	[bookmark: _GoBack]Participant name
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	Click here to enter a date.


Students must complete assigned tasks for this unit.

	Instructions to Teacher:
• Time allowed:= as scheduled in class roll
• Assessment conditions: Under supervision. Open book (i.e. References permitted for any part of the assessment)
• Assessment should be conducted in class session and at the Workplace.  Students are to undertake all parts of   assessment.
• Issue documentary resources for task e.g. worksheet / job card / plans / specifications
• Students are entitled to two attempts at each part of assessment. A student will only be retested in those parts of the assessment of which a satisfactory result was not demonstrated in the first attempt.


	
Instructions to Student
You are required to:
•   Complete task within the time allowed: =  as scheduled in class roll
•   Use safe work practices, including use of PPE, throughout the task

General Instruction:
Demonstrate completion of the application of a quality management systems that safely, effectively and efficiently meets all of the required outcomes on more than one (1) occasion including:
· Provides encouragement and support to team members
· Participates in decision making processes
· Clearly and concisely communicates information
· Monitor systems and technology, recommends and documents areas of improvement
· Document work performance
· Manages, processes and maintains written records and reports

Your assessor will ensure that all requirements to perform this demonstration are provided. If you do not have the appropriate requirements the assessment cannot be undertaken.

Candidates are required to demonstrate their knowledge and skills by:

Task 1 - Assessment 1: Implement quality processes
Task 2 - Assessment 2: Make recommendations based on performance that has been monitored and reported on
Task 3 - Assessment 3: Consolidate opportunities for further development

Pre-requisite Unit

There are no pre-requisite units required.


	FOR TRADES 
Materials and Equipment: Relevant Legislative requirements, appropriate Australian Standards, applicable Manufacturer's Technical Data, adequate and appropriate Organisation's Risk Assessment and Safe Systems of Work, PPE, paperwork requirements and all the appropriate tools and test equipment.




Job Instructions: 
Practical Assessment – Apply a quality management system on site – Direct observation

Your task is to apply quality management system on site. If you identify any safety issues during your assessment, please be sure to provide your supervisor or assessor with the information. You should ensure you also provide them with a written version of the safety issue.

Whilst on site please ensure you follow all organisational requirements for safety including appropriate wearing of personal protective equipment. 

Speak to your facilitator/assessor if you have any questions or concerns.

Be sure to work effectively with others and undertake and complete effective application of a quality management system related to the practical activities. Ensure you include:
· Prepare for and organise work activities to meet all task requirements
· Communicate clearly and concisely with others to receive and clarify work instructions
· Use a range of communication techniques and aids to advise others of work activity and exclusion zones

Prior to complete the practical tasks, consider the following:

You will need to complete the following as required:

· Implement quality processes
· Make recommendations based on performance that has been monitored and reported on
· Consolidate opportunities for further development

	Practical Observation Task 
Your assessor will adapt this activity depending on the nature of your training environment and whether or not you have access to an appropriate worksite. The general procedure is outlined below.
You are required to: 
Apply a quality management system on site in relevant workplace circumstances. When you apply your quality management system, you are required to locate and apply the relevant legislation, documentation, policies and procedures.

In order to achieve a satisfactory outcome for the practical assessment you will need to:
· Work effectively with others to undertake and complete effective application of a quality management system to meet all required outcomes, including; 
· Preparing for and organising work activities to meet all task requirements
· Communicating clearly and concisely with others to receive and clarify work instructions 
· Use a range of communication techniques and aids to advise others of work activity and exclusion zones




Task 1 - Apply quality management practices on site

For this task you are to apply a quality management system on site in relevant workplace circumstances. You will complete it at your workplace in your work environment.

A quality management system is based on commitment and involvement. The quality system includes how you apply policies, procedures, legislation and workplace documentation, including a site quality or management plan and how you communicate, monitor and review all processes.

