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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: _Toc530301833]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: _Toc530301834]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: _Toc530301835]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


[bookmark: _Toc414602841][bookmark: _Toc446066013][bookmark: _Toc446580281][bookmark: _Toc449600307][bookmark: _Toc469560714][bookmark: _Toc471569521][bookmark: _Toc474673033][bookmark: _Toc530301836]REASONABLE ADJUSTMENT
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: _Toc530301837]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

[bookmark: _Toc401854126][bookmark: _Toc402351746][bookmark: _Toc457457956][bookmark: _Toc471569523][bookmark: _Toc474673035][bookmark: _Toc530301838]CONTEXT OF ASSESSMENT
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: _Toc530301839]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: _Toc530301840]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: _Toc530301841]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.
Additionally, the project must sufficiently address the criteria outlined here.
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: _Toc530301842]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: _Toc530301843]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: _Toc530301844]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 6 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 6

	TITLE:
	Scoping and Planning

	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: _Toc530301845]Practical Assessment
[bookmark: _Toc530301846]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: _Toc530301847]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 select a project from your own workplace or organisation where you work in an employment or voluntary capacity as a project manager.
You are required to complete ALL the assigned tasks using one project. If you think this is going to be a problem, please discuss it with your assessor.
[bookmark: ProjectCriteria]Before commencing the practical assessment, discuss the project with your assessor and your supervisor so they can determine its suitability. The project will need to adhere to the following criteria:
· The project must be work-related in your own workplace.
· You must have a supervisor (ideally a project director, program manager, or another senior manager, otherwise the project owner or client) who is willing to sign off on the practical assessments where required and will allow you to submit a copy of the project documentation to your assessor.
· You will need to be actively involved in the management of the project within the functions of project scope, time, cost, quality, human resources, communications, risk, procurement and project integration.
· The total duration of the project from the start of planning to the completion and delivery must be at least eight weeks in duration. A shorter project is not likely to have enough substance for you to produce your portfolio to an appropriate standard.
· If the project is likely to go for more than twenty weeks in duration from the start of planning to the completion and delivery, it may be split into subprojects, and one of the subprojects may be used for the course, provided it meets all the other criteria.
· You must be actively involved in managing the project from start to finish.
· The project must have at least four other team members and one external contractor.
· The project must have a fixed schedule with tasks that you can easily represent on a Gantt chart.
· You must have been involved in the development of all project documentation (or have at least created your own set of documentation to hand in as part of this assessment).
· The project must have at least two changes in its scope, time, cost, quality, HR, risk, procurement and communications during its progress that can be captured by a change request.

	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
Following your excellent work with Awesome Landscapes in the landscaping of the Cascade Peak Resort project, you have been hired by Awesome Landscapes to work on an entirely new project as the project manager.
In this project, you will be working through all stages of the project life cycle, from the scoping stage where you are presented with the Council approved schematic through to the completion and public opening of the new walkway at the closing stage of the project. Each section of the portfolio assessment will provide you with a set of documentation that you will need to download and examine to complete your assessment.
Your organisation has a full set of project management documentation templates pre-formatted to Awesome Landscapes’ style guide. Your organisation’s policies state that these templates must be used. They will be provided to you as you need them.




	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: _Toc530301848]Project Scoping Stage
	[image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\briefcase_48 - Copy.png]WORKPLACE PATHWAY

	Introduction for students using the workplace pathway.
If you are using your own workplace project, complete the following tasks during the scoping stage of the project.
You will find the required templates in the generic project management templates by clicking on the link below:
Project Management Templates (Generic)
(Username: newusername     Password: newpassword)



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

	Introduction for students using the simulated pathway.
Otherwise, if you are using the simulated project, refer to the documentation below. This contains the information you need including meeting minutes and company policies that you need to prepare your project charter.
Cascade Peak Walkway (Scoping Stage)
Project Management Templates (Awesome Landscapes)
(Username: newusername     Password: newpassword)
Some parts of the assessment will require you to obtain approvals, consultation, etc. In most cases where this is required you will be provided with an e-mail address. You will need to follow the instructions regarding what to put into the e-mail address. You will receive an auto response from these e-mail addresses. You will be required to keep the return e-mail (including your original message) as part of your evidence you are submitting for this assessment. 
For the purposes of this simulation, assume the date you are preparing the Project Charter is 1 April 2016.





[bookmark: _Toc530301849][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]1.1 Preliminary Project Information
	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 that 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 you do complete it prior to handing in.



	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.
Andrew Armstrong.




[bookmark: _Toc530301850][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]1.2 Project Charter
	Create the Project Charter for your project, using the project charter template provided.
Make sure the Project Charter provides a realistic picture of your project. It needs to provide a strong case for the justification of the project.



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

	The Project Charter must be clarified with and signed off by both yourself and an appropriate higher authority. The higher authority may either be your immediate supervisor, a higher manager in your organisation, or the project sponsor.
If you have not already downloaded the project charter template, you may download it from the following link along with the rest of the project templates.
Project Management Templates (Generic)
(Username: newusername     Password: newpassword)
The project charter will not be marked unless it has been signed off by both yourself and the higher authority.



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

	Andrew Armstrong (The Director of Parks and Reserves, Cascade Shire Council) has gone on leave. Your assessor is acting in his role in his absence. They have the authority by Council to be the sole signing authority on behalf of the project sponsor. When you have created the project charter, please send it to your assessor who would have by now provided you with their e-mail address. The assessor will evaluate your project charter and will send a reply e-mail advising whether it has been approved or if further work is needed on it.
If the project charter has been approved, you will receive an e-mail back from your assessor and only then may you insert the signoff signatures. 
When you submit the project charter document, please include the e-mailed response back from your assessor as evidence you have obtained approval for the project charter. 

	If you have not already downloaded the project charter template or the file documentation related to the scoping stage of this project, please download it from the following links:
Cascade Peak Walkway (Scoping Stage)
Project Management Templates (Awesome Landscapes)
(Username: newusername     Password: newpassword)
These files will provide you with the information you need to familiarise yourself with the scoping of the project and to populate the project charter.



	Checklist – Does the Project Charter satisfactorily address each criterion below?
	YES

	1. All sections filled in.
	☒
	2. Includes evidence of communication demonstrating you have clarified the project charter with the appropriate higher project authority.
Workplace pathway: Email correspondences between you and relevant personnel (e.g. Program Manager, Director, Client or Supervisor) clarifying the information recorded in the project charter.
Simulated pathway: Email correspondences between you and relevant personnel (in this case, your assessor) clarifying the information recorded in the project charter.
These email correspondences may include your questions relevant to the completion of the project charter and the response from the relevant personnel, confirmation of relevant personnel on key points of the project charter, seeking clarification on various aspects of the project charter, and asking for further information and details to complete the project charter, etc.
Submit these e-mails as part of your evidence, naming the files This may be in the form of email correspondence. Save this as projectcharterclarification.
	☒




	Checklist – Does the project charter include:
	YES

	3. Includes evidence of Signed off by a higher project authority. 
Workplace pathway: Signed by your supervisor or client, OR a separate document provided with your charter document advising approval of the project plan by your supervisor or client.
Simulated pathway: A separate e-mail by your assessor (acting director of parks and reserves in Andrew Armstrong’s absence) has been included advising the project charter has been approved. They will have provided you with Andrew’s “signature” image which you need to add to the project charter.
	☒
	4. Written in a format and language appropriate to the context of project management including:
· Use of the prescribed Project Charter Template
· No grammatical, spelling, typographical errors
· Use of appropriate project management terminologies or industry-specific and appropriate terminologies instead of jargons 
	☒


	Mapping: 
BSBPMG521 PC1.1 (p), PC1.5, PE1.0 (p), FS1.0, FS2.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBPMG511 PC2.1, PE1.0 (p)
Marking guide
Project Charter
The candidate must create the Project Charter for their project, using the project charter template provided.  General benchmark answers for the workplace and simulated pathways are provided below.
If the student has been working through the simulated Cascade Peak project, then you will need to download the model answer sample to accompany the diagram below. Please note the student’s response may vary to the sample, but it must adhere to the information listed in the table below.
Project Charter - Cascade Peak Walkway (Model Answer)





Project Charter
	PROJECT CHARTER

	Prepared by

	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

	Date:
	     
The date must be between the commencement of the scoping stage and commencement of planning stage from the preliminary project information page in task 1.1.
1 April 2016.

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

	Synopsis
	Briefly summarise the salient aspects of the project by answering the questions "Why?" (purpose), "What?" (product description/ scope), "When?" (time), and "How much?" (resources)
     
The why, what, when and how much all include specific values. 

	Purpose/business need
	Identify the customers who are to receive and benefit from the product developed by the project and the need the product is intended to meet (either as a problem to solve or as an opportunity to exploit)
     
Must include tangible benefits to the business or client to demonstrate the project is worthwhile.

	End product description and deliverables
	Identify what product is to be delivered at the end of the project, and at any interim delivery points. Describe the product sufficiently to enable the project team to create it, and for an agreement to be reached at product delivery time that the product has been correctly produced.
     
The end product must be briefly described and the deliverables at key milestones listed here. There is no specific requirement for in-progress deliverables if there is only one deliverable at the end of the project.

	Project Exclusions
	Record what will be excluded from the specification for the project.
     
Must list at least two things that are not part of the project scope. These must be things that are closely related to the scope that would perhaps normally be included as part of the scope. For instance, an exclusion for a building development project is the landscaping.

	Assumptions
	Briefly identify salient assumptions of the project.
     
At least two assumptions must be listed.
The assumptions must include things such as raw materials being made available, costs of materials remaining constant, client not changing, etc.

	Constraints
	Briefly identify salient constraints of the project.
     
At least two constraints must be listed.
Constraints may include the timeframe in which the project must be delivered by, the project budget, quality standards, etc.

	Risks
	Briefly identify main risks, if any, which can be anticipated to have a major impact on the process and/or outcome of the project and which require decisions or actions by the project sponsor or team.
     
At least two risks must be listed.
The risks must include potential problems that could go wrong with the project such as raw materials not arriving on time, adverse weather conditions, onsite accidents, equipment failure, staff turnover, etc.

	Resources
	Indicate required and/or available resources to be used on the project. As appropriate, indicate financial, personnel, and material resources (such as facilities, equipment, supplies, and services)
     
Resources must include project manager, project team members, contractors, consultants, etc.

	Stakeholders
	Identify project stakeholders who will either influence the project or will be impacted by the project.
     
Must include the project sponsor(s). Should also include the end users, the project team, other senior management, regulatory authorities, and other relevant people who are going to be impacted by the project.
The following stakeholders must be listed:
Andrew Armstrong or student’s assessor (acting Director of Parks and Reserves, Cascade Shire Council). Must mention this person has sole sign-off rights to this project.
Kim Nguyen (Director, Awesome Landscapes).
Other stakeholders as you see fit.

	Approach
	Indicate the way in which the project will produce the product
     
Manufacturing processes, quality standards required, etc.

	Communication and Reporting
	Identify communication required between the project sponsor and the project team
     
Must include reporting requirements, the frequency of reports, the need for weekly project team meetings, etc.
Must include regular reporting to the project sponsor.

	Acceptance
	Indicate the method and criteria for the project sponsor to accept the specified project deliverables as complete and adequate
     
Must list how the project sponsor will accept the end product. This normally involves a written sign-off agreement with a completion report. There may also be a warranty. It may also involve the final testing by experts provided by the project sponsor.
Must mention your assessor and/or Andrew Armstrong as being the person who signs off on the acceptance.

	Change Management
	Indicate the procedures to be used for making and documenting changes to the charter
     
Must include the change request form and the process of getting it signed off and approved. 
Must mention your assessor and/or Andrew Armstrong as being the person who signs off on all change requests.

	Approval
	Project Manager: [Student’s Signature] Sponsor: [Project Sponsor’s Signature]
     
Workplace project must include signatures from both the project manager (the student) and the sponsor (two different people).
If the simulated project is used, the student’s name must be listed as the project manager, and the assessor’s name and/or Andrew Armstrong must appear under sponsor. An approval e-mail from the assessor is also provided separately. This e-mail must contain advice that the project charter has been approved. The provided “A Armstrong” signature must be pasted next to “Sponsor” as shown below:

Project Sponsor: [image: ]





	Marking guide
Project Charter
For the simulated pathway, 
Student must:
(1) Communicate with the assessor to clarify the information recorded in the Project Charter. This may include candidate asking questions relevant to the completion of the project charter, confirming with you key points of the project charter, seeking clarification from you on various aspects of the project charter, and asking for further information and details to complete the project charter, etc.
The assessor must refer to the benchmark answers to provide clarification to the candidate. However, the assessor must not provide these benchmark answers directly to the candidate.
(2) Include an e-mail response from their supervisor as evidence of approval of the Project Charter
Note to assessor:
ASSESSOR’S RESPONSE E-MAIL – To be manually sent by the assessor upon reviewing the student’s draft charter. Ensure the signature image has been inserted into the e-mail for the student to use.
This e-mail contains the signature as an attachment, or the signature may instead be pasted into the bottom of the e-mail as shown below.
	[bookmark: _Hlk529858119]Hi [Student’s Name]

Thank you for sending through your project charter. It’s looking great. I’d make the following recommendations:

[Assessor to include at least one (1) recommendation]
When you have made the changes, you are welcome to attach the signature at the bottom of this e-mail to it.

Best regards.
[Assessor’s name]
On behalf of Andrew Armstrong
Director of Parks and Reserves
Cascade Peak Shire Council.
[image: ]
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	This part of the assessment will require you to create a Personal Development Plan in order to establish your personal work goals, set your work priorities, and develop and maintain professional competence throughout the project. 
Specifically, you will be required to:
· seek feedback from employees, clients, and colleagues and use this feedback to identify and develop ways to improve competence
· assess organisational requirements, competing for project demands, personal knowledge and skills, personal learning styles in order to establish personal work goals and priorities and develop professional competence




[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]1.3.1 Feedback Log
	This part of the assessment will require you to seek feedback from employees, clients, and colleagues and use this feedback to identify and develop ways to improve competence.
Steps to take:
1. Locate the Feedback Log template and the Task 1.3.1 Third-Party Report on the following pages. 
Use the Feedback Log to report each instance you sought feedback in order to identify ways to improve professional competence.
Use the Task 1.3.1 Third-Party Report form to document your performance during each discussion. Everyone sought for feedback must complete a copy of the Third-Party Report.
Make sure to review the requirements in the Third-Party Report before each discussion; you must demonstrate all the requirements outlined in the form during each discussion.
2. Seek feedback on the ways you can improve competence at work from the following people:
· Two (2) clients you have worked within the past
· Two (2) colleagues who are in the same rank as you

	· Two (2) employees in the organisation who are not in the same rank as you
Guidance: These may include your immediate supervisor, members of your team, etc.
Ensure to provide everyone you sought for feedback with a copy of the Task 1.3.1 Third-Party Report for them to complete as they observe you during your discussion.
Report the outcomes of each discussion in the Feedback Log. Each entry must include the following:
· Date of discussion
· Mode of communication (e.g. verbal, face-to-face, phone, email, meeting, etc.)
· The person contacted, including their work title/designation and organisation
· Summary of feedback given
· Supervisor’s initials
3. Have everyone you sought feedback from complete and sign the Observer Declaration part at the end of the Task 1.3.1 Third-Party Report form. Their signature must be handwritten.
4. When you have finished seeking feedback from all the required individuals, have your supervisor complete and sign the Supervisor Declaration part at the end of the Feedback Log. Their signature must be handwritten.
5. Submit the completed and signed Feedback Log and Task 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 at least three (3) discussions with the different individuals outlined above in order to seek their feedback on ways you can improve your professional competence.
You will require access to:
· At least one (1) volunteer to assume the following roles:
· Agnes James, previous client
· Peter Roberts, previous client
· Kelly Pollock, Project Administrator at Awesome Landscapes
· Sam Ng, Project Manager at Awesome Landscapes
· Kim Nguyen, Director at Awesome Landscapes
· Derek Smeath, team member
If only one (1) volunteer is participating in the roleplay activity, there must be a separate roleplay with each character.
· A video recording device
· A safe place to conduct the roleplay activity

Additional steps to take:
1. Access the Discussion Notes for this task through the link below:
Feedback Log Discussion Notes
(username: newusername     password: newpassword)
2. Gather your volunteer/s and assign a character to each volunteer. Provide them with a copy of the Discussion Notes to guide them during the roleplay.
3. Conduct at least three (3) roleplay discussions with the individuals in order to seek their feedback on ways to improve your professional competence.
4. Document your roleplay discussions through video recording. For each roleplay discussion, you must submit a separate video recording. Each video submission must be no longer than ten (10) minutes.
5. Report the outcomes of each roleplay discussion in the Feedback Log. Ensure to indicate the filename of your video submission for each roleplay discussion logged. 

