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Student Pack 

What is the purpose of this document?
The Student Pack is the document you, the student, needs to complete to demonstrate competency. This document includes the context and conditions of your assessment, the tasks to be completed by you and an outline of the evidence to be gathered.

The information includes the following: 

· Information related to the unit of competency 
· Guidelines and instructions to complete each task and activity
· A student evaluation form 

Student Evaluation Form 

[bookmark: _Hlk10032301]These documents are designed after conducting thorough industry consultation. Students are encouraged to evaluate this document and provide constructive feedback to their training organisation if they feel that this document can be improved. 

Link to other unit documents
[bookmark: _Hlk10032357]
· The Student Pack is a document for students to complete to demonstrate their competency. This document includes context and conditions of assessment, tasks to be administered to the student, and an outline of the evidence to be gathered from the student. 
· [bookmark: _Hlk9150008]The Unit Mapping is a document that contains information and comprehensive mapping with the training package requirements. 
· The Unit Requirements is a document that contains information related to the unit of competency for the Training Organisation staff and students. 




1. Student and trainer details
	Student details  

	Full name:
	Michelle Wild

	Student ID: 
	

	Contact number:
	0418 500 273

	Email address:
	accounts@visconstructions.com.au

	Trainer details  

	Full name: 
	Owen Flynn


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

	Code:
	

	Name: 
	

	Unit of competency 

	Code:
	[bookmark: _Hlk75615453]BSBPMG535

	Name: 
	Manage project information and communication

	Releases: 
	1.0 

	Release date:
	19/Oct/2020


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


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

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

Student signature:   ______________[image: ]__________________
              

Date:  __20__/_02____/__2023____________




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

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

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

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

	Assessment task 3
	Skills Test (ST)
	S / NS (First Attempt) 
S / NS (Second Attempt)

	Outcome
	C ☐ NYC ☐  
    
	Date assessed: 

	Trainer signature: 



6. Completion of the Assessment Plan

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





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

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

	Section 1: Information for Students 

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

	Section 2: Reasonable adjustments  

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

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

Student Name: __________Michelle Wild____________________________                      

Student Signature: ________[image: ]___________________________ 



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


	
· Written Questions


	Instructions provided to the student:


	Assessment task description:      


	· This is the first (1) assessment task you must successfully complete to be deemed competent in this unit of competency.
· The Knowledge Test is comprised of ten (10) 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 student’s knowledge essential to manage project information and communication & knowledge regarding the following: 
· Knowledge of set-up communication planning with required information with input from stakeholders.
· Knowledge to develop an agreed communication management plan to support achieving objectives of the project within delegated authority.
· Knowledge to establish and maintain a required project management information system to ensure quality, validity, timeliness, and integrity of information and communication. 
· Knowledge to manage the generation, gathering, storage, retrieval, analysis and dissemination of information by project staff and stakeholders.
· Knowledge to implement, modify, monitor and control information validation process to ensure optimum quality and accuracy of data.
· Knowledge to implement and maintain appropriate communication networks.
· Knowledge to identify and resolve communication and information management system issues.
· Knowledge to finalise and archive records based on agreed project information ownership and control requirements.
· [bookmark: _Hlk489262928]Knowledge to review project outcomes to check the effectiveness of management information and communication processes and procedures.
· Knowledge to identify and document lesson learned and recommended improvements for application in future projects.
· Knowledge to read, collect, review, interpret/understand and analyse/review text-based business information from a range/number of sources.





	Task instructions

	· This is an individual assessment. 
· To ensure your responses are satisfactory, consult a range of learning resources and other information such as handouts, textbooks, learner resources etc. 
· To be assessed as Satisfactory in this assessment task, all questions must be answered correctly.




 Assessment Task 1: Knowledge Test

	Q1:
	Explain the three (3) alternative communication methods, corresponding media required and their application on various projects in 2-3 sentences each.
	Satisfactory response

	
	
	Yes 
	No 

	
	Method
	Media
	Application

	Interactive Communication – when needing a response quickly
	1. 1.Face-to-Face

2.Phone conversations

3.Video conferencing – such as Zoom
	1.For construction industry, this could be on-site meetings with Subcontractors to assess progress claims/percentage of work completed to be claimed. It can also be used to do quality assessment. When meeting new clients for the first time face to face meetings are best, and could be in the office or on the site of the project.

2. If you are discussing schedules phone conversation may be the easiest.  Face to face is not necessary.

3. video conferencing can be used when it is not geographicaly possible to meet face to face. It could be the first meeting with a new supplier, or hiring staff members from different towns.

	Push Communication – not expecting a response immediately
	1. emails

2. project newsletters

3. project documentation
	1. emails can be used to send out information that does not need a quick response.  It could relate to sharing or requesting information that is future dated in the program.  

