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Assessment is a difficult process. We understand this and have developed a range of assessment kits, such as this, to facilitate a seamless process for both the assessor and the learner being assessed.
There are a number of characteristics of assessment, ranging from subjective assessment (which is based on opinions and feelings), objective assessment (which is based clearly on defined processes and specific standards). Nearly all assessment involves a mixture of both types of assessment because it is almost impossible to eliminate the subjectivity people may carry into the process of assessing. The goal in developing and implementing these assessment kits is to work towards the objective end as far as possible and to reduce the degree of opinions and feelings present.

[bookmark: _Toc446066010][bookmark: _Toc446580278][bookmark: _Toc449600304][bookmark: _Toc469560711][bookmark: _Toc471569518][bookmark: _Toc474673030][bookmark: _Toc530314212]WHAT IS COMPETENCY-BASED ASSESSMENT
The features of a competency-based assessment system are:
· It is focused on what learners can do and whether it meets the criteria specified by the industry as competency standards.
· Assessment should mirror the environment the learner will encounter in the workplace.
· Assessment criteria should be clearly stated to the learner at the beginning of the learning process.
· Assessment should be holistic. That is, it aims to assess as many elements and/or units of competency as is feasible at one time.
· In competency assessment, a learner receives one of only two outcomes – competent or not yet competent.
· The basis of assessment is in applying knowledge for some purpose. In a competency system, knowledge for the sake of knowledge is seen to be ineffectual unless it assists a person to perform a task to the level required in the workplace.
· The emphasis in assessment is on assessable outcomes that are clearly stated for the trainer and learner. Assessable outcomes are tied to the relevant industry competency standards where these exist. Where such competencies do not exist, the outcomes are based upon those identified in a training needs analysis.


Definition of Competency
Assessment in this context can be defined as:
The fair, valid, reliable and flexible gathering and recording of evidence to support the judgement on whether competency has been achieved. Skills and knowledge (developed either in a structured learning situation, at work, or in some other context) are assessed against national standards of competence required by industry, rather than compared with the skills and knowledge of other learners.

[bookmark: _Toc504654807][bookmark: _Toc504654858][bookmark: _Toc530314213]THE BASIC PRINCIPLES OF ASSESSING NATIONALLY-RECOGNISED TRAINING 
Developing and conducting assessment, in an Australian vocational education and training context, is founded on a number of basic conventions:

The principles of assessment
· Assessment must be valid
· Assessment must include the full range of skills and knowledge needed to demonstrate competency.
· Assessment must include the combination of knowledge and skills with their practical application.
· Assessment, where possible, must include judgements based on evidence drawn from a number of occasions and across a number of contexts.
· Assessment must be reliable
· Assessment must be reliable and must be regularly reviewed to ensure that assessors are making decisions in a consistent manner.
· Assessors must be trained in national competency standards for assessors to ensure reliability.
· Assessment must be flexible
· Assessment, where possible, must cover both the on and off-the-job components of training within a course.
· Assessment must provide for the recognition of knowledge, skills and attitudes regardless of how they have been acquired.
· Assessment must be made accessible to learners through a variety of delivery modes, so they can proceed through modularised training packages to gain competencies.

· Assessment must be mutually developed and agreed upon between assessor and the assessed.
· Assessment must be able to be challenged. Appropriate mechanisms must be made for reassessment as a result of challenge.

(Source: Standards for RTOs 2015, Clauses 1.8 – 1.12)

The rules of evidence 
When collecting evidence, there are certain rules that apply to that evidence. All evidence must be valid, sufficient, authentic and current:
· Valid 
Evidence gathered should meet the requirements of the unit of competency. This evidence should match, or at least reflect, the type of performance that is to be assessed, whether it covers knowledge, skills or attitudes.
· Sufficient
This rule relates to the amount of evidence gathered. It is imperative that enough evidence is gathered to satisfy the requirements that the learner is competent in all aspects of the unit of competency.
· Authentic
When evidence is gathered the assessor must be satisfied that evidence is the learner’s own work. 
· Current
This relates to the recency of the evidence and whether the evidence relates to current abilities. 

(Source: Training in Australia by M Tovey, D Lawlor)

[bookmark: _Toc504654808][bookmark: _Toc504654859][bookmark: _Toc530314214]THE DIMENSIONS OF COMPETENCY
The national concept of competency includes all aspects of work performance and not only narrow task skills. The four (4) dimensions of competency are:
1. Task skills
2. Task management skills
3. Contingency management skills
4. Job or role environment skills
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Adapted Reasonable Adjustment in teaching, learning and assessment for learners with a disability - November 2010 - Prepared by - Queensland VET Development Centre
Reasonable adjustment in VET is the term applied to modifying the learning environment or making changes to the training delivered to assist a learner with a disability. A reasonable adjustment can be as simple as changing classrooms to be closer to amenities or installing a particular type of software on a computer for a person with vision impairment.

Why make a reasonable adjustment? 
We make reasonable adjustments in VET to make sure that learners with a disability have: 
· the same learning opportunities as learners without a disability
· the same opportunity to perform and complete assessments as those without a disability. 

Reasonable adjustment applied to participation in teaching, learning and assessment activities can include:
· Customising resources and assessment activities within the training package or accredited course
· Modifying the presentation medium 
· Learner support
· Use of assistive/adaptive technologies
· Making information accessible both before enrollment and during the course
· Monitoring the adjustments to ensure learner needs continue to be met

Assistive/Adaptive Technologies
Assistive/Adaptive technology means ‘software or hardware that has been specifically designed to assist people with disabilities in carrying out daily activities’ (World Wide Web Consortium - W3C). It includes screen readers, magnifiers, voice recognition software, alternative keyboards, devices for grasping, visual alert systems, digital note takers.



IMPORTANT NOTE
Reasonable adjustment made for collecting candidate assessment evidence must not impact on the standard expected by the workplace, as expressed by the relevant Unit(s) of Competency. For example, if the assessment were gathering evidence of the candidate’s competency in writing, allowing the candidate to complete the assessment verbally would not be a valid assessment method. The method of assessment used by any reasonable adjustment must still meet the competency requirements.


[bookmark: _Toc471569522][bookmark: _Toc474673034][bookmark: _Toc530314216]THE UNITS OF COMPETENCY 
The units of competency specify the standards of performance required in the workplace.
This assessment addresses the following unit(s) of competency from BSB51415 Diploma of Project Management:

BSBPMG521 – Manage Project Integration
1. Establish project
2. Undertake project planning
3. Execute project in work environment
4. Manage project control
5. Manage project finalisation

BSBPMG516 – Manage Project Information and Communication
1. Plan information and communication processes
2. Implement project information and communication processes
3. Assess information and communication outcomes

BSBPMG511 – Manage Project Scope
1. Conduct project authorisation activities
2. Define project scope
3. Manage project scope control process

BSBPMG512 – Manage Project Time
1. Determine project schedule
2. Implement project schedule
3. Assess time management outcomes


BSBPMG514 – Manage Project Cost
1. Determine project costs
2. Monitor and control project costs
3. Complete cost-management processes

BSBPMG513 – Manage Project Quality
1. Determine quality requirements
2. Implement quality processes
3. Implement project quality improvements

BSBPMG515 – Manage Project Human Resources
1. Plan human resources relevant to projects
2. Implement project personnel training and development
3. Lead project team
4. Finalise human resource activities related to projects

BSBPMG518 – Manage Project Procurement
1. Determine procurement requirements
2. Establish agreed procurement processes
3. Conduct procurement activities
4. Implement and monitor procurement
5. Manage procurement finalisation procedures

BSBPMG519 – Manage Project Stakeholder Engagement
1. Identify and address stakeholder interests
2. Manage effective stakeholder engagement
3. Manage stakeholder communications


BSBWOR501 – Manage Personal Work Priorities and Professional Development
1. Establish personal work goals
2. Set and meet own work priorities
3. Develop and maintain professional competence

BSBWOR502 – Lead and Manage Team Effectiveness
1. Establish team performance plan
2. Develop and facilitate team cohesion
3. Facilitate teamwork
4. Liaise with stakeholders

BSBPMG517 – Manage Project Risk
1. Identify project risks
2. Analyse project risks
3. Establish risk treatments and controls
4. Monitor and control project risks
5. Assess risk management outcomes

For complete copies of the above units of competency: 
Download them from the TGA website: 
https://training.gov.au/Training/Details/BSBPMG521
https://training.gov.au/Training/Details/BSBPMG516
https://training.gov.au/Training/Details/BSBPMG511
https://training.gov.au/Training/Details/BSBPMG512
https://training.gov.au/Training/Details/BSBPMG514
https://training.gov.au/Training/Details/BSBPMG513
https://training.gov.au/Training/Details/BSBPMG515


https://training.gov.au/Training/Details/BSBPMG518
https://training.gov.au/Training/Details/BSBPMG519
https://training.gov.au/Training/Details/BSBWOR501
https://training.gov.au/Training/Details/BSBWOR502
https://training.gov.au/Training/Details/BSBPMG517
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To complete the assessments in this workbook, students need to have access to their learning materials and the internet. 
The Project Assessment must be completed in a workplace or in a simulated environment.

[bookmark: _Toc433783627][bookmark: _Toc471569524][bookmark: _Toc474673036][bookmark: _Toc530314218]ASSESSMENT REQUIREMENTS
The assessment requirements specify the evidence and required conditions for assessment. 
Each unit of competency can be unbundled to reveal three (3) key assessment components:
· Performance Evidence
· describes the subtasks that make up the element of the unit
· Knowledge Evidence
· describes the knowledge that must be applied to understanding the tasks described in the elements 
· Assessment Condition
· describes the environment and conditions that assessments must be conducted under


The associated assessment method(s) in this kit covers all of these components as detailed in the matrix below:

	
	Units of Competency

	Assessment Activities
	BSBPMG521
	BSBPMG516
	BSBPMG511
	BSBPMG512
	BSBPMG513
	BSBPMG514
	BSBPMG515
	BSBPMG518
	BSBPMG519
	BSBWOR501
	BSBWOR502
	BSBPMG517

	Project Assessment 
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[bookmark: _Toc530314219]ASSESSMENT METHODS 
This workbook uses the following assessment method(s):
Project Assessment – A set of tasks or activities completed according to set instructions and guidelines to meet the requirements of the relevant unit(s). These tasks and activities require you to have access to a workplace or a similar environment. 

[bookmark: _Toc433783630][bookmark: _Toc471569526][bookmark: _Toc474673038][bookmark: _Toc530314220][bookmark: Resources]RESOURCES REQUIRED FOR ASSESSMENT
Candidate will need access to:
· Computer with internet and email access and a working web browser
· Installed software: MS Word, Adobe Acrobat Reader, Project management software or application capable of creating Gantt Charts (e.g. Microsoft Project
· A workplace that will allow the candidate access to:
· Workplace supervisor
· Opportunities for the candidate to manage a project within the workplace from start to finish, including scope, time, cost, quality, human resources, communications, risk and procurement, under the supervision during the course.
· Resources and or equipment required to manage the project above. These will depend on the project the candidate has been assigned to. These may include but are not limited to:
· Project stakeholders
· Project sponsor or client
· Project team members
· Contractors/suppliers
· Project deliverables and specifications
· Project budget
· Organisational policies and procedures relevant to the management of this project
· Organisational systems, processes, documents relevant to the management of project scope, time, cost, quality, human resources, communications, risk and procurement.
IMPORTANT:
To be able to complete this assessment in a real workplace, the workplace must allow the candidate access to all the resources outlined above.
Otherwise, the candidate will be required to complete the assessment in the simulated environment provided. 


Candidate completing the assessment in the simulated environment will need access to:
· The simulated workplace environment. Links to this and to the relevant resources are provided throughout this workbook.
· At least three (3) volunteers to participate in various simulated discussions or role-play activities.
· A video recording device
· A safe place to conduct these various role-play activities.
The assessor will provide:
· Support for candidates completing the simulated assessment through their participation and involvement in some communication and consultation activities throughout the project lifecycle. 



[bookmark: _Toc471569527][bookmark: _Toc474673039][bookmark: _Toc530314221]INSTRUCTIONS TO ASSESSOR
This is a compulsory assessment to be completed by all students. This assessment tests the student’s ability to understand the underpinning generic knowledge related to the units of competency. 
Reasonable adjustment applies here, and while the majority of students will complete this assessment as a written assessment, verbal assessment may be an option for those who need it. The assessor must use the response guide as the principal marking tool unless a reasonable adjustment is demonstrated.
The Assessor Guide provides model answers to all the questions, setting out which key responses must be included as well as indicating where flexibility is acceptable. 
Where there is a number of responses required, this is specified to avoid ambiguity. In these cases, the model answer will provide a list of possible answers. For instance, if a question requires the student to list three (3) examples, then their response must include three of the items listed in the model answer.
Note to assessors: Contact details are requested from observers in the feedback forms in case you will have to call them to verify the content of the feedback forms.
	IMPORTANT REMINDER
Candidates must achieve a satisfactory result to ALL assessment tasks to be awarded COMPETENT for the units relevant to this cluster.




[bookmark: _Toc433783632][bookmark: _Toc471569528][bookmark: _Toc474673040][bookmark: _Toc530314222]INSTRUCTIONS TO STUDENT
This workbook includes practical assessments. You must answer all questions using your own words. However, you may reference your Learner Guide, Guide to the Project Management Body of Knowledge (PMBOK Guide), and other relevant resources and learning materials to complete this assessment.
Some questions cover processes you would likely encounter in a workplace. Ideally, you should be able to answer these questions based on the processes that are currently in place in your workplace. However, if you do not currently have access to a workplace, then answer the questions based on processes that should be implemented in a typical workplace setting.

Accessing Intranet Pages and External Links 
There are instructions in this workbook that will refer you to intranet pages and or external links. These intranet pages and external links are formatted in Blue Underlined Text. 
To access these, hold the Ctrl key for Windows users or the Command ⌘ key for Mac users while clicking on these links.

[bookmark: _Toc433783633][bookmark: _Toc471569529][bookmark: _Toc474673041][bookmark: _Toc530314223]ASSESSMENT WORKBOOK COVER SHEET
To the candidate: Print this coversheet and complete it by filling in all the required information and affixing your signature to the space provided. Your signature must be handwritten. Scan the completed cover sheet and submit it along with your evidence submissions. Use the filename: BSB51415 Subject 7 Cover Sheet.
Marking guide for the assessor: The candidate must fill in all the required details of this coversheet. The completed cover sheet must be printed, completed, handwritten, and scanned.
	WORKBOOK:
	WORKBOOK 7

	TITLE:
	Implementation and Monitoring

	FIRST AND SURNAME:
	     

	PHONE:
	     

	EMAIL:
	     

	

	Please read the Candidate Declaration below and if you agree to the terms of the declaration sign and date in the space provided.

	By submitting this work, I declare that: 
· I have been advised of the assessment requirements, have been made aware of my rights and responsibilities as an assessment candidate, and choose to be assessed at this time.
· I am aware that there is a limit to the number of submissions that I can make for each assessment, and I am submitting all documents required to complete this Assessment Workbook.
· I have organised and named the files I am submitting according to the instructions provided, and I am aware that my assessor will not assess work that cannot be clearly identified and may request the work be resubmitted according to the correct process.
· This work is my own and contains no material written by another person except where due reference is made. I am aware that a false declaration may lead to the withdrawal of qualification or statement of attainment.
· I am aware that there is a policy of checking the validity of qualifications that I submit as evidence as well as the qualifications/evidence of parties who verify my performance or observable skills. I give my consent to contact these parties for verification purposes. 

	Name:      
	Signature:      
	Date:      


[bookmark: _Toc471569530][bookmark: _Toc474673042]
[bookmark: _Toc530314224]Practical Assessment
[bookmark: _Toc530314225]Instructions to Assessor
[bookmark: _Toc446066023][bookmark: _Toc446580297][bookmark: _Toc453133155][bookmark: _Toc471569535][bookmark: _Toc474673045]The practical assessment demonstrates the skills required for the units of competency. There is one assessment covering the entire qualification.
This assessment applies to the following units of competency:
BSBPMG521 – Manage Project Integration
BSBPMG516 – Manage Project Information and Communication
BSBPMG511 – Manage Project Scope
BSBPMG512 – Manage Project Time
BSBPMG514 – Manage Project Cost
BSBPMG513 – Manage Project Quality
BSBPMG515 – Manage Project Human Resources
BSBPMG518 – Manage Project Procurement
BSBPMG519 – Manage Project Stakeholder Engagement
BSBWOR501 – Manage Personal Work Priorities and Professional Development
BSBWOR502 – Lead and Manage Team Effectiveness
BSBPMG517 – Manage Project Risk
Where possible, the student will need to do all their practical tasks based on one project they are involved with. Where this is not possible, they will need to use one project per subject.
The projects the student uses for their assessments should satisfy all the following criteria:
1. The project must be a work-based project done in the student’s workplace.
1. The project must have a higher authority such as a supervisor or client who will sign off on the practical task documentation as needed.
1. The project needs to cover all ten functions of project management, namely scope, time, cost, quality, human resources, communications, risk, procurement and integration. The student needs to be actively involved in all ten functions as a project manager.
1. A copy of the project documentation needs to be handed in as part of the assessment.


The mapping and model answers have been contained within the templates within this document. The following colour coding is used:
General assessor benchmarking information appears in red text. This information applies equally to the simulated pathway and to the workplace project pathway.
Answers specifically relating to the simulated pathway appear in red text with yellow highlighting as formatted in this paragraph.
Mapping (applies to both simulated and workplace pathways) appears in blue. 
As part of their portfolio assessment in Workbooks 6, 7, and 8, the student is required to obtain the evidence they have gained approval for some of the documents they have produced, and they are also required to obtain the evidence they have distributed some of the documents to appropriate stakeholders.
Students completing the workplace pathway will be required to obtain this evidence from their project stakeholder, their supervisor, and or other higher project authorities.
On the other hand, students completing the simulated workplace environment will not have access to “real” people to obtain these approvals and signatures from.
In this instance, you (as the assessor) will in parts of this assessment need to role play the project sponsor when Andrew Armstrong is on leave. You will be taking on the role of the Director – Parks and Reserves of Cascade Shire Council in your project. The student will from time to time be sending you documents either for approval or for acknowledgement of receipt.
The linked addendum will be of assistance to you, but please note it is up to the student to communicate clearly in their e-mails to you what they would like you to look at, what to approve, and what to acknowledge you have received. Their ability to articulate these requirements is part of the communication requirements of this course. However, the linked document will provide you with guidance regarding what you are likely to receive from your students as they progress through their practical assessments.
Please note that not only will sending these documents to you assist in the students achieving part of their evidence requirements, but it also provides you as the assessor the opportunity to monitor their progress in completing their major assessment. If they are having issues, it gives you the opportunity to get them on the right track before they submit it as evidence.
Some students working through the Diploma of Project Management will not be able to secure an appropriate workplace project to complete their practical assessments (workbooks 6 – 8). These students will work through the Cascade Peak Walkway project simulation. During the course of the simulated project, they will be e-mailing you various documents to seek approval. 

Please note these approvals are an essential part of the student’s evidence to show they are competent at seeking approval and distributing documentation as part of their role as a project manager.
This document provides the responses you should provide to the student. Note the student must keep your responses and attach them as part of their evidence.
In the simulation project, you will be role playing the Director of Parks and Reserves for the Cascade Peak Shire Council. The project policy states that all approvals need to be signed off by you.
Each student will send you documents to be signed off. Not only will this assist them in gaining the evidence they require for competency in this course, but it also provides you with the opportunity to monitor their progress in completing their major assessment. If they are having issues, it gives you the opportunity to get them on the right track before they submit it as evidence.


[bookmark: _Toc530314226]Instructions to Student
The workplace project is designed for you to apply your skills in a real project situation.
You have two (2) pathway options for completing this assessment:

	[image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\briefcase_48 - Copy.png]WORKPLACE PATHWAY

	If you have access to a workplace, it is recommended that you complete the project assessment in the workplace, provided that the workplace will provide you access to the resources required for assessment outlined here, and will allow you to complete the assessment activities in this project within the workplace.
IMPORTANT: Before choosing this pathway, read through all the tasks and requirements in this project assessment and check with your workplace if you can complete the assessment within the workplace.



	[image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\home_48.png]SIMULATED PATHWAY

	If you currently do not have access to a suitable workplace or your workplace does not have the resources required for this assessment, use this pathway.



Please decide now regarding which pathway you would like to take.
Throughout this assessment you will encounter different introductions depending on the pathway you have chosen. The following colour coding has been utilised in this assessment:
If you are in doubt, you should select the simulated pathway. Please refer to the notes below and contact your trainer if you need any help with selecting your pathway.


	[image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\briefcase_48 - Copy.png]WORKPLACE PATHWAY

	If you are selecting the workplace pathway, you will need to complete the project assessment within the workplace.
If you are not currently in a workplace, you will need to approach an organisation that will allow you to complete this project assessment using their workplace. 
You may substitute the name of the workplace and any other contact details with fictitious details if the organisation is concerned about the confidentiality of information. However, the workplace must be real.
If you don’t have a suitable workplace project, then you should use the simulated workplace scenario included in the assessment. 
Templates for all documentation you need for the assessment are provided separately. 
By this stage, you should know which templates to use. All the templates are provided through the following link which you should download now and format to your own organisation if you haven’t done so already:
Project Management Templates (Generic)
(Username: newusername     Password: newpassword)
The project documentation submitted for this assessment can only be accepted in the following formats:
1. Word
1. Excel
1. PDF
1. MS Project 
In this practical assessment, you will be required to create all the documentation, even if it is not part of your normal role.
If you are using a workplace project, please disregard all yellow “Simulated Pathway” boxes.





	[image: home_48]SIMULATED PATHWAY

	If you are selecting the simulated pathway, you will be provided with a case study further down this page, along with all the templates you need to complete the assigned tasks.
You are required to complete ALL the assigned tasks using the case study project simulation. Templates for all the documentation you need in the assessment are provided for you in this workbook. 
Some tasks will require you to create a file to attach separately (e.g. the Gantt chart, and S curve). Where you are using templates and databases in your own workplace, please note that assessments can only be accepted in the following formats:
1. Word
1. Excel
1. PDF
1. MS Project 
If you are using the simulated case study, please disregard all red “Workplace Pathway” boxes.
Simulated Project Environment Introduction
Now you have fully planned the Cascade Peak Walkway project; you are ready to put it into action. This workbook covers the implementation and monitoring stages of the project.




	Instructions appearing in the white boxes with both the briefcase and house in the top right-hand corner must be completed by all students regardless of the pathway chosen.




1. [bookmark: _Toc530314227]Project Implementation Stage
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	Introduction for students using the workplace pathway.
Once you have completed the planning of your project, you are ready to launch it. These tasks relate to getting your project underway.
Complete the following tasks using the project plan you have created earlier along with other templates which you will find from the link below:
Project Management Templates (Generic)
(Username: newusername     Password: newpassword)
You will also need the project plan and associated documentation which you created in the previous workbook.
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	Introduction for students using the simulated pathway.
Otherwise, if you are using the simulated project, refer to the attached documentation. These documents contain the information you need to complete the tasks in this part of the workbook. You will also need to refer to the project charter, project plan and the other documents that were included in the scoping and planning stages of the assessment. 
The project is commencing on 1 July 2016 as scheduled. 
You will need to access some of the files from the scoping and planning stages of the project (previous workbook). The links to these documents are provided below:
Cascade Peak Walkway (Planning Stage)
Cascade Peak Walkway (Scoping Stage)
(Username: newusername     Password: newpassword)
From the information contained within these documents, your project charter, plan, and other documentation prepared in the previous workbook work through the following exercises. You may need to use one or more of the project documentation templates. These are all available from the link below:
Project Management Templates (Awesome Landscapes)
(Username: newusername     Password: newpassword)

	Note some documentation you will be preparing in this workbook requires you to provide evidence of written approval. As in the previous workbook, you will need to create e-mails as directed in the activities. When you receive a return response, you must keep this as part of your assessment evidence which your assessor will mark.


[bookmark: _Toc530314228]1.1 Updated Preliminary Project Information
	[image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\briefcase_48 - Copy.png][image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\home_48.png]To be answered by candidates completing either the workplace pathway or the simulated pathway
Complete the following table below to provide your assessor with a broad overview of the project. Note you will need to ensure all other templates within this document have information consistent with this table.
You probably won’t have enough information to completely fill this table in yet, so a reminder has been provided for you at the end of the document to ensure all those details are added to it.



	Mapping: This is not to be assessed. This is only an intermediate step for the workplace and simulated pathway student to complete.
Marking guide
The candidate must provide all necessary preliminary project information by completing the table below.



	PRELIMINARY PROJECT INFORMATION

	Candidate Information

	Candidate’s name
	      Candidate’s name

	Workplace/organisation
	      
Candidate’s workplace/organisation
Awesome Landscapes

	Title/role
	      
Candidate’s title/role, e.g. Project Coordinator or Project Manager
Project Manager




	Project Information

	Project name
	      
Project name – must be concise and easily identifiable
Cascade Peak Walkway Project

	Date scoping stage commenced
	      
Provide specific benchmarks for assessor Must be the earliest date appearing in this table. It may be a date earlier than the commencement of the course provided you are satisfied the student has completed all the templates.
1 April 2016.

	Date planning stage commenced
	      
Must be on or after the commencement of the scoping stage. 
6 May 2016.

	Project sponsor
	      
Can be the name of a person or organisation. Normally the client but must be who is paying for the project.
Andrew Armstrong (Director – Parks and Reserves, Cascade Shire Council).

	The person signing off on approvals 
List the person who will be signing off on approvals where signatures will be required
	      
Must either be your supervisor, a higher manager in your organisation, or the project sponsor.
Assessor’s name.
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	In the previous workbook, you created a Personal Development Plan with action plans for both your personal work goals and maintaining professional competence. 
For this part of the assessment, you are required to implement the action plans you have developed in the Personal Development Plan throughout the implementation of the project and complete a Personal Development Reflective Journal to document your implementation.
Steps to take:
1. Locate the Personal Development Plan you completed in Subject 6 Task 1.3.3. 
2. Implement all activities in the two (2) action plans for Part II Personal Work Plan and Part III Professional Competence Plan. Ensure to follow the timeframes you have set.
3. Monitor your performance and the implementation of the two (2) action plans. As you work through the delivery of your project, update the Status sections in Part II. Personal Work Plan and Part III. Professional Competence Plan.
4. Locate the Personal Development Reflective Journal on the following pages.
In addition to updating the Personal Development Plan with the outcomes of your action plans, you must also complete the Personal Development Reflective Journal with details of how you established your personal work goals, met your work priorities, and maintained professional competence throughout the project.
5. Complete the journal entries in the Personal Development Reflective Journal. Use the Reflection Guides provided in each entry to assist you. 
In completing each journal entry, always provide complete responses, as required in the Reflection Guide. 
For example, if the guide asks you to identify two (2) networks you participated in to enhance your personal knowledge, skills, and work relationships, then you must identify two (2) networks and not less than.
Some of the journal entries must be completed after project implementation, and some of the journal entries must be completed during project implementation. Refer to the Reflection Guide for instructions.