	There is no need to have the Supervisor Declaration part completed and signed.
6. Submit the completed Feedback Log and the video submissions to your assessor.
NOTE: You must still sufficiently demonstrate all requirements in the Task 1.3.1 Third-Party Report. However, there is no need for you to complete the Task 1.3.1 Third-Party Report as your assessor will be the one to complete this.



	Mapping: 
BSBWOR501 PC3.2 (p), PE2.0 (p), FS1.0 (p), FS3.0
Specific mapping is also provided in per item in the Third-Party Report below.
Marking guide
Workplace pathway
Workplace Pathway students must seek feedback on the ways they can improve competence at work and provide evidence for this by submitting the following:
· completed Feedback Log signed by their supervisor. The Feedback Log must clearly show that the student has sought feedback from the following:
· Two (2) clients the student has worked within the past
· Two (2) colleagues who are in the same rank as the student
· Two (2) employees in the organisation who are not in the same rank as the student
Guidance: These may include their immediate supervisor, members of your team, etc.
· six (6) copies of Task 1.3.1 Third-Party Report completed and signed by everyone sought for feedback
Simulated Pathway
Simulated Pathway students must submit the following:
· Completed Feedback Log documenting each roleplay discussion conducted. The filename for the video submission must be clearly specified for each roleplay discussion logged.
· At least three (3) video recordings of their roleplay discussions to seek feedback on improving their professional competence. Each video recording must be no more than ten (10) minutes.
There is no need for the student to submit the Task 1.3.1 Third-Party Report as the assessor will be the one to complete this for them.
Assessor marking guide and sample answers are provided in the templates below.
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	FEEDBACK 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 student’s organisation/workplace. Simulated Pathway students must write ‘Awesome Landscapes.’

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

	[bookmark: _Hlk512587865]

	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 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:
· Two (2) clients the student has worked within the past
· Two (2) colleagues who are in the same rank as the student
· Two (2) employees in the organisation who are not in the same rank as the student, e.g. supervisor, team members
	Student must provide a short summary of the outcomes of the discussion. Although communications will vary, each logged communication must show that the individual contacted has provided feedback on the ways the student can improve competence at work.
	The supervisor/ observer must affix their initials here to confirm that the communication indeed took place.




	E.g. 
27 April 20xx
	E.g.
Telephone
	Simulated Pathway students must log discussions with the following:
· Agnes James
· Peter Roberts
· Kelly Pollock
· Sam Ng
· Kim Nguyen
· Derek Smeath
	For Simulated Pathway students, the following must be the logged outcomes of the roleplay discussions:
· Agnes James - The student must improve on project risk management.
· Peter Roberts - The student must improve on managing project stakeholder engagement.
· Kelly Pollock - The student must improve on their knowledge and compliance with various legal requirements, as well as organisational policies and procedures.
· Sam Ng - The student must complete a Diploma in Project Management.
· Kim Nguyen - The student must complete a Diploma in Project Management.
· Derek Smeath - The student needs more knowledge of the business technology used in project communication.
The filename of the video submission must also be provided for each roleplay discussion logged here.
	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 Feedback Log
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	Note to the assessor: Workplace Pathway students must submit six (6) Task 1.3.1 Third-Party Report forms completed and signed by everyone sought for feedback.
For Simulated Pathway students, the assessor must be the one to complete the form.



	TASK 1.3.1 THIRD-PARTY REPORT

	

	OBSERVER’S INFORMATION

	Completed by
	      Name of individual providing feedback

	Your Title/Designation
	      
Must be any of the following:
· A client, the student, has previously worked with
· A colleague in the same rank as the student
· An employee in the organisation who is not in the same rank as the student.

	Organisation/Workplace
	      Name of individual’s organisation/workplace

	

	STUDENT’S INFORMATION

	Name of Student:
	      Student’s name

	Title/Designation
	      e.g. Project Manager

	Organisation/Workplace
	      Name of student’s organisation/workplace

	


	When seeking feedback on ways to improve their professional competence, the student…
	Yes
	No
	Comments

	Mapping: BSBWOR501 FS4.0 (p)
1. used active listening techniques to seek and receive feedback.
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: BSBWOR501 FS4.0 (p)
2. used active questioning techniques to seek and receive feedback.
E.g. Encouraging reflective conversation, using open and probing questions, asking questions to prompt me to think.
	☒	☐	     

	Mapping: BSBWOR501 FS6.1 (p)
3. use the appropriate conventions/ customary business practices during the discussion?
E.g. Scheduling the discussion, starting the discussion with small talk, providing refreshments, etc.
	☒	☐	     

	Mapping: BSBWOR501 FS6.1 (p)
4. use 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: BSBWOR501 FS6.2
5. use interpersonal skills to establish and build a positive working relationship with you?
E.g. Building rapport, recognising and respecting differences in opinions, being open to constructive criticism, etc.
	☒	☐	     

	Other comments:
     




	OBSERVER DECLARATION
By signing this declaration, I confirm that I have observed the student, whose name is recorded above, seek my feedback on ways to improve competence.
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 Task 1.3.1 Third-Party Report
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	This part of the assessment will require you to assess organisational requirements, competing project demands, personal knowledge and skills, personal learning styles in order to establish personal work goals and priorities and develop professional competence.
Steps to take:
1. Locate the Self-Assessment Template on the following pages. Use the template to document your responses to the steps below.
2. Identify the following organisational requirements you must comply with when establishing personal work goals and professional competence goals:
· One (1) strategic goal sourced from the organisation’s strategic plan
· One (1) operational goal sourced from the organisation’s operational plan
· One (1) organisational objective for each goal identified
· Two (2) responsibilities included in your work role
· Two (2) accountabilities included in your work role
Guidance: ‘Responsibilities’ refer to tasks/activities you are required to complete, while ‘accountabilities’ refer to tasks/activities which are completed under your authority and supervision and which you are ultimately answerable for.
· Two (2) team goals for this project
· One (1) objective for each team goal identified
Guidance: You may fill out the parts about team goals and objectives after Task 2.1.2.7 Human Resource Management Plan has been completed.
· At least four (4) competing demands relevant to your role in the project. One (1) of these must be your own work-life balance.
Guidance: Other competing demands may relate to the following:
· Project deadlines
· Project costs
· Project scope

	3. Analyse the strategic and operational goals from the organisation’s plans and the responsibilities and accountabilities within your work role. 
Based on your analysis, identify five (5) personal work goals you plan on achieving during this project. For each personal work goal, you must also identify one (1) objective. 
Guidance: Personal work goals are your broad aims relating to your work performance during the project; personal work objectives are the specific, measurable aims you have.
Your personal work goals and objectives must include the following:
· Completing the project
· One (1) project goal and objective relating to the strategic goal and objective identified above
· One (1) project goal and objective relating to the operational goal and objective identified above
· Two (2) goals and objectives relating to maintaining appropriate work-life balance, including:
· One (1) goal and objective relating to managing your stress
· One (1) goal and objective relating to managing your health
All your personal work goals and objectives must reflect the responsibilities and accountabilities within your work role that you have identified.
4. Analyse the competing demands you have identified against the personal, team, and organisational goals and objectives you have identified. 
Based on your analysis, arrange these demands according to priority. 
Explain how prioritising this way will contribute to achieving the following:
· Personal goals and objectives identified above
· Team goals and objectives identified above
· Organisational goals and objectives identified above
5. Identify two (2) competency standards applicable to your work role and industry and a brief description of each
Guidance: These may include but are not limited to:
· enterprise-specific units of competency consistent with work requirements
· nationally endorsed units of competency consistent with work requirements
6. Assess your personal knowledge and current skills against the competency standards you have identified. Based on your assessment, determine the following:
· Whether your current knowledge and skills meet the competency standards
· Two (2) professional development needs
· The priority level for each professional development need
7. Taking into consideration your personal development needs and priorities, as well as the feedback you received in Task 1.3.1 Feedback Log, identify one (1) way to improve each professional development need you have identified.
8. Identify and describe two (2) of your personal learning styles.
E.g. Visual, auditory, kinesthetic, etc.
9. For each of your professional needs, identify and briefly describe at least two (2) development opportunities suitable to your personal learning styles. These development opportunities must be presently available to you. 
10. Evaluate each development opportunity. Evaluate the following:
· Why it is suitable to your personal learning styles
· How it will contribute to addressing your professional development need
11. Identify two (2) new skills you can develop throughout the project. Explain how each skill will help you achieve a competitive edge.
12. Identify two (2) networks you can participate in to enhance your personal knowledge, skills, and work relationships throughout the project.
13. Once done, have your supervisor complete and sign the Supervisor Declaration part at the end of the Self-Assessment Template. Their signature must be handwritten.
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	Refer to the following documents to complete the Self-Assessment Template:
Awesome Landscapes Strategic Business Plan
Awesome Landscapes Operational Plan
Project Manager Job Description
Cascade Peak Walkway (Scoping Stage)
(username: newusername     password: newpassword)
Your responses must align with the information found in the documents above.



	Mapping: 
BSBWOR501 PC1.2 (p), PC2.1 (p), PC2.3 (p), PC3.1 (p), PC3.2 (p), PC3.3 (p), PC3.4 (p), PC3.5 (p), PE2.0 (p), PE3.0 (p), PE4.0 (p), PE6.0 (p), FS1.0 (p), FS2.0 (p), FS5.1, FS7.1 (p)
Marking guide
The student must submit a completed Self-Assessment Template signed by their supervisor.
Assessor marking guide and sample answers are provided in the templates below.





	SELF-ASSESSMENT TEMPLATE

	

	Name of Student:
	      Student’s name

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

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

	

	I. ORGANISATIONAL REQUIREMENTS

	Strategic Goal:
      To win additional maintenance contracts within Cascade Peak

Organisational Objective:
      Increase market share by 10%.

Source:       Strategic Business Plan for Awesome Landscapes

	Operational Goal:
      Provide services that address unique wants and needs of each client

Organisational Objective:
      Ensure 100% client satisfaction for all projects handled in the next twelve months.

Source:       Operational Plan for Awesome Landscapes

	Responsibilities included in work role:
1.       Leading the project team
2.       Managing time to ensure on-time project completion


	Accountabilities included in work role:
1.       Team performance
2.       Project timeframes

	Team goals and objectives:
	Team Goals
	Objectives

	     
This must align with the team goals outlined in the Human Resource Management Plan.
	     
This must align with the team objectives outlined in the Human Resource Management Plan.

	     
	     





	Competing demands relevant to the project
1.       My work-life balance
2.       Completing the project on time
3.       Staying within $7,000,000 budget
4.       Staying within project scope
Note: The student’s own work-life balance must be among the competing demands identified by the student.




	II. PERSONAL WORK GOALS

	Marking guide
The student must identify five (5) personal work goals:
· Completing the project
Note: This must be among the personal work goals identified by the student.
· One (1) project goal and objective relating to the strategic goal and objective identified above
· One (1) project goal and objective relating to the operational goal and objective identified above
· Two (2) goals and objectives relating to maintaining appropriate work-life balance, including:
· One (1) goal and objective relating to managing your stress
· One (1) goal and objective relating to managing your health
All personal work goals and objectives identified must be within the responsibilities and accountabilities identified by the student.

	Personal Work Goals
	Objectives

	1.       Completing the project
	      Completing the project on or before 17 January

	2.       Ensure client satisfaction
	      Ensure client retention

	3.       Fulfil all client preferences during project implementation.
	      Ensure the following timeframes are followed, as these are the client’s preferred timeframes:
· Commencement of scoping and planning: 1 April 2016
· Commencement of project: 1 July 2016
· Completion of construction: Christmas 2016
· Completion of project: 14 January 2017

	4.       Avoid working overtime for this project.
	      Ensure weekends are dedicated to rest and activities outside of work, instead of working on the project.

	5.       Ensure there are no project-related illnesses and/or injuries throughout the project.
	      Zero project-related illnesses and/or injuries and zero project-related personal leaves at project completion.





	III. WORK PRIORITIES

	
	Priority Level
(Arranged from highest priority to lowest priority.)
	Competing Demands

	1
	      Completing the project on time

	2
	      Staying within $7,000,000 budget

	3
	      Staying within the project scope

	4
	      My work-life balance





	How priorities will contribute to achieving personal work goals and objectives:
     
The student must sufficiently explain how the priorities they set above will contribute to achieving the personal work goals and objectives previously identified, e.g.:
The priorities I have set will ensure that all personal work goals, including efficient project management and maintaining work-life balance, are addressed.

	How priorities will contribute to achieving team goals and objectives:
     
The student must sufficiently explain how the priorities they set above will contribute to achieving the team goals and objectives previously identified.


	How priorities will contribute to achieving organisational goals and objectives:
     
The student must sufficiently explain how the priorities they set above will contribute to achieving the organisational goals and objectives previously identified, e.g.:
The priorities I have set will ensure that project completion according to the client’s preferred timeframes is prioritised, leading to client satisfaction and retention of the client.

	

	IV. ASSESSMENT OF PROFESSIONAL COMPETENCE

	Competency Standard 1
	      
For this part of the template, the student must identify one (1) competency standard applicable to their work role and industry. These may include but are not limited to:
· enterprise-specific units of competency consistent with work requirements
· nationally endorsed units of competency consistent with work requirements
E.g., BSBPMG516 - Manage project information and communication

	Brief description
	     
The student must provide a brief description of the competency standard, e.g.:
BSBPMG516 describes the skills and knowledge required to link people, ideas and information at all stages in the project life cycle. Project communication management ensures the timely and appropriate generation, collection, dissemination, storage and disposal of project information through formal structures and processes.
Source: https://training.gov.au/Training/Details/BSBPMG516

	Assessment of personal knowledge against competency standard
	     
The student must assess their current knowledge against the competency standard, e.g.:
The required knowledge for BSBPMG516 includes knowledge of alternative communication methods and media. I am not very familiar with communication technology and believe I do not have enough knowledge relating to this.

	Assessment of current skills against competency standard
	     
The student must assess their current skills against the competency standard, e.g.:
BSBPMG516 involves establishing a project management information system, but I do not have the necessary skills to accomplish this.