	Pull Communication
	Project website or landing page

Project knowledge base

Project management software

	All three of these are places the stakeholder can go to retrieve information.  A project website would be available to anyone who searches for it.  So you would not be able to have too much information on there.  Project management software is setup so that each user has access to certain information.  The directory could specify if they are an owner, subcontractor, employee, and each of these would have their own access levels to certain information




	Q2:
	A) Explain project management information system in 50 – 100 words. 
B) List any three (3) of its applications. 
C) List four (4) possible issues in communication and information management systems.
	Satisfactory response

	
	
	Yes 
	No 

	A Project Management Information System manages all stakeholders in a project. 
· It is a means for communicating knowledge about the project
· provides a systematic approach to the storing, searching and retrieval of information relevant to the project.
· May include:  access authority levels, complex computer-based systems, data ownership, modified systems to cater for unique project requirements, privacy considerations, simple manual system.
PMIS is a tool and technique used in project management used to deliver information.  It is used by upper and lower management to communication with each other.  
 
· During the planning process project managers use PMIS for budget framework, such as estimating costs.
· It is used to create a specific schedule, and 
· define the scope baseline.
· compare the baseline with the actual accomplishment of each activity, manage materials, collect financial data and keep a record for reporting purposes.
· During close of the project, PMIS used to review the goals to check if the tasks were accomplished
Possible issues:
· Data loss – how is the information stored
· Security – employee access levels
· Lack of employee engagement
· Lack of feedback

	Q3:
	Explain any two (2) approaches to evaluate the effectiveness of management information systems and communication processes. Answer in 50 – 75 words for each.
Explain the methods used to evaluate information systems and communication process
. Answer in 100 – 150 words.
	Satisfactory response

	
	
	Yes 
	No 

	Feedback – all communications should be two-way, giving the target audience an opportunity to respond.  Candid feedback from the target audience and company leadership is critical to successfully execute the overall communication management plan. 

One method is real-time agency leadership, PSC feedback –  did the recipient receive the communication, and when. For example – email delivery and read receipts.

Another is direct contact with the target audience members conversations, phone calls, formal surveys/evaluations. This can help to determine if the communication was understood.    

	Q4:
	List out any six (6) types of information requirements for communication planning.
	Satisfactory response

	
	
	Yes 
	No 

	
Define the audience - Stakeholder register with levels of communication required.

Define the requirements – what do the key stakeholders want to know.

Building a communications schedule - 

Finding the responsible team member – which team members will distribute which communications.

Defining the medium of communication – email, status reports, meetings.

Preparing the content – standards are to be made including templates, logos designed.



	Q5:
	Explain communication management plan in 50 - 100 words. 
List out any five (5) of communication management plan components.
	Satisfactory response

	
	
	Yes 
	No 

	The purpose of a communication management plan is to define the communication requirements for the project and how information will be distributed to and feedback received from all stakeholders. It will promote awareness of and excitement for the project, ensure adoption of the responsibilities and actions assigned to each stakeholder, and encourage two-way communication between the project team and stakeholders.

It serves as a guide for communications throughout the life of the project.  It is a working document and will be updated as communications needs change.

It includes:
· stakeholder communication requirements, 
· analysis, design, development and evaluation of communications, 
· identification and best use of communication vehicles, 
· handling recurring and triggered communications, 
· communication standards, 
· communications matrix.



	Q6:
	Explain how would you manage to generate, gather, store, retrieve, analyse and disseminate information by team members and stakeholders. Answer in 50 – 100 words.
	Satisfactory response

	
	
	Yes 
	No 

	
2.1

The process of communication in a project goes beyond the distribution of relevant information and seeks to ensure that the information being communicated to project stakeholders has been appropriately generated, as well as received and understood. It also provides opportunities for stakeholders to make requests for further information, clarification and discussion.

Techniques include:

· Sender – receiver model:  Incorporating feedback loops to provide opportunities for interaction/ participation and remove barriers to communications.  Emails would be good for this as it gives the receiver the opportunity to reply, which enables them to participate, and it also removes barrier to communication as it is an open form communication. If the email was sent out to a group, you have the option of replying to all of the group, or just one group member.  It is good for recording proof of communication.
· Choice of media: when to communicate in writing versus orally, when to prepare an informal memo versus a formal report, and when to communicate face to face versus by email.
Written communication is best when you need to have proof that information has been given.  Emails are good if you can track who has received the email. Signing a Meeting attendance form can be used as proof of each person’s attendance.
Social media is a good choice for communicating when promoting events or products, but it is not good for confidential discussions, and the users may not feel comfortable leaving comments as everyone can see them.
A website will make information freely available to anyone who wants to access it, but cannot be used for confidential information, so is limited.
Project management software is a good way to make sure all stakeholders have the information they need, and is readily available.  It is also updated regularly with current information, which ensures all users have the most current information available to them.  They will then use this to make decisions.
· Writing style: Appropriate use of active versus passive voice, sentence structure and word choice.
· Meeting management technique: Preparing an agenda and dealing with conflicts.
· Presentation techniques: Awareness of the impact of body language and design of visual aids.
· Facilitating techniques: Building consensuses and overcoming obstacles.
· Listening techniques: Listening actively and removal of barriers that adversely affect comprehension.
Inputs to the process include:

1. Communication management plan
2. Work performance reports
3. Enterprise environmental factors
4. Organisational process assets.