Plan your task by identifying and accessing the following information prior to your assessment:
1. Quality management documentation
2. Site policies and procedures
3. Continuous improvement processes
4. Monitoring and review procedures and processes
5. Site requirements

Objectives, Outcomes or Requirements:
Please read all relevant documentation for quality processes then identify how the organisation implements their quality processes on site. 

Please answer the following questions about your workplace, and use the information to inform your quality management system:
1. How do you work with others to effectively apply a quality management system?
2. How do you prepare for and organise work activities to meet all task requirements?
3. How do you know that you have communicated clearly and concisely with others to receive and clarify work instructions? 
4. Describe how you have used a range of communication techniques and aids to advise others of work activity and exclusion zones.

From the above researched information you will need to design and implement a program to encourage and support team members to participate in the quality management plan decision process.

You will need to provide information to team members in a manner that is understood by all personnel. For individual staff members, you will need to provide coaching or mentoring to ensure effective implementation of your plan.

You will need to monitor the quality management plan whilst performing other duties on site.

The assessor will need to make sure all resources, information and documents are available for the purposes of the assessment and determine that the learner knows where to look for them on the work site.

The assessor needs to ensure that any policies and procedures used during the assessment are relevant to the resources and infrastructure industry and make a note of the purpose of any document used.

Please refer to your workplace documentation for templates and guidelines on how to produce your quality management systems in line with workplace policies and procedures. 



	Equipment or Resources Required for Assessment:

	 Relevant Personal Protective Equipment

	 Technology equipment for staff presentations

	 Resources for providing information to staff members

	 Appropriate space for mentoring staff members

	 Quality management documentation

	 Site policies and procedures

	 Continuous improvement processes

	 Monitoring and review procedures and processes

	 Site requirements

	 Other (please list): 



	Apply a quality management system on site

	Task Instructions:
	Completed

	You will demonstrate how to apply a quality management system on site by completing the following:
	

	a) Locating relevant legislation, documentation, policies and procedures
	

	b) Applying relevant legislation, documentation, policies and procedures to designing a quality management system
	

	c) Implement the quality management system
	

	d) Provide information on the quality management plan in a language, style and format that are easy to read and understand 
	

	e) Actively encourage and support team members through implementing the quality management system
	

	f) Provide coaching and mentoring support for staff throughout the implementation process
	

	g) Maintain the quality management plan while implementing the quality requirements (including compliance) of other site processes
	




Task 2 – Make recommendations based on performance that has been monitored and reported on

Plan your task by identifying and accessing the following information prior to your assessment:
1. Organisational systems and technology
2. Quality improvement techniques 
3. Quality management plan 

Objectives, Outcomes or Requirements:
Please read all relevant documentation for making recommendations based on performance then identify how the organisation makes those recommendations on site. Please also consider the following in relation to your workplace:
1. How do you monitor the organisations systems and technology in your workplace?
2. Are there ways in which planning and operations could be improved in your workplace?
3. What quality improvement techniques and processes could be used to strengthen customer service?

From this researched information you will need to identify ways to improve planning and operations and use quality improvement techniques to strengthen customer service. 

You will need to recommend some improvements to the relevant personnel regarding the quality management plan. 

You will then need to apply the approved recommendations.

The assessor will need to make sure all resources, information and documents are available for the purposes of the assessment and determine that the learner knows where to look for them on the work site.

The assessor needs to ensure that any policies and procedures used during the assessment are relevant to the resources and infrastructure industry and make a note of the purpose of any document used.

Please refer to your workplace documentation for templates and guidelines on how to produce your quality management systems in line with workplace policies and procedures. 