	Competency Standard 2
	      
For this part of the template, the student must identify one (1) competency standard applicable to their work role and industry, e.g.:
BSBPMG515 - Manage project human resources

	Brief description
	     
The student must provide a brief description of the competency standard, e.g.:
BSBPMG515 describes the skills and knowledge required to manage human resources related to projects. It involves planning for human resources, implementing personnel training and development, and managing the project team.
Source: https://training.gov.au/Training/Details/BSBPMG515

	Assessment of personal knowledge against competency standard
	     
The student must assess their current knowledge against the competency standard, e.g.:
The required knowledge for BSBPMG515 includes processes used to measure individuals’ performance against agreed criteria. I am familiar with the idea; however, I don’t think I know enough about our organisational policies, procedures, and practices regarding this.

	Assessment of current skills against competency standard
	     
The student must assess their current skills against the competency standard, e.g.:
Human resource management involves applying Human Resources Management (HRM) methods. I think I need a refresher regarding this.



	Professional Development Needs
Use the following priority levels:
· Critical – must be addressed immediately
· Important – must be addressed within the next month
· Normal – must be addressed within the next three (3) to six (6) months
· Low – must be addressed within the next 6-12 months
Marking guide
The student must:
· identify two (2) professional development needs
Note: This must be based on their assessment of their personal knowledge and current skills against the competency standards they identified.
· identify the priority level for each professional development need.
· identify one (1) way to improve professional competence in the area of need identified.
Note: This must be in line with the feedback they received in Task 1.3.1 Feedback Log. 
Sample answers are provided below.
	Professional development needs
	Priority level
	How to improve professional competence

	      Insufficient knowledge of alternative communication methods and media, as well as communication technology
	     
Normal
	     
Have someone from work coach me on using communication technology and alternative communication methods and media.

	      Insufficient knowledge and skills relating to establishing and using Project Management Information System (PMIS)
	     
Critical
	     
Undertake a Diploma in Project Management course.




	Personal learning styles
Marking guide
The student must identify two (2) personal learning styles and provide a brief description for each style.
	Personal Learning Styles
	Description

	1.       Visual learning style
	      Visual learners associate information with images or graphics and learn best after showing or demonstrating how one task is completed.  

	2.       Kinaesthetic learning style
	      Kinesthetic learners learn through touching and doing. They are hands-on learners and are very interactive. They need a lot of interactive activities as well as activities where they can apply what they have been taught.




	Professional development needs 1:       Insufficient knowledge of alternative communication methods and media, as well as communication technology

	Development opportunity 1:       
For each professional development need, the student must identify two (2) development opportunities suitable for their personal learning style that is presently available to them, e.g.:
Coaching from co-workers in the organisation
Description:
     
The student must provide a short description of the development opportunity, e.g.:
This involves having an employee who is knowledgeable in communication technology and alternative communication methods and having them coach the student within a given time period.
Evaluation:
     
The student must evaluate the development opportunity, including:
· Why it is suitable to their personal learning styles
· How it will contribute to addressing their professional development need


	(continued)
E.g.: 
Before the actual coaching sessions, arrangements can be made to have the employee facilitating the coaching session plan the sessions to be more suitable to the student’s personal learning styles. These coaching sessions will enrich the student’s knowledge in communication technology and have them try the technology out as they learn, so they can apply these in the next project.

	Development opportunity 2:      
For each professional development need, the student must identify two (2) development opportunities suitable for their personal learning style that is presently available to them, e.g.:
Online research
Description:
     
The student must provide a short description of the development opportunity, e.g.:
This involves researching online to improve knowledge in communication technology and alternative communication methods and media.
Evaluation:
     
The student must evaluate the development opportunity, including:
· Why it is suitable to their personal learning styles
· How it will contribute to addressing their professional development need
E.g.: 
Online research may include watching video tutorials and following step-by-step instructions which are suitable for visual and kinesthetic learners. This will help address the student’s professional development need by enabling them to control the pace at which they will learn and the content they can refer to in order to improve their professional knowledge and skills.

	Professional development need 2:       Insufficient knowledge and skills relating to establishing and using Project Management Information System (PMIS)

	Development opportunity 1:      
For each professional development need, the student must identify two (2) development opportunities suitable for their personal learning style that is presently available to them, e.g.:
Undertake a Diploma in Project Management course.
Description:
     
The student must provide a short description of the development opportunity, e.g.:
This involves taking Diploma in Project Management course with a Registered Training Organisation (RTO).

	(continued)
Evaluation:
     
The student must evaluate the development opportunity, including:
· Why it is suitable to their personal learning styles
· How it will contribute to addressing their professional development need
E.g.: 
Taking an accredited course is suitable for kinesthetic learners as these courses involve a lot of activities requiring hands-on application of what they learn. Taking this course will ensure that the student will not only address their needs in managing project communication but also other competence issues.

	Development opportunity 2:       
For each professional development need, the student must identify two (2) development opportunities suitable for their personal learning style that is presently available to them, e.g.:
Seminars on developing Project Management Information Systems
Description:
     
The student must provide a short description of the development opportunity, e.g.:
This involves undertaking short seminars on specific aspects of knowledge, in this case developing Project Management Information Systems. The seminars may be from universities, Registered Training Organisations (RTO), or any other accredited organisation.
Evaluation:
     
The student must evaluate the development opportunity, including:
· Why it is suitable to their personal learning styles
· How it will contribute to addressing their professional development need
E.g.: 
Seminars often involve presentations and supporting visual documentation which are suitable for visual learners. The seminar will be able to help the student improve on the knowledge and skills needed to develop Project Management Information Systems (PMIS) as they will be learning from experts.

	
	New skills to develop
	How it will help you achieve a competitive edge

	1.       Using project management software
	      Using project management software is a relatively inexpensive way to plan projects, track project implementation, and organise project information. Mastering the use of these will be a good skill to have as a project manager.

	2.       Effective risk analysis
	      The possibility of risk is always present in any project. Knowing how to efficiently and effectively integrate risk analysis into the management of any project will prove to be a big asset for you and for any organisation.





	Networks to participate in to enhance personal knowledge, skills, and work relationships:
1.       Industry associations
2.       Colleagues




	SUPERVISOR DECLARATION
By signing this declaration, I confirm that the information above is a true and accurate reflection of the organisation and its policies, protocols, and procedures.

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

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

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

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




End of Self-Assessment Template
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	For this part of the assessment, you will have to develop a Personal Development Plan using the feedback you have received and your findings from self-assessment.
Steps to take:
1. Locate the Personal Development Plan template on the following pages. The template is composed of three (3) sections: 
I. Organisational Requirements
II. Personal Work Plan 
III. Professional Competence Plan.
Use the Organisational Requirements section to document the organisational policies, protocols, and procedures that you will have to follow in completing the Personal Development Plan.
Use the Personal Work Plan section to document your personal work goals in this project and your action plan for these. 
Use the Professional Competence Plan section to document your professional competence goals throughout the project and your action plan for these.
Follow the steps below to complete the Personal Development Plan.
2. Complete Part I. Organisational Requirements by identifying the following:
· One (1) strategic goal sourced from the organisation’s strategic plan
· One (1) operational goal sourced from the organisation’s operational plan
· Two (2) responsibilities included in your work role
· Two (2) accountabilities included in your work role 
Guidance: ‘Responsibilities’ refer to tasks/activities you are required to complete, while ‘accountabilities’ refer to tasks/activities which are completed under your authority and supervision and which you are ultimately answerable for.
· Two (2) organisational policies relevant to personal development planning
E.g. Professional development policy, staff training policy

	· Two (2) organisational practices relevant to personal development planning
E.g. Professional development planning, mentoring and coaching
· Two (2) organisational protocols relevant to planning career development
E.g. Timeframes for completing career development activities, designated officers authorised to approve career development planning, etc.
3. Using the Personal Work Plan section, create an action plan for your personal work goals. Refer to your responses in the Self-Assessment Template in Task 1.3.2 to complete this section.
a. Write the personal work goals and objectives you have identified in the Self-Assessment Template in the appropriate columns.
b. Create an action plan for your personal work goals. For each personal work goal and objective, identify:
· at least one (1) activity you can undertake to achieve the goal
Guidance: Each activity must be within the responsibilities and accountabilities included in your role.
· a deadline for each goal
Guidance: All deadlines must be set on or before the project end date.
· one (1) measurement for your performance in working towards your goal
Guidance: The measurement must be applicable to different work conditions, different work contexts and different contingencies.
· one (1) appropriate technology you can use to improve your efficiency when working towards the goal
c. Identify two (2) contingencies that could affect the completion of two (2) different personal work goals.
IMPORTANT: Remember to follow the organisational requirements you have identified, as well as the work priorities you have set in Task 1.3.2 Self-Assessment.

	4. Using the Professional Competence Plan section, create an action plan to address your professional development needs and priorities. Refer to your responses in the Self-Assessment Template in Task 1.3.2 to complete this section.
a. Write the professional development needs and priorities and the ways to improve each development need from the Self-Assessment Template in the appropriate columns.
b. Based on your evaluation of the development opportunities identified in the Self-Assessment Template, select one (1) development opportunity to address each development need.
c. Create an action plan covering the following:
· At least one (1) activity incorporating the ways of improving your identified professional needs from the feedback you received
· The two (2) development opportunities you selected from the development opportunities you have evaluated in the Self-Assessment Template
· Participating in the two (2) networks you have identified in the Self-Assessment Template
· Developing the two (2) new skills you have identified in the Self-Assessment Template
For each item in the action plan, identify the following:
· the deadline for the activity
Guidance: All deadlines must be set on or before the project end date.
· one (1) appropriate technology you can use to improve your efficiency in the activity
IMPORTANT: Remember to follow the organisational requirements you have identified, as well as the personal development priorities you have set in Task 1.3.2 Self-Assessment.
5. Submit the completed Personal Development Plan to your supervisor for approval. Have them complete and sign the Supervisor Declaration part at the end of the plan. Their signature must be handwritten.
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	Refer to the following documents to complete the Self-Assessment Template:
Awesome Landscapes Policies and Procedures
(username: newusername     password: newpassword)
Your responses must align with the information found in the documents above.



	Mapping: 
BSBWOR501 PC1.1, PC1.2 (p), PC1.3 (p), PC2.1 (p), PC2.2 (p), PC2.3 (p), PC3.1 (p), 
PC3.2 (p), PC3.3 (p), PC3.4 (p), PC3.5 (p), PE2.0 (p), PE3.0 (p), PE4.0 (p), PE5.0, PE6.0 (p), FS1.0 (p), FS2.0 (p), FS5.1, FS5.2, FS7.1, FS7.2
Marking guide
The student must develop action plans for their personal work goals, work priorities, and professional development needs and provide evidence for these by submitting a completed Personal Development Plan.
Workplace Pathway
Workplace Pathway students must submit a completed Personal Development Plan signed by their supervisor. Their signature must be handwritten.
Simulated Pathway
There is no need for Simulated Pathway students to have the Supervisor Declaration part completed and signed.





	PERSONAL DEVELOPMENT PLAN

	

	Completed by (Student) 
	      Student’s name

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

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

	

	I. ORGANISATIONAL REQUIREMENTS

	Strategic Goal:
      To win additional maintenance contracts within Cascade Peak

Organisational Objective:
      Increase market share by 10%.

Source:       Strategic Business Plan for Awesome Landscapes

	Operational Goal:
      Provide services that address the unique wants and needs of each client

Organisational Objective:
      Ensure 100% client satisfaction for all projects handled in the next twelve months.

Source:       Operational Plan for Awesome Landscapes

	Responsibilities included in work role:
1.       Leading the project team
2.       Managing time to ensure on-time project completion

	Accountabilities included in work role:
1.       Team performance
2.       Project timeframes

	Organisational policies relevant to personal development planning
1.       
2.      
The student must identify two (2) organisational policies relevant to personal development planning. Simulated Pathway students must source these policies from Awesome Landscape’s policies and procedures, e.g.:
· Experience and Training
· Awesome Landscapes File and Record-Keeping Policy

	Organisational practices relevant to personal development planning
1.      
2.      
The student must identify two (2) organisational practices relevant to personal development planning. Simulated Pathway students must source these policies from Awesome Landscape’s policies and procedures, e.g.:
· Setting objectives during the performance management process
· Formal performance appraisal during the performance management process

	Organisational protocols relevant to planning career development
1.      
2.      
The student must identify two (2) organisational protocols relevant to planning career development. Simulated Pathway students must source these policies from Awesome Landscape’s policies and procedures, e.g.:
· The employee must discuss with the supervisor any course or training program that will enhance the employee’s ability to perform their work. (from Experience and Training policy in Staff Handbook)
· Planning career development must be in the span of twelve months, as this is the performance management cycle timeframe of Awesome Landscapes (from Performance Management Procedures)





	II. PERSONAL WORK PLAN

	Marking guide
The student must list the five (5) personal work goals they have identified in the Self-Assessment Template.

	Personal Work Goals
	Objectives

	1.       Completing the project
	      Completing the project on or before 17 January

	2.       Ensure client satisfaction
	      Ensure client retention

	3.       Fulfil all client preferences during project implementation.
	      Ensure the following timeframes are followed, as these are the client’s preferred timeframes:
· Commencement of scoping and planning: 1 April 2016
· Commencement of project: 1 July 2016
· Completion of construction: Christmas 2016
Completion of the project: 14 January 2017

	4.       Avoid working overtime for this project.
	      Ensure weekends are dedicated to rest and activities outside of work, instead of working on the project.

	5.       Ensure there are no project-related illnesses and/or injuries throughout the project.
	      Zero project-related illnesses and/or injuries and zero project-related personal leaves at project completion.





	Action Plan
All personal work goals and objectives must be addressed in this action plan.

	Marking guide
The student must plan one (1) activity to achieve each personal work goal, including:
· the deadline for each goal
· one (1) measurement for performance in working towards a goal
Note: The measurement must be applicable to different work conditions, different work contexts and different contingencies.
· one (1) appropriate technology they can use to improve their efficiency when working towards the goal.
All activities must be within the responsibilities and accountabilities previously identified in this plan.
Sample answers for Simulated Pathway students are provided below for the assessor’s reference.

	Activity
	Deadline
	Measurement for Performance
	Technology to Improve Efficiency
	Status

	Ensure the project plan and all timeframes therein are strictly implemented.
	17 January
	Hitting project milestones
	Gantt Project
	This column will be completed in Subject 7.

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Add rows as needed.

	III. PROFESSIONAL COMPETENCE PLAN

	Marking guide
The student must write the identified professional development needs, priorities, and ways to improve professional competence from Self-Assessment Template below.

	Priority levels:
· Critical – must be addressed immediately
· Important – must be addressed within the next month
· Normal – must be addressed within the next three (3) to six (6) months
· Low – must be addressed within the next 6-12 months

	Professional Development Needs
	Priority Level
	Ways to Improve Professional Competence

	      Insufficient knowledge of alternative communication methods and media, as well as communication technology
	      Normal
	      Have someone from work coach me on using communication technology and alternative communication methods and media.

	      Insufficient knowledge and skills relating to establishing and using Project Management Information System (PMIS)
	      Critical
	      Undertake a Diploma in Project Management course.



	Action Plan

	Marking guide
The student must create an action plan for at least seven (7) activities, including:
· At least one (1) activity incorporating the ways of improving identified professional needs from the feedback received
· The two (2) development opportunities selected from the development opportunities they have evaluated in the Self-Assessment Template
· Participating in the two (2) networks identified in the Self-Assessment Template
· Developing the two (2) new skills identified in the Self-Assessment Template
For each item in the action plan, the student must also identify the following:
· the deadline for the activity
· Guidance: All deadlines must be set on or before the project end date.
· one (1) appropriate technology you can use to improve your efficiency in the activity
Sample answers for Simulated Pathway students are provided below for the assessor’s reference.