	Q7:
	Provide any six (6) steps to manage information validation process to optimise quality and accuracy of data.
	Satisfactory response

	
	
	Yes 
	No 

	
1. Consult with subject matter experts
2. Partner with stakeholders to make sure all requirements for the information were met
3. make sure all requests were met and that all gathered information is organized and ready to be disseminated.
4. Develop procedures and processes to make sure all information will be validated and finally distributed either verbally, or through manuals handbooks, and/or presentations
5. Apply your knowledge management skills and experience to ensure that all information is appropriately authorized and correct.
6. Track outcomes of validated information. Conduct assessments, analyses, evaluations, and surveys to ensure that all vital information is precise, accurate, and distributed.


	Q8:
	Explain any three (3) appropriate communication networks used in communication and information sharing. Write your answer in 25 – 50 words for each.
	Satisfactory response

	
	
	Yes 
	No 

	

· Organisations communication networks – this is how information flows within your organisation.  Email is good for communicating to all team members at once, and for keeping as evidence that information has been received. It could also include tool box talks, staff meetings. 
· Social media – this is good for sharing information about current events, but is not good for confidentiality, and not the best for receiving information back.  
· Internet and intranet based – a website is good for sharing information to stakeholders, and anyone who wants to see the information.  Not so good for users to give feedback.  Internet based Project management software is a good way to make sure all stakeholders have the information they need, and is readily available.  It is also updated regularly with current information, which ensures all users have the most current information available to them.  They will then use this to make decisions.  Project management software is setup so that each user has access to certain information.  The directory could specify if they are an owner, subcontractor, employee, and each of these would have their own access levels to specific information

	Q9:
	Explain the importance of finalising and archiving the records of the project based on project information ownership and control requirements. Answer in 50 – 100 words.
	Satisfactory response

	
	
	Yes 
	No 

	
Final reports will show how the project performed against the objectives of the project, including time and costs.

It is important that the records be kept in the correct files so that they are easily accessible by the project team. They may need to be accessed for similar projects in the future and for lessons learned.

Some files can also have restricted access to authorised users to ensure only team members with authority to certain information have access.



	Q10:
	Explain the importance of identifying and documenting the lessons learnt along with their recommended corrective actions. Answer in 100 – 150 words.
	Satisfactory response

	
	
	Yes 
	No 

	
Lessons learned documentation includes the causes of issues, the reasoning behind the corrective action chosen and other types of lessons learned about stakeholder management. Lessons learned are documented on an ongoing basis so that they become part of the historical database for both this project and the performing organisation to help future teams to complete their projects more accurately.

A lesson learned session focuses on identifying project successes and project failures and includes recommendations to improve future performance on projects. During the project life cycle the project team and key stakeholders identify lessons learned concerning the technical, managerial and process aspects of the project.

Project managers can look at the lessons learned register when they are starting new projects to see if there is any information that they can use to improve their current project.  It can also be used by the organisation to update procedures if necessary.  It is used for continuous improvement.








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: ________Michelle Wild______________________________                      		Student Signature: ___________________________________ 	

Assessment method-based instructions and guidelines: Project 
	Assessment type 


	
· Project - Plan and implement project information and communication processes.


	Instructions provided to the student:


	Assessment task description:      


	· This is the second (2) assessment task you must successfully complete to be deemed competent in this unit of competency. 
· This assessment task requires you to complete a project. 
· You are required to plan information and communication processes in this assessment task.
· You must attempt all activities of the project for your trainer/assessor to assess your competency in this assessment task.


	Applicable conditions:         


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


	Resubmissions and reattempts:  


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


	Location:


	· This assessment task may be completed in: 

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

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





	  Purpose of the assessment


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

· Skill to identify, analyse and document information required to setup communication planning, with input from stakeholders.
· Skill to develop an agreed communication management plan to support achieving objectives of the project within delegated authority.
· Skill to establish and maintain a required project management information system to ensure quality, validity, timeliness, and integrity of information and communication. 
· Skill to manage information generated, gathered and stored during the project by staff and stakeholders.
· Reading skills to collect, review, interpret/understand and analyse/review text-based business information from a range/number of sources.
· Written and oral/speech communication skills to organise and deliver information to a range of stakeholders/interested people.
· Skills to work independently/freely as well as collaboratively/together to make decisions.
· Skills to analyse relevant/appropriate information to identify scope/range of work, goals, and objectives and to evaluate/review options/other choices.
· Skills to use familiar/known digital technology to access/get to information, document findings/results and communicate them to stakeholders.