	6. For each journal entry, have your supervisor/observer complete and sign the Supervisor/Observer Declaration. Their signature must be handwritten.
Should your supervisor be unavailable, the person to assume the role of your observer must be endorsed by your supervisor.
7. Submit the updated Personal Development Plan and the completed and signed Personal Development Journal along with this workbook.
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	Even though you are only implementing a simulated project, you must still implement all activities found in your Personal Development Plan. 
Provide the appropriate evidence for the implementation of each activity. This means that you are required to submit at least seven (7) pieces of evidence in this task. 
Acceptable forms of evidence include, but are not limited to:
· copies of printed or written work
· printouts of digital tools
· printouts of emails and chat logs
· screenshots
· photos
· video recordings
· documents with screenshots and explanations.
Each evidence must be authenticated. Where necessary, use the generic Declaration Form below for you and an appropriate observer to confirm your completion of the activity. The Observer must be directly involved in the completion of the activity. All signatures must be handwritten.
E.g., If the activity is undertaking a Diploma in Project Management course, you may ask your assessor to complete and sign the Observer Declaration in the generic Declaration Form.
If it is impossible to carry out the activity in real life, you may roleplay the implementation of the activity instead. Document your roleplay through a video recording. Each video submission must be no longer than 15 minutes.

	Update the Personal Development Plan and complete the Personal Development Reflective Journal with information from your implementation of the activities. Each journal entry must be signed off by an observer directly involved in the activity/ies in the journal entry. 
Submit the updated Personal Development Plan, the completed Personal Development Reflective Journal and all evidence and/or video recording of roleplays along with this workbook.



	Mapping: 
BSBWOR501 PC2.3 (p), PC3.3 (p), PC3.4 (p), PC3.5 (p), PE2.0 (p), PE3.0 (p), PE4.0, PE6.0, FS1.0, FS7.1 (p), FS7.2 (p)
Specific mapping is also found per journal entry in the Personal Development Reflective Journal below.
Marking guide
The student must implement the activities outlined in the action plans in their Personal Development Plan from Subject 6. They must provide evidence for this by submitting the following:
· updated Personal Development Plan with the Status columns for all activities clearly indicating that the activity is in progress or has been completed already.
· Personal Development Reflective Journal with all journal entries completed. 
Workplace Pathway
The Supervisor Declaration part of each completed journal entry in the Personal Development Reflective Journal must be completed and signed off by their supervisor/observer. 
If the supervisor is unable to sign off the journal entry, then the student must have an observer endorsed by the supervisor sign off the journal entry instead.
Simulated Pathway
In addition to the updated Personal Development Plan, Simulated Pathway students must also submit the following:
· appropriate evidence for each activity listed in the Personal Development Plan. 
Acceptable forms of evidence include, but are not limited to:
· copies of printed or written work
· printouts of digital tools
· printouts of emails and chat logs

	· screenshots
· photos
· video recordings
· documents with screenshots and explanations.
Each evidence must be authenticated. Where necessary, the student must submit a generic Declaration Form signed off by an appropriate observer to confirm their completion of the activity. The Observer must be directly involved in the completion of the activity. All signatures must be handwritten.
If it is impossible to carry out the activity in real life, they may submit a video recording of a roleplay of the implementation of the activity. Each video submission must be no longer than 15 minutes.
· updated Personal Development Plan with information from the student’s implementation of the activities in the plan
· completed Personal Development Reflective Journal. Each journal entry must be signed off by an observer directly involved in the activity/ies in the journal entry.





Declaration Form (For Simulated Pathway Students’ Use Only)
	DECLARATION FORM (For Simulated Pathway Student’s Use Only)

	

	Activity
	      Must be an activity listed in the student’s Personal Development Plan.

	Completed by (Student)
	      Student’s name

	Location
	      Location where the activity was completed

	Date completed
	      Date the activity was completed



	STUDENT DECLARATION
By signing this declaration, I confirm that I have implemented the activity outlined in this form.
I further confirm that the information provided above is a true and accurate reflection of my performance.

	Name of Student:       Student’s name 
	Student’s signature (must be handwritten)
     
Student’s signature (must be handwritten)
Date signed: 
      
Date when the student signed this form

	Student’s contact number (required):       Student’s contact number
	

	Student’s email address (required):       Student’s email address
	





	OBSERVER DECLARATION
By signing this declaration, I confirm that the student, whose name is recorded above, has implemented the activity outlined in this form.
I further confirm that the information the student provided above is a true and accurate reflection of the student’s performance.

	Name of the observer:       Observer’s name 
	Observer’s signature (must be handwritten)
     
Observer’s signature (must be handwritten)
Date signed: 
      
Date when observer signed this form

	Observer’s title/designation:       Observer’s title/designation (must be directly involved in the activity)
	

	Observer’s contact number (required):       Observer’s contact number
	

	Observer’s email address (required):       Observer’s email address
	



End of Declaration Form



Personal Development Reflective Journal 
	PERSONAL DEVELOPMENT REFLECTIVE JOURNAL

	

	JOURNAL ENTRY 1: Maintaining Personal Performance

	Mapping: BSBWOR501 PC1.3 (p), FS7.1 (p)

	Journal entry completed by:
	      Student’s name

	Date:
	      Date this journal entry was completed

	

	Reflection Guide
Refer to the Action Plan for Part II. Personal Work Plan in your Personal Development Plan. 
Consider two (2) activities in your Part II. Personal Work Plan currently being implemented in the project. 

	Activity 1:       Must correspond to the activities listed in the Action Plan for Part II Personal Work Plan. The activity must be in the process of being implemented.

	1. Assess your personal performance in this activity by using the measurement you identified in Part II. Personal Work Plan. 
     
The student must use the measurement they identified in Part II Personal Work Plan in order to assess and measure their performance in the activity.

	2. In 100-150 words, discuss how you maintained your personal work performance in two (2) varying work conditions.
Guidance: ‘Work conditions’ refer to the specific circumstances affecting the implementation of the activity, e.g. availability of technology and equipment, weather, job hours, etc.
     
The student must discuss in 100-150 words how they maintained their personal work performance in two (2) varying work conditions, e.g. availability of technology needed, weather conditions, job hours, etc.


	3. In 100-150 words, discuss how you maintained your personal work performance in two (2) varying work contexts.
Guidance: ‘Work context’ refers to different aspects of occupation and/or industry, e.g. for project management in the landscaping industry, landscape architecture and landscape construction can be two (2) different work contexts.
     
The student must discuss in 100-150 words how they maintained their personal work performance in two (2) varying work contexts, e.g. landscape architecture, landscape construction, project planning, project procurement, etc.

	4. Identify one (1) contingency that occurred during the implementation of the activity.
     
The student must identify one (1) contingency encountered during implementation of the activity, e.g. lack of equipment, illness, natural disaster, etc.

In 60-100 words, discuss how you maintained your personal work performance while the contingency was occurring.
     
The student must discuss in 60-100 words how they maintained their personal work performance while the contingency was occurring.

	

	Activity 2:       Must correspond to the activities listed in the Action Plan for Part II Personal Work Plan. The activity must be in the process of being implemented.

	1. Assess your personal performance in this activity by using the measurement you identified in Part II. Personal Work Plan. 
     
The student must use the measurement they identified in Part II Personal Work Plan in order to assess and measure their performance in the activity.

	2. In 100-150 words, discuss how you maintained your personal work performance in two (2) varying work conditions.
Guidance: ‘Work conditions’ refer to the specific circumstances affecting the implementation of the activity, e.g. availability of technology and equipment, weather, job hours, etc.
     
The student must discuss in 100-150 words how they maintained their personal work performance in two (2) varying work conditions, e.g. availability of technology needed, weather conditions, job hours, etc.


	3. In 100-150 words, discuss how you maintained your personal work performance in two (2) varying work contexts.
Guidance: ‘Work context’ refers to different aspects of occupation and/or industry, e.g. for project management in the landscaping industry, landscape architecture and landscape construction can be two (2) different work contexts.
     
The student must discuss in 100-150 words how they maintained their personal work performance in two (2) varying work contexts, e.g. landscape architecture, landscape construction, project planning, project procurement, etc.

	4. Identify one (1) contingency that occurred during the implementation of the activity.
     
The student must identify one (1) contingency encountered during implementation of the activity, e.g. lack of equipment, illness, natural disaster, etc.

In 60-100 words, discuss how you maintained your personal work performance while the contingency was occurring.
     
The student must discuss in 60-100 words how they maintained their personal work performance while the contingency was occurring.





	SUPERVISOR/OBSERVER DECLARATION
By signing this declaration, I confirm that the information the student provided above is a true and accurate reflection of the student’s experience in the workplace.

	Name of supervisor/observer:       Supervisor/observer’s name (if the observer, must be endorsed by the supervisor)
	Supervisor/observer’s signature (must be handwritten)
     
Supervisor/observer’s signature (must be handwritten)
Date signed: 
      
Date when the supervisor/observer signed this form

	Supervisor/observer’s title/designation:       Supervisor/observer’s title/designation
	

	Supervisor/observer’s contact number (required):       Supervisor/observer’s contact number
	

	Supervisor/observer’s email address (required):       Supervisor/observer’s email address
	





	JOURNAL ENTRY 2: Meeting Own Work Priorities

	Mapping: BSBWOR501 PC2.1 (p), FS5.1, FS7.1 (p)

	Journal entry completed by:
	      Student’s name

	Date:
	      Date this journal entry was completed

	

	Reflection Guide
Note: This journal entry should be completed after project implementation.
Refer to the work priorities you have set in the Self-Assessment Template in Subject 6 Task 1.3.2 to answer the questions below. 
Consider how you implemented the prioritisation of these competing demands in the implementation of the project.

	In 100-150 words for each item, discuss how you took the initiative to facilitate or make easier dealing with these competing demands in order to achieve the following:
1. Your personal work goals and objectives:
     
The student must discuss in 100-150 words how they took the initiative to facilitate the competing demands they identified in the Self-Assessment Template in order to achieve their personal work goals and objectives.
E.g., Creating a daily schedule in which there is sufficient time set aside for work and recreation.

	2. Team goals and objectives:
     
The student must discuss in 100-150 words how they took the initiative to facilitate the competing demands they identified in the Self-Assessment Template in order to achieve their teamwork goals and objectives.
E.g., Checking in regularly with the project team to ensure the team is on track to achieving team goals.

	3. Organisational goals and objectives:
     
The student must discuss in 100-150 words how they took the initiative to facilitate the competing demands they identified in the Self-Assessment Template in order to achieve their organisational work goals and objectives.
E.g., Ensuring all client wants, needs, and preferences are addressed to ensure client retention.



	SUPERVISOR/OBSERVER DECLARATION
By signing this declaration, I confirm that the information the student provided above is a true and accurate reflection of the student’s experience in the workplace.

	Name of supervisor/observer:       Supervisor/observer’s name (if the observer, must be endorsed by the supervisor)
	Supervisor/observer’s signature (must be handwritten)
     
Supervisor/observer’s signature (must be handwritten)
Date signed: 
      
Date when the supervisor/observer signed this form

	Supervisor/observer’s title/designation:       Supervisor/observer’s title/designation
	

	Supervisor/observer’s contact number (required):       Supervisor/observer’s contact number
	

	Supervisor/observer’s email address (required):       Supervisor/observer’s email address
	




	JOURNAL ENTRY 3: Maintaining Appropriate Work-Life Balance

	Mapping: BSBWOR501 PC2.3 (p), FS7.1 (p)

	Journal entry completed by:
	      Student’s name

	Date:
	      Date this journal entry was completed

	

	Reflection Guide
Note: This journal entry should be completed during implementation of the two (2) activities you planned to address your personal work goals relating to work-life balance as outlined in Part II Personal Work Plan of your Personal Development Plan. 

	In 100-150 words, discuss how the implementation of these two (2) activities have helped you maintain appropriate work-life balance.
     



	SUPERVISOR/OBSERVER DECLARATION
By signing this declaration, I confirm that the information the student provided above is a true and accurate reflection of the student’s experience in the workplace.

	Name of supervisor/observer:       Supervisor/observer’s name (if the observer, must be endorsed by the supervisor)
	Supervisor/observer’s signature (must be handwritten)
     
Supervisor/observer’s signature (must be handwritten)
Date signed: 
      
Date when the supervisor/observer signed this form

	Supervisor/observer’s title/designation:       Supervisor/observer’s title/designation
	

	Supervisor/observer’s contact number (required):       Supervisor/observer’s contact number
	

	Supervisor/observer’s email address (required):       Supervisor/observer’s email address
	




	JOURNAL ENTRY 4: Participating in Networks

	Mapping: BSBWOR501 PC3.4, FS1.0 (p), FS6.2

	Journal entry completed by:
	      Student’s name

	Date:
	      Date this journal entry was completed

	[bookmark: _Hlk521763695]

	Reflection Guide
Note: This journal entry should be completed after implementation of the two (2) activities you planned relating to participating in two (2) professional networks as outlined in Part III Professional Competence Plan in your Personal Development Plan.
Identify the two (2) networks you participated in and answer the questions that follow.

	Network 1:       Must correspond with the professional networks outlined in Part III Professional Competence Plan of the Personal Development Plan.

	In 60-100 words for each item, discuss the following:
1. How participating in the network enhanced your personal knowledge:
     
The student must discuss in 60-100 words how participating in the network enhanced their personal knowledge.
E.g., Participating in the network improved my knowledge of the different business technology I can use in project management.

	2. How participating in the network enhanced one (1) skill:
You must discuss one (1) different skill for each network.
     
The student must discuss in 60-100 words how participating in the network enhanced one (1) skill, e.g. using communication technology.
A different skill must be discussed for each network.

	3. How participating in the network enhanced one (1) work relationship:
You must discuss one (1) different work relationship for each network.
     
The student must discuss in 60-100 words how participating in the network enhanced one (1) work relationship, e.g. relationship with team members.
A different work relationship must be discussed for each network.

	4. One (1) interpersonal skill you used to establish and build a positive working relationship with individuals from the network.
You must discuss one (1) different interpersonal skill for each network.
     
The student must discuss in 60-100 words how they used one (1) interpersonal skill they used to establish and build a positive working relationship with individuals from the network.
E.g., Building rapport through common interests and goals
A different interpersonal skill must be discussed for each network.

	

	Network 2:       Must correspond with the professional networks outlined in Part III Professional Competence Plan of the Personal Development Plan.

	In 60-100 words for each item, discuss the following:
1. How participating in the network enhanced your personal knowledge:
     
The student must discuss in 60-100 words how participating in the network enhanced their personal knowledge.
E.g., Participating in the network improved my knowledge of the different business technology I can use in project management.

	2. How participating in the network enhanced one (1) skill:
You must discuss one (1) different skill for each network.
     
The student must discuss in 60-100 words how participating in the network enhanced one (1) skill, e.g. using communication technology.
A different skill must be discussed for each network.

	3. How participating in the network enhanced one (1) work relationship:
You must discuss one (1) different work relationship for each network.
     
The student must discuss in 60-100 words how participating in the network enhanced one (1) work relationship, e.g. relationship with team members.
A different work relationship must be discussed for each network.

	4. One (1) interpersonal skill you used to establish and build a positive working relationship with individuals from the network.
You must discuss one (1) different interpersonal skill for each network.
     
The student must discuss in 60-100 words how they used one (1) interpersonal skill they used to establish and build a positive working relationship with individuals from the network.
E.g., Building rapport through common interests and goals
A different interpersonal skill must be discussed for each network.



	SUPERVISOR/OBSERVER DECLARATION
By signing this declaration, I confirm that the information the student provided above is a true and accurate reflection of the student’s experience in the workplace.

	Name of supervisor/observer:       Supervisor/observer’s name (if the observer, must be endorsed by the supervisor)
	Supervisor/observer’s signature (must be handwritten)
     
Supervisor/observer’s signature (must be handwritten)
Date signed: 
      
Date when the supervisor/observer signed this form

	Supervisor/observer’s title/designation:       Supervisor/observer’s title/designation
	

	Supervisor/observer’s contact number (required):       Supervisor/observer’s contact number
	

	Supervisor/observer’s email address (required):       Supervisor/observer’s email address
	




	JOURNAL ENTRY 5: Using Technology to Manage Work Priorities and Commitments

	Mapping: BSBWOR501 PC2.2 (p), PE1.0 (p), FS7.1 (p), FS7.2 (p)

	Journal entry completed by:
	      Student’s name

	Date:
	      Date this journal entry was completed

	

	Reflection Guide
Note: This journal entry should be completed after the implementation of all activities in the Personal Development Plan.
Choose two (2) activities from the Personal Development Plan and answer the questions below. 
Refer to the technology used for each activity. This can be found under the Technology to Improve Efficiency column for each Action Plan in the Personal Development Plan.

	1. In 100-150 words, discuss how you efficiently used the technology identified in the Personal Development Plan to manage your work priorities and commitments.
Provide specific examples.
Efficient use of technology ensures that the activity will result in maximum productivity with no wasted effort and wasted expense.
     
The student must discuss in 100-150 words how they efficiently used the technology identified in the Personal Development Plan to manage their work priorities and commitments. 
Their response must be related to using the technology to ensure that the activity will result in maximum productivity with no wasted effort and wasted expense. They must also provide specific examples to illustrate their efficient use of the technology.


	2. In 100-150 words, discuss how you effectively used the technology identified in the Personal Development Plan to manage your work priorities and commitments.
Provide specific examples.
Effective use of technology ensures that the desired outcome for the activity is achieved.
     
The student must discuss in 100-150 words how they effectively used the technology identified in the Personal Development Plan to manage their work priorities and commitments. 
Their response must be related to using the technology to ensure that the desired outcome for the activity is achieved. They must also provide specific examples to illustrate their effective use of the technology.





	SUPERVISOR/OBSERVER DECLARATION
By signing this declaration, I confirm that the information the student provided above is a true and accurate reflection of the student’s experience in the workplace.

	Name of supervisor/observer:       Supervisor/observer’s name (if the observer, must be endorsed by the supervisor)
	Supervisor/observer’s signature (must be handwritten)
     
Supervisor/observer’s signature (must be handwritten)
Date signed: 
      
Date when the supervisor/observer signed this form

	Supervisor/observer’s title/designation:       Supervisor/observer’s title/designation
	

	Supervisor/observer’s contact number (required):       Supervisor/observer’s contact number
	

	Supervisor/observer’s email address (required):       Supervisor/observer’s email address
	



End of Personal Development Reflective Journal
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1.3.1 Encourage, Value, and Reward Team
	For this part of the assessment, you are required to conduct a meeting with the team to encourage them to participate in and to take responsibility for team activities, including communication processes.

Steps to take:
1. Arrange a meeting with the team you will be working within the project. All team members must be present during the meeting.
You may schedule the meeting any time during project implementation.
2. Locate the 1.3.1 Meeting Minutes template on the following pages. Use this to document your discussion with your team members.
3. Locate the 1.3.1 Third-Party Report form on the following pages. Provide at least one (1) team member present during the meeting with a copy for them to complete as they observe you during the meeting.
Review the requirements outlined in the Third-Party Report before the actual consultation. You are required to demonstrate all of the requirements outlined in this form.
4. Conduct the meeting with your team. 
You must be able to discuss the following with your team:
· encouraging them to participate in two (2) activities
· encouraging them to take responsibility for two (2) team activities
· encouraging them to participate in two (2) communication processes
· encouraging them to take responsibility for two (2) communication processes
· valuing one (1) team effort and one (1) team contribution
‘Team effort’ refers to the team’s concentrated work towards a goal/purpose, e.g. the whole team putting in overtime work to complete the project.

	· rewarding one (1) team effort and one (1) team contribution
‘Team contribution’ refers to the significant part played by the team in bringing about success and may be a result of the team effort, e.g. increase in the organisation’s overall client satisfaction rate because of the outcomes of the current project.
Guidance: As a way of encouraging your team members you may provide them with guidance and advice on the following:
· how they can participate more actively in the activities and communication processes discussed 
· how they can take responsibility for the activities and communication processes discussed.
Refer to the following documents for the information you will use to complete this task:
· team activities as outlined in the completed Human Resource Management Plan and Gantt Chart from Subject 6
· communication processes as outlined in the completed 2.1.2.7.6 Communication Processes template from Subject 6.
5. Once done, have the team member who served as your observer complete and sign the Observer Declaration part of the 1.3.1 Third-Party Report. Their signature must be handwritten.
6. Have all team members present during the meeting sign in the spaces provided in the 1.3. 1 Meeting Minutes. Their signature must be handwritten.
7. Submit the completed and signed 1.3.1 Meeting Minutes and 1.3.1 Third-Party Report along with this workbook.
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	For this part of the assessment, you are required to roleplay the meeting with three (3) of your team members.
You will require access to:
· three (3) volunteers to assume the roles of your team members
· a video recording device
· a safe place to conduct your roleplay
Refer to your completed Human Resource Management Plan, Gantt Chart, and 2.1.2.7.6 Communication Processes template from Subject 6 to complete this task.
Steps to take:
1. Choose three (3) team members from the Human Resource Management Plan. These will be the characters of your volunteers. 
Choose two (2) team activities from the Human Resource Management Plan and/or the Gantt Chart to discuss in this meeting.
2. Determine the following before the roleplay meeting:
· how you will encourage your team members to participate in the activities and communication processes to be discussed
· how you will encourage your team members to take responsibility for the activities and communication processes to be discussed
· the guidance and advice you will give to your team members regarding the above
· one (1) team effort and one (1) team contribution
· how you will value and reward the team’s effort and contribution
· the responses of your team members during the roleplay meeting, including:
· at least one (1) question regarding a team activity
· at least one (1) question regarding the communication processes
· your responses to their questions
You must discuss these with your volunteers before the actual roleplay meeting.

	3. Gather your volunteers and conduct the roleplay meeting. 
Document your roleplay through the 1.3 Part 1 Meeting Minutes and through video recording. Your video submission must be no more than ten (10) minutes.
There is no need for you to complete and submit the 1.3.1 Third-Party Report. However, your video submission must clearly show that you have demonstrated all requirements outlined in the Meeting Minutes and the Third-Party Report.
4. Submit the completed and signed 1.3. 1 Meeting Minutes and video recording to your assessor.



	Mapping: 
BSBWOR502 PC2.3 (p), PC3.1 (p), PC4.1 (p), PE6.0 (p), FS5.4 (p)
Specific mapping is also provided per item in the Third-Party Report form below.
Marking guide
The student must conduct a meeting with team members in order to encourage them to participate and take responsibility for team activities, including communication processes.
Workplace Pathway
Workplace Pathway students must submit the following as evidence:
· completed 1.3.1 Meeting Minutes signed by all team members present during the meeting
· 1.3.1 Third-Party Report completed and signed by one (1) team member present during the meeting.
Simulated Pathway
Simulated Pathway students must submit the following as evidence:
· completed 1.3.1 Meeting Minutes signed by all three (3) volunteers in the roleplay consultation
· video recording no more than ten (10) minutes demonstrating the roleplay meeting with three (3) team members
The Assessor will be the one to complete 1.3.1 Third-Party Report for Simulated Pathway students.
Assessor marking guide and sample answers are provided in the templates below.




	1.3.1 MEETING MINUTES

	Date & Time
	      Date and time the meeting was conducted

	Meeting minutes taker
	      Must be the student



	Attendees

	Marking guide
Workplace Pathway students must list all team members as attendees.
Simulated Pathway students must list three (3) team members who are part of their team. This must align with their team members as listed in the Human Resource Management Plan.

	Name
	Signature (must be handwritten)

	     
	     

	     
	     

	     
	     


Add rows as needed.
	Agenda Item 1: Encouraging Team to Participate in Team Activities

	Your discussion must include two (2) team activities.
     
Marking guide
The student must encourage their team members to participate in two (2) team activities related to the project, e.g. project procurement, project reporting, etc.
The discussion may include providing the team with guidance and advice on how they can participate more actively in the activities discussed.
For Simulated Pathway students, the team activities outlined here must align with the information from the following documents:
· Cascade Peak Walkway (Planning Stage)
· Cascade Peak Walkway (Scoping Stage)
(username: newusername      password: newpassword)





	Agenda Item 2: Encouraging Team to Take Responsibility for Team Activities

	Your discussion must include two (2) team activities.
     
Marking guide
The student must encourage their team members to take responsibility for two (2) team activities related to the project, e.g. project procurement, project reporting, etc.
The discussion may include providing the team with guidance and advice on how they can take responsibility for the activities discussed.
For Simulated Pathway students, the team activities outlined here must align with the information from the following documents:
· Cascade Peak Walkway (Planning Stage)
· Cascade Peak Walkway (Scoping Stage)
(username: newusername      password: newpassword)




	Agenda Item 3: Encouraging Team to Participate in Communication Processes

	Your discussion must include two (2) communication processes.
     
Marking guide
The student must encourage their team members to participate in two (2) communication processes. These must align with the processes they established in Subject 6 2.1.2.7.6 Escalation Part 1.
The discussion may include providing the team with guidance and advice on how they can participate more actively in the communication processes discussed.




	Agenda Item 4: Encourage Team to Take Responsibility for Communication Processes

	Your discussion must include two (2) communication processes.
     
Marking guide
The student must encourage their team members to take responsibility for two (2) communication processes. These must align with the processes they established in Subject 6 2.1.2.7.6 Escalation Part 1.
The discussion may include providing the team with guidance and advice on how they can take responsibility for the communication processes discussed.



	Agenda Item 5: Valuing Team Effort and Contribution

	Your discussion must include one (1) team effort and one (1) team contribution.
     
Marking guide
The student must value and show appreciation for one (1) team effort and one (1) team contribution.
Note:
· ‘Team effort’ refers to the team’s concentrated work towards a goal/purpose, e.g. the whole team putting in overtime work to complete the project.
· ‘Team contribution’ refers to the significant part played by the team in bringing about success and may be a result of the team effort, e.g. increase in the organisation’s overall client satisfaction rate because of the outcomes of the current project.





	Agenda Item 6: Rewarding Team Effort and Contribution

	Your discussion must include one (1) team effort and one (1) team contribution.
     