	Equipment or Resources Required for Assessment:

	 Relevant Personal Protective Equipment

	 Technology equipment for staff presentations

	 Organisational systems and technology

	 Quality improvement techniques

	 Quality management plan

	 Site requirements

	 Other (please list): 




	Apply a quality management system on site

	Task Instructions:
	Completed

	You will demonstrate how to apply a quality management system on site by completing the following:
	

	a) Monitor the organisation’s systems and technology to identify ways in which planning and operations could be improved
	

	b) Identify ways to improve planning and operations
	

	c) Identify ways to strengthen customer service
	

	d) Implement quality improvement techniques to strengthen customer service
	

	e) Recommend some improvements to the relevant personnel regarding the quality management plan
	

	f) Apply the approved recommendations
	




Task 3 – Consolidate opportunities for further development
Plan you task by identifying and accessing the following information prior to your assessment:
1. Quality management plan
2. Quality records, reports and recommendations
3. Documenting requirements
4. Site requirements

Objectives, Outcomes or Requirements:
Please read all relevant documentation for opportunities for further development then identify how the organisation would consolidate those opportunities on site. Please also consider the following questions:
1. Have you made any improvements in savings and productivity through your quality management plan? 
2. What workplace documentation do you need to consider relating to the quality management system and identifying opportunities for improvement? 

· From this information you will need to inform the staff of improvements in savings and productivity.
· You will need to document work performance then identify any opportunities for quality improvement.
· You will need to manage records, reports and recommendations according to the quality management plan.
· The assessor will need to make sure all resources, information and documents are available for the purposes of the assessment and determine that the learner knows where to look for them on the work site.
· The assessor needs to ensure that any policies and procedures used during the assessment are relevant to the resources and infrastructure industry and make a note of the purpose of any document used.

	Equipment or Resources Required for Assessment:

	 Relevant Personal Protective Equipment

	 Technology equipment for staff presentations

	 Quality management plan

	 Quality records, reports and recommendations

	 Documenting requirements

	 Site requirements

	 Other (please list): 



	Apply a quality management system on site

	Task Instructions:
	Completed

	You will demonstrate how to apply a quality management system on site by completing the following:
	

	a) Inform the staff of improvements in savings and productivity
	

	b) Document work performance
	

	c) Identify any opportunities for quality improvement
	

	d) Manage records, reports and recommendations
	



Below is a template that you can use for you Quality Management plan or alternatively you can create your own. Please check with your trainer on their requirements for this assessment.
Document Acceptance and Release Notice
This is <release/version> <n.n> of the <Project Title> Quality Management Plan.
The Quality Management Plan is a managed document. For identification of amendments each page contains a release number and a page number. Changes will only be issued as complete replacement. Recipients should remove superseded versions from circulation. This document is authorised for release once all signatures have been obtained.

	PREPARED:
	
	Date:
	
	-
	
	-
	

	(for acceptance)
	<Name>
<Project Title> Project Manager
	
	

	
	
	
	

	ACCEPTED:
	
	Date:
	
	-
	
	-
	

	(for release)
	<Name, Title>
<Project Title> Project Sponsor on behalf of the <Project Title> Project Steering Committee
	
	


Document Development History
[bookmark: _Toc212367070]Build Status:
	Version
	Date
	Author
	Reason
	Sections

	<n.n>
List the most recent amendment first
	<dd-mm-yyyy>
	<name>
	Initial Release
	All


[bookmark: _Toc212367071]Amendments in this Release:
	Section Title
	Section Number
	Amendment Summary

	
	
	e.g. This is the first release of this document.


[bookmark: _Toc212367072]Distribution:
	Copy No
	Version
	Issue Date
	Issued To

	1
	<n.n>
	<dd-mm-yyyy>
	<name, title, organisation>

	2
	
	
	

	
	
	
	

	Electronic
	<n.n>
	<dd-mm-yyyy>
	Shared drive
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[bookmark: _Toc214435565]Overview
[bookmark: _Toc83699415][bookmark: _Toc212367075][bookmark: _Toc214435566]Purpose of Quality Management Plan
The purpose of the Quality Plan is to detail how the quality processes for the <project name> will be implemented to ensure that the project outputs are delivered fit-for-purpose. This will be achieved by ensuring that all project management processes are conducted in a quality manner (quality assurance) and by developing quality criteria for the outputs themselves (quality control). 