	Task instructions

	· This is an individual assessment. 
· To ensure your responses are satisfactory you should consult a range of learning resources and other information such as handouts, textbooks, learner resources etc. 
· This assessment task requires you to assume/ take on the role of a Project Manager at Wilson & Jones.
· Read the scenario in the provided Business pack for Wilson & Jones - CRM Project.
· This assessment requires that you have knowledge of project management Software used for Project Management.
· In the first phase, you are required to conduct an Interactive meeting with stakeholders to identify, analyse and document information requirements for the project as the basis for communication plan and a designated project management information system.
· The meeting should be planned for 10 to 15 minutes.
· Trainer/accessor will act as the project sponsor.
· The first student will act as Marketing Manager.
· The second student will act as Customer Service Manager.
· The third student will act as Sales Manager.
· The final student will act as IT Manager.
· You should complete the tasks based on the Business Information Pack provided.
· For this interactive meeting, you will pair up with Instructor and 4 other students s, assigning designated roles to each person. At the conclusion of the scenario, each student will switch with the other students to ensure everyone experiences each role fully. If there are an insufficient number of students, the trainer will assume multiple roles for the scenario, rotating roles at the conclusion of each exercise. If the student is required to participate in multiple roles for the exercise, they will also switch after each round, of the roleplay scenario.
· In the second phase, you are required to prepare a communication management plan and a project management information system.
· Word-limit for the communication management plan is 750 - 1000 words.
· In the third phase, you are required to work with project management software, a PMIS system to store and share information on the project.
· The student must be concise, to the point and write answers according to the given word limit to each question and not provide irrelevant information. 
· You must write your responses in your own words.
· You will be required to complete all parts of this assessment task.




Simulated Environment

Assessment task instructions 
· The purpose of this assessment task is to link people, ideas and information at all stages in the project life cycle.   
· 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 communication and information management documentation
· examples of how communication was managed on projects.
Simulated assessment scenario 
You are required to link people, ideas and information at all stages in the project life cycle. 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: 
· Plan information and communication processes
· Identify and analyse information requirements of the project
· Develop a communication management plan according to project objectives
· Establish a designated project-management information system
· Implement project information and communication processes
· Manage generation, gathering, storage, retrieval, analysis and dissemination of information by project staff and stakeholders
· Implement, modify, monitor and control designated information-validation processes
· Implement and maintain communication networks
· Identify and resolve communication and information-management system issues
· Assess information and communication outcomes
· Finalise and archive records according to agreed project information ownership and control requirements
· Review project outcomes for effectiveness of management information and communication processes and procedures
· Develop and document recommended improvements for application in future projects
A supervisor will be assigned to you by your training organisation. The supervisor can answer your questions related to understanding the requirements associated with the assessment task. The supervisor will act according to job role and responsibilities. 
The supervisor can be your trainer or assessor or a different trainer or assessor or a staff member (including mentors) from the training organisation. 
Roles and responsibilities 
As part of your job role, you have the following job responsibilities: 
· Identifies and analyses complex texts from a range of sources
· Develops project documents using vocabulary, structure and conventions appropriate to text
· Participates in verbal exchanges using clear language and appropriate non-verbal features
· Uses active listening and questioning to confirm understanding and agreement
· Identifies responsibilities and boundaries of own role
· Identifies requirements of important communication exchanges, selecting appropriate channels, format and content to suit purpose and audience
· Sequences and schedules complex activities, monitors implementation and manages relevant communication
· Uses problem-solving techniques to analyse and resolve issues
· Evaluates outcomes of decisions to identify opportunities for improvement
· Uses digital tools to access, organise and analyse complex data
Task requirements
This assessment task requires you to link people, ideas and information at all stages in the project life cycle. The assessment activities are mentioned within the assessment task. 




Assessment Task 2 - Project

Project
CASE STUDY
Read the scenario in the provided Business pack for Wilson & Jones’ CRM Project. 
You are a project manager at Wilson & Jones. You have been assigned a new project for the implementation of a new Client Relationship Management system (CRM). You have the overall authority and responsibility for managing and executing the project according to the Project plan.
Part A
Task: Interactive meeting
For the CRM project, you are planning to prepare the communication plan. 
Conduct an online interactive meeting with following stakeholders: Project sponsor, Marketing Manager, Customer Service Manager, Sales Manager, and IT Manager. In the meeting:
1. Identify, analyse and document information requirements to prepare the communication plan. Use the template below.
Information on Monitoring and control and communication management plan provided in the Business pack should be clearly discussed during the interaction process.
Identify and fill up the stakeholder’s template and communication matrix before attending the meeting.
Stakeholders:

	Name
	Title
	Contact
	Communication
	Medium of Communication
	Comments

	
	Project Sponsor
	Email 
Phone
	Thorough understanding of Project Charter and PMP,

Progress updates, changes to schedule, cost, scope,

Project risks

Authorise any changes to costs
	Email
Meetings – but not as regular as the project team
	

	
	Marketing Manager
	Email 
Phone
	Project updates including schedule, when marketing is to begin

Any changes to the schedule or scope

Who is the target market

	Face-to-face Meetings
Phone calls
Zoom meetings
Email
	

	
	Customer Service Manager
	Email 
Phone
	Needs to know full details of how the system works so they can assist with customer enquiries/problems

Project progress updates

Training dates
	Participate in system demonstrations either face-to-face, online system, be able to give feedback straight away, and by email once using the system

Email or discuss feedback
	

	
	Sales Manager
	Email 
Phone
	Needs to know high level of how the system works so they can sell
	Email

Meetings towards end of project
	

	
	IT Manager
	Email 
Phone
	Need to know all details of the project.

They are the expert on development of the software.