Marking guide
The student must reward one (1) team effort and one (1) team contribution.
Note:
· ‘Team effort’ refers to the team’s concentrated work towards a goal/purpose, e.g. the whole team putting in overtime work to complete the project.
· ‘Team contribution’ refers to the significant part played by the team in bringing about success and may be a result of the team effort, e.g. increase in the organisation’s overall client satisfaction rate because of the outcomes of the current project.



End of 1.3.1 Meeting Minutes


	1.3.1 THIRD-PARTY REPORT

	

	OBSERVER’S INFORMATION

	Completed by
	      Name of the observer; must be a member of the student’s team

	Your Title/Designation
	      Observer’s title/designation; must be a member of the student’s team

	Organisation/Workplace
	      Name of observer’s organisation/workplace; must be the same organisation as the student.

	

	STUDENT’S INFORMATION

	Name of Student:
	      Student’s name

	Title/Designation
	      Must be the student’s title/designation. Simulated Pathway students must write ‘Project Manager.’

	Organisation/Workplace
	      Must be the name of student’s organisation/workplace. Simulated Pathway students must write ‘Awesome Landscapes.’

	


	During the consultation, the student…
	Yes
	No
	Comments

	Mapping: BSBWOR502 FS3.1 (p)
1. used appropriate vocabulary to engage the team members in discussion and provide information.
E.g., Using professional and clear language, avoiding the use of overly technical terms and jargon.
	☒	☐	     

	Mapping: BSBWOR502 FS3.1 (p)
2. used appropriate non-verbal features to provide relevant information.
E.g. Maintaining proper posture, using positive gestures, maintaining eye contact, etc.
	☒	☐	     

	Mapping: BSBWOR502 FS3.2 (p)
3. used active listening techniques to confirm understanding and to engage the audience.
E.g., Paying close attention to what you are saying, using body language to show that you have the student’s full attention, summarising key points in what you are saying.
	☒	☐	     

	Mapping: BSBWOR502 FS3.2 (p)
4. used active questioning techniques to confirm understanding and to engage the audience.
E.g. Encouraging reflective conversation, using open and probing questions, asking questions to prompt me to think.
	☒	☐	     

	Mapping: BSBWOR502 FS5.1 (p)
5. used the appropriate conventions/ customary business practices during the discussion.
E.g. Scheduling the discussion, starting the discussion with small talk, providing refreshments, etc.
	☒	☐	     

	Mapping: BSBWOR502 FS5.1 (p)
6. used the appropriate organisational protocols.
E.g. Sending a meeting invite via Outlook before the actual meeting, ensuring the location is safe and risk-free, etc.
	☒	☐	     

	Mapping: BSBWOR502 FS5.2 (p)
7. used interpersonal skills to gain the trust and confidence of the team.
E.g. Building rapport, recognising and respecting differences in opinions, being open to constructive criticism, etc.
	☒	☐	     

	Mapping: BSBWOR502 FS5.2 (p)
8. used interpersonal skills to provide feedback to others in forms they can understand and use.
E.g. Explaining complex terms, giving feedback in the context of the other person’s situation, work role, etc.
	☒	☐	     

	Mapping: BSBWOR502 FS5.3 (p)
9. adapted their personal communication style to build positive working relationships.
E.g. Being polite and professional, being respectful, using inclusive language.
	☒	☐	     

	Mapping: BSBWOR502 FS5.3 (p)
10. adapted their personal communication style to show respect for the opinions, values and particular needs of others.
E.g. Listening to the opinions, values, and needs of others even when these are different from their own opinions, values, and needs; using inclusive language.
	☒	☐	     

	Other comments:
     





	OBSERVER DECLARATION
By signing this declaration, I confirm that I have observed the student, whose name is recorded above, conduct a meeting with team members to encourage us to participate in and to take responsibility for team activities, including communication processes.
I further confirm that the information above is a true and accurate reflection of the student’s performance during this task.

	Name of the observer:       Observer’s name
	Observer’s signature (must be handwritten)
     
Observer’s signature (must be handwritten)
Date signed: 
      
Date when observer signed this form

	Observer’s title/designation:       Observer’s title/designation
	

	Observer’s contact number (required):       Observer’s contact number
	

	Observer’s email address (required):       Observer’s email address
	



End of 1.3.1 Third-Party Report


1.3.2 Facilitate Communication
	[image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\briefcase_48 - Copy.png][image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\home_48.png]For this part of the assessment, you are required to maintain an Issue Communication Log in relation to the information communicated between your team and the line manager/management regarding unresolved issues, concerns, and problems.
IMPORTANT: You are required to complete this throughout project implementation and monitoring any time an issue, concern, or problem is raised within the team.
For Simulated Pathway students, this task is best completed after the Issues Register (Task 2.6) has been completed.
Steps to take:
1. Locate the Issue Communication Log on the following pages. 
Use the Issue Communication Log to document all instances in which you communicated issues, concerns, and problems raised by team members to management and the response of management and other relevant stakeholders to these. 
2. Locate the 1.3.2 Third-Party Report form on the following pages. Provide your supervisor/observer endorsed by your supervisor with a copy for them to complete as they observe you during the discussions logged in the Issue Communication Log.
Review the requirements outlined in the Third-Party Report before the actual discussions. You are required to demonstrate all of the requirements outlined in this form.
3. Throughout project implementation, you are required to facilitate the two-way flow of information between your team and the management.
In order to successfully demonstrate this, the student must communicate the following to their line manager/organisation management and at least two (2) other relevant stakeholders:
· at least two (2) unresolved issues raised by team members
· at least two (2) unresolved concerns raised by team members
· at least two (2) unresolved problems raised by team members

	Guidance:
· ‘Issues’ refer to topics relevant to the project that is a matter of discussion for the team and are subject to different views and opinions between team members, e.g. the best communication software to use for project communication.
· ‘Concerns’ refer to matters that personally worry a team member, e.g. a team member’s insufficient knowledge in carrying out a task.
· ‘Problems’ are unwanted and/or harmful situations that must be resolved, e.g. conflict between team members.
· Other relevant stakeholders may include but are not limited to:
· Board members
· business or government contacts
· funding bodies
· union/employee groups and representatives
4. Once done, the student must then communicate the following to the team members:
· the response and information from the line manager/management regarding each issue, concern, and problem raised
Ensure to follow the communication processes you established in Subject 6 2.1.2.7.6 Escalation throughout all communications conducted in this task.
5. Have your supervisor/observer endorsed by your supervisor complete and sign the Supervisor Declaration parts in the 1.3.2 Third-Party Report and the Issue Communication Log. Their signature must be handwritten.
6. Submit the completed and signed 1.3.2 Third-Party Report and the Issue Communication Log along with this workbook.





	[image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\home_48.png] SIMULATED PATHWAY

	For this part of the assessment, you are required to roleplay at least three (3) discussions with the different individuals outlined above in order to facilitate two-way communication between the team and management regarding issues, concerns, and problems affecting team performance.
You will require access to:
· at least two (2) volunteers to assume the following roles:
· Kim Nguyen, director of Awesome Landscapes
· two (2) team members
· two (2) other relevant stakeholders
Guidance: You are required to conduct a separate roleplay discussion with each type of stakeholder above.
· a video recording device
· a safe place to conduct your roleplay
Steps to take:
1. Choose one (1) team member listed in your completed Human Resource Management Plan and two (2) other stakeholders relevant to the project. Refer to the Guidance notes for Step 3 to help you determine relevant stakeholders to the project.
These will be the three (3) other characters your volunteers will play during the roleplay discussions.
There are no other specific requirements for these characters, so long as they are relevant to the project and the issues, concerns, and problems communicated.
2. Determine the following before the roleplay meetings:
· two (2) issues, two (2) concerns, and two (2) problems to be discussed during the roleplay meetings
Guidance: Refer to your completed Issues Register to determine the issues, concerns, and problems you will discuss in each roleplay discussion.
· Kim Nguyen’s response to each of the issues, concerns, and problems communicated to them
· at least one (1) question relating to the issues, concerns, and problems from each stakeholder
· your responses to these questions.

	You must discuss these with your volunteers before the actual roleplay meeting.
3. Gather your volunteer/s and conduct the following roleplay discussions:
· communication of two (2) issues, two (2) concerns, and two (2) problems to the two (2) relevant stakeholders
· communication of two (2) issues, two (2) concerns, and two (2) problems to Kim Nguyen
· communication of Kim Nguyen’s response regarding the issues, concerns, and problems to the team members
Document your roleplay through the following:
· Issue Communication Log, with each roleplay discussion, logged and the video submission filename specified
Guidance: There is no need for you to have the Supervisor Declaration part completed and signed.
· video recording
Guidance: Each of the three discussions above must be documented in a separate video recording. Each video submission must be no more than ten (10) minutes.
There is no need for you to complete and submit the 1.3.2 Third-Party Report. However, your video submission must clearly show that you have demonstrated all the requirements outlined in the Issue Communication Log and the Third-Party Report.
Ensure to follow the communication processes you established in Subject 6 2.1.2.7.6 Escalation throughout all communications conducted in this task.
4. Submit the completed and signed Issue Communication Log and video recordings to your assessor.




	Mapping: 
BSBWOR502 PC4.1 (p), PC4.2, PC4.3, PE7.0, FS2.0 (p), FS5.4 (p), FS6.1 (p)
Specific mapping is also provided per item in the Third-Party Report form below. 
Marking guide
The student must facilitate the two-way flow of information between the team and management relevant to team performance. They must accomplish this by communicating to management and relevant stakeholders the issues, concerns, and problems raised by the team and communicating back to the team the management’s responses to each.
Workplace Pathway
Workplace Pathway students must submit the following as evidence:
· completed Issue Communication Log signed by the supervisor
· Part 2 Third-Party Report completed and signed by their supervisor
Simulated Pathway
Simulated Pathway students must submit the following as evidence:
· completed Issue Communication Log with all three (3) roleplay discussions logged and the corresponding video submission filename specified for each discussion
· three (3) video submissions documenting the following discussions:
· communication of two (2) issues, two (2) concerns, and two (2) problems to the two (2) relevant stakeholders
· communication of two (2) issues, two (2) concerns, and two (2) problems to Kim Nguyen
· communication of Kim Nguyen’s response regarding the issues, concerns, and problems to the team members
Each video submission must be no longer than ten (10) minutes.
The Assessor will be the one to complete 1.3.2 Third-Party Report for Simulated Pathway students.
Assessor marking guide and sample answers are provided in the templates below.
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	ISSUE COMMUNICATION LOG

	

	Completed by (Student) 
	      Student’s name

	Title/Designation
	      Must be the student’s title/designation. Simulated Pathway students must write ‘Project Manager.’

	Organisation/Workplace
	      Must be the name of a student’s organisation/workplace. Simulated Pathway students must write ‘Awesome Landscapes.’

	Authorised personnel observing all communication
	      e.g. Supervisor/observer endorsed by the supervisor

	

	Dear Supervisor/Observer
Thank you for taking your time to act as the student’s Observer for the completion of this task. Kindly read through the instructions below to guide you in fulfilling your role as an observer for this task. 
Your role is to testify the student has completed all communications documented in this Issue Communication Log Sheet. For each communication logged by the student here, affix your initials as confirmation the student has completed this communication. Sign the Supervisor/Observer’s Declaration (your signature must be handwritten) and provide the other required details. Once done, kindly return this Communication Log to the student
Thank you very much and have a good day!




	COMMUNICATION LOG

	Date of communication
	Mode of communication
	Individual Contacted
	Summary of discussion/Outcome of communication
	Supervisor’s Initials

	The student must specify the date of the communication.
	The student must specify the mode of communication (e.g. verbal, face-to-face, phone, email, meeting, etc.).
	The student must specify the individual they contacted, including the individual’s work title/designation and organisation.
The individuals contacted must include the following:
· line manager/ management
· at least two (2) other relevant stakeholders, e.g.: 
· board members
· business or government contacts
· funding bodies
· union/employee groups and representatives
	The student must provide a short summary of the outcomes of the discussion. Although communications will vary, the logged communication must include the following:
1. Communication to the line manager/management and at least two (2) other relevant stakeholders about the following:
· at least two (2) unresolved issues raised by team members
· at least two (2) unresolved concerns raised by team members
· at least two (2) unresolved problems raised by team members
2. Communication with team members about the following:
· the response and information from the line manager/ management regarding each issue, concern, and problem raised

	The supervisor/ observer must affix their initials here to confirm that the communication indeed took place.

	
	
	
	(continued)
Note:
· ‘Issues’ refer to topics relevant to the project that is a matter of discussion for the team and are subject to different views and opinions between team members, e.g. the best communication software to use for project communication.
· ‘Concerns’ refer to matters that personally worry a team member, e.g. a team member’s insufficient knowledge in carrying out a task.
· ‘Problems’ are unwanted and/or harmful situations that must be resolved, e.g. conflict between team members.
	

	E.g. 
27 April 20xx
	E.g.
Telephone
	E.g.:
Kim Nguyen
	During this discussion, the following issues, concerns, and problems were reported to Kim…
Kim responded with the following…
	I.M.

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     



Add more rows as needed.

	SUPERVISOR/OBSERVER DECLARATION
By signing this declaration, I declare I have observed the student complete all the communications as documented above according to the organisation’s policies and procedures. I further confirm that all of the information provided above is true and accurate.

	Name of Supervisor/Observer:       Supervisor/Observer*’s name
*Must be endorsed by the supervisor
	Supervisor/Observer’s signature 
(must be handwritten)
     
Supervisor/Observer’s signature (must be handwritten)
Date signed:
     
Date when Supervisor/Observer signed this form

	Supervisor/Observer’s Title/Designation:       Supervisor/Observer’s title/designation
	

	Supervisor/Observer’s contact number (required):       Supervisor/Observer’s contact number
	

	Supervisor/Observer’s email address (required):       Supervisor/Observer’s email address
	




End of Issue Communication Log

	1.3.2 THIRD-PARTY REPORT

	

	OBSERVER’S INFORMATION

	Completed by
	      Name of the observer; must be a member of the student’s team

	Your Title/Designation
	      Observer’s title/designation; must be a member of the student’s team

	Organisation/Workplace
	      Name of observer’s organisation/workplace; must be the same organisation as the student.

	

	STUDENT’S INFORMATION

	Name of Student:
	      Student’s name

	Title/Designation
	      Must be the student’s title/designation. Simulated Pathway students must write ‘Project Manager.’

	Organisation/Workplace
	      Must be the name of a student’s organisation/workplace. Simulated Pathway students must write ‘Awesome Landscapes.’



	The following is true for all discussions logged in the Issues Communication Log:
During the discussions regarding project issues, concerns, and problems, the student…
	Yes
	No
	Comments

	Mapping: BSBWOR502 FS3.1 (p)
1. used appropriate vocabulary to engage the team members in discussion and provide information.
E.g., Using professional and clear language, avoiding the use of overly technical terms and jargon.
	☒	☐	     

	Mapping: BSBWOR502 FS3.1 (p)
2. used appropriate non-verbal features to provide relevant information.
E.g. Maintaining proper posture, using positive gestures, maintaining eye contact, etc.
	☒	☐	     

	Mapping: BSBWOR502 FS3.2 (p)
3. used active listening techniques to confirm understanding and to engage the audience.
E.g., Paying close attention to what you are saying, using body language to show that you have the student’s full attention, summarising key points in what you are saying.
	☒	☐	     

	Mapping: BSBWOR502 FS3.2 (p)
4. used active questioning techniques to confirm understanding and to engage the audience.
E.g. Encouraging reflective conversation, using open and probing questions, asking questions to prompt me to think.
	☒	☐	     

	Mapping: BSBWOR502 FS5.1 (p)
5. used the appropriate conventions/ customary business practices during the discussion.
E.g. Scheduling the discussion, starting the discussion with small talk, providing refreshments, etc.
	☒	☐	     

	Mapping: BSBWOR502 FS5.1 (p)
6. used the appropriate organisational protocols.
E.g. Sending a meeting invite via Outlook before the actual meeting, ensuring the location is safe and risk-free, etc.
	☒	☐	     

	Mapping: BSBWOR502 FS5.2 (p)
7. used interpersonal skills to gain the trust and confidence of the team.
E.g. Building rapport, recognising and respecting differences in opinions, being open to constructive criticism, etc.
	☒	☐	     

	Mapping: BSBWOR502 FS5.2 (p)
8. used interpersonal skills to provide feedback to others in forms they can understand and use.
E.g. Explaining complex terms, giving feedback in the context of the other person’s situation, work role, etc.
	☒	☐	     

	Mapping: BSBWOR502 FS5.3 (p)
9. adapted their personal communication style to build positive working relationships.
E.g. Being polite and professional, being respectful, using inclusive language.
	☒	☐	     

	Mapping: BSBWOR502 FS5.3 (p)
10. adapted their personal communication style to show respect for the opinions, values and particular needs of others.
E.g. Listening to the opinions, values, and needs of others even when these are different from their own opinions, values, and needs; using inclusive language.
	☒	☐	     

	Other comments:
     



	SUPERVISOR/OBSERVER DECLARATION
By signing this declaration, I confirm that I have observed the student, whose name is recorded above, conduct the discussions regarding issues, concerns, and problems different project stakeholders.
I further confirm that the information above is a true and accurate reflection of the student’s performance during all discussions logged in the Issue Communication Log.

	Name of supervisor/observer:       Supervisor/observer’s name
	Supervisor/Observer’s signature (must be handwritten)
     
Supervisor/Observer’s signature (must be handwritten)
Date signed: 
      
Date when the supervisor/observer signed this form

	Supervisor/Observer’s title/designation:       Supervisor/Observer’s title/designation
	

	Supervisor/Observer’s contact number (required):       Supervisor/Observer’s contact number
	

	Supervisor/Observer’s email address (required):       Supervisor/Observer’s email address
	



End of 1.3.2 Third-Party Report


1.3.3 Team Communication Log
	[image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\home_48.png][image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\briefcase_48 - Copy.png]For this part of the assessment, you are required to record and log all other necessary communications conducted throughout the project.
Complete a Communication Log that documents your communication with other project stakeholders. 
It is not required to log every communication throughout the entire duration of your project. You may keep a log for say two weeks, provided it covers ALL the points in the checklist below. 
This log must include for each communication:
a. Date of communication
b. Media used in communication (face to face meeting, e-mail, video conference, etc.)
c. If the communication was in the form of the meeting, indicate who attended the meeting (name and roles within the project organisation structure)
d. Purpose of communication
e. Outcomes of communication
The communication log must include all project communications not covered in Task 1.3 Part 1 and Part 2, including:
· communications with the team collectively
· communications with individual members of the team
· communications with other stakeholders.
The communication processes established in Subject 6 2.1.2.7.6 Communication Processes template must be followed throughout the project, in all instances of communication with stakeholders. 
If you are doing the simulated pathway, you may either:
1. Keep a communications log with the team members you are currently working within your workplace, or
2. Keep a log of the communications you have been doing as you collect each simulation e-mail. Where there are gaps in the checklist, you may simulate two team meetings by roleplaying a team meeting with two or more friends or colleagues.




	Mapping: 
BSBPMG521 PC3.1 (p), PC3.2 (p), PC3.3 (p), PC4.4 (p), PE1.0 (p), FS2.0 (p), FS6.1 (p), FS6.2 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBPMG516 PC2.3 (p), PE3.0 (p)
BSBPMG515 PC3.3 (p), PE3.0 (p)
BSBPMG518 PC3.1 (p), PE1.0 (p)
BSBPMG519 PC2.1, PC2.2, PC2.3, PC3.3, PE1.0 (p), PE2.0 (p), PE3.0
BSBWOR502 PC2.3 (p), PC4.1 (p), PE3.0 (p), PE6.0 (p), PE8.0 (p)
BSBPMG517 PE1.0 (p)
Marking guide
The checklist below provides the benchmarks for student’s Communication Log submission. For a satisfactory performance, student’s submission must meet all checklist items provided.
Moreover, each entry in the student’s Communication Log submission must have the following details:
a. Date of communication
b. Media used in communication (face to face meeting, e-mail, video conference, etc.)
c. If the communication was in the form of the meeting, indicate who attended the meeting (name and roles within the project organisation structure)
d. Purpose of communication
e. Outcomes of communication
The communication log must include all communications with the team collectively, communications with individual members of the team, and communications with other stakeholders.
The simulated pathway student is allowed to keep a communications log with the team members they are currently working within their workplace or keep a log of the communications as they collect simulated auto-responses. 
OR
Where there are gaps in the checklist, they may simulate two (2) team meetings by roleplaying a team meeting with two or more friends or colleagues.





	Checklist – Does the Team Communication Log satisfactorily address each criterion below?
	YES

	1. The communications log must show you are demonstrating leadership skills (e.g. communicating task priorities, dealing with issues, etc.).
	☒
	2. The log shows you have regularly communicated with your project team (frequency of at least weekly for providing tasks, daily updates, etc.).
	☒
	3. The communication with your team members shows deadlines have been provided in a timely manner (i.e. communicated to the team members before the task is due to start).
	☒
	4. At least two (2) entries must include both identifying AND resolving an issue in the team (e.g. a task falling behind schedule).
	☒
	5. The communications need to cover a range of stakeholders (project team members, the student’s manager, suppliers, contractors, other stakeholders in your project). If you are following the simulated pathway, this must include ALL e-mails sent to stakeholders in this workbook.
	☒
	6. The communications log must show the student has distributed team work effectively to ensure defined roles are followed (e.g. assigning tasks, assignments, and deadlines, etc.).
	☒
	7. The communications must cover a project that is complex in nature (e.g. the student’s workplace project, the simulation project, or another workplace project or operation that is complex in nature).
	☒
	8. The communications must show different stakeholders engaging each other.
	☒
	9. The communications show the team is motivated to achieve tasks (e.g. one communication is allocating tasks and a subsequent communication showing the tasks have been completed).
	☒



	Checklist – Does the Team Communication Log satisfactorily address each criterion below?
	YES

	10. The log shows you have acquired project information (e.g. communicating with a team member for some technical advice on the completion or duration of a future task).
	☒
	11. The log must show the media you have used for each communication (e.g. face to face meeting, e-mail, and video conference).
	☒
	12. The log must show at least three (3) communications by e-mail. In each instance, the e-mail must be appropriately used (e.g. weekly task list e-mailed out to internal project team members).
	☒
	13. The log must show e-mails have been used efficiently (e.g. communicating the week’s tasks to the team members before the end of the previous week allowing them to plan their week in advance).
	☒
	14. The log must show at least one communication through another form of communications technology (e.g. telephone, Skype, etc.).
	☒
	15. The log must show at least two instances where you have supported the development of the team members’ interpersonal skills in effective stakeholder engagement.
	☒
	16. At least one entry must cover the clarification of a team member’s behavioural expectations.
	☒
	17. At least one log entry must cover the communication to a supervisor (or other authority) regarding a change to the original project plan (e.g. delayed task, the requirement of additional scope, etc.).
	☒
	18. At least two log entries must show you have obtained advice from outside the work team (e.g. technical advice from a supplier organisation, legal advice from a lawyer) to ensure the team remains focused and on track.
	☒
	19. At least two log entries must cover the explanation of the goals of your team.
	☒



	Checklist – Does the Team Communication Log satisfactorily address each criterion below?
	YES

	20. At least one log entry must cover the addressing of team conflict and building an environment of trust.
	☒
	21. At least two entries are showing you have communicated unresolved issues, concerns raised by team members to management and other relevant stakeholders and relaying feedback back to team members.
	☒
	22. At least two entries are demonstrating you acted according to probity and project governance constraints you have identified in your project plan. (E.g. Ethical behaviours – respect for privacy and confidentiality; Limits of authority - Requesting appropriate approvals from supervisors and other project stakeholders, following organisational policy and procedures, etc.)
	☒
	23. The log must be signed off by at least two project team members. 
Workplace pathway: Signed off by two of your project team members who have been listed in the log.
Simulated pathway: Signed off by two team members, colleagues or friends who have participated in your project team meetings and/or role plays.
	☒
	24. All email communications are written in a format and language appropriate to the context of project management including:
· Use of proper business email format (e.g. appropriate subject heading, salutations, etc.)
· No grammatical, spelling, typographical errors
· Use of appropriate project management terminologies or industry-specific and appropriate terminologies instead of jargons
Save and submit at least two (2) samples of emails you have written to your assessor. Name them as emailcommunication1 and emailcommunication2
	☒



	Checklist – Does the Team Communication Log satisfactorily address each criterion below?
	YES

	25. At least one (1) entry for communication clearly showing you have coordinated with at least two (2) different project stakeholders, e.g. project team members, suppliers, contractors, etc. during the implementation of the project.
This communication must be aimed at keeping the project on track (scope, time, cost, etc.) while ensuring that the project is still aligned with the organisational objectives identified in your Project Plan (see Business Drivers section).
	☒


	Assessor’s Checklist – Does the Team Communication Log satisfactorily address each criterion below?
	YES

	1. The communications log must show you are demonstrating leadership skills (e.g. communicating task priorities, dealing with issues, etc.). 
BSBPMG519 PE3.0 (p)
	☒
	2. The log shows regular communication with the project team (frequency of at least weekly for providing tasks, daily updates, etc.).
	☒
	3. The communication with the team members shows deadlines have been provided in a timely manner (i.e. communicated to the team members before the task is due to start).
	☒
	4. At least two entries must include both identifying AND resolving an issue in the team (e.g. a task falling behind schedule)
BSBPMG521 PC3.3 (p)
BSBPMG519 PC3.3 (p)
	☒
	5. The communications need to cover a range of stakeholders (project team members, the student’s manager, suppliers, contractors, other stakeholders).
	☒
	6. The communications log must show the student has distributed team work effectively to ensure defined roles are followed (e.g. assigning tasks, assignments, and deadlines, etc.).
BSBPMG519 PC2.2 (p)
	☒





	Assessor’s Checklist – Does the Team Communication Log satisfactorily address each criterion below?
	YES

	7. The communications must cover a project that is complex in nature (e.g. the student’s workplace project, the simulation project, or another workplace project or operation that is complex in nature).
	☒
	8. The communications must show different stakeholders engaging each other.
	☒
	9. The communications show the team is motivated to achieve tasks (e.g. one communication is allocating tasks and a subsequent communication showing the tasks have been completed).
	☒
	10. The log shows the student acquiring project information (e.g. communicating with a team member for some technical advice on the completion or duration of a future task).
	☒
	11. The log must show the media the student used for each communication (e.g. face to face meeting, e-mail, and video conference).
	☒
	12. The log must show at least three communications by e-mail. In each instance, the e-mail must be appropriately used (e.g. weekly task list e-mailed out to internal project team members). 
BSBWOR501 PC2.2 (p)
	☒
	13. The log must show e-mails have been used efficiently (e.g. communicating the week’s tasks to the team members before the end of the previous week allowing them to plan their week in advance).
	☒
	14. The log must show at least one communication through another form of communications technology (e.g. telephone, Skype, etc.). 
	☒
	15. The log must show at least two instances where the student has supported the development of the team members’ interpersonal skills in effective stakeholder engagement. 
BSBPMG519 PC2.1 (p)
	☒
	16. At least one entry must cover the clarification of a team member’s behavioural expectations. 
BSBPMG519 PC2.3 (p)
	☒



	Assessor’s Checklist – Does the Team Communication Log satisfactorily address each criterion below?
	YES

	17. At least one log entry must cover the communication to a supervisor (or other authority) regarding a change to the original project plan (e.g. delayed task, the requirement of additional scope, etc.).
	☒
	18. At least two log entries must show the student obtained advice from outside the work team (e.g. technical advice from a supplier organisation, legal advice from a lawyer) to ensure the team remains focused and on track.
	☒
	19. At least two log entries must cover the explanation of the goals of the team.
	☒
	20. At least one log entry must cover the addressing of team conflict and building an environment of trust.
	☒
	21. At least two entries showing you have communicated unresolved issues, concerns raised by team members to management and other relevant stakeholders and relaying feedback back to team members.
	☒
	22. At least two entries demonstrating student has acted according to probity and project governance constraints of the project (E.g. Ethical behaviours – respect for privacy and confidentiality; Limits of authority - Requesting appropriate approvals from supervisors and other project stakeholders, following organisational policy and procedures, etc.)
	☒
	23. The log must be signed off by at least two project team members. 
Workplace pathway: Signed off by two of the student’s project team members who have been listed in the log.
Simulated pathway: Signed off by two team members, colleagues or friends who have participated in your project team meetings and/or role plays.
BSBPMG521 PC3.3 (p)
BSBPMG519 PC2.1 (p), PC2.2 (p), PC2.3 (p), PC3.3 (p), PE3.0 (p)
	☒



	Assessor’s Checklist – Does the Team Communication Log satisfactorily address each criterion below?
	YES

	24. Emailcommunication1 and emailcommunication2 must be written in a format and language appropriate to the context of project management, including: 
· Use of proper business email format (e.g. appropriate subject heading, salutations, etc.)
· No grammatical, spelling, typographical errors
· Use of appropriate project management terminologies or industry-specific and appropriate terminologies instead of jargons 
	

	25. At least one (1) entry for communication clearly showing you have coordinated with at least two (2) different project stakeholders, e.g. project team members, suppliers, contractors, etc. during the implementation of the project.
This communication must be aimed at keeping the project on track (scope, time, cost, etc.) while ensuring the project is still aligned with the organisational objectives identified in the candidate’s Project Plan (see Business Drivers section).
BSBPMG521 PC3.2 (p)
	☐



1.3.4 Reflective Journal
	[image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\home_48.png][image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\briefcase_48 - Copy.png]For this part of the assessment, you are required to complete the Team Effectiveness Reflective Journal based on your experience leading and managing the team throughout project implementation.
IMPORTANT: It is highly recommended that the journal entries be completed after project implementation, or at least a month into working with the project team.
Steps to take:
1. Locate the Team Effectiveness Reflective Journal on the following pages.
2. Complete the journal entry in the Team Effectiveness Reflective Journal. Use the Reflection Guides provided in each entry to assist you. 
In completing the journal entry, always provide complete responses, as required in the Reflection Guide. 
For example, if the guide asks you to identify two (2) networks you participated in to enhance your personal knowledge, skills, and work relationships, then you must identify two (2) networks and not less than.
3. For each journal entry, have your supervisor/observer complete and sign the Supervisor/Observer Declaration. Their signature must be handwritten.
Should your supervisor be unavailable, the person to assume the role of your observer must be endorsed by your supervisor.
4. Submit the completed and signed Team Effectiveness Reflective Journal along with this workbook.



