 
· You must write your responses in your own words.
· You will be required to complete all parts of this assessment task.






Simulated Environment

Assessment task instructions 
· The purpose of this assessment task is to manage quality within projects. It involves determining quality requirements, implementing quality control and assurance processes, and using review and evaluation to make quality improvements in current and future projects.  
· The training organisation must ensure that the simulated assessment environment is in accordance with the requirements specified. 
· The training organisation will assign a supervisor to the student. 
· The training organisation will provide the resources required to complete the assessment task.  
· The student must use the templates provided to document their responses. 
· The student must follow the word-limits specified in the templates. 
· The trainer/assessor must assess the student using the performance checklist provided.  

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

	Follow standard operating/workplace procedures
	Select

	Use up-to-date software and equipment
	Select

	Work within stated timelines to meet deadlines
	Select

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

	Experience prioritising competing tasks and dealing with contingencies
	Select

	Simulated environment to work with others in a team
	Select

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

	Simulated environment sufficient to work independently and manage workload
	Select


Resources, tools, and equipment requirements
The following resources, tools and equipment will be made available by the training organisation at the simulated workplace to complete this assessment task: 
· Workplace personnel/stakeholders to participate in the questioning session requires active participation in a range of creative thinking activities 
· Please refer to the roles and responsibilities section for more information 
· project documentation including quality criteria, evidence of quality monitoring and improvement practices.
Simulated assessment scenario 
You are required to manage quality within projects. It involves determining quality requirements, implementing quality control and assurance processes, and using review and evaluation to make quality improvements in current and future projects. You are required to read and understand a predetermined issue and/or situation and participate in a number of assessment activities. 
The following are the goals and objectives to complete this assessment task: 
· Determine quality requirements
· Identify quality objectives and standards with input from relevant stakeholders
· Develop quality metrics for the project and any product output in a quality management plan
· Select quality management methods and tools for resolving quality issues
· Consult with project team and stakeholders on quality requirements
· Implement quality processes
· Perform quality assurance audit of project processes for compliance with agreed plans
· Assess quality control of project and product output according to agreed quality specifications
· Identify causes of variance to quality metrics and undertake remedial action
· Maintain a quality management system for timely recording of quality audit data
· Implement project quality improvements
· Review processes and implement agreed changes continually throughout the project life cycle
· Review project outcomes against performance requirements
· Identify and document lessons learned and recommended improvements
A supervisor will be assigned to you by your training organisation. The supervisor can answer your questions related to understanding the requirements associated with the assessment task. The supervisor will act according to job role and responsibilities. 
The supervisor can be your trainer or assessor or a different trainer or assessor or a staff member (including mentors) from the training organisation. 
Roles and responsibilities 
As part of your job role, you have the following job responsibilities: 
· Identifies, analyses and assesses textual information obtained from a range of sources and determines how content may be applied to requirements
· Develops and documents quality requirements for project plan
· Records results of quality audits according to organisational requirements
· Participates in verbal exchanges using clear language and appropriate non-verbal features to provide and seek relevant information
· Uses active listening and questioning techniques to elicit views and opinions of others
· Interprets information to determine measurable objectives
· Interprets numerical information to measure outcomes against objectives
· Uses analytical skills to review and evaluate process and decide on future improvements
· Takes responsibility for identifying and following policies, procedures and standards
· Selects and uses appropriate communication practices in a range of work contexts
· Collaborates with others to foster shared understanding of quality requirements
· Sequences and schedules complex activities, monitors actions against goals, adjusting plans and resources where necessary
· Uses digital applications to access, organise, integrate and share relevant information in effective ways.
Task requirements
This assessment task requires you to manage quality within projects. It involves determining quality requirements, implementing quality control and assurance processes, and using review and evaluation to make quality improvements in current and future projects. The assessment activities are mentioned within the assessment task. 





Assessment Task 4 - Skills Test 

Skills Test:

This task is in continuation with assessment task 2 and assessment task 3. 
[bookmark: _Hlk497901276]This assessment task is divided into two parts. In this assessment task, you will be required to implement project quality improvements. 
Part A: 
Considering the modifications that you made in the Quality Management Plan in the part C of assessment task 3, you will now be required to submit change request to the Change Control Board (CCB) that must include the changes that you think must be implemented after reviewing the quality management processes.  
You will assume the trainer as the director of Change Control Board (CCB) and submit the request for change in project processes via email. 
The CCB will then determine the proposed changes and decide whether it will be approved based on all submitted information. 
[bookmark: _Hlk497906510]After approval from the CCB, you will then be required to prepare a project life cycle document that must specify how these changes will be implemented at all stages of the project life cycle. If these changes cannot be implemented at any stage, then you must specify not applicable in that stage.  
	Stages of project life cycle

	Initiation (30-50 words)

	Planning (30-50 words)


	Execution (30-50 words)

	Closure (30-50 words)




Part B: 
[bookmark: _Hlk490557188][bookmark: _Hlk490565595]In this part of the assessment task, you are to review the project performance in terms of quality management. You will review the quality management plan that you created in assessment task 2 against the performance requirements specified below to determine the effectiveness of quality-management processes and procedures. 
The performance requirements are as follow: 
· Improved Quality of Service
· Reduced Operational Costs
· Improved Decision Making  
Considering these requirements then you must document the following in the template attached to this assessment task: 
· Whether the quality management plan that you prepared was effective based on the performance requirements? 
· [bookmark: _Hlk497906906]Quality issues experienced in this project. 
· Recommendation for future projects. 
· Lessons learnt during the project. 

	[bookmark: _Hlk90537275]Effectiveness (30-50 words)


	Description of problem/opportunity (any 5)
	Recommended Action for next time/project
	Lesson Learnt

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	

	5. 
	
	




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) Reviewed quality management processes and implemented agreed changes at different stages of project life cycle. 
· Considered the given scenario when reviewing the quality processes. 
· Documented response was appropriate for given case scenario. 
			

	b) Reviewed the quality management plan against the performance requirements to determine the effectiveness of quality-management processes and procedures. 
· Recognised whether the quality management plant was effective considering the performance requirements. 
· Provided response was effective. 
			

	c) Identified and documented lessons learned and recommended improvements. 
· Correctly documented the quality issues that you experienced. 
· Provided appropriate recommendations for future projects. 
· Lessons learned demonstrated the knowledge of key concepts. 
			





Assessment Results Sheet  
	Outcome
		First attempt: 



Outcome (make sure to tick the correct checkbox):  

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

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

Feedback: 









	Second attempt: 



Outcome (make sure to tick the correct checkbox):  

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

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







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


	Student Signature
	

	Date 
	

	Trainer/Assessor Name 
	

	Trainer/Assessor Declaration
	I hold:

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

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


	Trainer/Assessor Signature
	

	Date
	

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

on _________________ (insert date) 

by (insert Name) __________________________________






Appendix A: Reasonable Adjustments

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


	

	Reasonable Adjustments 


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


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

	Category
	Possible Issue
	Reasonable Adjustment Strategy 
(select as applicable)

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

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

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

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

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

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


	Explanation of reasonable adjustments strategy used

	



	Trainer/Assessor Name 
	

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


	Trainer/Assessor Signature
	

	Date
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