	Activity
	Deadline
	Technology to Improve Efficiency
	Status

	Undertake a Diploma in Project Management course
	After one (1) year
	Common business technology, e.g. computer
	This column will be completed in Subject 7.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Add rows as needed.
	SUPERVISOR DECLARATION
By signing this declaration, I confirm that the student, whose name is recorded above, has submitted the completed Personal Development Plan to me for approval.
I further confirm that the information above is a true and accurate reflection of the organisation and its policies, protocols, and practices.

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

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

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

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



End of Personal Development Plan
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	Introduction for students using the workplace pathway.
If you are using your own workplace project, create your own project plan using the provided templates which you may customise to your own organisation. If you have not already downloaded them, you may download them from here:
Project Management Templates (Generic)
 (Username: newusername     Password: newpassword)
Note some documents will require approval from a higher project authority. If this is the case, you will need to provide evidence of approval from the higher project authority. For each document this can be done in one of two ways:
1. Include an approval section at the bottom of the relevant templates (where approval is needed, these will be advised in the checklists below) and obtain a signature and date from the higher project authority.
2. Provide evidence of the approval by attaching an e-mail, form, or other document that shows the higher project authority has provided the required approval. In cases where the additional evidence has been provided, the signatures will not need to appear in the project plan or other documentation, saving you the need to scan the documents before loading to the student portal.
In some cases, you may find confidentiality is an issue. In instances where you believe providing the evidence as part of your assessment is going to breach confidentiality, you may submit the equivalent evidence from the simulated pathway.
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	Introduction for students using the simulated pathway.
Otherwise, if you are using the simulated project, refer to the attached documentation. This contains the information you need to prepare your project plan. Note this includes the project charter and the other documents that were included in the scoping stage of the assessment.
You have commenced working with Awesome Landscapes. With the help of your supervisor, you have in your first week of work attended several crucial meetings and sourced the following information from within your organisation and are now ready to start preparing your project plan. 
Files of meetings and other information you need to assist in preparing the project plan: 
Cascade Peak Walkway (Planning Stage)
(Username: newusername     Password: newpassword)

Files from the scoping stage of the project which you may still need to refer to:
Cascade Peak Walkway (Scoping Stage)
(Username: newusername     Password: newpassword)
Additionally, the procurement officer has helped you with preparing tender information and has collected quotes from potential suppliers for you to include in your project plan.
From the information contained within these documents, plus information in your learner guide and any research you need to do on the Internet, prepare your project plan using the organisation’s project plan template.
Project Management Templates (Awesome Landscapes)
(Username: newusername     Password: newpassword)
Note that whilst the information should be included in your project plan where appropriate, you will need to make educated guesses on the project tasks, timeframes, etc. relating to each task. That being the case there is no single right answer for creating the project plan. You are required to use your initiative and research and/or make an educated guess on aspects not covered in the attachments. You will be assessed on your ability to put together a project plan, NOT on the accuracy of your technical knowledge.

	Note that some documentation within the project plan requires you to provide evidence of written approval. For the purposes of this simulation, Andrew Armstrong has returned from leave and he will be the Director of Parks and Reserves at Cascade Shire Council. You will recall he is the project sponsor authorised to sign off on all project documentation where required. You will also be required to obtain consultation, feedback and approval from other stakeholders.
Where this is needed the instructions will clearly how you are to go about obtaining the evidence. In each case, you are required to send an e-mail to the listed address and you will receive an automated response. You are required to keep the e-mails as evidence of approval and attach it as part of your submission for the assessment. In these cases, documents cannot be marked unless the approval e-mail has been provided.
A full list of the additional e-mails is provided on the last page of this assessment.
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	To be answered by candidates completing either the workplace pathway or the simulated pathway
Develop the Project Plan for your project. You will need to download the project plan template and customise it to your organisation where appropriate.
The project plan must address all ten functions of project management, and must include:
1) Distribution List
2) Version Control
3) Executive Summary with broad overview of the project
4) Integration Management Plan
5) Scope Management Plan
6) Time Management Plan
7) Cost Management Plan
8) Quality Management Plan 
9) Stakeholder Management Plan
10) Human Resource Management Plan
11) Communications Management Plan
12) Risk Management Plan
13) Procurement and Contract Management Plan
14) Authorisation and sign-off by a higher project authority
The project plan must be supported by appropriate appendices. The appendices you include in your project will plan will vary depending on the nature of your project, but you should use common sense and include supporting information necessary to the project. As a minimum the appendices must include:
1) WBS
2) Gantt Chart
3) Project interfaces worksheet
4) Effort and duration of tasks
5) Task dependency worksheet

	6) Summary costing per phase
7) Detailed costing per task
8) Project cash flow and S curve
9) Issues register template
10) Quality analysis tool
11) Quality audit template
12) Responsibility assignment matrix
13) Project organisation chart
14) Resource pool description
15) Resource requirements analysis
16) Detailed resource allocation
17) Individual Performance Plans
18) Stakeholder analysis
19) Communications requirement analysis
20) Risk brainstorming session analysis
21) Risk Identification SWOT analysis
22) Risk response plan
23) Risk review matrix template
24) Change register
25) Change request template
26) Statement of work
27) Project archives checklist
28) Project closure checklist
Other documentation may be included in your project plan at your discretion (or as required by your organisation).
For your convenience checklists have been provided below to assist in the development and checking of your project plan before you submit it.
The project plan you submit for this assessment must be complete as at the end of the planning stage of the project. Note you will be updating this document and resubmit it as a separate document in later assessments as your project progresses.



	Mapping: BSBPMG521 PC2.4 (p), PE3.0, FS1.0 (p), FS2.0 (p), FS4.0 (p), FS6.1 (p), FS6.2 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
Marking guide
Student must develop the Project Plan for his/her project. Specific benchmarks for the student’s Project submission are provided in the checklist below. For a satisfactory performance, student’s submission must meet all checklist items.
The project plan provides only the guidance for what must be included in the student’s Project Plan submission. Succeeding sections (2.1.1 – 2.1.2) and their corresponding subsections provide the guidance and benchmarks for each section of the Project Plan.



	Checklist – Does the 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 own organisation’s requirements for creating a project plan. However, all the following MUST be included.
Note to Assessor: Before you mark the parts of the project plan, check that all of the following have been included. If more than three of the following are missing, please return the project plan to the student for resubmission.
	YES

	General

	1. The project plan must be clearly written.
	☒
	2. The project plan must be free of spelling or grammatical errors.
	☒
	3. Any tables, Gantt charts, graphs, quotations, and other external documentation should appear in the appendices of the project plan.
	☒
	4. All appendices must be clearly referenced from the body of the project plan.
	☒
	5. Distribution list (list of stakeholders who require a copy of the project plan)
	☒
	6. Version control table (with initial release listed)
	☒
	7. Project registration details
	☒
	8. Project rationale providing a summary of the history and justification for the project.
	☒
	Checklist – Does the 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 own organisation’s requirements for creating a project plan. However, all the following MUST be included.
Note to Assessor: Before you mark the parts of the project plan, check that all of the following have been included. If more than three of the following are missing, please return the project plan to the student for resubmission.
	YES

	9. The organisational driver or context of the project.
	☒
	10. The key objectives of the project.
	☒
	11. The identified benefits of the project.
	☒
	12. The impacts the project has on business activity, organisational capability and/or processes.
	☒
	13. Recommendation being presented for approval to commence (may be either in the front or back of the project plan).
	☒
	14. Record of the decision (approval) of the project to commence.
	☒
	15. Evidence the project plan has been signed off as approved:
Workplace pathway: Signed by your supervisor or client, or separate document advising approval of the project plan by your supervisor or client.
Simulated pathway: Send an e-mail to projectapprovals@yourdomain.com.au addressed to the project sponsor requesting approval of your project plan. You will receive a return e-mail advising whether the project plan has been approved. Once approved, attach the same “signature” as was provided for your project charter and keep your return e-mail as evidence you have had the project plan approved.
Save the return e-mail or separate document as projectplanapproval.
	☒




	Checklist – Does the 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 own organisation’s requirements for creating a project plan. However, all the following MUST be included.
Note to Assessor: Before you mark the parts of the project plan, check that all of the following have been included. If more than three of the following are missing, please return the project plan to the student for resubmission.
	YES

	The file projectplanapproval has been provided as evidence the project plan has been sign off as approved. If this file has not been supplied, check for an actual signature in the project plan and check the workplace pathway has been selected. If both conditions are met, then mark this as satisfactory. Otherwise: 
Workplace pathway: Signed by the student’s supervisor or client, or separate document advising approval of the project plan by the student’s supervisor or client.
Simulated pathway: E-mail sent to projectapprovals@yourdomain.com.au addressed to Andrew Armstrong requesting approval of your project plan. Student will supply the return e-mail advising whether the project plan has been approved.
	-

	16. This section of the Project Plan must be accurate, i.e. information and details recorded are correct and free from errors.
	☒
	17. This section of the Project Plan must be written using format and language appropriate to the context.
Including:
· Use of the prescribed template or the relevant organisational template
· Use of language appropriate to project management or industry-specific and appropriate terminology instead of jargons.
	☒
	Body of the Project Plan

	18. Integration management plan.
	☒
	19. Scope management plan.
	☒
	Checklist – Does the 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 own organisation’s requirements for creating a project plan. However, all the following MUST be included.
Note to Assessor: Before you mark the parts of the project plan, check that all of the following have been included. If more than three of the following are missing, please return the project plan to the student for resubmission.
	YES

	20. Time management plan.
	☒
	21. Cost management plan.
	☒
	22. Quality management plan.
	☒
	23. Stakeholder management plan.
	☒
	24. Human resource management plan.
	☒
	25. Communications management plan.
	☒
	26. Risk management plan.
	☒
	27. Procurement management plan.
	☒
	28. Each section outlined above must be accurate, i.e. information and details recorded are correct and free from errors.
	☒
	29. Each section outlined above must be written using format and language appropriate to the context.
Including:
· Use of the prescribed template or the relevant organisational template
· Use of language appropriate to project management or industry-specific and appropriate terminology instead of jargons.
	☒
	Checklist – Does the 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 own organisation’s requirements for creating a project plan. However, all the following MUST be included.
Note to Assessor: Before you mark the parts of the project plan, check that all of the following have been included. If more than three of the following are missing, please return the project plan to the student for resubmission.
	YES

	30. The body of the Project Plan demonstrate use of at least three (3) formal 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. 
These must be represented either through words/ paragraphs conveying the numerical information or through numerical formulas showing computations, graphs, charts, tables, etc.
	☒
	31. The body of the Project Plan demonstrate use of at least two (2) informal written mathematical language.
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.)
These must be represented either through words/ paragraphs conveying the numerical information or illustrating these through numerical computations.
	☒
	Project Plan Appendices

	1. Work Breakdown Structure (WBS)
	☒
	2. Gantt Chart
	☒
	Checklist – Does the 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 own organisation’s requirements for creating a project plan. However, all the following MUST be included.
Note to Assessor: Before you mark the parts of the project plan, check that all of the following have been included. If more than three of the following are missing, please return the project plan to the student for resubmission.
	YES

	3. Project interfaces worksheet
	☒
	4. Effort and duration of tasks
	☒
	5. Task dependency worksheet
	☒
	6. Summary costing per phase
	☒
	7. Detailed costing per task
	☒
	8. Project cash flow and S curve
	☒
	9. Issues register template
	☒
	10. Quality analysis tool
	☒
	11. Quality audit template
	☒
	12. Responsibility assignment matrix
	☒
	13. Formal and project organisation charts
	☒
	14. Resource pool description
	☒
	15. Resource requirements analysis
	☒
	16. Detailed resource allocation
	☒
	17. Role descriptions
	☒
	18. Individual Performance Plans 
	☒
	19. Training needs analysis
	☒
	20. Stakeholder analysis
	☒
	Checklist – Does the 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 own organisation’s requirements for creating a project plan. However, all the following MUST be included.
Note to Assessor: Before you mark the parts of the project plan, check that all of the following have been included. If more than three of the following are missing, please return the project plan to the student for resubmission.
	YES

	21. Communications requirement analysis
	☒
	22. Progress report template
	☒
	23. Completion report template
	☒
	24. Risk Identification SWOT analysis 
	☒
	25. Risk brainstorming session analysis worksheet
	☒
	26. Risk rating tables
	☒
	27. Risk response plan
	☒
	28. Risk review matrix template
	☒
	29. Change register
	☒
	30. Change request template
	☒
	31. Statement of work
	☒
	32. Supplier documentation
	☒
	33. Signed contract
	☒
	34. Project archives checklist
	☒
	35. Project closure checklist
	☒


	Marking guide (Cont. of 2.1 Project Plan)
Note: The checklist above and the succeeding sections closely follow the template provided to the student. However, students doing workplace-based projects are allowed to modify the project plan template or use another standard template supplied by their own organisation. In these cases, the content may appear in a different order other than that provided in the checklist, provided all the content is in the plan and appears correct.
The template will probably have the student’s organisation’s logo, and style guide applied to it. However, the student must not be penalised in any way if they haven’t formatted it to any style guide.
If you are marking a student’s project plan that uses the Cascade Peak Simulation, download and refers to the following project plan. The student’s responses may vary, but this provides a good idea of what the plan should look like.
Project Plan- Cascade Peak Walkway
(NOTE TO ASSESSOR: PLEASE DO NOT PROVIDE THIS DOCUMENT TO STUDENTS)
PROJECTPLANAPPROVAL RESPONSE E-MAIL – This is the automated response to the e-mail sent to projectapprovals@yourdomain.com.au.
This e-mail contains no attachments.
	Hi,
Thank you for sending through your project plan. I have reviewed it and happy to sign it off ready for implementation.
I therefore formally approve of all components of your project plan. This includes:
· The scope management plan and all relevant appendices you have provided.
· The time management plan and all relevant appendices you have provided.
· The cost management plan and all relevant appendices you have provided.
· The quality management plan and all relevant appendices you have provided.
· The stakeholder management plan and all relevant appendices you have provided.
· The human resources management plan and all relevant appendices you have provided.
· The procurement management plan and all relevant appendices you have provided.
· The communications management plan and all relevant appendices you have provided.
· The risk management plan and all relevant appendices you have provided.
· The integration management plan and all relevant appendices you have provided.
Best of luck with delivering your project!
Best regards,
Andrew Armstrong
Director of Parks and Reserves
Cascade Peak Shire Council
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	To be completed by candidates completing either the workplace pathway or the simulated pathway
Throughout the development of the Project Plan, you will be consulting or communicating with project stakeholders. 
Read the instructions carefully before proceeding.
Steps to take:
1. Locate the Communications Log template in the following pages. 
The Communications Log includes a Feedback Form section for your direct supervisor to complete. Review the instructions and the template carefully before proceeding. 
Arrange for your supervisor to observe you during the communication and consultation activities so they can complete the Feedback Form section of the Communications Log.
2. Complete the Communications Log by recording instances of communication and consultation with key stakeholders. 
Each entry must include: 
i. Date of the communication
ii. Mode of communication (such as a meeting, phone call, video call, email, face-to-face interaction, etc.)
iii. The person you communicated with - include their name, title/designation and organisation
iv. Summary of the communication outcome
There is no required number of entries. However, the Communications Log must show that you:
· Negotiated the project objectives (at least two (2)) in Task 2.1.1.7 Key Objectives.
These are measurable project objectives including specific, tangible products and deliverables that the project will deliver.
· Negotiated the project outcomes (at least two (2)) in Task 2.1.1.9 Impacts and Outcomes
These are either long-term or short-term outcomes for the organisation or the business.