	[image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\home_48.png] SIMULATED PATHWAY

	You must complete the Team Effectiveness Reflective Journal after completion of the simulated project implementation. 
A roleplay should be conducted demonstrating each item in the Reflective Journal. Each item should be demonstrated through a separate roleplay documented through video recording. Each video submission should not be longer than seven (7) minutes.
Submit the completed Team Effectiveness Reflective Journal and the video recordings of the roleplay along with this workbook.




	Mapping: 
BSBWOR502 PC3.1 (p), PC4.1 (p), PE6.0 (p), FS5.4 (p)
Specific mapping is also provided per item in the Third-Party Report form below. 
Marking guide
The student must complete the Team Effectiveness Reflective Journal based on their experience leading and managing the team throughout project implementation.
It is highly recommended that the journal entries be completed after project implementation, or at least a month into working with the project team.
Workplace Pathway
Workplace Pathway students must have the Supervisor/Observer Declaration part completed and signed by their supervisor/observer endorsed by their supervisor. Their signature must be handwritten.
Simulated Pathway
In addition to the completed Team Effectiveness Reflective Journal, the student must also submit video recordings of them roleplaying the demonstration of each item in the Reflective Journal. Each video submission must not be longer than seven (7) minutes.
Assessor marking guide and sample answers are provided in the template below.





	TEAM EFFECTIVENESS REFLECTIVE JOURNAL

	

	JOURNAL ENTRY 1: Serving as a Role Model to Team Members

	Mapping: BSBWOR502 PC3.3, PE1.4, FS4.1

	Journal entry completed by:
	      Student’s name

	Date:
	      Date this journal entry was completed

	

	Reflection Guide
Consider how you facilitated teamwork throughout the project by serving as a role model to the team.

	1. In 100-150 words, discuss your contribution to the work team. 
Your response must include at least two (2) organisational goals which you believe your work in the team has contributed to.
     
The student must discuss in 100-150 words their contribution to the work team, e.g. motivating the team, coordinating different aspects of the project, etc.
The student must also include at least two (2) organisational goals which they believe their work in the team has contributed to, e.g. increasing market share, improving client satisfaction and client retention, etc.

	2. In 100-150 words, discuss how you ensured that your contribution served as a role model for others in the team.
     
The student must discuss in 100-150 words how they ensured that their contribution served as a role model for others in the team, e.g. planning work goals efficiently and effectively to ensure personal and teamwork outcomes are met, making sure to follow all relevant requirements, including legislative, regulatory, and organisational, in all activities, etc.

	3. In 200-300 words, discuss how you ensured that your contribution enhanced the organisation’s image for all stakeholders.
Your response must include all relevant project stakeholders, e.g.:
· top management
· team members
· your immediate supervisor/manager
· suppliers and/or contractors
· clients
· peers
     
The student must discuss in 200-300 words how they ensured that their contribution enhanced the organisation’s image for all stakeholders, e.g., avoiding talking negatively about top management to the team, ensuring that the positive traits and achievement are relayed to and highlighted in communications with top management, etc.

	4. In 200-300 words, discuss:
· one (1) desired behaviour you modelled 
· how it helped you facilitate team cohesion during the project.
· how it helped you facilitate one (1) work outcome during the project.
Examples of the desired behaviour include cooperating with others to ensure work is completed.
     
The student must discuss in 200-300 words the following:
· one (1) desired behaviour they modelled, e.g. cooperating with others to ensure work is completed
· how it helped them facilitate team cohesion during the project, e.g. it motivated the team to be more cooperative as well
· how it helped them facilitate work outcomes during the project, e.g. it made the flow of work within the team much smoother to ensure activities were completed on time.

	5. In 100-150 words for each item, discuss the following:
· two (2) desired practices you modelled 
· how each practice helped you facilitate team cohesion during the project.
· how each practice helped you facilitate one (1) work outcome during the project.
A different work outcome must be discussed for each practice.
Examples of desired practices include following and applying all strategies, policies and procedures, and processes developed for the project.
Practice 1:
     
The student must discuss in 100-150 words for each item:
· two (2) desired practices they modelled, e.g. following and applying the communication processes established for the project
· how each practice helped them facilitate team cohesion during the project, e.g. it kept the team updated on what the others were doing.
· how each practice helped them facilitate one (1) work outcome during the project. A different work outcome must be discussed for each practice.
E.g. Following the established communication processes ensured that the communication goals were achieved during project implementation.

	Practice 2:
     






	SUPERVISOR/OBSERVER DECLARATION
By signing this declaration, I confirm that the information the student provided above is a true and accurate reflection of the student’s experience in the workplace.

	Name of supervisor/observer:       Supervisor/observer’s name (if the observer, must be endorsed by the supervisor)
	Supervisor/observer’s signature (must be handwritten)
     
Supervisor/observer’s signature (must be handwritten)
Date signed: 
      
Date when the supervisor/observer signed this form

	Supervisor/observer’s title/designation:       Supervisor/observer’s title/designation
	

	Supervisor/observer’s contact number (required):       Supervisor/observer’s contact number
	

	Supervisor/observer’s email address (required):       Supervisor/observer’s email address
	



End of Team Effectiveness Reflective Journal

[bookmark: _Toc530314231][image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\briefcase_48 - Copy.png][image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\home_48.png]1.4 Distribution of Quality Requirements
	Review the quality requirements you developed in your project plan. Separate these out and provide each stakeholder/team member with the quality requirements that specifically relate to them.
You will need to collect evidence of communication of the quality requirements to two different team members or other project stakeholders who are required to meet the quality requirements.



	Mapping: 
BSBPMG521 PE1.0 (p)
BSBPMG516 PC2.3 (p)
BSBPMG513 PC1.4 (p), PC2.4 (p)
BSBPMG518 PC1.2 (p), PC3.1 (p)
Marking guide
The checklist below provides the benchmarks for student’s Distribution of Quality Requirements submission. For satisfactory performance, student’s submission must meet all checklist items provided.



	Checklist – Does the Distribution of Quality Requirements satisfactorily address each criterion below?
	YES

	1. The evidence you have communicated the quality requirements to relevant stakeholders (e.g. building specification e-mailed to building contractor team members). 
	☒
	2. Communication must show that you have acted according to probity and project governance requirements you have identified in your project plan (E.g. Ethical behaviours – respect for privacy and confidentiality; Limits of authority - Requesting appropriate approvals from supervisors and other project stakeholders, following organisational policy and procedures, etc.)
	☒
	3. Each message must show clear expectations of the relevant quality requirements.
	☒



	Checklist – Does the Distribution of Quality Requirements satisfactorily address each criterion below?
	YES

	4. A return message must be provided from at least two of the stakeholders you have e-mailed. 
Workplace pathway: Returned by two of your contractors and/or suppliers.
Simulated pathway: Send the relevant quality requirements to JP Digging at jpdiggingquality@yourdomain.com.au and Earthmoving Logistics at earthlogquality@yourdomain.com.au. You will receive a return e-mail from each acknowledging receipt of the quality requirements.
Save the return e-mails as qualityrequirements1 and qualityrequirements2.
	☒
	5. [bookmark: _Hlk530055893]Communications are written in a format and language appropriate to the context of project management including:
· Use of proper business email format (e.g. appropriate subject heading, salutations, etc.)
· No grammatical, spelling, typographical errors
· Use of appropriate project management terminologies or industry-specific and appropriate terminologies instead of jargons
	☒


	Assessor’s Checklist – Does the Distribution of Quality Requirements satisfactorily address each criterion below?
	YES

	1. Evidence the quality requirements have been communicated to relevant stakeholders (e.g. building specification e-mailed to building contractor team members). 
	☒
	2. Communication must show that student acted according to probity and project governance requirements he/she identified in the project plan (E.g. Ethical behaviours – respect for privacy and confidentiality; Limits of authority - Requesting appropriate approvals from supervisors and other project stakeholders, following organisational policy and procedures, etc.)
	☒
	3. The message must show clear expectations.
	☒


	Assessor’s Checklist – Does the Distribution of Quality Requirements satisfactorily address each criterion below?
	YES

	4. A return message must be provided from at least two of the stakeholders acknowledging receipt of the requirements of a future project task. taskrequirements1 and taskrequirements2.
	☒
	5. [bookmark: _Hlk530055901]Communications are written in a format and language appropriate to the context of project management including:
· Use of proper business email format (e.g. appropriate subject heading, salutations, etc.)
· No grammatical, spelling, typographical errors
· Use of appropriate project management terminologies or industry-specific and appropriate terminologies instead of jargons
	☒




	Marking guide (Continuation of 1.4 Distribution of Quality Requirements)
QUALITYREQUIREMENTS1 RESPONSE E-MAIL
This is the automated response to the e-mail sent to jpdiggingquality@yourdomain.com.au. This e-mail contains no attachments.
	Hi.

Thanks for sending through the quality requirements for the Cascade Peak Walkway project.

Thanks

Ben Yang
Accounts Officer
JP Digging


QUALITYREQUIREMENTS2 RESPONSE E-MAIL – This is the automated response to the e-mail sent to earthlogquality@yourdomain.com.au. This e-mail contains no attachments.
	Hello.

Just letting you know I’ve received the quality requirements and have forwarded it onto the guys.

Thanks
Margaret Western
Office Manager
Earthmoving Logistics







2. [bookmark: _Toc530314232]Project Monitoring Stage
	[image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\briefcase_48 - Copy.png]WORKPLACE PATHWAY

	Introduction to students using the workplace pathway
Now you have reached the implementation stage of your project; you will need to monitor its progress and manage the issues that will inevitably occur. The succeeding tasks relate to monitoring your project as it progresses.
Complete the following tasks using the project plan you have created earlier along with other templates which you will find from the link below:
Project Management Templates (Generic)
 (Username: newusername     Password: newpassword)
You will also need the Project Plan and associated documentation which you created in the previous workbook. You will be making changes to these documents and resubmitting the modified versions as part of this assessment.




	[image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\home_48.png] SIMULATED PATHWAY

	Introduction to students using the simulated pathway.
Otherwise, if you are using the simulated project, refer to the attached documentation. These documents contain the information you need to complete the remaining tasks in this workbook. You will also need to refer to the project charter, project plan and the other documents that were included in the scoping and planning stages of the assessment. You will be modifying these documents in the course of this workbook and will need to resubmit the project plan with the changes made as part of your evidence.
The project commenced on 1 July 2016 as scheduled. Three months have passed, and overall it has progressed well. However, there are a few issues/incidents that have occurred, so you will need to work on these issues as you go through this workbook. 
You will be delivering two reports and two change requests, along with the completed workbook and an updated project plan.
For the purposes of this assessment you will be submitting the following information on these dates:
1. 4 October 2016 – Change request 1 and status report 1.
2. 8 November 2016 – Change request 2, status report 2, updated project plan, and all completed information in this workbook.
Cascade Peak Walkway (Implementation Stage)
(username: newusername      password: newpassword)

Files from the planning and scoping stage of the project which you may still need to refer to:
Cascade Peak Walkway (Planning Stage)
Cascade Peak Walkway (Scoping Stage)
(Username: newusername     Password: newpassword)
From the information contained within these documents, your Project Charter and Plan prepared in the previous workbook, work through the following exercises. You may need to use one or more of the project documentation templates. These are all available from the link below:
Project Management Templates (Awesome Landscapes)
(Username: newusername     Password: newpassword)

	Note some documentation you will be preparing in this workbook requires you to provide evidence of written approval. As in the previous workbook, you will need to create e-mails as directed in the activities. When you receive a return response, you must keep this as part of your assessment evidence which your assessor will mark.



[bookmark: _Toc530314233][image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\home_48.png][image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\briefcase_48 - Copy.png]2.1 Quality Audit
	Conduct a quality audit for the project you are working on, using the quality audit template and the quality analysis tool provided. You may need to conduct several audits depending on the nature of your project.
The quality audit must:
· Include a review of the schedule performance to determine the effectiveness of time management in the project.
· Include a review of the financial management processes to monitor actual expenditure against the agreed budget.
· Ensure the nature of the audit is consistent with the information in the project plan.
· Ensure the audit meets all the requirements of the checklist below.
Ensure you provide evidence that the quality audit has been received by a relevant higher project authority.



	Mapping: 
BSBPMG521 PC4.4 (p), PE1.0 (p), FS2.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBPMG512 PC2.2 (p), PE2.0 (p), PE3.0 (p)
BSBPMG513 PC1.4 (p), PC2.1, PC2.3 (p), PC2.4 (p), PC3.1 (p), PE4.0
BSBPMG514 PC2.1 (p), PC2.3 (p), PE3.0 (p), PE4.0 (p)
BSBPMG518 PC1.2 (p), PE3.0 (p)
BSBPMG519 PC3.3 (p)
Marking guide
The checklist below provides the benchmarks for student’s Quality Audit submission. For a satisfactory performance, student’s submission must meet all checklist items provided.




	Checklist – Does the Quality Audit Document satisfactorily address each criterion below?
	YES

	1. The audit must include a review of the schedule to determine the effectiveness of time management activities.
	☒
	2. The audit must include a review of the financial management processes measuring actual expenditure against budget.
	☒
	3. Information that is consistent with the quality analysis document in the project plan.
	☒
	4. Content free of spelling or grammatical errors.
	☒
	5. The date the audit was conducted, showing that it was done during the monitoring/implementation stage of the project.
	☒
	6. An indication that you performed the audit if it were done individually or you were the audit lead if it was done as an audit team activity.
	☒
	7. A clear goal of the audit (e.g. testing the quality of a process or end product, evaluating the management of the project, etc.).
	☒
	8. The standard, legislation or code of practice applicable to the audit. E.g. if you are testing the quality of a building, then you must indicate the applicable building standard along with what specific parts of the building standard you are evaluating.
	☒
	9. Each objective being tested must be specific and measurable.
	☒
	10. An assessment result must be provided against each objective.
	☒
	11. The list must include at least two objectives that did not meet quality objectives, and provide recommendations on how they need to be improved to meet standards.
	☒
	12. Identification of causes for variances or non-compliance that result in not meeting project objectives. These must be included in the ‘Comments’ field of the Quality Audit Template.
	☒
	Checklist – Does the Quality Audit Document satisfactorily address each criterion below?
	YES

	13. At least three recommendations must be documented in the report following the audit.
	☒
	14. The audit report must show who the report is submitted to.
	☒
	15. The audit report must include a date when it was submitted, indicating it was submitted within a reasonable time following the completion of the audit and still within the implementation/monitoring stage of the project.
	☒
	16. The audit must show evidence that it has been received. 
Workplace pathway: This may either be through a signature by a higher project authority on the quality audit template or through a separate document (e-mail or other) provided by the higher project authority or your assessor demonstrating they have received it.
Simulated pathway: Send the completed audit report to your supervisor Shaar Azad who will evaluate it and will provide you with a response advising they have received it. If you have completed the quality audit using the template below, you may send your workbook with the audit completed to Shaar, and they will provide the approval and send the workbook back to you. Shaar’s e-mail address is shaaraudit@yourdomain.com.au. Please keep this e-mail and submit it as part of your evidence with this workbook.
Save the audit report as auditreport and if you have a confirmation of receipt (as opposed to a signature on the report, save the confirmation e-mail (or other evidence) as auditconfirmation.
	☐
	17. The document is written in a format and language appropriate to the context of project management including:
· Use of the prescribed template.
· No grammatical, spelling, typographical errors
· Use of appropriate project management terminologies or industry-specific and appropriate terminologies instead of jargons
	☒




Quality Audit Template
	Marking guide (Continuation of 2.1 Quality Audit)
The content is consistent with the quality analysis document in the project plan. Shows ability to use quality tools and attention to detail in monitoring compliance.
The content has been succinctly written free of grammatical and spelling errors. Demonstrates required literacy skills.
The audit report must either be signed, or it must be accompanied by the file auditconfirmation which contains a confirmation of receipt of the report.



	Project Name: (Project name must be the same as in the project name field in the preliminary project information table in task 1.1)
Cascade Peak Walkway Project

	Prepared by: Student’s Name (Demonstrates this document is the student’s own work)

	Date: Date must be the during the implementation stage – Must be between “date implementation stage commenced” and “date closing stage commenced” in task 1.1. 
3 October 2016

	Project Manager: Student’s Name

	Project Phase: Either implementation stage, or another name consistent with one of the phases within implementation on the Gantt chart.
Either “implementation stage” or “construction phase”.
	Overall Project Status: Must give an indication of the status of the project (to schedule, behind schedule, to budget, over budget, etc.). 
The project is currently running to schedule and to (or slightly over) budget.

	Audit Date: Date must be the during the implementation stage – Must be between “date implementation stage commenced” and “date closing stage commenced” in task 1.1. 
No later than 3 October 2016
	Audit Number:      
	Audit Leader: Student’s name

	Audit Team: May include other people (e.g. technical experts) provided the student is the lead auditor and the person preparing the report. 
Kelly Pollock, Project administrator.

	Goal(s) of This Specific Audit: 
Must be a specific goal testing the quality of a process and/or end product and/or management of the project.
The audit must include:
· A review of the schedule to determine the effectiveness of time management activities.
· A review of the financial management processes measuring actual expenditure against budget.
Must indicate relevant legislation (Federal or State act, or Council Regulation) and codes of practice relevant to the aspects being evaluated.
To determine whether the boardwalk has been constructed to appropriate requirements and to determine any issues in the daily reporting of site supervisors to the project manager. These are required by Council regulations.



	Audit of Management of Project: 

	1. (required project objective #1) 
	Assessment:      
	Comment:      

	2. (required project objective #2)
Each objective must be specific and where the applicable link back to a quality standard through a code of practice, legislation, etc. 
	Assessment:      
The result of the audit of the objective. The list must include some that are not compliant or with opportunities for improvement.
	Comment:      
The comment must be added for causes for variances or non-compliances and opportunities for improvement briefly offering a solution.

	3. (required project objective #3) 
Timeliness of communications by the site supervisors to the project manager.
	Assessment:      
Some late reports, especially by site supervisor 3.
	Comment:      
Site supervisor 3 needs specific coaching on delivering timely reports. All site supervisors need to be reminded that reports are due at the end of the day and they need to plan their time accordingly to ensure they are delivered on time.

	4. (required project objective #4) 
	Assessment:      
	Comment:      

	5. (required project objective #5) 
	Assessment:      
	Comment:      

	Overall Assessment of Management of Project: 
     
The overall assessment must include a summary objectively covering issues.
Only one aspect of the management of the project was audited – the communications from the site supervisors. Although all daily reports are arriving, many are coming in late. This reduces the project manager’s ability to quickly respond to new and emerging issues.
Project is running to time and budget as per currently approved project plan.

	Recommended Action(s)/Lessons Learned Regarding Management of the Project: 
At least three recommendations have been documented either here, and/or in the section below. Demonstrates problem-solving processes.
1. Communication needs to be provided to the site supervisors outlining the requirement to provide daily status reports on time.
2. Site supervisor 3 needs to be coached on providing communications reports on time.
3. The project manager needs to ensure reports are arriving on time and to deal with the situation when the problem arises rather than waiting for longer-term patterns.




	Audit of the Product of the Project:

	1. (required product characteristic #1)

	Assessment:      
	Comment:      

	2. (required product characteristic #2)
The height of the boardwalk handrails (Council requires them to be between 1000 and 1100 millimetres above the boardwalk slats). 
	Assessment:      
All measurements were shown to meet the tolerance requirements.
	Comment:      
No improvement needed.

	3. (required product characteristic #3) 
Distances between each of the 6 spaces at each sample point must be within the range of 4 – 8 millimetres.
	Assessment:      
A few slat spaces were slightly below the acceptable range, at 3.5mm. 
	Comment:      
Not a serious issue as slats shrink slightly. Extra care needed for construction of the remaining boardwalk to ensure gaps are no less than 4 mm. This need to be communicated to the construction teams.

	4. (required product characteristic #4) 
The average space between each set of six slat spaces measured must be between 5 and 7 millimetres.
	Assessment:      
All sampled groups of slat spaces fell within the acceptable range.
	Comment:      
No action needed.

	5. (required product characteristic #5) 
	Assessment:      
	Comment:      

	Overall Assessment of the Product of the Project: 
     
Some spacing was a little short, but otherwise, it appears the boardwalk is being constructed accurately to specification.

	Recommended Action(s)/Lessons Learned Regarding the Product of the Project: 
At least three recommendations have been documented either here, and/or in the section above. Demonstrates problem-solving processes.
Timber construction teams need to be informed that some of the slat spacing is slightly too short, so more care is needed to ensure all slats are spaced at least four millimetres.


	Additional Audit Comments: 
1.      
2.      
3.      

	Audit Report Submitted To:      
Name and role of the relevant higher project authority.
Shaar Azad – Business Manager, Awesome Landscapes.
This document must either be signed, or it must be accompanied by the file auditconfirmation which contains confirmation of receipt of the audit report.
	Date: Date must be the during the implementation stage – Must be between “date implementation stage commenced” and “date closing stage commenced” in task 1.1. 
3 October 2016




	Marking guide (Continuation of 2.1 Quality Audit)
This report must provide evidence that it has been submitted to higher project authority. It must either include a signature on the audit report, or a separate document showing the student’s supervisor or other higher authority has received the report.
AUDITCONFIRMATION RESPONSE E-MAIL – This is the automated response to the e-mail sent to shaaraudit@yourdomain.com.au. This e-mail contains no attachments.
	Hi.

Thanks for sending through the audit report. I’ll go through it tomorrow.
You’re making very good progress with the project!

Best regards.
Shaar Azad
Business Manager
Awesome Landscapes.
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	[image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\briefcase_48 - Copy.png][image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\home_48.png]During the course of your project, you will be communicating with suppliers and/or contractors regarding procurement requirements of a particular task. 
You will need to provide two examples of procurement where you have communicated a specific requirement. E.g. the meeting of an upcoming deadline, providing clarification on the supplies you require, etc.
Ensure to follow the communication processes you have established in Subject 6 2.1.2.7.6 Escalation Part 1. 
Ensure to have your supervisor or an observer endorsed by your supervisor be present during the communication. Locate the 2.2 Third-Party Report on the following pages and provide a copy to your supervisor/observer for them to complete as they observe you during the discussion.
Review the requirements outlined in the Third-Party Report before the actual consultation. You are required to demonstrate all of the requirements outlined in this form.
If confidentiality is an issue in your project, please follow the simulated pathway regarding the two e-mails you need to provide as evidence.
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	Roleplay the two (2) discussions with suppliers/contractors. Document your discussion through video recording, with one (1) separate video submission for each roleplay discussion. Each video submission must not be longer than ten (10) minutes.
Ensure to follow all requirements outlined in the 2.2 Third-Party Report during each roleplay discussion. There is no need for you to have this form completed and signed as your assessor will be the one to complete this.
Your discussion must be consistent with the information found in the documents on this page:
Cascade Peak Walkway (Planning Stage)
(username: newusername     password: newpassword)



	Mapping: 
BSBPMG521 PE1.0 (p)
BSBPMG518 PC1.2 (p), PC3.1 (p)
BSBWOR502 FS5.4 (p)
Specific mapping is also provided per item in the Third-Party Report below. 
Marking guide
The checklist below provides the benchmarks for student’s Communication of Procurement Requirements submission. For satisfactory performance, student’s submission must meet all checklist items provided.
Workplace Pathway
Workplace Pathway students must also submit 2.2 Third-Party Report completed and signed by their supervisor/observer endorsed by their supervisor. Their signature must be handwritten.
Simulated Pathway 
Simulated Pathway students must submit two (2) video recordings of roleplay discussions with the suppliers/contractors. Each video submission must not be longer than ten (10) minutes.
The information in their discussion be consistent with the information found in the documents on this page:
Cascade Peak Walkway (Planning Stage)
(username: newusername     password: newpassword)
There is no need for Simulated Pathway students to submit a completed and signed 2.2 Third-Party Report as the assessor will be the one to complete this for them.