They will provide regular updates on the project progress

Updates on risks

Updates on detailed changes required

Deliver training to users, or training to the trainer
	Face-to-face meetings

Internet/intranet meetings such as Zoom

Emails 



	


Student Pack

Student Pack
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Communication Matrix:

	Communication type
	Description/
Purpose
	Frequency
	Format
	Target
	Deliverable
	Owner
	Internal/
External
	Comments

	Project commencement meeting
	Use a checklist to make sure all requirements are completed, get team members motivated about the job.
	Once at the beginning of the meeting
	Face-to-face meeting
	Project Manager,
Marketing Manager,
Customer Service Manager,
Sales Manager,
IT Manager
	Project Commencement Checklist
	Project Manager
	Internal
	

	Morning update/tool box talk
	Opportunity for IT manager and PM to discuss any issues and to give update
	Daily
	Face-to-face
Conference call
	Project Manager
IT Manager
	
	Project Manager
	Internal
	

	Training sessions
	To teach Customer Service Manager how to use the software
	At completion of each stage
	Face-to-face
	It Manager,
Customer Service Manager
	
	It Manager
	Internal
	

	Project update
	Let all stakeholders know what stage the project is at
	Weekly
	Email
	All stakeholders
	
	Project Manager
	Both
	

	On-site inspection
	Show the Project Sponsor where the project is up to, assess for progress claims if necessary
	Monthly
	Face-to-face
	Project Manager,
Project Sponsor,
IT Manager
	
	Project Manager
	External
	

	Project completion meeting
	Make sure everything is completed and closed off, review budget, lessons learned
	End of project
	Face-to-face meeting
	Project team
	Project completion checklist

Update lessons learned register
	
	Internal
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Part B
1. Based on above input from the stakeholders, prepare a communication management plan and share with the stakeholders via email for approval.
Use the following template for the plan:
CRM System
COMMUNICATIONS MANAGEMENT PLAN
1. Introduction
· [bookmark: _Toc105907880][bookmark: _Toc106079190][bookmark: _Toc106079515][bookmark: _Toc106079784][bookmark: _Toc107027560][bookmark: _Toc107027770][bookmark: _Toc142713626]Purpose of this Communications Management Plan is to define the communication requirements of all stakeholders for this project, including who is to receive information, what information is required, and when they are to receive it, how is feedback received from all stakeholders.
1. [bookmark: _Toc142713627]Stakeholder identification and analysis
	Name
	Title
	Email
	Communication
	Comments

	Luke Vis
	Project Sponsor
	luke@visconstructions.com.au
	Email,
Face-to-face meetings,
Phone calls
	

	Cassie Birdsall
	Marketing Manager
	cassie@visconstructions.com.au
	Email,
Face-to-face meetings
	

	James Vis
	Customer Service Manager
	james@visconstructions.com.au
	Face-to-face meetings,
Training sessions,
Emails
	

	Michelle Wild
	Sales Manager
	michelle@visconstructions.com.au
	Face-to-face meetings,
Emails
	

	Grant Vis
	IT Manager
	grant@visconstructions.com.au
	Face-to-face meetings,
Training sessions,
Emails
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1. Communication Matrix:
	Communication type
	Description
Purpose
	Frequency
	Format
	Target
	Deliverable
	Owner
	Internal/
External
	Comments

	Project commencement meeting
	Use a checklist to make sure all requirements are completed, get team members motivated about the job.
	Once at the beginning of the meeting
	Face-to-face meeting
	Project Manager,
Marketing Manager,
Customer Service Manager,
Sales Manager,
IT Manager
	Project Commencement Checklist
	Project Manager
	Internal
	

	Morning update/tool box talk
	Opportunity for IT manager and PM to discuss any issues and to give update
	Daily
	Face-to-face
Conference call
	Project Manager
IT Manager
	
	Project Manager
	Internal
	

	Training sessions
	To teach Customer Service Manager how to use the software
	At completion of each stage
	Face-to-face
	It Manager,
Customer Service Manager
	
	It Manager
	Internal
	

	Project update
	Let all stakeholders know what stage the project is at
	Weekly
	Email
	All stakeholders
	
	Project Manager
	Both
	

	On-site inspection
	Show the Project Sponsor where the project is up to, assess for progress claims if necessary
	Monthly
	Face-to-face
	Project Manager,
Project Sponsor,
IT Manager
	
	Project Manager
	External
	

	Project completion meeting
	Make sure everything is completed and closed off, review budget, lessons learned
	End of project
	Face-to-face meeting
	Project team
	Project completion checklist