	· Negotiated the project benefits (at least two (2)) in Task 2.1.1.8 Benefits
These are the expected benefits to be achieved for organisation and business.
· Negotiated with project governance structure with at least two (2) relevant authorities and at least two (2) stakeholders. 
Relevant authorities are those people who have influence and authority to determine whether the project is a success or not, depending on the project, they may include but are not limited to your customers or end users of a product or service, project client or sponsor, executives (top management) and steering committee, etc.
Stakeholders here include individuals and or organisations who are affected by the execution or outcome of a project, depending on the project, they may include but are not limited to project team members, suppliers, contractors, etc.
This is in relation to the following tasks:
· Task 2.1.2.1 Integration Management Plan
· Task 2.1.2.6.2 Project Stakeholders
· Task 2.1.2.7 Human Resource Management Plan
· Task 2.1.2.7.4 Project Organisational Structure
· Task 2.1.2.8 Communications Management Plan
· Negotiated the approval of the project plan with at least one (1) project authority and at least two (2) stakeholders. 
· Negotiated with at least two (2) internal stakeholders.
Internal stakeholders here include but are not limited to stakeholders within your organisation, e.g. project manager, project team members, etc.
· Negotiated with at least two (2) external stakeholders.
External stakeholders here include but are not limited to stakeholders outside your organisation, e.g. clients, sponsor, contractors, suppliers, etc.

	IMPORTANT: Where negotiation is required, the Summary of the communication outcome must clearly document the negotiations between you and the relevant stakeholders.
Negotiations are discussions aimed at reaching an agreement. Your summaries must clearly record your proposition and the other party’s and the agreement, settlement, or compromise you have both arrived at the end of the discussion.
4. Complete all parts of the Communications Log, including the Completed By section. Have your supervisor complete and sign the Feedback Form and Supervisor Declaration sections of the log. Their signature must be handwritten.
5. The Feedback Form must clearly show you’ve demonstrated all requirements outlined in this section and include specific written comments from your supervisor regarding your performance during these consultations, e.g. areas where you did well and areas you can improve in, etc. Submit the completed and signed Communications Log and the Feedback Form to your assessor.



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

	For simulated pathway students, this part of the assessment will be completed through a series of mini-scenarios for you to roleplay and enable you to demonstrate that you have:
For Communications Log – Scenario 1 
· Negotiated the project objectives (at least two (2)) in Task 2.1.1.7 Key Objectives.
· Negotiated the project outcomes (at least two (2)) in Task 2.1.1.9 Impacts and Outcomes
· Negotiated the project benefits (at least two (2)) in Task 2.1.1.8 Benefits
· Negotiated with at least two (2) internal stakeholders.
For Communications Log – Scenario 2
· Negotiated with project governance structure with at least two (2) relevant authorities and at least two (2) stakeholders. 
· Negotiated the approval of the project plan with at least two (2) stakeholders. 

	Additional steps to be taken:
1. Get at least three (3) volunteers to participate in these separate roleplay activities. These three (3) volunteers will act as:
For Communications Log – Scenario 1
· Kim Nguyen, Director, Awesome Landscapes Pty Ltd (internal)
· Andrew Armstrong, Director of Parks and Reserves, Cascade Shire Council (external)
For Communications Log – Scenario 2
· Kim Nguyen, Director, Awesome Landscapes Pty Ltd (Project Stakeholder)
· Andrew Armstrong, Director of Parks and Reserves, Cascade Shire Council, (Project Authority)
· Alice Brewer, Site Supervisor, Awesome Landscapes Pty Ltd, (Project Stakeholder)
2. Before commencing with the role play activities, access and review the following Role Play Guides.
BSB51415 Scenarios
(Username: newusername     Password: newpassword)
Access the following:
Communications Log Scenario 1 Role Play Guide
Communications Log Scenario 2 Role Play Guide
Review these Role Play Guides with your volunteers so you can all prepare for the role play activities.
There is no specific script to be followed but you will need to demonstrate all the requirements outlined in these role-play guides for a satisfactory performance and the requirements outlined in the Feedback Form below.
3. Roleplay the scenarios with your volunteers. Video record each role-play activity.
Each recording must not be longer than ten (10) minutes.
4. Complete the Communications Log template provided based on the outcomes of your discussions in the role-play activities. Follow the instructions provided above for completing the Communications Log.

	5. Save and submit the following:
· Communications Log
IMPORTANT: The Feedback Form will be completed by the assessor. 
· Video recording of Communications Log – Scenario 1 Role Play
· Video recording of Communications Log – Scenario 2 Role Play



	Mapping: BSBPMG521 PC1.3 (p), PC1.4 (p), PC2.6 (p), FS6.1 (p), FS6.2 (p), PE1.0 (p), PE2.0 (p)
Marking guide
The candidate must submit a completed and signed Communications Log. The Communication Log must show that the candidate communicated/consulted with project stakeholders throughout the project plan development. 
Each entry in the Communication Log must include: 
· Date of the communication
· Mode of communication (such as a meeting, phone call, video call, email, face-to-face interaction, etc.)
· The person the candidate communicated with. Including the name, title/designation and organisation
· Summary of the communication outcome
There is no required number of entries. However, the log must clearly show the candidate:
· Negotiated the project objectives (at least two (2)) in Task 2.1.1.7 Key Objectives.
These are measurable project objectives including specific, tangible products and deliverables that the project will deliver.
· Negotiated the project outcomes (at least two (2)) in Task 2.1.1.9 Impacts and Outcomes
These are either long-term or short-term outcomes for the organisation or the business.

	· Negotiated the project benefits (at least two (2)) in Task 2.1.1.8 Benefits
These are the expected benefits to be achieved for organisation and business.
Negotiated with project governance structure with at least two (2) relevant authorities and at least two (2) stakeholders. Relevant authorities are those people who have influence and authority to determine whether the project is a success or not, depending on the project, they may include but are not limited to customers or end-users of a product or service, project client or sponsor, executives (top management) and steering committee, etc.
Stakeholders here include individuals and or organisations who are affected by the execution or outcome of a project, depending on the project, they may include but are not limited to project team members, suppliers, contractors, etc.
This is in relation to the following tasks:
· Task 2.1.2.1 Integration Management Plan
Task 2.1.2.6.2 Project Stakeholders
· Task 2.1.2.7 Human Resource Management Plan
· Task 2.1.2.7.4 Project Organisational Structure
· Task 2.1.2.8 Communications Management Plan
· Negotiated the approval of the project plan with at least one (1) project authority and at least two (2) stakeholders. 
· Work closely with at least two (2) project stakeholders to integrate all project management functions at the project plan development stage.
· Negotiated with at least two (2) internal stakeholders.
Internal stakeholders here include but are not limited to stakeholders within their organisation, e.g. project manager, project team members, etc.
· Negotiated with at least two (2) external stakeholders.
External stakeholders here include but are not limited to stakeholders outside their organisation, e.g. clients, sponsor, third-party contractors, suppliers, etc.
The candidate must also submit the Feedback Form section of the Communications Log completed by the candidate’s supervisor. This section must clearly show that the candidate has satisfactorily demonstrated each requirement outlined in the Feedback Form, i.e. supervisor ticked YES for all items in the Feedback Form and must include the supervisor’s feedback/comments on the candidate’s performance, e.g. areas where the candidate performed well, areas where the candidate can improve in, etc.
Where the candidate’s supervisor ticked NO in the Feedback Form section, the supervisor must provide feedback and guidance for the candidate to satisfactorily demonstrate this.
The candidate must submit the completed and signed Supervisor Declaration form accomplished by the candidate’s supervisor. Their signature must be handwritten.




	Simulated pathway
The candidate must submit the following:
· Communications Log
For a satisfactory performance, the submission must meet the criteria provided above. To guide the assessor in evaluating this submission, they must refer to the benchmarked Communications Log template below.
· Video recording of Communications Log – Scenario 1 Role Play
For a satisfactory performance, the recording must not be longer than ten (10) minutes. The video recording must clearly show the candidate has:
· Negotiated the project objectives (at least two (2)) in Task 2.1.1.7 Key Objectives.
· Negotiated the project outcomes (at least two (2)) in Task 2.1.1.9 Impacts and Outcomes
· Negotiated the project benefits (at least two (2)) in Task 2.1.1.8 Benefits
· Negotiated with at least two (2) internal stakeholders.
Specifically, with the following: 
· Kim Nguyen, Director, Awesome Landscapes Pty Ltd
· Andrew Armstrong, Director of Parks and Reserves, Cascade Shire Council
· Video recording of Communications Log – Scenario 2 Role Play
For a satisfactory performance, the recording must not be longer than ten (10) minutes. The video recording must clearly show the candidate has:
· Negotiated with project governance structure with at least two (2) relevant authorities and at least two (2) stakeholders. 
· Negotiated the approval of the project plan with at least two (2) stakeholders.
Specifically, with the following: 
· Kim Nguyen, Director, Awesome Landscapes Pty Ltd (Project authority)
· Andrew Armstrong, Director of Parks and Reserves, Cascade Shire Council (Project authority)
· Paulo Orellana, Landscape Architect (Project Stakeholder)
· Alicia Brewer, Site Supervisor (Project Stakeholder)

	The assessor must complete the Feedback Form section of the Communications Log. This section must clearly show that the candidate has satisfactorily demonstrated each requirement outlined in the Feedback Form, i.e. assessor ticked YES for all items in the Feedback Form and must include the assessor’s feedback/comments on the candidate’s performance, e.g. areas where the candidate performed well, areas where the candidate can improve in, etc.
Where the assessor ticked NO in the Feedback Form section, they must provide feedback and guidance for the candidate to satisfactorily demonstrate this.



Communications Log Template
	COMMUNICATION LOG

	Completed by
	      Candidate’s name

	Title/designation
	      Candidate’s title/designation

	Workplace/organisation
	      Candidate’s workplace/organisation



	Date
	Mode
	Person/Team you communicated with
	Summary of outcomes of communication

	     
Date of communication
	     
Mode of consultation:
e.g. face to face, phone call, Skype call, etc.
	Individual/Team:      
Title/Position:      
Organisation:      
Internal     External 
The candidate must identify here the person/team they communicated with.

	     
There is no required number of entries. However, the log must clearly show the candidate:
· Negotiated the project objectives (at least two (2)) in Task 2.1.1.7 Key Objectives.
These are measurable project objectives including specific, tangible products and deliverables that the project will deliver.
· Negotiated the project outcomes (at least two (2)) in Task 2.1.1.9 Impacts and Outcomes
These are either long-term or short-term outcomes for the organisation or the business.
· Negotiated the project benefits (at least two (2)) in Task 2.1.1.8 Benefits

	Date
	Mode
	Person/Team you communicated with
	Summary of outcomes of communication

	
	
	
	These are the expected benefits to be achieved for organisation and business.
· Negotiated with project governance structure with at least two (2) relevant authorities and at least two (2) stakeholders.
Relevant authorities are those people who have influence and authority to determine whether the project is a success or not, depending on the project, they may include but are not limited to customers or end-users of a product or service, project client or sponsor, executives (top management) and steering committee, etc.
Stakeholders here include individuals and or organisations who are affected by the execution or outcome of a project, depending on the project, they may include but are not limited to project team members, suppliers, contractors, etc.
· Negotiated the approval of the project plan with at least two (2) stakeholders and at least one (1) project authority.
· Negotiated with at least two (2) internal stakeholders.






	Date
	Mode
	Person/Team you communicated with
	Summary of outcomes of communication

	
	
	
	Internal stakeholders here include but are not limited to stakeholders within their organisation, e.g. project manager, project team members, etc.
· Negotiated with at least two (2) external stakeholders.
External stakeholders here include but are not limited to stakeholders outside their organisation, e.g. clients, sponsor, third-party contractors, suppliers, etc.
Where negotiation is required, the Summary of the communication outcome must clearly document the negotiations between the candidate and the relevant stakeholders.
Negotiations are discussions aimed at reaching an agreement. Therefore, the summaries here must clearly record the candidate’s proposition and the other party’s, and the agreement, settlement, or compromise they have both arrived at the end of the discussion.
Candidate’s responses here must be consistent with the Role Play activities provided in the Simulated Pathway.




	Date
	Mode
	Person/Team you communicated with
	Summary of outcomes of communication

	     

	     

	Individual/Team:      
Title/Position:      
Organisation:      
Internal     External 

	     

	     

	     

	Individual/Team:      
Title/Position:      
Organisation:      
Internal     External 
	     

	     

	     

	Individual/Team:      
Title/Position:      
Organisation:      
Internal     External 
	     

	     

	     

	Individual/Team:      
Title/Position:      
Organisation:      
Internal     External 
	     




Add more rows, as needed
Feedback Form Template
	FEEDBACK FORM 
(Part of Communication Log)

	Candidate’s name
	      Candidate’s name

	Workplace/organisation
	      Workplace/organisation

	Date completed
	      Date when this feedback form was completed. 



	Dear Supervisor,
Thank you for assisting with providing your feedback on the candidate’s performance during these consultation/communication activities.
You are asked to observe the candidate during their consultations with project stakeholders and confirm that they satisfactorily completed or demonstrated the requirements outlined in this form. 
To provide your feedback, please:
Before
· Review and discuss the requirements outlined in this Feedback Form.
· Discuss any queries about the form with the candidate. If the candidate cannot answer your questions about the Feedback Form, you may contact the candidate’s training provider.
During
· Observe the candidate as they complete/demonstrate each requirement outlined in this form. 
After
· Confirm whether the candidate has satisfactorily demonstrated each requirement by checking YES and NO if otherwise
· Provide specific written comments on the candidate’s performance, e.g. areas where the candidate did well, areas where the candidate can improve in, etc.
· Complete and sign the Supervisor Declaration section. Your signature must be handwritten.
· Once complete, return the Feedback Form to the candidate.
Thank you very much and have a good day!




	During the consultations and communications documented in the Communications Log, did the candidate:
	YES
	NO
	Comments

	Mapping: BSBPMG521 FS3.1
1. Use clear and detailed language to provide and seek information.
Clear and detailed language includes utilising effective speaking skills such as but not limited to speaking clearly and concisely, articulating properly, providing the relevant details in discussions, etc.
	
	
	     

	Mapping: BSBPMG521 FS3.2 (p)
2. Demonstrate active listening 
Active listening includes building trust and establishing rapport, demonstrating concern, paraphrasing to show understanding, nonverbal cues which show understanding such as nodding, eye contact, and leaning forward, etc.
	
	
	     

	Mapping: BSBPMG521 FS3.2 (p)
3. Use questioning to confirm understanding 
Questioning includes asking appropriate and relevant questions, asking open ended questions, keeping questions focused and easy to understand, listening attentively to formulate follow-up questions, etc.
	
	
	     





	SUPERVISOR DECLARATION
By signing this declaration, I confirm that:
· I have sufficiently observed the candidate, whose name appears above, demonstrate clear communication skills when interacting with key stakeholders during the development of the project plan.
· My responses above are true and are accurate reflection of the candidate’s performance during the communications I have observed.
· I am happy to provide the assessor with further clarification or feedback on the candidate’s performance and I can be reached through the contact details I have provided below.