Third-Party Report
	2.2 THIRD-PARTY REPORT

	

	OBSERVER’S INFORMATION

	Completed by
	      Name of the observer; must be a member of the student’s team

	Your Title/Designation
	      Observer’s title/designation; must be a member of the student’s team

	Organisation/Workplace
	      Name of observer’s organisation/workplace; must be the same organisation as the student.

	

	STUDENT’S INFORMATION

	Name of Student:
	      Student’s name

	Title/Designation
	      Must be the student’s title/designation. Simulated Pathway students must write ‘Project Manager.’

	Organisation/Workplace
	      Must be the name of a student’s organisation/workplace. Simulated Pathway students must write ‘Awesome Landscapes.’



	During the discussion, the student…
	Yes
	No
	Comments

	Mapping: BSBWOR502 4.1 (p)
1. followed the communication processes they have established in Subject 6 2.1.2.7.6 Escalation Part 1. 
E.g., Refer to the student’s completed 2.1.2.7.6 Communication Processes template from Subject 6.
	☒	☐	     

	Mapping: BSBWOR502 FS3.1 (p)
2. used appropriate vocabulary to engage the team members in discussion and provide information.
E.g., Using professional and clear language, avoiding the use of overly technical terms and jargon.
	☒	☐	     

	Mapping: BSBWOR502 FS3.1 (p)
3. used appropriate non-verbal features to provide relevant information.
E.g. Maintaining proper posture, using positive gestures, maintaining eye contact, etc.
	☒	☐	     

	Mapping: BSBWOR502 FS3.2 (p)
4. used active listening techniques to confirm understanding and to engage the audience.
E.g., Paying close attention to what you are saying, using body language to show that you have the student’s full attention, summarising key points in what you are saying.
	☒	☐	     

	Mapping: BSBWOR502 FS3.2 (p)
5. used active questioning techniques to confirm understanding and to engage the audience.
E.g. Encouraging reflective conversation, using open and probing questions, asking questions to prompt me to think.
	☒	☐	     

	Mapping: BSBWOR502 FS5.1 (p)
6. used the appropriate conventions/ customary business practices during the discussion.
E.g. Scheduling the discussion, starting the discussion with small talk, providing refreshments, etc.
	☒	☐	     

	Mapping: BSBWOR502 FS5.1 (p)
7. used the appropriate organisational protocols.
E.g. Sending a meeting invite via Outlook before the actual meeting, ensuring the location is safe and risk-free, etc.
	☒	☐	     

	Mapping: BSBWOR502 FS5.2 (p)
8. used interpersonal skills to gain the trust and confidence of the team.
E.g. Building rapport, recognising and respecting differences in opinions, being open to constructive criticism, etc.
	☒	☐	     

	Mapping: BSBWOR502 FS5.2 (p)
9. used interpersonal skills to provide feedback to others in forms they can understand and use.
E.g. Explaining complex terms, giving feedback in the context of the other person’s situation, work role, etc.
	☒	☐	     

	Mapping: BSBWOR502 FS5.3 (p)
10. adapted their personal communication style to build positive working relationships.
E.g. Being polite and professional, being respectful, using inclusive language.
	☒	☐	     

	Mapping: BSBWOR502 FS5.3 (p)
11. adapted their personal communication style to show respect for the opinions, values and particular needs of others.
E.g. Listening to the opinions, values, and needs of others even when these are different from their own opinions, values, and needs; using inclusive language.
	☒	☐	     

	Other comments:
     



	OBSERVER DECLARATION
By signing this declaration, I confirm that I have observed the student, whose name is recorded above, conduct a meeting with team members to encourage us to participate in and to take responsibility for team activities, including communication processes.
I further confirm that the information above is a true and accurate reflection of the student’s performance during this task.

	Name of the observer:       Observer’s name
	Observer’s signature (must be handwritten)
     
Observer’s signature (must be handwritten)
Date signed: 
      
Date when observer signed this form

	Observer’s title/designation:       Observer’s title/designation
	

	Observer’s contact number (required):       Observer’s contact number
	

	Observer’s email address (required):       Observer’s email address
	


End of 2.2 Third-Party Report
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	For this part of the assessment, you will be required to conduct a performance review of the two (2) team members for whom you created Individual Performance Plans in Subject 6 2.2.18 Part 1.
IMPORTANT: It is highly recommended that you complete this task after project implementation, or at least during the latter half of the project.
Steps to take:
1. Locate the completed Individual Performance Plans that you developed for two (2) of your team members in Subject 6 2.2.18 Part 1.
You must update each Individual Performance Plan with the information discussed during the meeting with each team member.
2. Locate the KPI Performance Review Template on the following pages. Use this to document your discussion with each team member you conducted a performance review with.
You must submit a total of two (2) completed KPI Performance Review Templates, one (1) for each team member.
3. Locate the 2.3 Third-Party Report on the following pages. Provide each team member with a copy for them to complete as they observe you during the meeting.
You must submit a total of two (2) completed 2.3 Third-Party Reports, one (1) for each team member.
Review the requirements outlined in the Third-Party Report before the actual consultation. You are required to demonstrate all of the requirements outlined in this form.
4. Arrange for a meeting with each team member for whom you developed an Individual Performance Plan.
During each meeting, you must be able to discuss the following and update the Individual Performance Plans accordingly:
· the status of expected performance outcomes, output, and key performance indicators (KPIs) listed in the Performance Plan section
· the status of the learning opportunities listed Support to be Provided section
Indicate whether the learning opportunity has not yet been started, in progress, or completed.

	· whether or not the unexpected outcomes listed in the Contingency Plan section occurred and the implementation status of the response for each unexpected outcome
You must also discuss the following and record these in the KPI Performance Review Template:
· all key performance indicators (KPIs) in the team member’s Individual Performance Plan and the team member’s performance, including:
· at least one (1) shortfall
· actions to overcome shortfalls in performance
· at least one (1) of the team member’s development needs based on their KPI performance
· the team member’s insights/comments
· assisting them to undertake their role and one (1) responsibility 
· providing the following feedback on one (1) significant effort and one (1) significant contribution from the team member:
· valuing their effort and contribution
· rewarding their effort and contribution
· encouraging them further
‘Significant effort’ refers to the team member’s concentrated work towards a goal/purpose, e.g. looking for other resources that can be used to work more efficiently.
‘Significant contribution’ refers to the significant part played by the team member in bringing about success and may be a result of significant effort, e.g. coming up with an innovative way to finish project tasks.
· encouraging them to participate in one (1) team activity and one (1) communication process
This may include the communication process you established in Subject 6 2.1.2.7.6 Escalation Part 1.
· encouraging them to take responsibility for one (1) team activity and one (1) communication process
This may include the communication process you established in Subject 6 2.1.2.7.6 Escalation Part 1. The same set of activity and process may be used here or another set altogether.

	Encouragement may come in the form of providing guidance and advice on how to participate more actively and take responsibility for these team activities and communication processes.
· one (1) work performance problem identified and the necessary corrective action to address it
The corrective action must be in line with one (1) organisational policy, one (1) organisational goal, and one (1) organisational objective.
Ensure that your discussion and your documentation also reflects the additional items in the Checklist found at the end of these instructions.
5. Have each team member complete and sign the Team Member Declaration part in the KPI Performance Review Template and the 2.3 Third-Party Report. 
6. Submit the completed KPI Performance Review Templates to your supervisor. Ensure to follow organisational policies and protocols to complete this step.
Have your supervisor complete and sign the Supervisor Declaration part of each KPI Performance Review Template to your supervisor.
7. Submit the updated Individual Performance Plans, completed and signed KPI Performance Review Templates, and completed and signed 2.3 Third-Party Reports along with this workbook.
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	Roleplay the two (2) meetings with the team members for whom you created Individual Performance Plans in Subject 6 2.2.18 Part 1.
You will require access to:
· at least one (1) volunteer to assume the role of team members
Using only one (1) volunteer for each roleplay meeting should be fine, as each meeting must be documented through a separate video recording.
· a video recording device
· a safe place to conduct the roleplay

	Additional steps to take:
1. Access the following documents:
Awesome Landscapes Strategic Business Plan
Awesome Landscapes Operational Plan
Awesome Landscapes Workplace Documents
(username: newusername     password: newpassword)
2. In addition to the Individual Performance Plans you have already developed, you must also base your discussion on the documents outlined above. 
It will be helpful to determine the details of all discussion points in Step 4 above and each team member’s responses to these before the actual roleplay meetings. Ensure to discuss these with your volunteer/s before the actual roleplay consultation.
3. Document each of the two (2) roleplay meetings through two (2) separate video recordings and the KPI Performance Review Template, one (1) completed template for each meeting. You must also update the Individual Performance Plans based on your discussion during the roleplay meetings.
Each video submission must not be longer than 15 minutes.
4. Have your volunteer/s sign the Team Member Declaration part in the KPI Performance Review Template. Their signature/s must be handwritten.
There is no need for you to submit the 2.3 Third-Party Report as your assessor will be the one to complete this.
5. Submit the updated Individual Performance Plans, the completed and signed KPI Performance Review Templates, and the two (2) video submissions along with this workbook.





	Mapping: 
BSBPMG521 PE1.0 (p)
BSBPMG513 PC1.4 (p)
BSBPMG515 PC1.4 (p), PC2.2 (p), PC2.3 (p), PC3.1 (p), PC3.3 (p), PE2.0 (p), PE3.0 (p)
BSBPMG519 PC2.1 (p), PC2.4, PC2.5 (p), PE1.0 (p), PE2.0 (p)
BSBWOR502 PC2.2 (p), PC2.3 (p), PC3.1 (p), PC3.2, PC4.1 (p), PC4.4 (p), PE1.2, PE1.3, PE2.0 (p), PE3.0 (p), PE4.0 (p), PE6.0 (p), PE8.0 (p), FS1.0 (p), FS2.0 (p), FS4.1 (p), 
FS5.4, FS6.1 (p), FS6.2 (p), FS6.3 (p)
Specific mapping is also found per item in the Third-Party Report below.
Marking guide
The student must conduct two (2) performance reviews of the two (2) team members for whom they developed Individual Performance Plans in Subject 6 2.2.18 Part 1.
In addition to the evidence outlined below, all student submissions for this task must reflect the additional criteria in the Checklist below.
Workplace Pathway
Workplace Pathway students must submit the following as evidence for task completion:
· two (2) updated Individual Performance Plans
· two (2) completed KPI Performance Review Templates signed by each team member and the supervisor. 
· two (2) 2.3 Third-Party Report forms completed and signed by each team member. 
All signatures must be handwritten.
Simulated Pathway 
Simulated Pathway students must submit the following as evidence for task completion:
· two (2) updated Individual Performance Plans
· two (2) completed KPI Performance Review Templates signed by the volunteer/s playing the roles of their team members
· two (2) video recordings of the roleplay meetings. Each video submission must not be longer than 15 minutes.
There is no need for Simulated Pathway students to have the Supervisor Declaration part of each template completed and signed.
There is also no need for them to submit the 2.3 Third-Party Report forms as the assessor will be the one to complete this.
Assessor marking guide and sample answers are provided in the templates below.





	Checklist – Does each of the two (2) Performance Reviews satisfactorily address each criterion below?
	YES

	1. You have measured a team member’s performance against the criteria in the project plan.
	☒
	2. You have identified at least one opportunity for improvement.
	☒
	3. You have identified at least one of the team member’s individual development needs.
	☒
	4. You have documented an action plan to address team member’s opportunity for improvement and individual development need(s).
	☒
	5. The performance review shows a follow-up where the team member has addressed the identified performance issue.
	☒
	6. The performance review shows you support the development of the team member’s interpersonal skills to effectively engage with the stakeholders they need to communicate to.
	☒
	7. The performance review has been dated and signed off by yourself and the project team member.
	☒
	8. The performance review follow-up has been dated and signed off by the project team member.
	☒
	9. The review includes positive feedback you have provided to the team member to encourage, value and reward their efforts and contributions.
	☒




	Assessor’s Checklist – Does each of the two (2) Performance Reviews satisfactorily address each criterion below?
	YES

	1. The student has measured a team member’s performance against the criteria in the project plan (ASSESSOR TO CHECK PROJECT PLAN).
	☒
	2. A student identified at least one opportunity for improvement.
	☒
	3. Student identified at least one of the team member’s individual development needs.
	☒
	4. The student has documented an action plan to address team member’s opportunity for improvement and individual development need(s).
	☒
	5. The performance review shows a follow-up where the team member has addressed the identified performance issue.
	☒
	6. The performance review shows the student supports the development of the team member’s interpersonal skills to effectively engage with the stakeholders they need to communicate to.
	☒
	7. The performance review has been dated and signed off by the student and the project team member.
	☒
	8. The performance review follow-up has been dated and signed off by the project team member.
	☒
	9. The review includes positive feedback to the team member to encourage, value and reward their efforts and contributions.
	☒




KPI Performance Review
	KPI PERFORMANCE REVIEW

	

	STUDENT INFORMATION

	Student
	      Student’s name

	Title/Designation
	      Student’s title/designation. Simulated Pathway students must write ‘Project Manager.’

	Organisation/Workplace
	      Student’s organisation/workplace. Simulated Pathway students must write ‘Awesome Landscapes.’

	

	TEAM MEMBER INFORMATION

	Team Member
	      Team member’s name. Simulated Pathway students must specify a current employee or a potential employee of Awesome Landscapes.

	Title/Designation
	      Team member’s title/designation. Must correspond with employee details as listed in the following documents:
· All profiles of potential employees
· Staff Qualifications – Awesome Landscapes

	Organisation/Workplace
	      Team member’s organisation/workplace. Simulated Pathway students must write ‘Awesome Landscapes.’

	

	PERFORMANCE PLAN DETAILS

	Date
	      Date when performance plan was completed.

	Period Covered by Plan
	      Must be with project start and end dates. Simulated Pathway students must write ‘1 April 2016-1 January 2017.’

	Project
	      Project name must be specified. Simulated Pathway students must write ‘Cascade Peak Walkway.’





	I. KPI PERFORMANCE

	Criteria/KPI
	Description of Performance
	Actions to Overcome Shortfalls in Performance
	Development Needs
	Team Member’s Insights/Comments

	The team member’s performance criteria must be listed here as per their Individual Performance Plan.
	The specific description must be provided, including at least one shortfall, e.g.:
· performance outcomes that were not met
· expected outputs that were not met
	Specific actions to address shortfalls must be included here.
	Specific development needs for KPI where improvement is needed.
	The team member’s insights and comments must be recorded here.

	E.g.:
Number of days spent procuring required supplies for the project.
	E.g.:
The team member was unable to complete procurement in time for the commencement of project implementation.
	E.g.:
Coaching and assisting the team member to broaden their professional network to include more suppliers.
	E.g.:
Interpersonal skills
Expanding professional network
	E.g.:
The team member has mentioned that a crucial factor in their performance was their lack of knowledge of other suppliers.

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     



Add rows as needed.


	II. UNDERTAKING REQUIRED ROLE AND RESPONSIBILITY

	
	Assistance Provided

	Role:      
The team member’s role must be specified here, e.g. landscaper.
	     
The discussion must include how the student assisted the team member in undertaking their required role. This may include providing guidance and advice to the team member, etc.

	Responsibility:      
One (1) responsibility of the team member must be specified here
	     
The discussion must include how the student assisted the team member in undertaking their required responsibility. This may include providing them access to equipment/technology to facilitate undertaking the responsibility.

	

	III. FEEDBACK PROVIDED

	Significant effort from team member
	     
One (1) significant effort from the team member must be discussed. ‘Significant effort’ refers to the team member’s concentrated work towards a goal/purpose, e.g. looking for other resources that can be used to work more efficiently.

	Significant contribution from team member
	     
One (1) significant contribution from the team member must be discussed. ‘Significant contribution’ refers to the significant part played by the team member in bringing about success and may be a result of significant effort, e.g. coming up with an innovative way to finish project tasks.

	Valuing their effort and contribution

	     
The student must include valuing and showing appreciation for the team member’s significant effort and contribution to the project in the discussion.





	Rewarding their effort and contribution

	     
The student must include rewarding the team member’s significant effort and contribution to the project in the discussion.

	Encouraging them further

	     
The student must include further encouraging the team member’s effort and contribution to the project in the discussion.

	

	[bookmark: _Hlk522011937]IV. TEAM ACTIVITIES AND COMMUNICATION PROCESSES

	Participating in a team activity and communication process
The discussion must include at least one (1) team activity and at least one (1) communication process.

	     
The student must include in their discussion encouragement for the team member to participate in one (1) team activity and one (1) communication process. 
Encouragement may come in the form of giving guidance and advice on how the team member can participate more actively in the activity and communication process discussed. 

	Taking responsibility for a team activity and communication process
The discussion must include at least one (1) team activity and at least one (1) communication process. This may be the same set as above, or a different team activity and communication process altogether.

	     
The student must include in their discussion encouragement for the team member to take responsibility for one (1) team activity and one (1) communication process. This may be the same set as above, or a different team activity and communication process altogether.
Encouragement may come in the form of giving guidance and advice on how the team member can take responsibility for the activity and communication process discussed.




	IV. WORK PERFORMANCE PROBLEM

	Description of one (1) work performance problem

	     
One (1) work performance problem must be described here. This may be related to the discussion in Part I KPI Performance.

	Corrective action for work performance problem
Identify the corrective action and explain why this is the necessary corrective action that must be undertaken for the problem.

	     
The student must identify a corrective action for the work performance problem identified above. They must also explain why this is the necessary corrective action that must be undertaken for the problem.

	Organisational Requirements Followed in Determining Corrective Action

	Policy
	     
The student must identify one (1) organisational policy they followed in determining the corrective action for the problem.
Simulated Pathway students must base their responses on the policies found on this page: 
Awesome Landscapes Workplace Documents
(username: newusername     password: newpassword)



	Goal
	     
The student must identify one (1) organisational goal they followed in determining the corrective action for the problem.
Simulated Pathway students must base their responses on the following documents:
· Awesome Landscapes Operational Plan
· Awesome Landscapes Strategic Business Plan

	Objective
	     
The student must identify one (1) organisational objective they followed in determining the corrective action for the problem.
Simulated Pathway students must base their responses on the following documents:
· Awesome Landscapes Operational Plan
· Awesome Landscapes Strategic Business Plan



	TEAM MEMBER DECLARATION
By signing this declaration, I confirm that I have worked with the student, whose name is recorded above, to complete this KPI Performance Review.
I further confirm that all of the information provided above is a true and accurate reflection of my discussion with the student.

	Name of Team Member:       Team Member’s name
	Team Member’s signature 
(must be handwritten)
     
Team Member’s signature (must be handwritten)

	Date signed:       Date when Team Member signed this form
	



	STUDENT DECLARATION
By signing this declaration, I confirm that I have worked with the team member to complete this KPI Performance Review.
I further confirm that all of the information provided above is a true and accurate reflection of my discussion with the team member.

	Name of Student:       Student’s name
	Team Member’s signature 
(must be handwritten)
     
Team Member’s signature (must be handwritten)

	Date signed:       Date when the student signed this form
	





	SUPERVISOR/OBSERVER DECLARATION
By signing this declaration, I confirm that I have observed the student, whose name is recorded above, work with the team member to complete this KPI Performance Review.
I further confirm that the information above is a true and accurate reflection of the student’s discussion with their team member.

	Name of supervisor/observer:       Supervisor/observer’s name (must be endorsed by the supervisor)
	Supervisor/observer’s signature (must be handwritten)
     
Supervisor/observer’s signature (must be handwritten)
Date signed: 
     
Date when the supervisor/observer signed this form

	Supervisor/observer’s title/designation:       Supervisor/observer’s title/designation
	

	Supervisor/observer’s contact number (required):       Supervisor/observer’s contact number
	

	Supervisor/observer’s email address (required):       Supervisor/observer’s email address
	



	FOLLOW-UP DISCUSSION

	Summary of Discussion:
     



	TEAM MEMBER DECLARATION
By signing this declaration, I confirm that the student, whose name is recorded above, has conducted a follow-up discussion with me of the KPI Performance Review.
I further confirm that all of the information provided above is a true and accurate reflection of my discussion with the student.

	Name of Team Member:       Team Member’s name
	Team Member’s signature 
(must be handwritten)
     
Team Member’s signature (must be handwritten)

	Date signed:       Date when Team Member signed this form
	



	STUDENT DECLARATION
By signing this declaration, I confirm that I have conducted a follow-up discussion of the KPI Performance Review with the team member above.
I further confirm that all of the information provided above is a true and accurate reflection of my discussion with the team member.

	Name of Student:       Student’s name
	Team Member’s signature 
(must be handwritten)
     
Team Member’s signature (must be handwritten)

	Date signed:       Date when the student signed this form
	





	SUPERVISOR/OBSERVER DECLARATION
By signing this declaration, I confirm that I have observed the student, whose name is recorded above, conduct a follow-up discussion with the team member above regarding this KPI Performance Review.
I further confirm that the information above is a true and accurate reflection of the student’s discussion with their team member.

	Name of supervisor/observer:       Supervisor/observer’s name (must be endorsed by the supervisor)
	Supervisor/observer’s signature (must be handwritten)
     
Supervisor/observer’s signature (must be handwritten)
Date signed: 
     
Date when the supervisor/observer signed this form

	Supervisor/observer’s title/designation:       Supervisor/observer’s title/designation
	

	Supervisor/observer’s contact number (required):       Supervisor/observer’s contact number
	

	Supervisor/observer’s email address (required):       Supervisor/observer’s email address
	



End of KPI Performance Review



	2.3 THIRD-PARTY REPORT

	

	OBSERVER’S INFORMATION

	Completed by
	      Name of the observer; must be a member of the student’s team

	Your Title/Designation
	      Observer’s title/designation; must be a member of the student’s team

	Organisation/Workplace
	      Name of observer’s organisation/workplace; must be the same organisation as the student.

	

	STUDENT’S INFORMATION

	Name of Student:
	      Student’s name

	Title/Designation
	      Must be the student’s title/designation. Simulated Pathway students must write ‘Project Manager.’

	Organisation/Workplace
	      Must be the name of student’s organisation/workplace. Simulated Pathway students must write ‘Awesome Landscapes.’



	During the discussion, the student…
	Yes
	No
	Comments

	Mapping: BSBWOR502 FS3.1 (p)
1. used appropriate vocabulary to engage the team members in discussion and provide information.
E.g., Using professional and clear language, avoiding the use of overly technical terms and jargon.
	☒	☐	     

	Mapping: BSBWOR502 FS3.1 (p)
2. used appropriate non-verbal features to provide relevant information.
E.g. Maintaining proper posture, using positive gestures, maintaining eye contact, etc.
	☒	☐	     

	Mapping: BSBWOR502 FS3.2 (p)
3. used active listening techniques to confirm understanding and to engage the audience.
E.g., Paying close attention to what you are saying, using body language to show that you have the student’s full attention, summarising key points in what you are saying.
	☒	☐	     

	Mapping: BSBWOR502 FS3.2 (p)
4. used active questioning techniques to confirm understanding and to engage the audience.
E.g. Encouraging reflective conversation, using open and probing questions, asking questions to prompt me to think.
	☒	☐	     

	Mapping: BSBWOR502 FS5.1 (p)
5. used the appropriate conventions/ customary business practices during the discussion.
E.g. Scheduling the discussion, starting the discussion with small talk, providing refreshments, etc.
	☒	☐	     

	Mapping: BSBWOR502 FS5.1 (p)
6. used the appropriate organisational protocols.
E.g. Sending a meeting invite via Outlook before the actual meeting, ensuring the location is safe and risk-free, etc.
	☒	☐	     

	Mapping: BSBWOR502 FS5.2 (p)
7. used interpersonal skills to gain the trust and confidence of the team.
E.g. Building rapport, recognising and respecting differences in opinions, being open to constructive criticism, etc.
	☒	☐	     

	Mapping: BSBWOR502 FS5.2 (p)
8. used interpersonal skills to provide feedback to others in forms they can understand and use.
E.g. Explaining complex terms, giving feedback in the context of the other person’s situation, work role, etc.
	☒	☐	     

	Mapping: BSBWOR502 FS5.3 (p)
9. adapted their personal communication style to build positive working relationships.
E.g. Being polite and professional, being respectful, using inclusive language.
	☒	☐	     

	Mapping: BSBWOR502 FS5.3 (p)
10. adapted their personal communication style to show respect for the opinions, values and particular needs of others.
E.g. Listening to the opinions, values, and needs of others even when these are different from their own opinions, values, and needs; using inclusive language.
	☒	☐	     

	Other comments:
     



	OBSERVER DECLARATION
By signing this declaration, I confirm that I have observed the student, whose name is recorded above, conduct a meeting with team members to encourage us to participate in and to take responsibility for team activities, including communication processes.
I further confirm that the information above is a true and accurate reflection of the student’s performance during this task.

	Name of the observer:       Observer’s name
	Observer’s signature (must be handwritten)
     
Observer’s signature (must be handwritten)
Date signed: 
      
Date when observer signed this form

	Observer’s title/designation:       Observer’s title/designation
	

	Observer’s contact number (required):       Observer’s contact number
	

	Observer’s email address (required):       Observer’s email address
	



End of 2.3 Third-Party Report


[bookmark: _Toc530314236]2.4 Training Needs Analysis
	[image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\home_48.png][image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\briefcase_48 - Copy.png]In the performance review above you will have identified areas where additional training is required. Complete a training needs analysis for at least one team member.



	Mapping: 
BSBPMG515 PC1.4 (p), PC2.2 (p), PE2.0 (p), PE3.0 (p)
BSBPMG519 PC2.5 (p)
BSBWOR502 PE4.0 (p) 
Marking guide
The student must submit at least one TNA for a project team member he/she conducted the Performance Review with. The checklist below provides the benchmarks for student’s Training Needs Analysis submission. For satisfactory performance, student’s submission must meet all checklist items provided.