Update lessons learned register
	
	Internal
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1. [bookmark: _Toc106079802][bookmark: _Toc106079208][bookmark: _Toc105907898][bookmark: _Toc107027789][bookmark: _Toc107027579]Communications Management Plan approval
The undersigned acknowledge they have reviewed the Project Communications Management Plan and agree with the approach it presents.  Changes to this Communications Management Plan will be coordinated with and approved by the undersigned or their designated representatives.
[bookmark: _Hlk95899331][bookmark: _Toc106079534][bookmark: _Toc107027581][bookmark: _Toc107027791][bookmark: _Toc142713634][List the individuals whose signatures are desired.]
	[bookmark: _Toc104351547][bookmark: _Toc104351552][bookmark: _Toc104351553][bookmark: _Toc104351554][bookmark: _Toc104351584][bookmark: _Toc104351624][bookmark: _Toc104351625][bookmark: _Toc104351636][bookmark: _Toc104351660][bookmark: _Toc104351663][bookmark: _Toc104351665][bookmark: _Toc104351690][bookmark: _Toc104351702][bookmark: _Toc104351703][bookmark: _Toc104351748][bookmark: _Toc104351750][bookmark: _Toc104351761][bookmark: _Toc104351763][bookmark: _Toc104351787][bookmark: _Toc104351788][bookmark: _Toc104351810][bookmark: _Toc104351812][bookmark: _Toc104351813][bookmark: _Toc104351814]Signature:
	[image: ]
	Date:
	15/02/2023

	Print Name:
	Michelle Wild
	
	

	Title:
	Project Manager
	
	

	Role:
	Manage overall project
	
	



	Signature:
	[image: ]
	Date:
	15/02/2023

	Print Name:
	Cassie Birdsall
	
	

	Title:
	Marketing Manager
	
	

	Role:
	All marketing requirements for the project
	
	



	Signature:
	[image: ]
	Date:
	15/02/2023

	Print Name:
	James Vis
	
	

	Title:
	Customer Service Manager
	
	

	Role:
	Learn program to provide assistance to end users
	
	



APPENDIX A: KEY TERMS
The following table provides definitions for terms relevant to this document.
	Term
	Definition

	
	

	
	

	
	



End of Communication Plan Template


Part C
Use a project management software (as specified by RTO) as the project management information system.
You have prepared the following Work Break Down Structure for the project.
	Task no. 
	Task name 
	Milestones 

	1. Internal Analysis

	1.1 
	User processes 
	Overview of the user processes for collecting, entering, analysing and using CRM data 

	1.2 
	Data requirements 
	data requirements for the CRM 

	1.3 
	Stakeholder needs 
	Analysis of stakeholder needs 

	1.4 
	Business processes 
	Review of current business processes 

	2. System Configuration 

	2.1 
	Software purchase 
	Purchase Sage CRM 

	2.2 
	Technology audit 
	Determine hardware and peripheral requirements 
Obtain hardware and peripherals 

	2.3 
	Customisation specifications 
	Determine customisation requirements and specifications 
Approve and finalise customisation specifications 

	2.4 
	Customisations 
	Develop the customisation 
Review the customisation 

	2.5 
	Sage administrator training 
	Complete Sage administrator training 

	3. Data preparation and cleansing

	3.1 
	Data cleansing 
	Review of existing client data to fill gaps and remove duplications 

	4. Development

	4.1 
	System settings 
	Configuring system settings such as date formats, currency etc. 

	4.2 
	Email tracking 
	Setting up rules for email tracking 

	4.3 
	Business units 
	Creating business units and teams for permissions and security 

	4.4 
	Clients 
	Installing clients and configuring client’s settings as required 

	4.5 
	Views 
	Creating personal and/or system views 

	4.6 
	Dashboards 
	Set up of dashboards to drive user behaviour and improve business performance 

	4.7 
	Integration 
	Integration with Sage 300 

	5. Testing

	5.1 
	Infrastructure     testing
	Infrastructure testing 

	5.2 
	System testing 
	System testing 

	5.3 
	UAT 
	User acceptance testing (UAT) 

	5.4 
	Pilot group testing 
	Pilot group testing 

	5.5 
	Configuration 
	Finish customisation 

	6. Training and Support

	6.1 
	Administrator training
	Schedule and deliver administrator training 

	6.2 
	User training 
	Schedule and deliver user training 

	6.3 
	Process Flows 
	Development of process flows for the overall use of the CRM to be incorporated into IAJ quality manuals 

	6.4 
	Policies and procedures 
	Specific user policies and procedures to be developed 

	6.5 
	Quick guides 
	Development of quick help guides 

	6.6 
	Helpdesk 
	Ongoing help desk support 

	7. Go Live Activities

	7.1 
	Data migration 
	Migrate data 

	7.2 
	Deliverables 
	Release final deliverables 

	8. Close and review

	8.1 
	Handover 
	Technical support handover 

	8.2 
	Reviews 
	Post-implementation review 
Final communication plan review 
Perform a change management review 

	8.3 
	Report 
	Produce end of project report 

	8.4 
	Documentation check 
	Ensure all documentation required for the project is distributed 

	8.5 
	Stakeholder check 
	Ensure the stakeholders have been involved in the decision and assessment that the project is complete 

	8.6 
	Closedown 
	Project closedown 


1. [bookmark: _Hlk42779090]Maintain the above WBS information and stakeholder’s information in the PMIS to ensure quality, validity, timeliness, and integrity of information and communication. Share the access to the trainer to validate the entry.
1. Email team members and stakeholders regarding communication management plan and high-level user guide to help them gather, store, retrieve, analysis and disseminate information on the project.
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. Identified, analysed and documented information required to prepare communication planning

			

	1. Interacted with stakeholders to collect information for communication plan.

			




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 purpose, affecting stakeholders and means of communication in the plan.