	Supervisor’s name:       Supervisor’s name
	Supervisor’s signature
(Must be handwritten)
     
Supervisor’s signature (must be handwritten)

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

	Contact number (required):       Supervisor’s contact number
	

	Email address (required):       Supervisor’s contact email address
	

	Date signed:       Date when supervisor signed this declaration
	



End of Communication Log

2.1.1 Summary/Distribution/Sign-off
	Mapping:
BSBPMG511 PC1.1 (p), PC1.2 (p), PC1.3 (p), PC2.3 (p), PE1.0 (p), FS6.1 (p), FS6.2 (p)
BSBPMG518 PC2.3 (p)
Marking guide
Specific benchmarks for the student’s Project submission are provided in the checklist below. For a satisfactory performance, student’s submission must meet all checklist items.
The succeeding subsections (2.1.1.1 – 2.1.1.13) provide specific benchmarks for the different subsections of the Introduction / Signoff part of the student’s Project Plan submission. 
If you are marking a student’s project plan that uses the Cascade Peak Simulation, download and refer to the following project plan. The student’s responses may vary, but this provides a good idea of what the plan should look like.

Project Plan- Cascade Peak Walkway
(Note to assessor: Please do not provide this document to the student.)



	Checklist – Does the introduction/signoff part of your project plan include:
	YES

	Distribution List

	1. Project sponsor/client.
	☒
	2. Other stakeholders as appropriate (e.g. project manager, your supervisor, etc.).
	☒
	3. End users or general public stakeholders should not be listed in the distribution list.
	☒
	4. Although signatures from all parties in the distribution list would be required, they are not needed for the purposes of this assessment.
	☒




	Checklist – Does the introduction/signoff part of your project plan include:
	YES

	Version Control

	5. One row of this table is filled in containing revision number 1 or 1.0.
	☒
	6. The change description should state “Initial release”, or similar.
	☒
	7. The date must be within the project planning stage.
	☒
	8. You must be listed as the sole author of the project plan (as per assessment requirements)
	☒
	9. No other rows of this table are allowed to be filled in at this point. These will be filled in later on in the project when you have completed some change requests.
	☒
	Project Registration

	10. The project name should clearly appear in the table, and this name must be consistent throughout the project plan. Where appropriate, the project number should also be included, if your organisation has a project numbering system.
	☒
	11. The creation date and sponsor/client must be included here.
	☒
	12. Your name (and only your name) must appear under Project Manager.
	☒
	Project Registration

	13. The project plan must include an introduction or executive summary which includes the project justification, business drivers, key objectives, benefits of the project, impact of the project, etc. The ordering or headings does not matter, so long as the content appears in the introduction/summary.
	☒
	14. Must include a one to three paragraph summary of the history and justification of the project.
	☒




	Checklist – Does the introduction/signoff part of your project plan include:
	YES

	15. Must include a one to three paragraph statement highlighting the business drivers or organisational context of the project.
	☒
	16. Must include a bullet point (or similar) list of the key objectives of the project.
	☒
	17. Must include the identified benefits that will be measured throughout and/or after the project.
	☒
	18. Must include a one to three paragraph statement highlighting the impacts of the project on your organisation, the client’s organisation, and/or the general community.
	☒
	Project Registration

	19. Must appear in a prominent place at either the front or the back of the project plan.
	☒
	20. Must include the procedures for project authorisation with appropriate authority, including the authorisation to expend resources.
	☒
	21. Must include the recommendation for the project to be approved to commence.
	☒
	22. Must include the decision that the project has been approved.
	☒
	23. Must include a signoff table listing relevant key stakeholders who must include the sponsor/client and other relevant stakeholders. 
Workplace pathway: Signed by your supervisor or client, or separate document projectplanapproval provided advising approval of the project plan by your supervisor or client.
Simulated pathway: Supplied sponsor signature has been attached in the signature field with supporting e-mail projectplanapproval to verify it has been approved.
	☒



2.1.1.1 Distribution List
	Mapping: BSBPMG516 PC2.1 (p), PC2.2 (p), PC2.3 (p), PE2.0 (p), PE3.0 (p)
Marking guide
The project plan MUST have a distribution list. The distribution list may appear at either the front or back of the project plan. The formatting of these sections does not matter, so long as all the information required below in red appears in these sections.



Distribution list
Record the details of all project stakeholders accessing this document.
	Name
	Position
	Signature
	Date

	     
Names must be included.
Assessor’s name or Andrew Armstrong
	     
Project sponsor/client must be included in this list.
Director of Parks and Reserves, Cascade Shire Council
	     
Ensure there are signatures from all stakeholders.
	     

	     
Kim Nguyen
	     
Other stakeholders should be listed as appropriate. These stakeholders are people involved in the decision-making processes at the start of the project.
Director 
	     
Your assessor will provide the signatures as needed when you send the draft completed project plan for approval.
	     

	     
	     
End users and general public would not be appropriate stakeholders to list here.
	     
	     




2.1.1.2 Version Control
	Mapping: ---
Marking guide
The project registration information must occur somewhere in the first few pages of the project plan.



Version Control
Record all approved changes to this document
	Revision #
	Change Description
	Approval Date
	Author

	     
1 or 1.0
	     
Initial release.
This should be the first version of the project plan so the rows below this one should be blank unless the workplace has a policy where draft versions must be included in the version control (highly unlikely).
	     
Date must be during the planning stage of the project as per task 1.1.
Date must be prior to 1 July 2016.
	     
Student’s name must be listed here.

	     
	      
	     
	     

	     
	      
	     
	     

	     
	      
	     
	     

	     
	      
	     
	     

	     
	      
	     
	     




2.1.1.3 Project Registration
	Mapping: ---
Marking guide
The project registration information must occur somewhere in the first few pages of the project plan.



	Project Name
	     
Project name the same throughout the project plan and consistent with other templates throughout the workbook.
Cascade Peak Walkway Project

	Project #
	     
Optional, but should be included if the organisation has a numbering system for its projects.

	Creation Date
	     
Should be the same or earlier date than the approval date of this version in the version control but should be within the planning stage of the project as advised in task 1.1.
Between 6 May and 1 July 2016

	Sponsor/Client
	     
Must be the sponsor or client listed in the distribution list, and the same name/company as listed in the table in task 1.1. Should be listed as either a name or a company.
Assessor’s name or Andrew Armstrong (Director of Parks and Reserves, Cascade Shire Council)

	Project Manager / Coordinator
	     
Must be student’s name. There must not be any other people listed here.




2.1.1.4 Executive Summary
	Mapping: BSBPMG521 PC1.2 (p), FS1.0 (p), FS5.0 (p), FS7.1 (p), FS7.1 (p), FS7.2 (p)
Marking guide
The project plan MUST include sections in an introduction or executive summary towards the front of the project plan that covers the project justification, business drivers, key objectives, benefits of the project, and the impact of the project on the student’s organisation and/or the community. The headings may be different, but the information must be somewhere near the front of the document.



2.1.1.5 Rationale
Record a summary of the history and justification for the project.
	Mapping: BSBPMG521 PC1.3 (p), FS2.0 (p)
Marking guide
Should be one to three paragraphs giving a very brief history and justification of the project. It must indicate the project is worthwhile. 
E.g. Bigtown has been rapidly expanding over the past decade creating a lot of congestion in the town centre. This has affected business in the town as locals are reluctant to shop there due to the congestion. This project involves the construction of a Council approved bypass that will ease the congestion and therefore stimulate local business again.



2.1.1.6 Business Drivers
Record the organisational driver/context for the project, including the relationship between the project and broader organisational strategies and goals.
	Mapping: BSBPMG521 PC1.2 (p), FS1.0 (p), FS5.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
Marking guide
This section should be one to three paragraphs highlighting the business driver or the organisational context of the project, i.e. where the project fits into the organisation’s business model.
E.g. Project involves the development and rolling out of a new financial accounting system to replace the existing MYOB based system which the company has outgrown. The recent expansion of the company has resulted in the need of an efficient in-house financial management system.




2.1.1.7 Key Objectives
Record the measurable SMART objectives that have been identified with this project. There must be at least two (2).
	Mapping: BSBPMG521 PC1.3 (p), FS2.0 (p)
Marking guide
This should be a bullet point list or paragraph of the key objectives of the project, what it aims to achieve.
There must be at least two (2) objectives recorded here.
E.g. the key objectives of this project are:
· To confirm (or otherwise) the significant decline in native birds in the reserve.
· To determine the cause of the decline in bird numbers.
· To propose a strategy or solution to the problem to recover the bird population.



2.1.1.8 Benefits
Record the identified benefits that will be measured throughout and or after the project. There must be at least two (2).
	Mapping:
BSBPMG521 PC1.3 (p), FS2.0 (p)
BSBPMG511 PC2.2 (p)
Marking guide
This should be a bullet point list or paragraph of the justification of the project. It needs to explain why the project will benefit the client (or the student’s organisation, the community, etc.). These benefits must be measurable.
There must be at least two (2) benefits recorded here.
E.g. 
the identified benefits of the townhouse development project include:
· Meeting the needs of the increasing population mainly due to migration from other towns.
· Provision of investment opportunities for local investors.
· Increase of business for local shopping centre.





2.1.1.9 Impacts 
Record how the project will impact business activity, organisational capability and or processes. There must be at least two (2) impacts or outcomes recorded here.
	Mapping: BSBPMG521 PC1.3 (p), FS2.0 (p)
Marking guide
This should be one to three paragraphs highlighting the impacts on the student’s organisation, and (if relevant) the client’s organisation. If this project is part of the organisation’s normal work (e.g. a construction company doing a construction project), then the impact will only be on the resources allocated to the project. If this is a one-off project, then the impact could be a lot more severe.
There must be at least two (2) impacts or outcomes recorded here.
E.g. the impacts of the corporate IT upgrade include:
· Increased maintenance of two server systems during the migration and rolling out.
· Short disruptions to most workstations due to wiring of new cabling as part of the implementation.
· Training of all staff in using the new document management system.



2.1.1.10 Authorisation
	Mapping:
BSBPMG521 PC1.4 (p)
BSBPMG516 PE3.0 (p)
BSBPMG511 PC1.1 (p), PC1.2 (p), PC1.3 (p), PC3.1 (p), PE1.0 (p)
BSBPMG514 PC2.1 (p), PC2.3 (p)
BSBPMG518 PC2.3 (p), PC4.1 (p), PE1.0 (p)
BSBPMG519 PE1.0 (p)
Marking guide
Note: This section will normally appear at the end of the project plan but should be marked before you look at the body of the document.
This must include the procedure for project authorisation with an appropriate authority (usually the project sponsor) and must include the authorisation to expend resources. The authorisation must be clearly visible at the front or back of the project plan and must clearly indicate the decision made to go ahead with the project plan as written and must list all the stakeholders required to sign off on such a project plan.




2.1.1.11 Recommendation
Record the recommendation being presented for approval.
	Mapping:
BSBPMG521 PC1.3 (p), PC1.4 (p), PC2.6 (p), FS2.0 (p)
BSBPMG511 PC2.1 (p)
Marking guide
Note: This section will normally appear at the end of the project plan but should be marked before you look at the body of the document. This must include the recommendation for the project to be approved to commence.



2.1.1.12 Approval
Record the recommendation being presented for approval.
	 Approved
	 Postponed
	 Cancelled
	 Review



	Mapping: 
BSBPMG521 PC1.1 (p), PC1.3 (p), PC1.4 (p), PC2.6 (p), FS2.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBPMG516 PE3.0 (p)
BSBPMG511 PC1.1 (p), PC1.2 (p), PC1.3 (p), PC2.1 (p), PC2.3 (p), PC2.4 (p), PC3.1 (p), PE1.0 (p)
BSBPMG514 PC2.1 (p), PC2.3 (p)
BSBPMG518 PC2.3 (p), PC4.1 (p), PE1.0 (p)
BSBPMG519 PE1.0 (p)
Marking guide
Note: This section will normally appear at the end of the project plan but should be marked before you look at the body of the document.
Approved must be selected from the above list. If the list is not provided, then there needs to be an indication near the sign off that the project has been approved.





2.1.1.13 Sign off
	Mapping:
BSBPMG521 PC1.1 (p), PC1.3 (p), PC1.4 (p), PC2.6 (p), FS2.0 (p)
BSBPMG516 PE3.0 (p)
BSBPMG511 PC1.1 (p), PC1.2 (p), PC1.3 (p), PC2.1 (p), PC2.3 (p), PC2.4 (p), PC3.1 (p), PE1.0 (p)
BSBPMG514 PC2.1 (p), PC2.3 (p)
BSBPMG518 PC2.3 (p), PC4.1 (p), PE1.0 (p)
BSBPMG519 PE1.0 (p)
Marking guide
Note: This section will normally appear at the end of the project plan but should be marked before you look at the body of the document.
This section must include the names, signatures, and dates of all appropriate stakeholders (sponsor/client, project manager, project steering group, etc.) signing this document. Specific benchmarks are provided below.



	Name
	Role
	Signature
	Date

	     
Each stakeholder’s name must appear in this column.
	Sponsor/client must be listed in this table.
	     
If this is a workplace project, the signature of each stakeholder must appear in this column. 
	     
The date signed must appear in this column. All dates must be in the planning stage of the project as per task 1.1.

	
	Other relevant stakeholders may be listed as appropriate for the project.
	
	

	     
	The general public, project team members, or the project manager are not appropriate stakeholders to be listed here.
	     
Alternatively, a separate document must be attached providing evidence that a higher authority has approved the project plan.
	

	Andrew Armstrong
	Director-Parks and Reserves, Cascade Shire Council
	[image: ]
	Date must be before 1/07/2016




2.1.2 Body of the Project Plan
	Mapping:
BSBPMG521 PC2.4 (p), FS1.0 (p), FS2.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBPMG518 PE1.0 (p)
BSBPMG519 PE1.0 (p)
BSBPMG517 PE1.0 (p)
Marking guide
The body of the project plan must contain details relevant to all (10) ten project management functions:
1. Integration
2. Scope
3. Time
4. Cost
5. Quality
6. Stakeholder Engagement
7. Human Resource
8. Communications
9. Risk Management
10. Procurement
The information may be arranged in a different order to that presented below, but all information listed in the assessor guide must be there.
Any tables, Gantt Charts, graphs, quotations, and other external documentation should appear separately in the project plan appendices. In each instance the appendices need to be referred to from the body of the project plan (e.g. see budget table in appendix 5). If information that should appear in the appendices appear in the body of the document and/or 
If appendices are not specifically referred to from the relevant sections in the body of the document, you should stop marking the project plan now and return it to the student with advice that it needs to be resubmitted with the appendices taken out and referenced from within the document.





2.1.2.1 Integration Management Plan
	Mapping:
BSBPMG521 PC1.1 (p), PC1.3 (p), PC1.4 (p), PC2.3 (p), PC2.4 (p), PC5.1 (p), FS1.0 (p), FS2.0 (p), FS4.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBPMG511 PC2.2
Marking guide
The checklist below provides specific benchmarks for the Integration Management Plan of the student’s Project Plan submission. For a satisfactory performance, student must meet all the checklist items below.