	Checklist – Does the Training Needs Analysis satisfactorily address each criterion below?
	YES

	1. The training needs analysis must include an area for improvement in the performance review of the previous activity. 
	☒
	2. The training needs analysis needs to be a specific plan that will address the area for improvement.
	☒
	3. The training needs analysis must include a follow-up to show the training has been completed. 
	☒


	Assessor’s Checklist – Does the Training Needs Analysis satisfactorily address each criterion below?
	YES

	1. The training needs analysis must include an area for improvement in the performance review of the previous activity. 
	☒
	2. The training needs analysis needs to be a specific plan that will address the area for improvement.
	☒
	3. The training plan must include a follow-up to show the training has been completed. This may be in the performance review in the previous task.
	☒



Training Needs Analysis
	Name:
	Team member’s name (NOT the student’s name)

	Job Title:
	Team member’s job title

	TNA completed by:
	Student’s name

	Criteria/KPI
	Training Required?
	If yes, what training needs exist?
	How will this be achieved? (E.g. on the job, external training – who?)
	When will training be provided?

	The team member’s performance criteria must be listed here as per their job title.
	Y / N
	A specific training need must be provided.
	Must be specific.
	Must be a specific date.

	At least one “Y” must be selected.
	Y / N
	
	
	

	
	Y / N
	
	
	

	
	Y / N
	
	
	

	
	Y / N
	
	
	

	
	Y / N
	
	
	

	
	Y / N
	
	
	





[bookmark: _Toc530314237]2.5 Conflict Resolution
	[image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\home_48.png][image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\briefcase_48 - Copy.png]Whilst observing your team, you will have noticed there are different personalities that you have to deal with, and that you need to resolve the conflict.
Provide evidence of communication where you have covered conflict resolution. Examples may be:
a. Exchange of e-mails with team members.
b. Meeting minutes.



	Mapping: 
BSBPMG521 PC3.3 (p), PE1.0 (p), FS6.1 (p), FS6.2 (p)
BSBPMG516 PC2.3 (p), PC2.4
BSBPMG515 PC3.3 (p)
Marking guide
The checklist below provides the benchmarks for student’s Conflict Resolution submission. For satisfactory performance, student’s submission must meet all checklist items provided.



	Checklist – Does the E-mail or Meeting Minutes satisfactorily address each criterion below?
	YES

	1. The communication must include procedures you wish to implement to maintain a positive work environment.
	☒
	2. The communication must be sent out to the relevant stakeholders (e.g. all project team members).
	☒
	3. The communication must cover what you have identified as being the communication/information management issue.
	☒
	4. The communication must outline how the conflict may negatively affect project objectives.
	☒
	5. The communication must include the solution to the conflict.
	☒




	Checklist – Does the E-mail or Meeting Minutes satisfactorily address each criterion below?
	YES

	6. The communication must include at least one response of receipt.
Workplace pathway: Returned by a project team member or another relevant stakeholder.
Simulated pathway: Returned from a colleague at your workplace or send to teamconflict@yourdomain.com.au. You will receive a return e-mail from the team acknowledging receipt.
Save the return e-mail as teamconflict.
	☒


	Assessor’s Checklist – Does the E-mail or Meeting Minutes satisfactorily address each criterion below?
	YES

	1. The communication must include procedures the student wishes to implement to maintain a positive work environment.
	☒
	2. The communication must be sent out to the relevant stakeholders (e.g. all project team members).
	☒
	3. The communication must cover what the student has identified as being the communication/information management issue.
	☒
	4. The communication must outline how the conflict may negatively affect project objectives.
	☒
	5. The communication must include the solution to the conflict.
	☒
	6. The communication must include at least one response of receipt renamed as teamconflict.
Workplace pathway: Returned by a project team member or another relevant stakeholder.
Simulated pathway: Returned from a colleague from student’s workplace or sent to teamconflict@yourdomain.com.au. You will receive a return e-mail from the team acknowledging receipt.
	☒




	Marking guide (Continuation of 2.5 Conflict Resolution)
QUALITYREQUIREMENTS1 RESPONSE E-MAIL
TEAMCONFLICT RESPONSE E-MAIL – This is the automated response to the e-mail sent to teamconflict@yourdomain.com.au. This e-mail contains no attachments.
	Hi.

Thanks for sending through the details of how we are going to resolve this conflict. It looks like a great plan. I’ll let you know how we go.

Best regards.

Andrew Lowe
Site Supervisor 
Awesome Landscapes








[bookmark: _Toc530314238][image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\home_48.png][image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\briefcase_48 - Copy.png]2.6 Issues Register
2.6.1 Issues Register Template
	In the previous assessment workbook, you will have carefully planned your project and created quite an impressive project plan. You will have, at the time, thought the project was so well planned that there is no way that anything could possibly go wrong.
By now though, you will have realised the reality is quite different.
No doubt things have gone wrong. For a start, the audit in 2.1 above would have uncovered a few non-compliances or at least some opportunities for improvement.
Additionally, you will have come across other issues in your project. These need to be documented. Through more experience in this project, you will find some of the risks are different now.
In this exercise, populate your issues register from the issues that have occurred in your project to date. Consider all ten functions of project management and document a couple of issues for each function.
IMPORTANT: It is highly recommended that the journal entries be completed during your resolution of the following:
· one (1) issue, one (1) concern, one (1) problem raised by internal stakeholders
· one (1) issue, one (1) concern, one (1) problem raised by external stakeholders
‘Issues’ refer to topics relevant to the project that is a matter of discussion for the team and are subject to different views and opinions between team members, e.g. the best communication software to use for project communication.
‘Concerns’ refer to matters that personally worry a team member, e.g. a team member’s insufficient knowledge in carrying out a task.
‘Problems’ are unwanted and/or harmful situations that must be resolved, e.g. conflict between team members.
Guidelines
· Ensure to follow your organisation’s policies, as well as the organisational goals and objectives addressed by this project in determining the solutions to the issues listed here.
· Ensure that information in the template is communicated clearly and effectively.
E.g. Avoid using jargon/overly technical terms, provide as much detail as needed to give a clear picture of the situation, etc.

	· Follow the team processes for addressing issues, concerns, and problems that you have developed in Subject 6 2.1.2.7.5 Part 2. 
You may refer to your completed 2.1.2.7.5. Team Processes template from that task.



	Mapping: 
BSBPMG521 PC3.3 (p), PC4.4 (p), FS2.0 (p), FS6.1 (p), FS6.2 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBPMG516 PC1.3 (p), PC2.1 (p), PC2.2 (p), PC2.4
BSBPMG511 PE4.0 (p)
BSBPMG512 PC2.2 (p), PC3.2 (p), PE2.0 (p)
BSBPMG513 PC1.4 (p), PC2.3 (p), PC2.4 (p)
BSBPMG514 PE3.0 (p)
BSBPMG515 PC3.4 (p)
BSBPMG518 PC4.3 (p), PE3.0 (p)
BSBWOR502 PC4.4 (p), PE8.0 (p), FS1.0 (p), FS2.0 (p), FS6.1 (p), FS6.2 (p), FS6.3 (p)
Marking guide
The checklist below provides the benchmarks for student’s Issues Register submission. For a satisfactory performance, student’s submission must meet all checklist items provided.



	Checklist – Does the Issues Register satisfactorily address each criterion below?
	YES

	1. The content populated in the issues register must be well written, and free of spelling and grammatical issues.
	☒
	2. The issues register must have at least twenty issues.
	☒
	3. At least eleven of these issues must be closed (and fully resolved) at the time you hand in this assessment.
	☒
	4. All issues must be specific to the project.
	☒
	5. At least one issue must be integration related. The issue must be closed and resolved.
	☒
	6. At least two issues must be scope related, of which at least one is closed and resolved.
	☒
	Checklist – Does the Issues Register satisfactorily address each criterion below?
	YES

	7. At least two issues must be time-related, of which at least one is closed and resolved. The time management issues must include a discussion on the impact of changes to the schedule.
	☒
	8. At least two issues must be cost related, of which at least one is closed and resolved.
	☒
	9. At least one issue must be quality related. This must be closed and resolved.
	☒
	10. At least two issues must be HR related, of which one involves a problem with project stakeholders that has been closed and resolved.
	☒
	11. At least two issues covering one inter-project and one intra-project conflict, both of which have been closed and resolved.
	☒
	12. At least one issue covers stakeholder management which has been closed and resolved.
	☒
	13. At least one issue is communications related; this must be closed and resolved.
	☒
	14. At least one issue is related to the project information system (e.g. Archiving and tracking of pertinent documents, privacy and confidentiality issues, system failure especially when the project is using computer-based or web-based PMIS), this must be closed and resolved.
	☒
	15. At least one issue is risk related.
	☒
	16. At least two issues are procurement-related, one of which is closed and resolved.
	☒
	17. At least one resolved issue involves the testing and acceptance of supplies used in the project.
	☒
	18. Each issue must have a number or other unique identifier.
	☒
	19. Each issue must identify the person who raised it.
	☒
	Checklist – Does the Issues Register satisfactorily address each criterion below?
	YES

	20.  Of all the issues identified, one must be identified by an internal stakeholder and must be closed and resolved.
	☒
	21. Of all the issues identified, one must be identified by an external stakeholder and must be closed and resolved.
	☒
	22. There must be one (1) issue, one (1) concern, and one (1) problem raised by internal stakeholders.
	☒
	23. There must be one (1) issue, one (1) concern, and one (1) problem raised by external stakeholders.
· ‘Issues’ refer to topics relevant to the project that is a matter of discussion for the team and are subject to different views and opinions between team members, e.g. the best communication software to use for project communication.
· ‘Concerns’ refer to matters that personally worry a team member, e.g. a team member’s insufficient knowledge in carrying out a task.
· ‘Problems’ are unwanted and/or harmful situations that must be resolved, e.g. conflict between team members.
	☒
	24. Each issue must have status. At a minimum, you must have the statuses “open” and “closed”. You may include other statuses if appropriate.
	☒
	25. The nature of the actions needs to be consistent with the quality analysis tool.
	☒
	26. The entries in the issues register must be written in a format and language appropriate to the context of project management including:
· Use of the prescribed template
· No grammatical, spelling, typographical errors
· Use of appropriate project management terminologies or industry-specific and appropriate terminologies instead of jargons.
	





Issues Register Template
	Marking guide (Continuation of 2.6 Issues Register)
The content populated in the document must be well-written, and free of spelling and grammatical errors.



	Issue #
	Date/time raised
	Description
	Who raised
	Action History
	Status open/closed

	Each issue has been numbered
At least twenty issues have been included.

	All dates must be the during the implementation stage – Must be between “date implementation stage commenced” and “date closing stage commenced” in task 1.1.
	The description succinctly describes the problem.
	The person who raised the issue in this column

	The action history includes the work in progress, and where closed, the final outcome of the issue. Demonstrates the application of quality management tools.
The action history lists any tools involved in the process, including documents such as incident logs and other records. Demonstrates the student’s attention to detail and application of quality assurance processes. Progress may refer to Diaries, incident logs, occurrence reports and other similar documentation. Lists of potential schedule events. Project and/or organisation files and records.
	The status (open or closed) is clearly indicated.
At least eight of the issues are closed.








	Issue #
	Date/time raised
	Description
	Who raised
	Action History
	Status open/closed

	
	
	The closed issues demonstrate the problems have been solved. Demonstrates ways to eliminate causes of unsatisfactory performance or products and processes.
· At least one (1) issue is integration related.
· At least two (2) issues are scope related.
· At least two (2) issues are time-related and must highlight the impact of changes to the schedule.
· At least two (2) issues are cost related
· At least one (1) issue is quality related.
· At least two (2) issues are HR (internal project team) related.
· At least one (1) issue covers inter-project and intra-project conflict.
· At least one (1) issue covers stakeholder management.
· At least one (1) issue is communications related.
	The content of the action history is consistent with the project’s risk response plan (task 2.21).

	The content of the action history is consistent with the quality analysis tool in task 2.1. Demonstrates compliance with agreed quality standards.
At least one of the closed issues is a time-related issue that has been resolved eliminating the problem and contributing towards the success of the achievement of milestones. Demonstrates the effectiveness of time management in the project.
At least one of the closed issues is a scope-related issue that has been resolved eliminating the problem and contributing towards the success of the achievement of scope. Demonstrates the effectiveness of scope management in the project.
At least one of the closed issues is a time-related issue that has been resolved eliminating the problem and contributing towards the success of the achievement of milestones. 
	

	Issue #
	Date/time raised
	Description
	Who raised
	Action History
	Status open/closed

	
	
	· At least one (1) issue is related to the project information system.
· At least one (1) issue is risk related.
· At least two (2) issues are procurement related.
	
	Demonstrates the effectiveness of time management in the project.
At least one of the closed issues is a cost-related issue that has been resolved, with resulting changes in costs captured in the change request. Demonstrates the effectiveness of cost management in the project.
At least one of the closed issues covers the resolution of a problem with the testing and acceptance of supplies used in the project.
At least one of the closed issues is an HR related issue that has been resolved. Demonstrates the effectiveness of HR and stakeholder management in the project.
At least one inter-project or intra-project conflict has been resolved.
At least one stakeholder management issue has been resolved.
	

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	Issue #
	Date/time raised
	Description
	Who raised
	Action History
	Status open/closed
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	For this part of the assessment, you are required to complete the Issues Register Reflective Journal based on your experiences evaluating and taking necessary corrective action for unresolved issues, concerns, and problems raised by both internal and external stakeholders.
IMPORTANT: It is highly recommended that the journal entries be completed during your resolution of the following:
· one (1) issue, one (1) concern, one (1) problem raised by internal stakeholders
· one (1) issue, one (1) concern, one (1) problem raised by external stakeholders
‘Issues’ refer to topics relevant to the project that is a matter of discussion for the team and are subject to different views and opinions between team members, e.g. the best communication software to use for project communication.
‘Concerns’ refer to matters that personally worry a team member, e.g. a team member’s insufficient knowledge in carrying out a task.
‘Problems’ are unwanted and/or harmful situations that must be resolved, e.g. conflict between team members.
Steps to take:
1. Locate the Issues Register Reflective Journal on the following pages. Use this to document your evaluation of and actions taken to resolve issues, concerns, and problems raised by stakeholders.
2. Complete the journal entries in the Issues Register Reflective Journal. Use the Reflection Guides provided in each entry to assist you.
In completing each journal entry, always provide complete responses, as required in the Reflection Guide. 
For example, if the guide asks you to identify two (2) networks you participated in to enhance your personal knowledge, skills, and work relationships, then you must identify two (2) networks and not less than.
3. For each journal entry, have your supervisor/observer complete and sign the Supervisor/Observer Declaration. Their signature must be handwritten.
Should your supervisor be unavailable, the person to assume the role of your observer must be endorsed by your supervisor.
4. Submit the completed and signed Issues Register Reflective Journal along with this workbook.
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	In addition to completing the Issues Register Reflective Journal, you are also required to roleplay your resolution of each issue, concern, and problem recorded in the Issues Register Reflective Journal.
You will require access to:
· Volunteers
The number of volunteers required will depend on the issues, concerns, and problems recorded in the Reflective Journal.
· a video recording device
· a safe place to conduct your roleplays
Additional steps to take:
1. Complete the Issues Register Reflective Journal. Use hypothetical issues, concerns, and problems likely to arise in relation to the Cascade Peak Walkway project.
There is no need for you to have the Supervisor/Observer Declaration parts completed and signed.
2. Determine the number of volunteers you will need for each roleplay, the role your volunteers will play, and the props you will need if any.
Ensure to discuss these with your volunteer/s before the actual roleplays.
3. Gather your volunteer/s and conduct the roleplays.
You must conduct a total of six (6) roleplays, one (1) for each issue, concern, and problem recorded in the Issues Register Reflective Journal. 
Document your roleplays through video recording. There must be a separate video recording for each roleplay. Each roleplay must not be longer than seven (7) minutes.
4. Submit the completed Issues Register Reflective Journal and the six (6) video recordings along with this workbook.





	Mapping: BSBWOR502 PC4.4 (p), PE8.0 (p), FS1.0 (p), FS6.1 (p), FS6.2 (p), FS6.3 (p)
Marking guide
The student must complete the Issues Register Reflective Journal based on their experiences evaluating and taking necessary corrective action for unresolved issues, concerns, and problems raised by both internal and external stakeholders.
The Reflective Journal must be completed during the student’s resolution of two (2) issues, two (2) concerns, and two (2) problems raised by internal and external stakeholders.
Workplace Pathway
Workplace Pathway students must have the Supervisor/Observer Declaration part in each journal entry completed and signed by their supervisor/observer endorsed by their supervisor. Their signature must be handwritten.
Simulated Pathway
In addition to the completed Issues Register Reflective Journal, Simulated Pathway students must submit six (6) video recordings of their roleplay of the resolution of each issue, concern, and problem recorded in the Reflective Journal. Each video submission must not be longer than seven (7) minutes.
There is no need for Simulated Pathway students to have the Supervisor/Observer Declaration part of each journal entry completed and signed.




Issues Register Reflective Journal
	ISSUES REGISTER REFLECTIVE JOURNAL

	

	JOURNAL ENTRY 1: Resolving Issues

	Journal entry completed by:
	      Student’s name

	Date:
	      Date this journal entry was completed

	

	Reflection Guide
IMPORTANT: You must complete this journal entry during your resolution of one (1) issue raised by an internal stakeholder and one (1) issue raised by an external stakeholder.
Remember that issues are topics relevant to the project that is a matter of discussion for the stakeholders and are subject to different views and opinions among stakeholders.

	Issue 1:       Must be a topic relevant to the project that is a matter of discussion for the team and is subject to different views and opinions between stakeholders, e.g. the best communication software to use for project communication.

	Raised by the following internal stakeholder:       Must be a stakeholder within the student’s organisation, e.g. supervisor, team member, etc.

	1. In 100-150 words, evaluate the impact of the issue on the project, as well as how urgently it should be actioned.
     
The student must evaluate in 100-150 words the impact of the issue on the project, as well as how urgently the issue should be actioned.

	2. In 200-300 words, discuss one (1) necessary action you must undertake to correct the issue.
Your response must include the organisational requirements you followed in determining the corrective action, including:
· one (1) organisational policy
· one (1) organisational goal
· one (1) organisational objective
     
The student must discuss in 200-300 words one (1) necessary action they must undertake to correct the issue, e.g. conducting a consultation with the team to determine the communication software to be used in the project.
The student’s response must also include one (1) organisational policy, one (1) organisational goal, and one (1) organisational objective followed in determining the corrective action for the issue. 
Simulated Pathway students must base their responses on the following documents:
· Awesome Landscapes Workplace Documentation
· Awesome Landscapes Strategic Business Plan
· Awesome Landscapes Operational Plan

	

	Issue 2:       Must be a topic relevant to the project that is a matter of discussion for the team and is subject to different views and opinions between stakeholders, e.g. the best communication software to use for project communication.

	Raised by the following external stakeholder:       Must be a stakeholder outside the student’s organisation, e.g. client, supplier, contractor, government contact, etc.

	1. In 100-150 words, evaluate the impact of the issue on the project, as well as how urgently it should be actioned.
     
The student must evaluate in 100-150 words the impact of the issue on the project, as well as how urgently the issue should be actioned.

	2. In 200-300 words, discuss one (1) necessary action you must undertake to correct the issue.
Your response must include the organisational requirements you followed in determining the corrective action, including:
· one (1) organisational policy
· one (1) organisational goal
· one (1) organisational objective
     
The student must discuss in 200-300 words one (1) necessary action they must undertake to correct the issue, e.g. conducting a consultation with the team to determine the communication software to be used in the project.
The student’s response must also include one (1) organisational policy, one (1) organisational goal, and one (1) organisational objective followed in determining the corrective action for the issue. 
Simulated Pathway students must base their responses on the following documents:
· Awesome Landscapes Workplace Documentation
· Awesome Landscapes Strategic Business Plan
· Awesome Landscapes Operational Plan



	SUPERVISOR/OBSERVER DECLARATION
By signing this declaration, I confirm that the information the student provided above is a true and accurate reflection of the student’s experience in the workplace.

	Name of supervisor/observer:       Supervisor/observer’s name (if the observer, must be endorsed by the supervisor)
	Supervisor/observer’s signature (must be handwritten)
     
Supervisor/observer’s signature (must be handwritten)
Date signed: 
      
Date when the supervisor/observer signed this form

	Supervisor/observer’s title/designation:       Supervisor/observer’s title/designation
	

	Supervisor/observer’s contact number (required):       Supervisor/observer’s contact number
	

	Supervisor/observer’s email address (required):       Supervisor/observer’s email address
	





	JOURNAL ENTRY 2: Resolving Concerns

	Journal entry completed by:
	      Student’s name

	Date:
	      Date this journal entry was completed

	

	Reflection Guide
IMPORTANT: You must complete this journal entry during your resolution of one (1) concern raised by an internal stakeholder and one (1) concern raised by an external stakeholder.
Remember that concerns are matters that personally worry a stakeholder.

	Concern 1:       Must be a matter personally worrying a stakeholder, e.g. . a team member’s insufficient knowledge in carrying out a task.

	Raised by the following internal stakeholder:       Must be a stakeholder within the student’s organisation, e.g. supervisor, team member, etc.

	1. In 100-150 words, evaluate the impact of the concern on the project, as well as how urgently it should be actioned.
     
The student must evaluate in 100-150 words the impact of the concern on the project, as well as how urgently the concern should be actioned.

	2. In 200-300 words, discuss one (1) necessary action you must undertake to correct the concern.
Your response must include the organisational requirements you followed in determining the corrective action, including:
· one (1) organisational policy
· one (1) organisational goal
· one (1) organisational objective
     
The student must discuss in 200-300 words one (1) necessary action they must undertake to correct the concern, e.g. coaching the team member.
The student’s response must also include one (1) organisational policy, one (1) organisational goal, and one (1) organisational objective followed in determining the corrective action for the issue. 


	(continued)
Simulated Pathway students must base their responses on the following documents:
· Awesome Landscapes Workplace Documentation
· Awesome Landscapes Strategic Business Plan
· Awesome Landscapes Operational Plan

	

	Concern 2:       Must be a matter personally worrying a stakeholder, e.g. . a team member’s insufficient knowledge in carrying out a task.

	Raised by the following external stakeholder:       Must be a stakeholder outside the student’s organisation, e.g. client, supplier, contractor, government contact, etc.

	1. In 100-150 words, evaluate the impact of the concern on the project, as well as how urgently it should be actioned.
     
The student must evaluate in 100-150 words the impact of the concern on the project, as well as how urgently the concern should be actioned.

	2. In 200-300 words, discuss one (1) necessary action you must undertake to correct the concern.
Your response must include the organisational requirements you followed in determining the corrective action, including:
· one (1) organisational policy
· one (1) organisational goal
· one (1) organisational objective
     
The student must discuss in 200-300 words one (1) necessary action they must undertake to correct the concern, e.g. coaching the team member.
The student’s response must also include one (1) organisational policy, one (1) organisational goal, and one (1) organisational objective followed in determining the corrective action for the issue. 
Simulated Pathway students must base their responses on the following documents:
· Awesome Landscapes Workplace Documentation
· Awesome Landscapes Strategic Business Plan
· Awesome Landscapes Operational Plan





	SUPERVISOR/OBSERVER DECLARATION
By signing this declaration, I confirm that the information the student provided above is a true and accurate reflection of the student’s experience in the workplace.

	Name of supervisor/observer:       Supervisor/observer’s name (if the observer, must be endorsed by the supervisor)
	Supervisor/observer’s signature (must be handwritten)
     
Supervisor/observer’s signature (must be handwritten)
Date signed: 
      
Date when the supervisor/observer signed this form

	Supervisor/observer’s title/designation:       Supervisor/observer’s title/designation
	

	Supervisor/observer’s contact number (required):       Supervisor/observer’s contact number
	

	Supervisor/observer’s email address (required):       Supervisor/observer’s email address
	




	JOURNAL ENTRY 3: Resolving Problems

	Journal entry completed by:
	      Student’s name

	Date:
	      Date this journal entry was completed

	

	Reflection Guide
IMPORTANT: You must complete this journal entry during your resolution of one (1) problem raised by an internal stakeholder and one (1) problem raised by an external stakeholder.
Remember that problems are unwanted and/or harmful situations that must be resolved.

	Problem 1:       Must be an unwanted and/or harmful situation that must be resolved, e.g. conflict between team members.

	Raised by the following internal stakeholder:       Must be a stakeholder within the student’s organisation, e.g. supervisor, team member, etc.

	1. In 100-150 words, evaluate the impact of the problem on the project, as well as how urgently it should be actioned.
     
The student must evaluate in 100-150 words the impact of the problem on the project, as well as how urgently the problem should be actioned.

	2. In 200-300 words, discuss one (1) necessary action you must undertake to correct the problem.
Your response must include the organisational requirements you followed in determining the corrective action, including:
· one (1) organisational policy
· one (1) organisational goal
· one (1) organisational objective
     
The student must discuss in 200-300 words one (1) necessary action they must undertake to correct the problem, e.g. following the organisation’s conflict resolution policy and procedures to resolve the conflict.
The student’s response must also include one (1) organisational policy, one (1) organisational goal, and one (1) organisational objective followed in determining the corrective action for the issue. 

	(continued)
Simulated Pathway students must base their responses on the following documents:
· Awesome Landscapes Workplace Documentation
· Awesome Landscapes Strategic Business Plan
· Awesome Landscapes Operational Plan

	

	Problem 2:       Must be an unwanted and/or harmful situation that must be resolved, e.g. conflict between team members.

	Raised by the following external stakeholder:       Must be a stakeholder outside the student’s organisation, e.g. client, supplier, contractor, government contact, etc.

	1. In 100-150 words, evaluate the impact of the problem on the project, as well as how urgently it should be actioned.
     
The student must evaluate in 100-150 words the impact of the problem on the project, as well as how urgently the problem should be actioned.

	2. In 200-300 words, discuss one (1) necessary action you must undertake to correct the problem.
Your response must include the organisational requirements you followed in determining the corrective action, including:
· one (1) organisational policy
· one (1) organisational goal
· one (1) organisational objective
     
The student must discuss in 200-300 words one (1) necessary action they must undertake to correct the problem, e.g. following the organisation’s conflict resolution policy and procedures to resolve the conflict.
The student’s response must also include one (1) organisational policy, one (1) organisational goal, and one (1) organisational objective followed in determining the corrective action for the issue. 
Simulated Pathway students must base their responses on the following documents:
· Awesome Landscapes Workplace Documentation
· Awesome Landscapes Strategic Business Plan
· Awesome Landscapes Operational Plan




	SUPERVISOR/OBSERVER DECLARATION
By signing this declaration, I confirm that the information the student provided above is a true and accurate reflection of the student’s experience in the workplace.