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]This document is to be read in conjunction with the <project name> Project Business Plan and will be reviewed and amended to meet changed conditions or objectives during the project’s life span.
[bookmark: _Toc212367077][bookmark: _Toc214435567]Quality Management Plan Components
To achieve this, the <project name> Quality Management Plan includes the following components:
· Quality Assurance - to ensure quality project management processes.
· Quality Control - via the development of quality outputs; and
· Quality Improvement – review points to assess and improve quality where possible.  
[bookmark: _Toc214435568]Project Quality Assurance
Quality Assurance for the <project name> Project will be achieved by defining the relevant quality project management processes that will be applied.  
[bookmark: _Toc212367084][bookmark: _Toc214435569][bookmark: _Toc497817113][bookmark: _Toc497817331]Methodologies and Standards
What proven methodologies and standards will be used to ensure that quality project management processes are being applied?  The relevant methodologies, standards and guidelines should be listed, with individual sections identified as appropriate, which may include:
Standards, such as AS/NZ 4360:2004 Risk Management
Relevant Department of Treasury and Finance policies and guidelines including policy on the engagement of consultants and appropriate tendering and contract management, available at ?
Records management, web publishing, information security, privacy and other whole-of-government information technology policies and guidelines, available at ?
Relevant business domain driven standards
To ensure that the <project name> Project is managed to an appropriate level of quality following methodologies and standards will be utilised:
List relevant methodologies, standards and guidelines here, with individual sections identified as appropriate.
[bookmark: _Toc214435570]

Quality Review
[bookmark: _Toc214087438][bookmark: _Toc214435571][bookmark: _Toc212367086]Project Evaluation and Review
When quality management is being undertaken effectively in a project, there will usually be areas identified for improvement. By building in regular reviews of both output development processes and project processes, quality improvement can be carried out throughout the life of the project. 
In this section define the following:
The timing for any reviews, which may be conducted at the end of a phase or each and every phase, and/or after all outputs have been delivered prior to the project being closed.
What each review(s) will cover, for example:
· A review of project performance against the defined project target outcomes;
· A review of the processes used to produce the outputs;
· Lessons learnt from the project; or
· A combination of the above.
· Opportunities for improvement
Who is responsible for arranging and managing the review(s)?
Who will perform the review(s)?
Who is responsible for the post implementation review process?
Who will the report(s) be delivered to?
Who is responsible for accepting the reports produced by the process?
Will all relevant stakeholders be included within the review process?
What action will be taken once the report(s) have been received?

Ideally, an independent body conducts these types of review and the cost for the reviews should be included in the project budget.