	Checklist – Does the Integration Management Plan include:
	YES

	1. The project methodology used, mentioning PMBOK, the project life cycle and a mention of the ten functions of project management.
	☒
	2. The measurable project benefits, outcomes and outputs.
	☒
	3. The change control process, which includes mention of the change request form, stakeholders who are required to sign off on the change requests.
	☒
	4. The change control procedure, which includes the colour coding of changes in the project plan.
	☒
	5. The performance reporting process which includes the frequency (or trigger points) for project status reports, requirements of the status reports, the stakeholders who are required to sign off on the stakeholder reports.
	☒
	6. The final reporting process which includes requirements such as handover, financial closure, etc. and the stakeholders who are required to sign off on the final report.
	☒
	7. The audit process (which will appear in either the integration plan or the quality plan) including, the audit processes, who will conduct audits, the frequency or trigger point for the audit, inputs (issues register, risk register, etc.) for non-compliances and opportunities for improvement, and authorisation of audit results.
	☒



	Checklist – Does the Integration Management Plan include:
	YES

	8. Dependencies of this project on other projects or business operations. Includes project completed before the project completes, projects requiring this project to complete before they can start, and other projects running concurrently with an idea on which projects have a higher priority than others.
	☒
	9. Interdependencies of constraints (scope, quality, time, cost) including how each constraint impacts the other. This must include a discussion of your analysis of the ten project management functions covered in this Project Plan.
	☒
	10. References to relevant appendices.
	☒
	11. This section must be accurate, i.e. information and details recorded are correct and free from errors.
	☒
	12. This section must be written using format and language appropriate to the context, including:
· Use of the prescribed template or the relevant organisational template
· Use of language appropriate to project management or industry-specific and appropriate terminology instead of jargons.
	☒
	13. This section 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.
	☒



	Note: Collectively, the sections of the Project Plan must demonstrate use of at least three (3) formal written mathematical language and at least three (3) informal written mathematical language.
	-



2.1.2.1.1 General
	Mapping: ---
Marking guide
The integration management plan must be clearly written, demonstrating the student has the literacy skills to write project plans. The project plan must show how the other eight functions are integrated to achieve the project outcomes.



2.1.2.1.2 Methodology
Record the project management methodology to be followed throughout the project.
	Mapping: BSBPMG521 PC1.1 (p), PC2.1 (p), FS1.0 (p), FS2.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
Marking guide
The methodology must include:
· PMBOK methodology.
· Project life cycle.
· Mention of the ten functions.





2.1.2.1.3 Change Control
Record what formal process will be used to propose, assess and authorise changes in scope.
	Mapping:
BSBPMG521 PC1.4 (p), PC2.5 (p), PC4.1 (p), FS1.0 (p), FS2.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBPMG511 KE3.0
Marking guide
The formal change control process must include:
· The change request form
· Who must sign off on any change requests
· The change control procedure
· Updating project documentation (e.g. colour coding of changes in the project plan)



2.1.2.1.4 Performance Reporting
	Mapping:
BSBPMG521 PC2.5 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBPMG516 PE3.0 (p)
Marking guide
The performance reporting process must include:
· The frequency (or trigger points) of the project status reports
· The requirements (content, etc.) of the status reports
· Who signs off on status reports
· Requirements of project final report (including handover, financial closure, etc.).
· Who signs off on the final report





2.1.2.1.5 Audit
Record what independent process will be followed to monitor and verify all project related work. This may appear in the quality plan.
	Mapping: BSBPMG513 PC1.3 (p), PE3.0 (p)
Marking guide
If this is not found under the Integration Management Plan, then this should be included in the Quality Management Plan of the student’s Project Plan Submission. The audit plan must include:
· The auditing process, and who will conduct the independent audits
· The frequency (or trigger points) for the audit
· Inputs (issues register, risk register, etc.) for non-compliances and opportunities for improvement
· Authorisation of audit results



2.1.2.1.6 Dependencies
Record all related and or inter-dependent projects impacting the performance and delivery of the project. 
This must also include interdependencies of constraints (scope, quality, time, cost) including how each constraint impacts the other, accompanied by a discussion of your analysis of the ten project management functions covered in this Project Plan.
	Mapping: BSBPMG521 PC2.3 (p), FS4.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
Marking guide
The list of dependencies will vary between projects. Some projects may be completely isolated, but most projects will have dependencies. The dependencies that should be listed include:
· Projects completed before the commencement of the student’s project (or the commencement of a part of the project). Such projects will have products or processes that need to be put into place before the student’s project commences. Any delays in such projects will result in the commencement of the student’s project being delayed.
· Similar projects that run concurrently to the student’s project. These projects could use resources that the student’s project uses, resulting in potential resource clashes.

	· Projects that cannot commence before student’s project ends (or when a milestone ends).
· E.g. The construction of the shopping centre cannot commence until the completion of a project creating a major road past the shopping centre construction site.
Student must also include interdependencies of constraints (scope, quality, time, and cost) including how each constraint impacts the other, accompanied by a discussion of his/her analysis of the ten project management functions covered in this Project Plan.



2.1.2.1.7 Finalisation
	Mapping:
BSBPMG521 PC5.1 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBPMG516 PC3.1 (p)
Marking guide
Must include procedure(s) for finalising the project. This must include:
· Final report
· Closing audit requirements
· Stakeholders involved in these procedures.



2.1.2.2 Scope Management Plan
	Mapping:
BSBPMG521 PC2.4 (p), FS1.0 (p), FS2.0 (p), FS4.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBPMG511 PC2.1 (p), PC2.3 (p), PC2.4, PE2.0, PE3.0 (p)
Marking guide
The Assessor’s Checklist below provides specific benchmarks for what must be included in the student’s Scope Management Plan. For a satisfactory performance, student’s submission must meet all checklist items.
The succeeding subsections (2.1.2.2.1 – 2.1.2.2.5) provide specific benchmarks for each section of the Scope Management Plan.





	Checklist – Does the Scope Management Plan include:
	YES

	1. The key processes and/or output deliverables required throughout the project.
	☒
	2. Project inclusions.
	☒
	3. Project exclusions.
	☒
	4. Provisions for handover of the deliverables to the sponsor/client upon project closure.
	☒
	5. Some of the problem areas that could arise in regard to the scope of the project.
	☒
	6. Input from relevant stakeholders in producing the scope management plan. 
Workplace pathway – Exchange of e-mails showing you have collaborated with project stakeholders or others. You may submit one e-mail provided it clearly shows you have collaborated with them in developing the Scope Management Plan.
Simulated pathway – you will need to consult with the Director of Parks and Reserves for the Cascade Peak Shire Council (your assessor). Specifically, you will submit this part of your Project Plan, and solicit comments from him/her.
Submit these e-mails as part of your evidence, naming the files This may be in the form of an email correspondence. Save this as projectscopeconsultation.
Simulated pathway student must send the Scope Management Plan to the assessor to solicit comments, inputs, etc. from him/her. Assessor must then check the submission according to the checklist below and advise if it is good for inclusion in the final project plan submission or advise if there are still some items missing. 
Student must submit projectscopeconsultation along with this workbook as evidence that he/she collaborated with project stakeholders to produce the scope-management plan.
	☒
	7. Project inclusions.
	☒
	8. This section must be accurate, i.e. information and details recorded are correct and free from errors.
	☒
	Checklist – Does the Scope Management Plan include:
	YES

	9. This section must be written using format and language appropriate to the context, including:
· Use of the prescribed template or the relevant organisational template
· Use of language appropriate to project management or industry-specific and appropriate terminology instead of jargons.
	☒
	10. This section must be accurate, i.e. information and details recorded are correct and free from errors.
	☒
	11. This section 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.
Note: Collectively, the sections of the Project Plan must demonstrate use of at least three (3) formal written mathematical language and at least three (3) informal written mathematical language.
	☒



2.1.2.2.1 General
	Mapping: ---
Marking guide
The scope management plan must:
· Be well written, have no more than ten grammatical or spelling errors, demonstrating the student is able to develop and write project plans.
· List some of the problem areas that could arise in the scope of the project.



2.1.2.2.2 Deliverables
	Mapping: BSBPMG511 PC2.2 (p)
Marking guide
The deliverables must be listed. This may be a single deliverable at the end of the project but would more commonly involve key deliverables to be completed at key milestone points of the project. Deliverables may either be tangible products or services.
e.g. 12 storey apartment building.
e.g. Feasibility report on construction of new bypass at the end of phase 1.



2.1.2.2.3 Inclusions
Record what will be (explicitly) included in the specification for the project.
	Mapping: BSBPMG511 PC2.1 (p)
Marking guide
This must be a specific list of what processes and deliverables will be within the project.
e.g. Database supplying backend to website.
e.g. All bridges and culverts along new road.




2.1.2.2.4 Exclusions
	Mapping: BSBPMG511 PC2.1 (p)
Marking guide
This is a list of what processes and products are not part of the project. These should be closely related to the project, but clearly defined so stakeholders are clear on what is considered out of scope.
e.g. All interior decorating of the completed office tower.
e.g. Road to be built prior to commencement of construction of the shopping centre.



2.1.2.2.5 Handover
	Mapping: BSBPMG521 PC5.1 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
Marking guide
The handover must include:
· The deliverables that will be handed over to the sponsor/client at the end of the project.
· Any other closure (such as financial closure, provision of audit reports, etc.).
· Completion of project final report.



2.1.2.3 Time Management Plan
	Mapping:
BSBPMG521 PC2.2 (p), PC2.4 (p), FS1.0 (p), FS2.0 (p), FS4.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBPMG512 PC1.4 (p), PC2.1 (p)
Marking guide
The checklist below provides the benchmarks for student’s Time Management Plan submission. For a satisfactory performance, student’s submission must meet all checklist items provided. The succeeding sections (2.1.2.3.1 –2.1.2.3.2) provide the specific benchmarks and or sample answers for each subsection of the Time Management Plan.





	Checklist – Does the Time Management Plan include:
	YES

	1. A summary of project schedule, listing the breakdown into phases and stages where relevant.
	☒
	2. Phases and stages identified are consistent with client/sponsor requirements and project objectives.
	☒
	3. The key milestones and deadlines due throughout the project. The complete list should cover less than 1 page.
	☒
	4. References to relevant appendices (WBS, Gantt chart, schedule spreadsheets, etc.).
	☒
	5. This section must be accurate, i.e. information and details recorded are correct and free from errors.
	☒
	6. This section must be written using format and language appropriate to the context, including:
· Use of the prescribed template or the relevant organisational template
· Use of language appropriate to project management or industry-specific and appropriate terminology instead of jargons.
	☒
	7. This section 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.
Note: Collectively, the sections of the Project Plan must demonstrate use of at least three (3) formal written mathematical language and at least three (3) informal written mathematical language.
	☒



2.1.2.3.1 Schedule
Record the details of all phases, stages and tasks (using a work breakdown structure format) required to be performed for the project including calculations, confidence and contingencies. Schedule all project work using a Gantt chart (bar chart or similar).
	Mapping: BSBPMG512 PC1.3 (p), PE1.0 (p), PE2.0 (p)
Marking guide
The schedule will consist of the project WBS, Gantt chart, schedule spreadsheets, etc. These will all appear in the appendices with references from this section. The schedule must be clear.



2.1.2.3.2 Milestones
Record all key milestones and or deadlines due throughout the project.
	Mapping: BSBPMG512 PC1.3 (p), PE1.0 (p), PE2.0 (p)
Marking guide
Must list a summary of the phases and stages of the project, with a reference to the project Gantt chart and network diagram and relevant spreadsheets in the appendices. This needs to be succinct enough to easily fit on a page in the main document with no need to go into the appendices. The list of milestones must be clear to demonstrate the student’s ability to clarify priorities.



2.1.2.4 Cost Management Plan
	Mapping: 
BSBPMG521 PC2.4 (p), FS1.0 (p), FS2.0 (p), FS4.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p), PE1.0 (p)
BSBPMG514 PC1.4, PC2.1 (p), PC2.2 (p), PC2.3 (p), PE1.0, PE2.0 (p)
Marking guide
The checklist below provides the benchmarks for student’s Cost Management Plan submission. For a satisfactory performance, student’s submission must meet all checklist items provided. The succeeding sections (2.1.2.4.1 –2.1.4.7) provide the specific benchmarks and or sample answers for each subsection of the Cost Management Plan.





	Checklist – Does the Cost Management Plan include:
	YES

	1. Summary of the project budget
	☒
	2. The methodology you used for calculating the project budget.
	☒
	3. An indication of your confidence level in the budget. 
	☒
	4. Details of any contingency funding that are available for your project (or statement that there are no contingency funds for the project.).
	☒
	5. The source of funds – are they from your client, from within your organisation, from an external funding body, etc. Also provide an indication of when the funds will be paid (e.g. 40% at project commencement, etc.).
	☒
	6. Project cash flow, including a statement indicating the accuracy of the figures.
	☒
	7. Input from relevant stakeholders in producing the cost-management plan. 
Workplace pathway – Exchange of e-mails showing you have collaborated with project stakeholders or others. You may submit one e-mail provided it clearly shows you have collaborated with them in developing the Cost Management Plan.
Simulated pathway – you will need to consult with the Director of Parks and Reserves for the Cascade Peak Shire Council (your assessor). You will need to consult with the Director of Parks and Reserves for the Cascade Peak Shire Council (your assessor). Specifically, you will have to consult with him/her regarding the costs of Council related expenses.
Submit these e-mails as part of your evidence, naming the files This may be in the form of an email correspondence. Save this as projectcostconsultation.
For the simulated pathway: The student will ask you regarding the costs of Council related expenses. The costs you need to advise is the meeting room hire which will be $100 per hour for 13 hours in phase 1, 40 hours in phase 2, and 10 hours in phase 3. Also, the advertising for the onsite function is $2,000. The student must provide your response as evidence they have consulted costs with stakeholders.
	☒
	Checklist – Does the Cost Management Plan include:
	YES

	Student must submit projectcostconsultation along with this workbook as evidence of his/her consultation with relevant stakeholders regarding project costs.
	

	8. References to relevant appendices (budgeting spreadsheets).
	☒
	9. This section must be accurate, i.e. information and details recorded are correct and free from errors.
	☒
	10. This section must be written using format and language appropriate to the context, including:
· Use of the prescribed template or the relevant organisational template
· Use of language appropriate to project management or industry-specific and appropriate terminology instead of jargons.
	☒
	11. This section 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.
Note: Collectively, the sections of the Project Plan must demonstrate use of at least three (3) formal written mathematical language and at least three (3) informal written mathematical language.
	☒




2.1.2.4.1 General
Simulated pathway student must send the cost management plan to the assessor for approval.
	Mapping: ---
Marking guide
The cost management plan must include evidence the student has consulted with stakeholders to develop the cost plan. This would normally be an e-mail from the project sponsor or other higher authority giving approval for the cost management plan.
Simulated pathway student needs to provide an e-mail confirmation from their assessor that they have approved the cost management plan. 
The cost management plan must be well written, with no more than ten grammatical or spelling errors.





2.1.2.4.2 Budget
Record the amount of funding required for the project.
	Mapping: BSBPMG513 PC1.3 (p), PE2.0 (p)
Marking guide
Marking guide
Only a brief summary needed here. A reference must be made to relevant budgeting documentation within the appendices.
e.g. The budget for the project is as follows:
· Scoping stage: 	$45,000
· Planning stage: 	$135,000
· First development phase: 	$2,315,000
· Second development phase: 	$5,890,000
· Project closure stage: 	$65,000



2.1.2.4.3 Estimating Methodology
Record how the figures have been calculated.
	Mapping: BSBPMG514 PC1.2 (k), PC2.2 (p)
Marking guide
The methodology for calculating the budget should be included here. Any tables or figures should appear in the appendices with references to them.
E.g. The budget was determined through quotes from potential suppliers, and calculations of staff wages from the internal payroll department



2.1.2.4.4 Confidence Level
Record how accurate these figures are.
	Mapping: BSBPMG514 PC2.2 (p)
Marking guide
A statement indicating the accuracy of the figures should be included here. Any tables or figures should appear in the appendices with references to them.





2.1.2.4.5 Contingency
Record if any contingency funds will be required.
	Mapping: BSBPMG514 PC2.2 (p)
Marking guide
A statement indicating any contingencies should be included here. Any tables or figures should appear in the appendices with references to them.
E.g. A contingency fund of $450,000 is available to fund any unexpected costs or changes to scope.