	Name of supervisor/observer:       Supervisor/observer’s name (if the observer, must be endorsed by the supervisor)
	Supervisor/observer’s signature (must be handwritten)
     
Supervisor/observer’s signature (must be handwritten)
Date signed: 
      
Date when the supervisor/observer signed this form

	Supervisor/observer’s title/designation:       Supervisor/observer’s title/designation
	

	Supervisor/observer’s contact number (required):       Supervisor/observer’s contact number
	

	Supervisor/observer’s email address (required):       Supervisor/observer’s email address
	



End of Issues Register Reflective Journal


[bookmark: _Toc530314239]2.7 Project Risk Review Matrix
	[image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\briefcase_48 - Copy.png][image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\home_48.png]In the previous assessment workbook, you will have carefully planned your project and created quite an impressive project plan. You will have, at the time, thought the project was so well planned that there is no way that anything could possibly go wrong.
Following task 2.6, you will have come across other issues in your project. These need to be documented. Through more experience in this project, you will find some of the risks are different now.
In this exercise:
1. Populate your issues register from the issues that have occurred in your project to date. Consider all nine functions of project management and document a couple of issues for each function.
2. Conduct a review each of the two risks in your risk response plan. Both risks need to be reviewed, so you will need to conduct two risk reviews.
Complete these using the templates below. You will have the opportunity to transfer the information from these into your business plan later.



	Mapping: 
BSBPMG521 PC4.4 (p), FS2.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBPMG516 PC1.3 (p)
BSBPMG517 PC3.3 (p), PC3.4 (p), PC4.1 (p), PC4.2 (p), PC4.3 (p), PC4.4 (p), PE1.0 (p), PE2.0 (p)
Marking guide
The checklist below provides the benchmarks for student’s Project Risk Review Matrix submission. For a satisfactory performance, student’s submission must meet all checklist items provided.



	Checklist – Does the Risk Review Matrix satisfactorily address each criterion below?
	YES

	1. A risk review has been completed for each of the two risk response plans from the original project plan. Both risks need to appear in this template.
	☒
	2. The risk review has been conducted in the implementation and monitoring stage of the project.
	☒
	Checklist – Does the Risk Review Matrix satisfactorily address each criterion below?
	YES

	3. Three other risks you identified from the risk brainstorming session during the planning stage of the project have been included in the table.
	☒
	4. Changes in occurrence and changes in priority use terminology and rating consistent with the rating impact of a risk and risk rating tables in the revised project plan.
	☒
	27. The document is written in a format and language appropriate to the context of project management including:
· Use of the prescribed template
· No grammatical, spelling, typographical errors
· Use of appropriate project management terminologies or industry-specific and appropriate terminologies instead of jargons.
	☒


Project Risk Review Matrix Template
	Project Name: (Project name must be the same as in the project name field in the preliminary project information table in task 1.1)
Cascade Peak Walkway Project

	Prepared by: Student’s Name (Demonstrates this document is the student’s own work)

	Date: Date must be the during the implementation stage – Must be between “date implementation stage commenced” and “date closing stage commenced” in task 1.1. 
3 October 2016

	Meeting Date: Date must be the during the implementation stage – Must be between “date implementation stage commenced” and “date closing stage commenced” in task 1.1. The meeting date is an earlier or equal date to the date in the above field. The meeting review needs to be conducted at the end of the project, but a meeting may be conducted prior to a project report.
3 October 2016

	Purpose of Meeting: Any purpose appropriate or relevant to project risk review.





	Changes in Risk Factors Notes

	Identified Risk
	Changes in Probability of Occurrence
	Changes in Priority
	Changes in Ownership/ Responsibility
	Changes in Needed Response

	Five risks have been covered from the risk brainstorming session in the initial project plan. You can refer to these in the revised project plan submitted with this assessment.
	Changes in the probability of occurrence have been documented for each risk.

	Changes in priority have been documented for each risk.
	Changes in ownership and responsibility have been documented for each risk.
	Changes in needed response have been documented for each risk.

	Two of the risks were the two risks used to create the risk response plans in the original project plan. You can refer to these in the revised project plan submitted with this assessment.
	     
	     
	     
	     



	Additional notes/comments/agreements/next steps:
The additional notes section includes the requirement to include the information in a change request and status report.




[bookmark: _Toc530314240]2.8 Project Change Requests
	[image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\briefcase_48 - Copy.png][image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\home_48.png]Create two (2) change requests for your project using the change request template you used in your project plan.
The following needs to be captured on your change request. If appropriate, you may submit two or more change requests that between them capture all of the following:
1. All nine project management functions must be represented between the two change requests.
2. Everything else in the checklist below must be included for you to demonstrate to your assessor that you are able to perform all the tasks required to achieve competency in the change management process.



	Mapping: 
BSBPMG521 PC4.1 (p), PC4.3, PE1.0 (p), FS1.0 (p), FS2.0 (p), FS4.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBPMG516 PC1.3 (p), PC2.1 (p)
BSBPMG511 PC3.1 (p), PC3.2, PE3.0 (p), PE4.0 (p)
BSBPMG512 PC2.4 (p), PC2.5 (p)
BSBPMG518 PC1.2 (p), PC3.1 (p), PC4.1 (p), PC4.2 (p)
BSBPMG519 PC3.3 (p) 
BSBPMG517 PC4.4 (p)
Marking guide
The checklist below provides the benchmarks for student’s Project Change Requests submission. For a satisfactory performance, student’s submission must meet all checklist items provided.




	Checklist – Does each of the two (2) Project Change Requests satisfactorily address each criterion below?
	YES

	1. At least two (2) separate change requests have been prepared using appropriate templates.
	☒
	2. These change requests have been approved and signed off by a higher project authority, and other stakeholders as required by your change management plan. 
Workplace pathway: Each change request has been signed by your supervisor or client, or separate documents (e.g. emails) advising approval of each change request by your supervisor or client.
Simulated pathway: You will send the change requests to your supervisor along with each status report in the next project task.
Note: The first change request should be sent together with your first status report for approval. The second change request should be sent with the second progress report and the updated project plan.
	☒
	3. All ten (10) functions of project management have been covered off under (Type of change) in between the change requests.
	☒
	4. All areas impacted and documents affected have been selected for each change request.
	☒
	5. The description of changes being made in the 2 change request documents includes changes to the risks based on the project risk review matrix. 
Shows the student understands the processes of transferring risk analysis information onto a change request. 
The listed changes demonstrate the student is able to generate a range of responses to the new and emerging situation requiring the change.
	☒
	6. The change requests include at least one change to the scope of the project. Covers scope changes.
	☒
	7. The change requests include and address at least one quality issue. The scope change request addresses any non-compliance issues (quality) within the project.
	☒


	Checklist – Does each of the two (2) Project Change Requests satisfactorily address each criterion below?
	YES

	8. The change requests include at least one change to the time of the project (either through changes to task duration, changes to task effort, or both).
	☒
	9. The change requests include at least one change to project procurement requiring a change to a contract.
	☒
	10. The change requests include at least one change to project risk, incorporating issues from the risk analysis earlier in this workbook.
	☒
	11. The document is written in a format and language appropriate to the context of project management including:
· Use of the prescribed template
· No grammatical, spelling, typographical errors
· Use of appropriate project management terminologies or industry-specific and appropriate terminologies instead of jargons.
	☒
	12. The document must demonstrate use of at least one (1) formal or at least one (1) informal written mathematical language.
Formal written mathematical language includes but is not limited to project time and budget estimates and variances, risk ratings, various analysis requiring numerical computations. 
Informal written mathematical language includes but is not limited to mathematical language used in everyday activities (e.g. shopping, counting days/months on the calendar, etc.)
They must be represented either through words/paragraphs conveying the numerical information or through numerical formulas showing computations, graphs, charts, tables, etc.
	☒



Project Change Request Template
	Marking guide (Continuation of 2.8 Project Change Requests (2 required))
NOTE: The student must provide at least TWO change requests covering changes to all TEN functions of project management.
Each change request has been correctly filled in as below. An indication the student is proficient at MS Word and understands project scope change methodologies. The student has selected the correct boxes in the document indicating they understand the methods for segmenting and documenting the work of a project.



	Project Name: (Project name must be the same as in the project name field in the preliminary project information table in task 1.1)
Cascade Peak Walkway Project

	Prepared by: Student’s Name (Demonstrates this document is the student’s own work)

	Date: Date of each change request must be the during the implementation stage – Must be between “date implementation stage commenced” and “date closing stage commenced” in part 1.1. 
The first change request must be 4 October and the second change request must be 8 November.

	Type of change:
All nine functions have been selected within the text boxes below between the change requests. E.g. The first change request may have procurement, scope, cost, and risk selected, and the second change request has time, cost, quality, communications, resources and procurement selected. If the student has submitted more than two change requests, this is probably to cover all the functions. So long as each function is represented at least once in between all the change requests, then this is okay.




	
	Integration
	
	Scope
	
	Time

	
	Cost
	
	Quality
	
	Resources

	
	Communications
	
	Risk
	
	Procurement

	Areas impacted:
All nine functions have been selected within the text boxes below between the change requests. E.g. The first change request may have scope, cost, and risk selected, and the second change request has time, cost, quality, communications, resources and procurement selected. If the student has submitted more than two change requests, this is probably to cover all the functions. So long as each function is represented at least once in between all the change requests, then this is okay.

	
	Integration
	
	Scope
	
	Time

	
	Cost
	
	Quality
	
	Resources

	
	Communications
	
	Risk
	
	Procurement

	Changes to Supporting Detail? (explain): 

	Description of Changes being made: 
The description of changes being made in the 2 change request documents include changes to the risks based on the project risk review matrix. Shows the student understands the processes of transferring risk analysis information onto a change request. The listed changes demonstrate the student is able to generate a range of responses to the new and emerging situation requiring the change.
The changes that must occur in the change requests for the simulated pathway include:
Change request 1 (8 of the 10 following must be included in the change request):
· Time - 1-week delay in the arrival of blasting team – impacts time of a number of related tasks.
· Scope - Additional bridge to be added to summit trail between AR1 and boardwalk – impacts cost as it adds an additional $7,200 to the budget for materials but no other changes to time, HR, etc.
· Quality - Addition of quality requirement for the boardwalk to have rails between 1000 and 1100 mm above boardwalk slats, and for the slats to be spaced between 4 and 8 mm apart, with a sample average of 6 spaces being between 5 and 7 mm apart.
· Communication/Integration - Communication of the site supervisor daily reporting to occur at the end of the day before 9:00 the following working day to ensure the project manager keeps up to date with current and emerging issues.
· Time - Marking out of the summit tracks took half the expected time. Impacts time and cost as both have been reduced for those tasks and of phase 1 as a whole. This also changes the duration of a number of tasks in phase 2. 

	· Integration - Project meetings are to be held at the beginning of each month from now on.
· Cost - Cost of bitumen has increased by 10%.
· HR - One landscaper resigned creating a vacancy to be filled.
· Scope - Two more plaques are required for the boardwalk. Impacts cost and procurement but not time.
· Risk - Modify risk register to take into account the increased likelihood of a big storm.
Change request 2 (All 3 of the following must be included in the change request): 
· HR - New landscaper commenced – their details in the HR documentation need to be updated in the project plan.
· Cost - Additional $500 needed for an assistant photographer to assist the main photographer on site. Impacts costs and procurement. No changes to time or staffing.
· Time - Delivery of bitumen and road sealing equipment three days earlier than initially planned. Does not impact on other activities.
The change requests include at least one change to the scope of the project. Covers scope changes.
Risk Issues Prompting Changes: 
Corrective Action:

	The change requests include and address at least one quality issue. The scope change request addresses any non-compliance issues (quality) within the project. 
Risk Issues Prompting Changes: 
Corrective Action: 

	The change requests include at least one change to the time of the project (either through changes to task duration, changes to task effort, or both).

Risk Issues Prompting Changes: 
Corrective Action: 

	The change requests include at least one change to project procurement requiring a change to a contract.
Risk Issues Prompting Changes: 
Corrective Action: 

	The change requests include at least one change to project risk, incorporating issues from the risk analysis earlier in this workbook.
Risk Issues Prompting Changes: 
Corrective Action: 

	6. 
Risk Issues Prompting Changes: 
Corrective Action: 

	7. 
Risk Issues Prompting Changes: 
Corrective Action: 

	8. 
Risk Issues Prompting Changes: 
Corrective Action: 



	Stakeholders being notified: 

	Name/Title: 
The document includes the names of all relevant stakeholders authorised to sign off on the project as listed in the revised project plan handed in as part of this assessment. Demonstrates the student is working under a higher authority. 

Assessor’s name.
	Signature:
The signature must be provided here, OR a separate document must be provided verifying each change request has been approved by the higher project authority.
The return e-mails from your assessor must be included to verify you sent them the change requests for approval.
	Date: 
The date must be the during the implementation stage – Must be between “date implementation stage commenced” and “date closing stage commenced” in task 1.1. 
CR1 – 4 October 2016
CR2 – 8 November 2016

	Name/Title: 
	Signature:
Must be signed for workplace pathway. Otherwise, check for file reportchangeconfirmation1 and reportchangeconfirmation2
	Date: 



	Marking guide (Continuation of 2.8 Project Change Requests (2 required))
Note – The changes from the change requests must be made to the project plan. An update of the project plan is therefore submitted as part of this assessment. All benchmarking regarding the change request changes in the project plan are covered in part 2.10. 



[bookmark: _Toc530314241]2.9 Project Status Reports
	[image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\briefcase_48 - Copy.png][image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\home_48.png]Create two status reports for your project, using the status report template included in your project plan.
Each status report must be created following a change request. Each report must include everything listed in the checklist below.
The completed report needs to be signed off by a higher project authority.



	Mapping: 
BSBPMG521 PC3.1 (p), PC3.2 (p), PC4.2, PE1.0 (p), FS1.0 (p), FS4.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBPMG516 PC1.3 (p), PC2.1 (p), PC2.2 (p), PC2.3 (p)
BSBPMG511 PC3.1 (p), PC3.2 (p), PC3.3, PE3.0 (p), PE4.0 (p)
BSBPMG512 PC2.2 (p), PC2.3, PC2.4 (p), PC2.5 (p), PC3.1 (p), PE3.0 (p)
BSBPMG513 PC1.4 (p), PC2.3 (p), PC2.4 (p)
BSBPMG514 PC2.1 (p), PC2.2 (p), PC2.3 (p), PC2.4 (p), PE4.0 (p)
BSBPMG515 PC3.2, PC3.3 (p), PC3.4 (p)
BSBPMG518 PC1.2 (p), PC4.1 (p), PC4.2 (p), PC4.3 (p)
BSBPMG519 PC2.1 (p), PC3.3 (p), PC3.3 (p)
BSBWOR502 PC4.1 (p), PC4.4 (p)
BSBPMG517 PC4.4 (p)
Marking guide
The checklist below provides the benchmarks for student’s Project Status Reports submission. For a satisfactory performance, student’s submission must meet all checklist items provided.




	Checklist – Does each of the two (2) Project Status Reports satisfactorily address each criterion below?
	YES

	1. Two separate status reports have been completed using the appropriate template.
	☒
	2. The reports are free from typographical, spelling and grammatical errors.
	☒
	3. All changes recorded in the change requests must be reflected in the content of the reports.
	☒
	4. The reports must clearly identify the projects.
	☒
	5. The reports must each report on all nine functions of project management.
	☒
	6. Project scope: At least one scope non-compliance has been included, along with advice on whether it has been solved, or a potential solution offered. Include a mention of the authorisation of scope changes.
	☒
	7. Project schedule: Include a discussion of the progress of the schedule against the project baseline. Include reasons behind time variations and the potential impact of these variations to the project schedule. Where there are variations, include actions to minimise their negative impacts on the schedule.
	☒
	8. Project costs: Include a summary of expenditures and explanations for any variations to the budget along with the methods for monitoring the costs and the approval process for variations.
All summary of expenditures must align with figures in the updated Project Plan.
	☒
	9. Project quality: Include the quality audit covered earlier in this workbook along with the communication and implementation of the audit result to the project team and other stakeholders as relevant along with the coaching and mentoring used. Include issues from your issues register and cover the maintenance of your quality management system.
	☒



	Checklist – Does each of the two (2) Project Status Reports satisfactorily address each criterion below?
	YES

	10. Project communications: Discuss the effectiveness of written correspondence, the reporting process, and the validation of communications information. Discuss the effectiveness of communication between all stakeholders and discuss at least one communication and information management system problem.
	☒
	11. Project HR: Discuss at least one issue where conflict or an HR performance issue has been resolved. Discuss how you utilised positive leadership, the motivation of staff and the conveying of expectations to ensure the project outcomes were met. Discuss staff performance and how you overcame shortfalls. Include how internal and external influences impacted on staff morale, how this will be or was addressed; and the reviewing of stakeholder expectations and the management of intra/inter-project conflicts in terms of resourcing.
	☒
	12. Project risk: Discuss the implementation of agreed risk responses and changing the project plan where needed in response to the changing project objectives.
	☒
	13. Project procurement: Report on at least one contract issue and one logistics issue. Include the negotiation of contracts and the solutions to new and emerging issues.
	☒
	14. Project integration: Discuss any contingency planning, mentioning the change control process (and whether the correct procedure was used). The report includes a forecast indicating the future of the project.
	☒
	15. Issues have been included in the report, including at least one quality issue, communications issue, procurement issue and an integration management issue. In each case, you have nominated a specific person to address it.
	☒
	16. All relevant stakeholders are listed on the distribution list for the report.
	☒



	Checklist – Does each of the two (2) Project Status Reports satisfactorily address each criterion below?
	YES

	17. At least one stakeholder has signed off that they have received each report. 
Workplace pathway: This may either be through a signature on the report itself and/or through a separate document (e-mail, etc.) providing evidence they have received and approved of the reports.
Simulated pathway: Students completing the simulated project must send change request 1 and report 1 to reportchange1@yourdomain.com.au, then send change request 2 and report 2 and the updated project plan to reportchange2@yourdomain.com.au and submit the return e-mails as part of your assessment.
Note: The first status report should be sent together with your first change request (see part 2.8) for approval. The second status report should be sent with the second change request and the updated project plan (see parts 2.8 and 2.10).
Save the return e-mails as reportchangeconfimration1 and reportchangeconformation2.
	☒
	18. Each report is accompanied by a project Gantt chart that shows the report date being the project Gantt chart, and the Gantt chart shows the project baseline and actual (or predicted) status of each task to date.
	☒
	19. The report has been dated. The date must be not later than the end date of the project baseline.
	☒
	20. The document must demonstrate use of at least one (1) formal or at least one (1) informal written mathematical language.
Formal written mathematical language includes but is not limited to project time and budget estimates and variances, risk ratings, various analysis requiring numerical computations. 
Informal written mathematical language includes but is not limited to the mathematical language used in everyday activities (e.g. shopping, counting days/months on the calendar, etc.)
	☒
	They must be represented either through words/paragraphs conveying the numerical information or through numerical formulas showing computations, graphs, charts, tables, etc.
	




Project Change Request Template
	Marking guide (Continuation of 2.9 Project Status Reports (2 Required))
· The reports (2 REQUIRED) have been well written indicating the student has the literacy skills to write reports to the target audience of stakeholders. Indicates the requirement of having good writing and literacy skills to produce reports to key stakeholders.
· The changes from the change requests must be reflected in the reports. Ideally, each report should link back to a different change request, but this isn’t essential. Provided each report takes into account the change requests that have been approved before the date of the report and after the date of the previous report.
· All issues discussed in the status report have been listed in the issues register of the updated project plan (covered in next section).



	Project Name: (Project name must be the same as in the project name field in the preliminary project information table in task 1.1)
Cascade Peak Walkway Project

	Prepared by: Student’s Name (Demonstrates this document is the student’s own work)

	Date: Date must be the during the implementation stage – Must be between “date implementation stage commenced” and “date closing stage commenced” in task 1.1. Demonstrates the student’s understanding of the project life cycle.
First report – 4 October 2016. Second report 8 November 2016.

	Status of Project Relative to Project Objectives:

	Scope (On scope? If off the scope, how serious?): 
· The status of the scope has been noted. As per requirement to report on project scope.
· At least one scope non-compliance has been included, along with advice on whether it has been solved, or a potential solution offered.
· The statement includes a brief assessment of the effectiveness of scope management procedures.
· Includes a mention of the authorisation of scope changes.

Report 1: 
· Minor changes to scope including an additional bridge to be added to summit trail between AR1 and the boardwalk at the cost of $7,200. Two new plaques need to be built for the boardwalk.
Report 2:
· No change.

	Schedule (On schedule? Ahead or behind by how much, etc.): 
· The status of the schedule has been noted, including any variances between actual and planned progress. 
· The project baseline is mentioned, along with any variations.
· Reasons behind time variations are included.
· Each report is accompanied by a project Gantt chart that shows the report date being the project Gantt chart, and the Gantt chart shows the project baseline and actual (or predicted) status of each task to date. An example of such a Gantt chart is provided from the following link:

Gantt Chart

Report 1:
· The blasting team will be one week late. This will impact on a number of other tasks, but all providers have been able to adjust their schedules without any negative impact.
· Marking of the summit tracks took half the scheduled time. This allowed phase 1 of the project to complete early and phase 2 to commence early. This does not change the overall duration of the project.
Report 2:
· Bitumen and road sealing equipment for the car park will be arriving three days early. This will not impact on any other part of the project.

	Cost (On budget? Under or over by how much, etc.): 
· The status of the project costs has been noted.
· The method for monitoring the costs (including software used) is included.
· Variations to the budget have been explained, along with the approval process for variation. 

Report 1:
· Additional $7,200 cost for a new bridge to be added to summit trail between the boardwalk and AR1.
· Costs of phase 1 have been reduced due to less than the expected duration of marking out the summit trail. These costs will most likely be absorbed into phase 2 as that is longer now, and any leftover will go into contingency funds.
· Bitumen has increased in cost by 10%, adding to the cost of the project.
Report 2:
· Additional $500 needed for the assistant photographer on site shoot towards the end of the project.

	Quality: 
· The status of the project quality has been noted, including at least one quality issue. 
· Include the ongoing implementation of continuous improvement processes.
· Include the quality audit covered earlier in this workbook.
· Include the communication and implementation of the audit result to the project team and relevant stakeholders. Include the coaching and mentoring skills used.
· Cover the maintenance of your quality management system. 

Report 1:
· Addition of quality requirement for the boardwalk to have rails between 1000 and 1100 mm above boardwalk slats, and for the slats to be spaced between 4 and 8 mm apart, with a sample average of 6 spaces being between 5 and 7 mm apart.
· Site supervisors are not doing their daily reporting within the required timeframes. They have been advised to provide them in a more timely manner.
Report 2:
· No changes in quality requirements.

	Communications: 
· The status of the project communications has been noted, with at least one issue raised.
· Describe the effectiveness of written correspondence.
· Include the reporting processes.
· Cover the full range of communication used as per the communication tools in the project plan.
· Cover the validation of communications information, particularly of the quality of the information.
· Cover the effectiveness of communication between all stakeholders.
· Identify at least one communication and information management system problem. 
Report 1:
· Site supervisors not doing their daily reporting within the required timeframes. They have been advised to provide them in a more timely manner.
Report 2:
· Communications issues resolved.

	HR: 
· The status of the project HR has been noted, including at least one issue where conflict or an HR performance issue has been resolved. 
· Cover the use of management through positive leadership, the motivation of staff, the conveying of expectations and ensuring outcomes were met.
· The measuring and results of individuals’ performance against agreed criteria. 
· Actions you used to overcome shortfalls in performance.
· The continuous improvement of staff and the actions taken to improve staff and overall project effectiveness.
· How internal and external influences impacted on staff morale.
· Reviewing of stakeholder expectations.
· Management of intra/inter-project conflicts in terms of resourcing. 
Report 1:
· One landscaper is leaving the project, but this will not impact on the schedule provided the project manager can find a replacement within three weeks.
Report 2:
· The new landscaper has commenced

	Risk: 
· Evidence of implementing agreed risk responses and changing the project plan where needed in response to changing project objectives. 
Report 1:
· Risk review conducted.
· Additional risk due to an increased probability of severe storm activity in the near future.
Report 2:
· No changes to risk plan.

	Procurement: 
· The status of the project procurement has been noted, including the reporting of at least one contract issue.
· The report includes the negotiation of contracts and solutions to new and emerging issues.
· At least one logistics issue is discussed in the report. 

Report 1:
· Timber construction contractor needs contract modified to take into account the additional $7,200 to build an additional bridge.
· Timber construction company performing well, but concerns over the spacing of some slats being a little too short.
· Signwriting contractor required to create two additional plaques. Contract to be modified to take into account the additional scope and cost. This will not change the timeframes of their work.
Report 2:
· Variation in photographer’s contract due to need for an assistant photographer at $500 to assist with carrying equipment and setting up shots.


	Progress Report: (what is completed, what is in the process, key changes made, when and why, etc.?)
· The progress report field has been filled in with a brief overview of the overall status.
· This section includes any contingency planning undertaken, mentioning the change control process and mentioning the correct procedure being used. 

Report 1:
· This must report all completed tasks up to the end of September 2016 and the status of tasks in progress at the beginning of October 2016.
Report 2:
· This must report all completed tasks up to the end of October 2016 and the status of tasks in progress at the beginning of November 2016.


	Forecasting: (estimate of future project status and progress)
· The forecasting field indicates the future of the project, including expected progress and upcoming milestones.
· Contingency plans and how you will manage them are covered. 

Report 1:
· This must provide estimates of tasks from October to December with a view of the project completing ready for the launch on 1 January 2017.
Report 2:
· This must provide estimates of tasks from November and December with a view of the project completing ready for the launch on 1 January 2017.


	Other issues or comments: 
     


	Issue:
	Who Will Address:

	At least one quality issue has been recorded. 

One (at least) of the following required:
· Some slats being too small.
· Communications from the site supervisors to project manager too slow.

	For each issue, a specific person has been nominated to address it. 


	At least one communications issue has been raised. 
One of the following required:
· Some slats being too small.
· Communications from the site supervisors to project manager too slow.

	

	At least one procurement/contract management issue has been raised.
At least one of the following required:
· Timber construction contractor needs contract modified to take into account the additional $7,200 to build an additional bridge.
· Timber Construction Company is performing well, but concerns over the spacing of some slats being a little too short.
· Signwriting contractor required to create two additional plaques. Contract to be modified to take into account the additional scope and cost. This will not change the timeframes of their work.
· Variation in photographer’s contract due to need for an assistant photographer at $500 to assist with carrying equipment and setting up shots.
	