			

	b) Identified required stakeholders for the plan approval. 

			

	c) Elaborated any key terms used in the plan.

			

	d) Used appropriate communication channel for formal approval.

			




Performance Criteria/Performance Checklist (Part C)
	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. Used project management software to create Project Management Information system.

			

	1. Update project management software with available information.

			

	1. Shared uses guide of project management software with team members to use PMIS appropriately.

			




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
	[image: ]


	Date 
	20/02/2023


	Trainer/Assessor Name 
	

	Trainer/Assessor Declaration
	I hold:

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

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


	Trainer/Assessor Signature
	

	Date
	


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

on _________________ (insert date) 

by (insert Name) __________________________________





Pre-Assessment Checklist: Task 3 - 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 Training Organisation’s Student Handbook.
☐ I confirm I have been given fair notice of the date, time, venue and/or other arrangements for this assessment. 
☐ I confirm that I am ready for assessment.

Student Name: ___Michelle Wild___________________________________                      

Student Signature: __________[image: ]_________________________ 



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


	
· Skills Test - Implement project information and assess communication outcomes  


	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 is a Skills Test. 
· You are required to implement project information and assess communication outcomes 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 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. 





	Purpose of the assessment


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

· [bookmark: _Hlk488668338]Skill to optimise quality and accuracy of data by implementing, modifying, monitoring and controlling designated information validation processes.
· Skill to implement and maintain appropriate communication networks.
· Skill to identify and resolve issues related to communication and information management systems.
· Skill to finalise and archive records based on agreed project information ownership and control requirements.
· Skill to review project outcomes to determine effectiveness of management information and communication processes and procedures.
· Skill to identify and document lesson learned and recommend improvements for future projects.
· Reading skills to collect, review, interpret/understand and analyse/review text-based business information from a range/number of sources.
· Written communication skills to organise and deliver information to effectively communicate to a range of stakeholders/interested people.



	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.
· You must implement, modify, monitor and control information validation process to ensure optimal quality and accuracy of data.
· You must identify and resolve any issues related to communication and information management system. 
· You must finalise, and archive records based on project information ownership and control requirements.
· You must review project outcomes to check the effectiveness of the management information and communication processes and procedures.
· You must identify, and document lesson learned and recommend improvements for future projects.
· You must use the provided template where-ever required.





Simulated Environment

Assessment task instructions 
· The purpose of this assessment task is to link people, ideas and information at all stages in the project life cycle.   
· 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 communication and information management documentation
· examples of how communication was managed on projects.
Simulated assessment scenario 
You are required to link people, ideas and information at all stages in the project life cycle. 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: 
· Plan information and communication processes
· Identify and analyse information requirements of the project
· Develop a communication management plan according to project objectives
· Establish a designated project-management information system
· Implement project information and communication processes
· Manage generation, gathering, storage, retrieval, analysis and dissemination of information by project staff and stakeholders
· Implement, modify, monitor and control designated information-validation processes
· Implement and maintain communication networks
· Identify and resolve communication and information-management system issues
· Assess information and communication outcomes
· Finalise and archive records according to agreed project information ownership and control requirements
· Review project outcomes for effectiveness of management information and communication processes and procedures
· Develop and document recommended improvements for application in future projects
A supervisor will be assigned to you by your training organisation. The supervisor can answer your questions related to understanding the requirements associated with the assessment task. The supervisor will act according to job role and responsibilities. 
The supervisor can be your trainer or assessor or a different trainer or assessor or a staff member (including mentors) from the training organisation. 
Roles and responsibilities 
As part of your job role, you have the following job responsibilities: 
· Identifies and analyses complex texts from a range of sources
· Develops project documents using vocabulary, structure and conventions appropriate to text
· Participates in verbal exchanges using clear language and appropriate non-verbal features
· Uses active listening and questioning to confirm understanding and agreement
· Identifies responsibilities and boundaries of own role
· Identifies requirements of important communication exchanges, selecting appropriate channels, format and content to suit purpose and audience
· Sequences and schedules complex activities, monitors implementation and manages relevant communication
· Uses problem-solving techniques to analyse and resolve issues
· Evaluates outcomes of decisions to identify opportunities for improvement
· Uses digital tools to access, organise and analyse complex data
Task requirements
This assessment task requires you to link people, ideas and information at all stages in the project life cycle. The assessment activities are mentioned within the assessment task. 




Assessment Task 3 - Skills Test 

Skills Test:

Part A:
Assume during project kick-off meeting, some of the team members did not attend the meeting.  After investigating the issue, it was found that due to budget constraints, the project manager did not include phone calls in the communication tools and some Email addresses were documented incorrectly causing some of the team members to miss the meeting.

On the second occasion, the team members did not update the status of their task in the system causing misleading information on the project level. When you talked to them, they said that owing to their busy schedule, were not able to update and will do it at the end of the week in a bulk.

Also, the project status report of the fourth week indicates that the project is behind the schedule. It seems that one of the test specialists had an accident and won’t be able to attend for work for next 3 months. IT Manager has raised the concern with the PM and HR manager to hire a temporary contract employee to cover the testing work.