Refer to the Tasmanian Government Project Management Guidelines and the Project Management Template: Project Review and Evaluation for more information.
[bookmark: _Toc214435572]Management of changes to project scope
Unplanned change does not have to be unmanaged. In this section identify the process that will be used to manage changes to the project scope and how this will be reflected in the project business planning.  It is also important to identify who is responsible for signing off on these changes. Dealing with such issues within the scope of a project involves:
Anticipating and planning for possible changes through risk analysis contingency plans;
Keeping track of emerging or unanticipated issues through issues management procedures;
Bringing issues, which could have a major impact on the nature or substance of the project, to the project Steering Committee so they can re-evaluate the project or make adjustments;
Using an iterative process of change within the scope of a single project. 
Reflecting changes of project scope in Project Business Plan iterations.
[bookmark: _Toc214435573]Role of Project Quality Consultants
Quality Consultants can be brought in to provide advice in relation to review of the project’s structure, processes and progress toward outputs should be detailed here.  Depending on their area of expertise, a Quality Consultant’s role may include providing independent feedback to the Steering Committee on issues such as:
Legal issues related to the review of contractual documentation;
Auditors who report on the Project’s compliance with internal and external audit requirements;
Quality reviews conducted of the project, for example with respect to management of the project and quality management methodologies and processes that are being used; or
Whether stakeholders’ interests are being appropriately represented and managed.
[bookmark: _Toc214435574]Information Management
[bookmark: _Toc214435575]Document Management
What review and acceptance procedures will apply in the management of the Project Business Plan and or other core project documents? How will version control be managed?  Will ‘controlled’ copies of accepted versions be issued?
[bookmark: _Toc214435576]Record keeping
[bookmark: _Toc131495565][bookmark: _Toc195953532][bookmark: _Toc226430834][bookmark: _Toc212367078][bookmark: _Toc214435577][bookmark: _Toc212367097]In this section identify any relevant government policy, legislation and rules that effect how record’s for the project must be kept. Include detail of any protocols that apply for records management (e.g. TRIM), and how registration of all official documents will be managed.  
State records guidelines and recordkeeping advices provided by the Tasmanian Archives office can be found at http://www.archives.tas.gov.au/legislative/staterecords.
Output Quality Control
Quality control for the <Project Name> Project will be achieved by defining the relevant quality criteria for the outputs, or what characteristics make them ‘fit for purpose’.
[bookmark: _Toc212367079][bookmark: _Toc214435578]Output Quality Criteria
Quality planning includes defining the output quality criteria and standards that will be used to determine their acceptability and ‘fitness for purpose’. This should reflect an appropriate level of quality in the context of the project risk and target market.  And take into account the balance between time and cost.  Remember there is no point a delivering a Mercedes when a pushbike would do the job.
In this section, define who or what groups will be involved in specification of the output quality criteria and how ‘fitness for purpose’ will be determined.  Confirmation of ‘fitness for purpose’ criteria requires meaningful and measurable goals, which can assist in the quantification of project target outcomes.
Relevant methodologies, standards and guidelines may assist in determining output quality criteria.  These usually contain technical specifications or other precise criteria to be used consistently as rules, guidelines, or definitions of characteristics, to ensure that any materials, products, processes and services required for output development are fit for their purpose.  For example:
Specific policies and guidelines relating to Government requirements 
Output development methodologies such as IT 
Standards, such as ISO and Construction industry standards.
‘Fitness for purpose’ is also determined by the needs, expectations, requirements and ‘critical success factors’ of key stakeholders such as:
Business Owner(s) - It is essential that the future Business Owner has early input into the output quality assurance processes that will assist with ensuring the outputs are fit for purpose before delivery.  The Business Owner(s) may be required to contribute resources to the project during their development in order to ensure that the outputs are being developed satisfactorily.  This involvement is continuous from the early conceptual stages through to reviewing and/or testing the completed products.  Such involvement will ensure the Business Owner takes ‘ownership’ of the outputs early in their development and has a vested interest in long term maintenance.
Advisory Groups (ie. forums of experts) to provide advice or technical expertise in relation to output development and quality assurance
Reference Group(s) – provide forums to achieve consensus among groups of stakeholders, which may include assessing the fitness for purpose of particular outputs.
Working Group(s) - consist of small specialist work groups, each dedicated to producing a well-defined output within a specific timeframe.
Consultants - to provide specialist expertise/advice in relation to the development of specific outputs.
For example, the criteria are determined by an Advisory Group/Working Group and informed by the technical expertise of a consultant, the criteria is then ratified by the Business Owner and endorsed by the Steering Committee.
[bookmark: _Toc212367081]Fitness-for-purpose criteria must be developed and documented for each output. They may be documented as business requirements, functional, technical or design specifications, or more simply as an appendix to the Quality Plan.
[bookmark: _Toc214435579]Output Review Procedures
In this section define how and when the outputs will be tested and reviewed and by whom.  What is the role of the Business Owner?  This section should include a description of the approach to:
Output testing and review:
Usually it is assumed testing only applies to IT systems but it is also relevant to other outputs that require testing to ensure they meet specified functional requirements.  It is also necessary to formalise the output change management procedures that will be used to document problem reporting and rectification.
Progressive audits or appraisals to be conducted throughout the project:
These reviews are undertaken progressively, as quality cannot be built in at the end of a project. These reviews should be identified and included in the project schedule, and may include the use of a Probity Auditor, or other external consultants with the relevant ‘technical’ experience, to provide advice or perform a review of outputs or their components.
[bookmark: _Toc26858360][bookmark: _Toc212367080][bookmark: _Toc214435580][bookmark: _Toc212367089]Role of Output or Technical Quality Consultants
[bookmark: _Toc26858361]In this section detail the role of any Output Quality Consultants in relation to the review of the quality of outputs being produced within a project in a technical field (e.g. law, IT, construction).  Depending on their area of expertise, an Output Quality Consultant’s role may include providing independent and formal feedback to the Steering Committee on issues such as:
The technological aspects of the project (Information technology specialists)
Project compliance with internal and external audit requirements.
The form of this advice, frequency (or specific dates), and to whom this advice will be provided should also be specified here.
[bookmark: _Toc214435581]Output Change Control 
It is important to manage changes to the technical aspects of outputs as they are identified, either to rectify a problem or where an improvement is required.  In this section detail the process that will be used for changes to be approved and acted on. Any changes to output specifications should be controlled through a change process that provides:
A structured process for facilitating the introduction of the change
An assessment of the impact of the proposed chanted
A method of authorising change 
An audit trail of changes
The Change Control Process for the <Project name> Project will involve:

All change requests should be recorded and monitored, a sample template for a Change Request/Rectification Log can be found at Appendix A.
[bookmark: _Toc212367082][bookmark: _Toc214435582]Output Acceptance Procedures
It is essential that output acceptance by the Business Owner is appropriately defined and documented.  Output acceptance also includes acceptance of related ongoing management responsibilities and accountabilities.  In this section define 
What processes the Business Owner(s) will apply to conduct final review and acceptance of the outputs based on the agreed criteria;
How the sign off by the Business Owner that they have accepted the output(s) and related ongoing management responsibilities and accountabilities is to be documented (e.g. via an exchange of emails, Steering Committee minutes or by formal agreement captured in appropriate documentation such as a Handover Plan or as part of the Outcome Realisation Plan).
[bookmark: _Toc26858357]Confirmation of Output Acceptance is also required for formal project closure. Refer to the Tasmanian Government Project Management Guidelines and the Project Management Template: Project Closure Report for more information.
Once the Business Owner’s formal acceptance of the outputs is confirmed, the outputs can then be endorsed by the Steering Committee, which must be clearly documented in the Steering Committee minutes.
It is essential that the Business Owner is intimately involved in this process and takes ownership once the output has been delivered, as they are responsible for ensuring the outputs are appropriately utilised and the outcomes of the project realised.



[bookmark: _Toc214435583]Appendices
Appendices may include:
Change request/rectification log
Forms and templates developed by the Project to provide consistent documentation.; (e.g. change requests, review templates)
Additional information provided to support the summary content within the Project Business Plan (e.g. Quality Management statement from the Project Business Plan).
Relevant operational documents (e.g. Existing quality control procedures)
Fitness-for-purpose criteria for individual outputs
Change Request/Rectification Log

	Date 
	Output
	Request
	Impact
	Responsible Officer
	Authorisation date 
	Completion date 
	Comments

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



This template has been adapted from Quality Management Plan Template from: http://webcache.googleusercontent.com/search?q=cache:ejpiOD8pAi0J:www.egovernment.tas.gov.au/project_management/supporting_resources/templates/medium_to_large_projects/Quality_management_plan_template_and_guide_for_medium_projects.dot+&cd=3&hl=en&ct=clnk&gl=au
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