	At least one integration management issue has been raised.
Project meetings need to be held monthly.
	

	Project Report Submitted to:

	Name: 
· The document includes the names of all relevant stakeholders authorised to sign off on the project as listed in the project charter (task 1.2). Demonstrates the student is working under a higher authority.
· This report must either be signed or be accompanied by additional documents (e.g. e-mails) that show the report has been received.
The e-mail provided by your assessor.
	Title: 
	Date: Date must be the during the implementation stage – Must be between “date implementation stage commenced” and “date closing stage commenced” in task 1.1. 
Report 1: 
4 October 2016
Report 2: 
8 November 2016




	Marking guide (Continuation of 2.9 Project Status Reports (2 Required))
The report must show evidence of being received and approved. This may either be through a signature on the report itself or through a separate document (e.g. e-mail) from the higher project authority acknowledging receipt of the report.
Students completing the simulated project must provide evidence of return e-mails from the assessor to demonstrate they have distributed the reports AND the change requests. Two return e-mails are required (one for report/change request 1, and the other for report/change request 2 and the updated project plan). 
REPORTCHANGECONFIRMATION1 RESPONSE E-MAIL – This is the automated response to the e-mail sent to reportchange1@yourdomain.com.au. This e-mail contains no attachments.
	Hi.
Thanks for sending through the first report and change request 1. I’ll have a look at these tomorrow afternoon.

Best regards.
Shaar Azad
Business Manager
Awesome Landscapes.


REPORTCHANGECONFIRMATION2 RESPONSE E-MAIL – This is the automated response to the e-mail sent to reportchange2@yourdomain.com.au. This e-mail contains no attachments.
	Hi.
Thanks for sending through the updated project plan, the second report and change request 2. I’ll have a look at these tomorrow morning.
Thanks.
Shaar Azad
Business Manager
Awesome Landscapes.








[bookmark: _Toc530314242]2.10 Updated Project Plan
	[image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\briefcase_48 - Copy.png][image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\home_48.png]Now you have completed your project, update the Project Plan you submitted in Workbook 6.
The project plan must meet the criteria below:
· Be based on the original project plan.
· All aspects of the change requests and status reports have been included, including:
· All changes (including deletions) 
· All changes listed in the change requests 
· Both (and any additional) change requests
· Updated change register
· Status reports
The completed project plan needs to be signed off by a higher project authority.



	Mapping: 
BSBPMG521 PC3.2 (p), PC4.1 (p), PC4.4 (p), PC4.5, PE1.0 (p), PE3.0 (p), FS1.0 (p), FS2.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBPMG516 PC1.3 (p), PC2.1 (p), PC2.2 (p), PC4.1 (p)
BSBPMG511 PE4.0 (p)
BSBPMG512 PC2.2 (p), PC2.3 (p)
BSBPMG514 PC2.1 (p), PC2.4 (p), PE4.0 (p)
BSBPMG518 PC1.2 (p)
BSBPMG517 PC3.4 (p), PC4.3 (p), PC4.4 (p)
Marking guide
The checklist below provides the benchmarks for student’s Updated Project Plan submission. For a satisfactory performance, student’s submission must meet all checklist items provided.




	Checklist – Does the Updated Project Plan satisfactorily address each criterion below?
Note these sections and appendices do not have to appear in the order provided below, especially if you are following your organisation’s requirements for creating a project plan. However, all the following MUST be included.
	YES

	General

	1. The colour coding of change requests in the document body and footer must be as per the change control process in the project plan.
	☒
	2. Changes you have made to the project plan must be free of spelling or grammatical errors.
	☒
	3. Any new tables, Gantt charts, graphs, quotations, and other external documentation should appear in the appendices of the project plan.
	☒
	4. All new and modified appendices must be clearly referenced from the body of the project plan.
	☒
	Summary/Distribution/Signoff 

	5. Distribution list (list of stakeholders who require a copy of the amended project plan)
	☒
	6. Version control table (with initial release and at least one new version listed listing all change requests)
	☒
	7. The key objectives of the project.
	☒
	8. Recommendation being presented for approval to commence (may be either in the front or back of the project plan).
	☒
	9. Record of the decision (approval) of the project to commence.
	☒



	Checklist – Does the Updated Project Plan satisfactorily address each criterion below?
Note these sections and appendices do not have to appear in the order provided below, especially if you are following your organisation’s requirements for creating a project plan. However, all the following MUST be included.
	YES

	10. The sign off must be completed by your supervisor or client. This may either be through a signature on the project plan or through some other documentation (e.g. e-mail) demonstrating evidence of the approval of the updated project plan. Students completing the simulated project must add the signature of the appropriate higher project authorities and provide the report to their assessor for approval. The assessor will return an approval e-mail which you must submit with this assessment.
Workplace pathway: Signed by your supervisor or client, or separate document advising approval of the project plan by your supervisor or client.
Simulated pathway: Included as part of reportchangeconformation2 in the previous activity.
Note: The draft project plan should be sent together with your second change request and your second progress report (see parts 2.8 and 2.9).
	☒
	Body of the Project Plan 

	11. Relevant parts of the body of the project plan have been updated to take into account all changes in the change requests.
	☒
	12. All changes have been coloured and marked up as per the change control process.
	☒
	Appendices 

	13. Relevant appendices have been updated to take into account all changes in the change requests.
	☒
	14. All changes to the appendices have been coloured and marked up as per change control process.
	☒
	15. The project Gantt chart shows the project commencement baseline and the current progress of tasks. 
	☒
	Checklist – Does the Updated Project Plan satisfactorily address each criterion below?
Note these sections and appendices do not have to appear in the order provided below, especially if you are following your organisation’s requirements for creating a project plan. However, all the following MUST be included.
	YES

	16. Project S curve shows both the baseline S curve and the S curve reflecting the current status and cost predictions of the project.
	☒
	17. Issues register has been filled in to contain the same information as in the issues register in this workbook.
	☒
	18. Change register must list all approved change requests (at least two).
	☒
	19. All approved change requests (at least two) must be included in the project plan.
	☒
	20. All progress reports must be included in the project plan.
	☒
	21. The document is written in a format and language appropriate to the context of project management including:
· Use of the prescribed template.
· No grammatical, spelling, typographical errors
· Use of appropriate project management terminologies or industry-specific and appropriate terminologies instead of jargons
	☒


	Assessor’s Checklist – Does the Updated Project Plan satisfactorily address each criterion below?
Note these sections and appendices do not have to appear in the order provided below, especially if you are following your organisation’s requirements for creating a project plan. However, all the following MUST be included.
	YES

	General

	1. The footer of the project plan pages includes the key to each of the change requests, showing a different colour of highlighting for each change request as per the change control process in the project plan.
Two (2) change requests will be represented here.
	☒
	Assessor’s Checklist – Does the Updated Project Plan satisfactorily address each criterion below?
Note these sections and appendices do not have to appear in the order provided below, especially if you are following your organisation’s requirements for creating a project plan. However, all the following MUST be included.
	YES

	2. The changes for each change request have been highlighted in the correct colours as per the change control process in the project plan.
	☒
	3. Information no longer relevant to the project plan appears and crossed out and highlighted text as per the change control process in the project plan.
	☒
	4. Distribution list – Check this has been updated as per any changes listed in the change requests (check integration and communication changes in change requests for any changes that should have happened here).
Not updated.
	☒
	Summary/Distribution/Sign off

	5. Version control table – This MUST be updated with at least one new version. Each version change must highlight the approved change requests incorporated into the project plan. All approved change requests must be accounted for in this list.
Must be version 3.
	☒
	6. Project registration details (check integration changes in change requests for any changes that should have happened here).
No change
	☒
	7. Project rationale providing a summary of the history and justification for the project (check integration changes in change requests for any changes that should have happened here). 
No change
	☒
	8. The organisational driver or context of the project (check integration changes in change requests for any changes that should have happened here). 
No change
	☒
	Assessor’s Checklist – Does the Updated Project Plan satisfactorily address each criterion below?
Note these sections and appendices do not have to appear in the order provided below, especially if you are following your organisation’s requirements for creating a project plan. However, all the following MUST be included.
	YES

	9. The key objectives of the project (check integration and scope changes in change requests for any changes that should have happened here).
No change
	☒
	10. The identified benefits of the project (check integration and scope changes in change requests for any changes that should have happened here). 
No change
	☒
	Body of the Project Plan

	1. The impacts the project has on business activity, organisational capability and/or processes. (Check integration, scope and communication changes in change requests for any changes that should have happened here). 
No change
	☒
	2. Recommendation being presented for approval to commence (may be either in the front or back of the project plan).
	☒
	Appendices

	3. Record of the decision (approval) of the project to commence.
	☒
	4. Sign off by your supervisor or client as either a signature in the project plan or as a separate document (e-mail, etc.) showing the higher project authority has signed off on the updated project plan. 
	☒
	5. Integration management plan. (Check integration changes in change requests for any changes that should have happened here). 
No change apart from team meetings to occur on a monthly basis at the beginning of each month.
	☒
	6. Scope management plan. (Check integration and scope changes in change requests for any changes that should have happened here). 
No change
	☒
	Assessor’s Checklist – Does the Updated Project Plan satisfactorily address each criterion below?
Note these sections and appendices do not have to appear in the order provided below, especially if you are following your organisation’s requirements for creating a project plan. However, all the following MUST be included.
	YES

	7. Time management plan. (Check integration and time changes in change requests for any changes that should have happened here). 
Overall project schedule has not changed
	☒
	8. Cost management plan. (Check integration and cost changes in change requests for any changes that should have happened here). 
The figures in the costing table will have changed
Figures reported here must align with the expenditures reported by student in his/her status report submissions.
	☒
	1. Quality management plan. (Check integration and quality changes in change requests for any changes that should have happened here). 
No change in overall quality procedures
	☒
	2. Human resource management plan. (Check integration and HR changes in change requests for any changes that should have happened here). 
No change in overall plan
	☒
	3. Communications management plan. (Check integration and communication changes in change requests for any changes that should have happened here). 
Requirement for site supervisors to report daily before 9:00 AM the following day
	☒
	4. Risk management plan. (Check integration and risk changes in change requests for any changes that should have happened here). 
No change
	☒
	5. Procurement management plan. (Check integration and procurement changes in change requests for any changes that should have happened here). 
No change apart from variations to existing contracts
	☒
	Assessor’s Checklist – Does the Updated Project Plan satisfactorily address each criterion below?
Note these sections and appendices do not have to appear in the order provided below, especially if you are following your organisation’s requirements for creating a project plan. However, all the following MUST be included.
	YES

	6. WBS (check scope changes in change requests for any changes that should have happened here). 
No change
	☒
	7. Gantt Chart (check WBS and changes in change requests for any changes that should have happened here). The Gantt chart must show a baseline, and the timelines must accurately reflect the new effort and duration of tasks, and the task dependency worksheet. 
Changes to schedules as a result of the marking of the summit trail taking half the planned duration, the blast team arriving a week late, delivery of bitumen and road surfacing equipment arriving three days earlier. The first two of these will have adjusted the schedule substantially. The Gantt chart should look like that in the following link: Gantt Chart
	☒
	8. Project interfaces worksheet (check integration changes in change requests for any changes that should have happened here). 
No change
	☒
	9. Effort and duration of tasks (check time changes in change requests for any changes that should have happened here). Must reflect information in modified Gantt chart. 
Changes to durations of marking of summit trail only – no other changes
	☒
	10. Task dependency worksheet (check time and scope changes in change requests for any changes that should have happened here). Must reflect task dependencies in modified Gantt chart. 
No changes
	☒
	11. Summary costing per phase (check time, cost HR and procurement changes in change requests for any changes that should have happened here). Must show same phases/stages as those on Gantt chart and information must be consistent with the detailed costing per task spreadsheet. 
Changes to each stage
	☒




	Assessor’s Checklist – Does the Updated Project Plan satisfactorily address each criterion below?
Note these sections and appendices do not have to appear in the order provided below, especially if you are following your organisation’s requirements for creating a project plan. However, all the following MUST be included.
	YES

	12. The document is written in a format and language appropriate to the context of project management including:
· Use of the prescribed template.
· No grammatical, spelling, typographical errors
· Use of appropriate project management terminologies or industry-specific and appropriate terminologies instead of jargons
	☒



[bookmark: _Toc530314243]WORKBOOK CHECKLIST
	When you have completed assessing the assessment workbook, review the candidate’s submission against the checklist below:
· The candidate has completed all the assessments in the workbook and has submitted all of the required evidence:
· Project Assessment
· 1. Project Implementation Stage
· 1.1 Updated Preliminary Project Information
· 1.2 Personal Development Plan
· 1.3 The Project Team
· 1.3.1 Encourage, Value, and Reward Team
· 1.3.2 Facilitate Communication
· 1.3.3 Team Communication Log
· 1.3.4 Reflective Journal
· 1.4 Distribution of Quality Requirements
· 2. Project Monitoring Stage
· 2.1 Quality Audit
· 2.2 Communication of Procurement Requirements
· 2.3 Performance Review
· 2.4 Training Needs Analysis
· 2.5 Conflict Resolution
· 2.6 Issues Register
· 2.6.1 Issues Register Template
· 2.6.2 Issues Register Reflective Journal
· 2.7 Project Risk Review Matrix
· 2.8 Project Change Requests
· 2.9 Project Status Reports
· 2.10 Updated Project Plan

	· The candidate has submitted all of the following evidence:
· This completed workbook
· Cover Sheet (Assessment Workbook Cover Sheet signed and scanned)
· The updated personal development plan (task 1.2)
· Personal Development Reflective Journal (task 1.2)
· 1.3 Part 1 Meeting Minutes 
· 1.3 Part 1 Third Party Report
· 1.3 Part 2 Third Party Report
· Issue Communication Log (task 1.3)
· The team communication log (task 1.3)
· Team Effectiveness Reflective Journal (task 1.3)
· Responses from contractors – qualityrequirements1 and qualityrequirements2 (task 1.4)
· Quality audit document (auditreport) either signed or accompanied with confirmation e-mail auditconfirmation (task 2.1).
· 2.2 Third Party Report (task 2.2)
· updated Individual Performance Plans (task 2.3)
· KPI Performance Review Templates (task 2.3)
· 2.3 Third Party Reports
· Completed training needs analysis (task 2.4).
· Communication of conflict resolution teamconflict (task 2.5).
· Issues Register (task 2.6)
· Issues Register Reflective Journal (task 2.6)
· Change requests (at least two) (task 2.8).
· Status reports (at least two). Each status report must be accompanied by a Gantt chart showing the date of the report, showing the project baseline, and actual/predicted status of each task. (task 2.9).
· Updated project plan incorporating the change requests and status reports (task 2.10).
· If the change requests, reports and updated project plan don’t have physical signatures, confirmation e-mails reportchangeconfirmation1 and reportchangeconfirmation2 must be supplied.
· Any attachments associated with the project plan not already included as an appendix (task 1.5). 

	IMPORTANT REMINDER
Candidates must achieve a satisfactory result to ALL assessment tasks to be awarded COMPETENT for the units relevant to this cluster.
To award the candidate competent in the units relevant to this subject, the candidate must successfully complete all the requirements listed above according to the prescribed benchmarks.




[bookmark: _Toc495220507][bookmark: _Toc500500835][bookmark: _Toc506544913][bookmark: _Toc530314244]Overall Marking Form (For the Assessor’s Use Only)
To the Assessor: Complete the Marking Form provided on the next page to record the assessment outcomes of the candidate. To complete the form:
· Provide all the required details in the Assessment Details Section
· For each unit of competency, 
· Tick S (Satisfactory), if the candidate has completed the assessment item according to the marking guide and prescribed benchmark answers.
· Tick NYS (Not Yet Satisfactory), if the candidate has not completed the assessment item according to the marking guide and prescribed benchmark answers.
· Review and confirm that all evidence submissions from the candidate meet the Rules of Evidence. Tick S if satisfactory; otherwise, tick NYS if not yet satisfactory.
· Check all signatures provided by the candidate in their evidence submissions. Confirm if these match the signature the candidate provided to the Training Provider.
· Record all third-party personnel you contacted and provide the other required information.
· In the ‘Overall Result for this Workbook’ section of the form, tick S (Satisfactory), if the candidate has met all requirements in this form and all assessment items have been completed to a satisfactory level, otherwise, tick NYS (Not yet satisfactory).
· Provide other comments and feedback on the candidate’s performance, as necessary.
· Complete the Assessor’s Declaration by filling in your details, date signed, and affixing your signature.


	OVERALL MARKING RESULT FORM (For the Assessor’s Use Only)



	Assessment Details

	Candidate’s Name:
	     

	RTO Name
	     

	RTO Contact Number
	     

	RTO Email Address
	     

	Assessor’s Name:
	     

	Course
	BSB51415 Diploma of Project Management

	Subject
	Practical: Implementation and Monitoring

	Unit(s) of Competency
	· BSBPMG521	Manage Project Integration
· BSBPMG516	Manage Project Information and Communication
· BSBPMG511	Manage Project Scope
· BSBPMG512 Manage Project Time
· BSBPMG513	Manage Project Quality
· BSBPMG514	Manage Project Cost
· BSBPMG515	Manage Project Human Resources
· BSBPMG518	Manage Project Procurement
· BSBPMG519	Manage Project Stakeholder Engagement
· BSBWOR501	Manage Personal Work Priorities and Professional Development
· BSBWOR502	Lead and Manage Team Effectiveness
· BSBPMG517 Manage Project Risk





	BSBPMG521 Manage Project Integration

	Practical Assessment 

	Project Assessment
	S
	NYS

	1. Project Implementation Stage
	
	

	1.3 The Project Team
	
	

	1.3.3 Team Communication Log
	
	

	1.4 Distribution of Quality Requirements
	
	

	2. Project Monitoring Stage
	
	

	2.1 Quality Audit
	
	

	2.2 Communication of Procurement Requirements
	
	

	2.3 Performance Review
	
	

	2.5 Conflict Resolution
	
	

	2.6 Issues Register
	
	

	2.6.1 Issues Register Template
	
	

	2.7 Project Risk Review Matrix
	
	

	2.8 Project Change Requests
	
	

	2.9 Project Status Reports
	
	

	2.10 Updated Project Plan
	
	





	BSBPMG516 Manage Project Information and Communication

	Practical Assessment 

	Project Assessment
	S
	NYS

	1. Project Implementation Stage
	
	

	1.3 The Project Team
	
	

	1.3.3 Team Communication Log
	
	

	1.4 Distribution of Quality Requirements
	
	

	2. Project Monitoring Stage
	
	

	2.5 Conflict Resolution
	
	

	2.6 Issues Register
	
	

	2.6.1 Issues Register Template
	
	

	2.7 Project Risk Review Matrix
	
	

	2.8 Project Change Requests
	
	

	2.9 Project Status Reports
	
	

	2.10 Updated Project Plan
	
	



	BSBPMG511 Manage Project Scope

	Practical Assessment 

	Project Assessment
	S
	NYS

	2. Project Monitoring Stage
	
	

	2.6 Issues Register
	
	

	2.6.1 Issues Register Template
	
	

	2.8 Project Change Requests
	
	

	2.9 Project Status Reports
	
	

	2.10 Updated Project Plan
	
	





	BSBPMG512 Manage Project Time

	Practical Assessment 

	Project Assessment
	S
	NYS

	2. Project Monitoring Stage
	
	

	2.1 Quality Audit
	
	

	2.6 Issues Register
	
	

	2.8 Project Change Requests
	
	

	2.9 Project Status Reports
	
	

	2.10 Updated Project Plan
	
	



	BSBPMG514 Manage Project Cost

	Practical Assessment 

	Project Assessment
	S
	NYS

	2. Project Monitoring Stage
	
	

	2.1 Quality Audit
	
	

	2.6 Issues Register
	
	

	2.6.1 Issues Register Template
	
	

	2.9 Project Status Reports
	
	

	2.10 Updated Project Plan
	
	



	BSBPMG513 Manage Project Quality

	Practical Assessment 

	Project Assessment
	S
	NYS

	1. Project Implementation Stage
	
	

	1.4 Distribution of Quality Requirements
	
	

	2. Project Monitoring Stage
	
	

	2.1 Quality Audit
	
	

	BSBPMG513 Manage Project Quality

	Practical Assessment 

	Project Assessment
	S
	NYS

	2.3 Performance Review
	
	

	2.6 Issues Register
	
	

	2.6.1 Issues Register Template
	
	

	2.9 Project Status Reports
	
	



	BSBPG515 Manage Project Human Resources

	Practical Assessment 

	Project Assessment
	S
	NYS

	1. Project Implementation Stage
	
	

	1.3 The Project Team
	
	

	1.3.3 Team Communication Log
	
	

	2. Project Monitoring Stage
	
	

	2.3 Performance Review
	
	

	2.4 Training Needs Analysis
	
	

	2.5 Conflict Resolution
	
	

	2.6 Issues Register
	
	

	2.6.1 Issues Register Template
	
	

	2.9 Project Status Reports
	
	



	BSBPMG518 Manage Project Procurement

	Practical Assessment 

	Project Assessment
	S
	NYS

	1. Project Implementation Stage
	
	

	1.3 The Project Team
	
	

	BSBPMG518 Manage Project Procurement

	Practical Assessment 

	Project Assessment
	S
	NYS

	1.3.3 Team Communication Log
	
	

	1.4 Distribution of Quality Requirements
	
	

	2. Project Monitoring Stage
	
	

	2.1 Quality Audit
	
	

	2.2 Communication of Procurement Requirements
	
	

	2.6 Issues Register
	
	

	2.6.1 Issues Register Template
	
	

	2.8 Project Change Requests
	
	

	2.9 Project Status Reports
	
	

	2.10 Updated Project Plan
	
	



	BSBPMG519 Manage Project Stakeholder Engagement

	Practical Assessment 

	Project Assessment
	S
	NYS

	1. Project Implementation Stage
	
	

	1.3 The Project Team
	
	

	1.3.3 Team Communication Log
	
	

	1.4 Distribution of Quality Requirements
	
	

	2. Project Monitoring Stage
	
	

	2.1 Quality Audit
	
	

	2.3 Performance Review
	
	

	2.4 Training Needs Analysis
	
	

	2.8 Project Change Requests
	
	




	BSBPMG519 Manage Project Stakeholder Engagement

	Practical Assessment 

	Project Assessment
	S
	NYS

	2.9 Project Status Reports
	
	



	BSBWOR501 Manage Personal Work Priorities and Professional Development

	Practical Assessment 

	Project Assessment
	S
	NYS

	1. Project Implementation Stage
	
	

	1.2 Personal Development Plan
	
	

	1.3 The Project Team
	
	

	1.3.3 Team Communication Log
	
	

	1.3.4 Reflective Journal
	
	



	BSBWOR502 Lead and Manage Team Effectiveness

	Practical Assessment 

	Project Assessment
	S
	NYS

	1. Project Implementation Stage
	
	

	1.2 Personal Development Plan
	
	

	1.3 The Project Team
	
	

	1.3.1 Encourage, Value, and Reward Team
	
	

	1.3.2 Facilitate Communication
	
	

	1.3.3 Team Communication Log
	
	

	1.3.4 Reflective Journal
	
	

	2. Project Monitoring Stage
	
	

	2.2 Communication of Procurement Requirements
	
	

	2.3 Performance Review
	
	

	BSBWOR502 Lead and Manage Team Effectiveness

	Practical Assessment 

	Project Assessment
	S
	NYS

	2.4 Training Needs Analysis
	
	

	2.6 Issues Register
	
	

	2.6.1 Issues Register Template
	
	

	2.6.2 Issues Register Reflective Journal
	
	

	2.9 Project Status Reports
	
	



	BSBPMG517 Manage Project Risk

	Practical Assessment 

	Project Assessment
	S
	NYS

	1. Project Implementation Stage
	
	

	1.3 The Project Team
	
	

	1.3.3 Team Communication Log
	
	

	1.3.4 Reflective Journal
	
	

	2. Project Monitoring Stage
	
	

	2.7 Project Risk Review Matrix
	
	

	2.8 Project Change Requests
	
	

	2.9 Project Status Reports
	
	

	2.10 Updated Project Plan
	
	



	Rules of Evidence
	S
	NYS

	All knowledge and skills evidence submissions are valid
	
	

	All knowledge and skills evidence submissions are authentic
	
	

	All knowledge and skills evidence submissions are sufficient
	
	

	All knowledge and skills evidence submissions are current
	
	

	Signature Authentication Checklist
This checklist will guide you in authenticating the signatures provided by the candidate in their assessment workbook and evidence submissions.
Read each checklist item and tick YES only if you confirm that the item is a true and accurate reflection of the signature authentication you have conducted.

	Checklist Item
	Check if completed

	I have checked the signature provided by the candidate in the Assessment Workbook Cover Sheet against the signature they provided to the Training Provider.
	

	I confirm the signature provided by the candidate in the Assessment Workbook Cover Sheet matches the signature they provided to the Training Provider.
	

	I confirm ALL signatures provided by the candidate in their evidence submissions match with the signature they provided to the Training Provider.
	



	Third-Party Verification Log
Instructions for the Assessor:
You are required to contact all third-party personnel involved in the candidate’s assessment to verify the candidate’s performance and evidence submissions and to confirm with them whether the candidate’s evidence submissions are true and accurate.
Complete this Third-Party Verification Log to document your completion of this process. In completing this log, provide all of the following required information for each third-party personnel:
· Name of third-party personnel contacted
· Role in the candidate’s assessment (e.g. workplace supervisor, observer, or learner)
· Contact details (phone number or email address)
· Date contacted
You must also confirm that the third-party personnel have verified the candidate’s evidence submissions are true and accurate.




	Name of Third-party Contacted
	Role in the Candidate’s Assessment
	Contact Details (Phone number or email address)
	Date contacted
	Third-Party verifies evidence submissions of the candidate are true and accurate?

	     
	     
	     
	     
	Yes ☐  No ☐
Assessor’s notes:
     

	     
	     
	     
	     
	Yes ☐  No ☐
Assessor’s notes:
     

	     
	     
	     
	     
	Yes ☐  No ☐
Assessor’s notes:
     



	Overall Result for this Workbook
	S
	NYS

	Overall Result
	☐	☐


	Assessor’s Comments/Feedback

	     




	Assessor’s Declaration
I declare that the results recorded in this Assessment Cluster Final Result Record are a true and accurate record of the candidate’s results for each task.

	Assessor’s Name      
	Assessor’s Signature
     

	Date      
	



End of Marking Form (For the Assessor’s Use Only)

End of Document
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