Two (2) of the developers are working part-time in the evening shift as they have to attend university from morning to afternoon. They are not able to attend the morning team meeting causing information gap. Information is shared to them through written notes which sometimes lacks detail clarity.

PR3.1. Analyse the information validation process, identify and resolve the project communication and information management system issues. Write down the steps you will follow to ensure the information is validated properly and ensure quality and accuracy of data.

	Issue
	Action to mitigate/manage issues

	Team members not attending  meeting 
	Review the communications matrix to check the requirements of each stakeholder are correct.

Check that the information is being sent to the correct people, with correct details.

If the information was sent by email, ask for a reply to confirm that they have received, and will be attending.  Check the communication that was sent and see if the methods of attendance were given as options, ie in person, zoom.  Did all attendees reply, if not, what was the follow up action.  Phone each attendee and ask if they received the email, and if they are attending.  If not, why not?


	Team members not attending meeting due to budget constraints
	If telephone was not an option of attendance because of budget constraints, what other options were given? Free options like zoom are to be organised

	Project status not being updated
	Do we need more staff on the project?

Do the staff need training on time management and priorities?

Is communication sent out before the meeting to inform what will be discussed, and to ask if anyone needs assistance with their tasks before the meeting.

	Team member accident
	Have a plan in place incase one of the critical team members had to leave the project?  

	Information gap from non-attendance at meetings.
	Minutes of meetings to be sent out to all stakeholders after the meeting to ensure all team members are given information. Allocate this job to a person who can do the minutes tho

	
	



PR3.2. Email the identified issues to the required stakeholders along with action item and ask for suggestions and feedback.

Part B:

Assume that the project has completed. You as a project manager have monitored the project closely at regular intervals.

PR3.3. Take the backup from the project management software and store it in the Google Drive for archiving records.

At the end of the project, the high-level summary of the project outcome is listed below:

· For configuration of Salesforce, a CRM, it required extensive communication between a team member and Salesforce team consuming extra time in project implementation. Also, the communication was now properly documented. 
· Due to delay in the hiring of test specialist, testing was delayed by 2 Weeks. IT development and testing team had to work extra time to cover up the gap. They worked extra 2 hours every day for last 1 months of the project execution phase. Addition of extra hours of work, as well as a new contractor for testing, required an extra budget for the project.
· During clean-up of existing data, many new constraints were identified which was shared and covered during the implementation of new CRM.
· During the training period in Perth, the trainer had to struggle to obtain the latest training material from the repository causing shortening of training time by 2 hours.
· The support team was asking for FAQ - ‘Frequently Asked Question’ to provide support to the customer which was not part of the project.
· The project was delivered two weeks after its scheduled finish date.

PR3.4. Review project outcome and analyse the effectiveness of management information and communication processes and procedures. Record your findings below:

	



PR3.5. Identify any four (4) lesson learned and four (4) recommendation for future project improvements. Document them SmartSheet.
[bookmark: _Hlk95900666]
	#
	Lesson learned

	1
	Confirmation of meeting attendance was not received.  Put a procedure in place to ensure follow up for anyone who hasn’t confirmed.

	2
	More time to be schedule for team member and Salesforce team for communication.

	3
	All communication to be documented and emailed to Project Manager to check, and to file in appropriate location so it can be retrieved if necessary.  Document to be signed by all parties in attendance to make sure everything is included.

	4
	New constraints to be documented for next project



	#
	Recommendation

	1
	Communications register to be kept.

	2
	Have a plan for hiring new staff for critical roles incase one person is not able to complete the project for some reason.  This will shorten delays trying to hire new team members

	3
	Have a Frequently Asked Questions for Customer Service team.

	4
	Make sure all training materials are arranged prior to day of training to ensure training runs on schedule.




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


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

	1. Used information-validation process to optimise quality and accuracy of data.

			

	1. Identified and resolved issues related to communication and information management systems.

			

	1. Implemented appropriate communication networks.

			

	1. Finalised and archived records based on agreed project information ownership and control requirements.

			

	1. Reviewed project outcomes to determine the effectiveness of management information and communication processes and procedures.

			

	1. Identified and documented lessons learned and improvement suggestions for future projects.

			







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



Outcome (make sure to tick the correct checkbox):  

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

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

Feedback: 









	Second attempt: 



Outcome (make sure to tick the correct checkbox):  

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

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







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


	Student Signature
	[image: ]


	Date 
	20/02/2023


	Trainer/Assessor Name 
	

	Trainer/Assessor Declaration
	I hold:

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

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


	Trainer/Assessor Signature
	

	Date
	


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

on _________________ (insert date) 

by (insert Name) __________________________________






Appendix A: Reasonable Adjustments

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


	

	Reasonable Adjustments 


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



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

	Category
	Possible Issue
	Reasonable Adjustment Strategy 
(select as applicable)

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

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

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

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

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

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




	Explanation of reasonable adjustments strategy used


	



	Trainer/Assessor Name 
	

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


	Trainer/Assessor Signature
	

	Date
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