2.1.2.4.6 Source of funds
Record where the funds will be accessed, and the approvals and/or documentation required.
	Mapping: ---
Marking guide
A statement indicating the source of funds, approvals, documentation, frequency, etc. should be included here. Any tables or figures should appear in the appendices with references to them.
e.g. Contract (appendix 12) shows funding will occur at the following points:
· 40% initial payment at project commencement.
· 30% progress payment upon completion of phase 2.
· 30% completion payment upon project delivery with final report.



2.1.2.4.7 Cash flow
Record the cash flow projection for the project.
	Mapping: ---
Marking guide
A statement indicating the accuracy of the figures should be included here. The cash flow diagram and S curve should appear in the appendices with references to them. 




2.1.2.5 Quality Management Plan
Record all required standards and definitions of quality required by the project.
Record how quality will be designed into the project with reference to:
· quality planning
· quality assurance
· quality control
· quality (continuous) improvement.
	Mapping: 
BSBPMG521 PC2.4 (p), FS1.0 (p), FS2.0 (p), FS4.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBPMG513 PC1.1 (p), PC1.2 (p), PC1.3 (p), PC1.5 (p), PC2.4 (p), PE2.0, PE3.0 (p)
Marking guide
The checklist below provides the benchmarks for student’s Quality Management Plan submission. For a satisfactory performance, student’s submission must meet all checklist items provided. Specifically, the quality plan will vary greatly between projects, but it must include:
· Well written with no more than ten grammatical and spelling errors.
· Quality objectives and criteria (if there are a lot, then these should be attached separately in the appendices).
· If applicable, relevant legislation, industry codes of practice and other quality standards included in the appendices. Where these are supplied, the quality standards must meet these requirements.
· WHS and environmental standards if required.
· The quality standards have specific and measurable levels and objectives. These may have been devised by the student, or where industry requirements
· The quality standards have been written in such a way that they can easily be applied to the QA and QC processes of the project.






	Checklist – Does the Quality Management Plan include:
	YES

	1. List of relevant legislation, industry codes of practice and other quality standards appropriate to the project. If there are any, then these should be included in the appendices. If there are none, then this needs to be mentioned in the quality plan.
	☒
	2. WHS and environmental standards if required. Again, if these are substantial these should be placed in the appendices.
	☒
	3. The quality objectives and criteria (must meet the relevant legislation, industry codes of practice, WHS, environmental and other quality standards). NB If this is substantial, it should be moved into the appendices.
	☒
	4. All standards must be specific and measurable.
	☒
	5. All standards must be written in such a ways that they can easily be applied to the QA and QC processes of the project.
	☒
	6. The audit process (which will appear in either the integration plan or the quality plan) including, the audit processes, who will conduct audits, the frequency or trigger point for the audit, inputs (issues register, risk register, etc.) for non-compliances and opportunities for improvement, and authorisation of audit results.
	☒
	7. References to relevant appendices.
	☒
	8. This section must be accurate, i.e. information and details recorded are correct and free from errors.
	☒
	9. This section must be written using format and language appropriate to the context, including:
· Use of the prescribed template or the relevant organisational template
· Use of language appropriate to project management or industry-specific and appropriate terminology instead of jargons.
	☒



	Checklist – Does the Quality Management Plan include:
	YES

	10. This section 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.
Note: Collectively, the sections of the Project Plan must demonstrate use of at least three (3) formal written mathematical language and at least three (3) informal written mathematical language.
	☒


2.1.2.6 Stakeholder Management Plan
	Mapping: 
BSBPMG521 PC2.4 (p), FS1.0 (p), FS2.0 (p), FS4.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBPMG519 PC1.4 (p), PC2.3, PE1.0 (p), PE2.0 (p)
Marking guide
The checklist below provides the benchmarks for student’s Stakeholder Management Plan submission. For a satisfactory performance, student’s submission must meet all checklist items provided. The succeeding sections (2.1.2.6.1 –2.1.6.3) provide the specific benchmarks and or sample answers for each subsection of the Stakeholder Management Plan





	Checklist – Does the Stakeholder Management Plan include:
	YES

	1. The roles and responsibilities of all the project stakeholders (apart from project team who is covered in the HR plan below).
	☒
	2. Behavioural expectations from project stakeholders.
	☒
	3. The interests and information needs of all stakeholders (include timing).
	☒
	4. The actions needed to address differing interests where required.
	☒
	5. References to relevant appendices.
	☒
	6. This section must be accurate, i.e. information and details recorded are correct and free from errors.
	☒
	7. This section must be written using format and language appropriate to the context, including:
· Use of the prescribed template or the relevant organisational template
· Use of language appropriate to project management or industry-specific and appropriate terminology instead of jargons.
	☒
	8. [bookmark: _Hlk529959814]This section 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.
	☒




	Checklist – Does the Stakeholder Management Plan include:
	YES

	Note: Collectively, the sections of the Project Plan must demonstrate use of at least three (3) formal written
mathematical language and at least three (3) informal written mathematical language.
	-



2.1.2.6.1 General
	Mapping: ---
Marking guide
The stakeholder management plan must be well written, with no more than ten grammatical or spelling errors.



2.1.2.6.2 Project Stakeholders
Record a summary of the different stakeholders involved in the project. Include the project team, but this will be covered in more detail in the HR plan.
	Mapping: 
BSBPMG521 PC1.4 (p)
BSBPMG511 PC1.3 (p)
BSBPMG519 PC1.1
Marking guide
The list of stakeholders must clearly identify a project sponsor, the project manager, the project team, and other relevant stakeholders. Other stakeholders are likely to include regulators, funding sources, senior management in the project manager’s organisation, contractors, etc. depending on the nature of the project. This information may appear in the body of the project plan, or as a separate appendix.





2.1.2.6.3 Interests and Timing
Record the details of the interests each stakeholder has in the project, outlining the timing considerations (when they will be expected to participate in the project).
	Mapping: BSBPMG519 PC1.2 (p), PC1.3 (p)
Marking guide
For each stakeholder, details need to be provided regarding their interest in the project (e.g. sponsor is funding the project and expects it to be delivered on time and to budget to quickly bring a return on investment). This information may appear in the body of the project plan, or as a separate appendix.



2.1.2.7 Human Resource Management Plan
	Mapping: 
BSBPMG521 PC1.4 (p), PC2.4 (p), FS1.0 (p), FS2.0 (p), FS4.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBWOR502 PC1.2 (p), PE6.0 (p)
Marking guide
The checklist below provides the benchmarks for student’s Human Resource Management Plan submission. For a satisfactory performance, student’s submission must meet all checklist items provided. The succeeding sections (2.1.2.7.1 –2.1.7.6) provide the specific benchmarks and or sample answers for each subsection of the Human Resource Management



	Checklist – Does the Human Resource Management Plan include:
	YES

	1. The HRM legislation, methods, techniques and tools used in this project.
	☒
	2. The roles and responsibilities of all project staff.
	☒
	3. Two (2) goals and two (2) objectives that the team must achieve during the project.
	☒
	4. Details of the project staff, including the hours, rates, availability.
	☒
	5. Training requirements of the project staff.
	☒
	6. Equipment, facilities and materials, where required.
	☒
	7. References to relevant appendices.
	☒
	Checklist – Does the Human Resource Management Plan include:
	YES

	8. Attachment of two (2) individual performance plans linked to team goals.
(Refer to 2.2.18 Individual Performance Plans to access the templates and instructions for this.)
	☒
	9. Approval and sign off of at least three (3) stakeholders, e.g. top management, your immediate supervisor, team members, etc.
	☒
	10. This section must be accurate, i.e. information and details recorded are correct and free from errors.
	☒
	11. This section must be written using format and language appropriate to the context, including:
· Use of the prescribed template or the relevant organisational template
· Use of language appropriate to project management or industry-specific and appropriate terminology instead of jargons.
	☒
	12. This section 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.
Note: Collectively, the sections of the Project Plan must demonstrate use of at least three (3) formal written mathematical language and at least three (3) informal written mathematical language.
	☒



2.1.2.7.1 General
	Mapping: ---
Marking guide
The HR plan must be well written, with no more than ten grammatical or spelling errors.



2.1.2.7.2 Legislation, Methods, Techniques, Tools
Record the details of the HR legislation, methods, techniques and tools used in the project as new team members commence, the performance of existing team members is managed, and finishing team members are closed off.
	Mapping: 
BSBPMG521 FS5.0 (p)
BSBPMG515 PC1.4 (k), PE4.0 (k)
Marking guide
The HR plan must list the legislation, the methods, techniques and tools used for hiring new team members, managing the performance of members in the team, and in finishing team members.



2.1.2.7.3 Resource Capability
Record the information supporting the resource assignments (hours, rates, availability, training…) for the project. Include reference to equipment, facilities and materials where required.
	Mapping: ---
Marking guide
Details of the capacity for team members to achieve the required quality of tasks in the timeframes must be provided. This must include a list of equipment, facilities, and materials required to support the team.





2.1.2.7.4 Project Organisational Structure
Record the appropriate organisational structure required by the project, outlining the inter-project and intra-project resource conflicts you are likely to experience and the plan you have to mitigate them.
	Mapping:
BSBPMG521 PC1.4 (p)
BSBPMG511 PC1.3 (p)
BSBPMG515 PC1.2 (p), PE1.0 (p)
Marking guide
The project organisational structure diagrams should be in the appendices and referenced from here.
The student must outline the inter-project conflicts (conflicts between your project and other projects where resources are across both) that have the potential to occur along with a plan to mitigate them.
The student must also outline the intra-project conflicts (conflicts between team members within your project) that have the potential to occur along with a plan to mitigate them.





[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]2.1.2.7.5 Project Team
2.1.2.7.5.1 Consultation
	To complete this part of the Human Resource Management Plan, you will have to conduct a consultation with your team members in order to establish a common understanding of team purpose, roles, responsibilities and accountabilities in accordance with organisational goals, plans and objectives.
Steps to take:
1. Arrange a consultation with all your team members.
2. Locate the 2.1.2.7.5 Meeting Minutes template on the following pages. Use this to document your discussion during the consultation.
3. Locate the 2.1.2.7.5 Third-Party Report on the following pages. Provide at least one (1) of your team members with a copy of the form for them to complete as they observe you during the consultation.
Review the requirements outlined in the Third-Party Report before the actual consultation. You are required to demonstrate all the requirements outlined in this form.
4. During the consultation, you must be able to consult your team members in order to determine and establish the following: 
· team purpose
· two (2) team goals to be achieved during the project
· the role of each team member
· at least one (1) responsibility of each team member
· at least two (2) accountabilities within the team members
Guidance: This may include your own accountabilities.
Each item consulted must be in line with the following:
· two (2) organisational plans
E.g.: Business plan, strategic plan, operational plan
· one (1) goal from each organisational plan
· one (1) objective from each organisational plan
· two (2) organisational policies relating to establishing team performance goals

	5. Once done, have the team member assuming the role of your observer complete and sign the Observer Declaration part at the end of the 2.1.2.7.5 Third-Party Report. Their signature must be handwritten.
6. Have all team members present during the consultation sign in the spaces provided in the 2.1.2.7.5 Meeting Minutes. Their signature must be handwritten.
7. Submit the completed and signed 2.1.2.7.5 Meeting Minutes and 2.1.2.7.5 Third-Party Report to your assessor.
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	For this part of the assessment, you are required to roleplay the consultation 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
Steps to take:
1. Access the following link:
Cascade Peak Walkway (Planning Stage)
(username: newusername     password: newpassword)
Review the following documents on the webpage:
· Availability of Staff – Awesome Landscapes
· Documents on all potential employees
· Staff Qualifications – Awesome Landscapes
· Meeting Minutes – Awesome Landscapes (6 May 2016)
· Project Charter – Cascade Peak Chalets version 4
2. Access the following documentation required for you to complete this task:
Awesome Landscapes Strategic Business Plan
Awesome Landscapes Operational Plan
Awesome Landscapes Policies and Procedures
(username: newusername     password: newpassword)

	3. Choose three (3) Awesome Landscapes employees to be part of your team from the potential employees and the current employees listed in the Staff Qualifications document.
These employees must:
· be available from commencement until the end of the project. Refer to the Availability of Staff document.
· have the appropriate qualifications for the project. Refer to the Meeting Minutes and Project Charter to determine the qualifications needed for the team members.
These three (3) employees will be the roles that your three (3) volunteers will assume.
4. Determine the following before the roleplay consultation:
· team purpose
· two (2) team goals to be achieved during the project
· the role of each team member
· at least one (1) responsibility of each team member
Guidance: The roles and responsibilities of your team members must align with the required qualifications and work roles of the employees.
· at least two (2) accountabilities within the team members
Guidance: This may include your own accountabilities.
Each item consulted must be in line with the following:
· two (2) organisational plans
· one (1) goal from each organisational plan
· one (1) objective from each organisational plan
· two (2) organisational policies relating to establishing team performance goals
You must discuss these with your volunteers before the actual roleplay consultation.
5. Gather your volunteers and conduct the roleplay consultation. 
Document your roleplay through the 2.1.2.7.5 Meeting Minutes and through video recording. Your video submission must be no more than ten (10) minutes.

	6. There is no need for you to complete and submit the 2.1.2.7.5 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.
Submit the completed and signed 2.1.2.7.5 Meeting Minutes and video recording to your assessor.



	Mapping: 
BSBWOR502 PC1.1, PC1.2 (p), PE1.1, PE5.0 (p), PE6.0 (p), FS1.0 (p), FS4.1, FS5.4 (p)
Specific mapping is also provided per item in the Third-Party Report form below
Marking guide
The student must conduct a consultation with team members in order to establish a common understanding of team purpose, roles, responsibilities and accountabilities in accordance with organisational goals, plans and objectives.
Workplace Pathway
Workplace Pathway students must submit the following as evidence:
· completed 2.1.2.7.5 Meeting Minutes signed by all team members present during the consultation
· 2.1.2.7.5 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 2.1.2.7.5 Meeting Minutes signed by all three (3) volunteers in the roleplay consultation
· video recording no more than ten (10) minutes demonstrating the roleplay consultation with three (3) team members
The Assessor will be the one to complete 2.1.2.7.5 Third-Party Report for Simulated Pathway students.
Assessor marking guide and sample answers are provided in the templates below.





	2.1.2.7.5 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:
· either current employees or potential employees of Awesome Landscapes.
· available from commencement until end of the project
· have the appropriate qualifications for the project.
All information recorded here by Simulated Pathway students must be in line with the information found in the documents in the Cascade Peak Walkway (Planning Stage).

	Name
	Signature (must be handwritten)

	     
	     

	     
	     

	     
	     



Add rows as needed.



	Agenda Item 1: Team Purpose

	Marking guide
The student must consult with the team members in order to establish team purpose. Their discussion must be in line with the guidance provided below.
For Simulated Pathway students, their organisational information must come from Awesome Landscapes’ workplace documentation:
· Awesome Landscapes Strategic Business Plan
· Awesome Landscapes Operational Plan
· Awesome Landscapes Policies and Procedures

	Your discussion must include how this is in line with the following:
· two (2) organisational plans
E.g.: Business plan, strategic plan, operational plan
· one (1) goal from each organisational plan
· one (1) objective from each organisational plan
· two (2) organisational policies relating to establishing team performance goals
[bookmark: Text28]     





	Agenda Item 2: Team Goals

	Marking guide
The student must consult with the team members in order to establish two (2) team goals. Their discussion must be in line with the guidance provided below.
For Simulated Pathway students, their organisational information must come from Awesome Landscapes’ workplace documentation:
· Awesome Landscapes Strategic Business Plan
· Awesome Landscapes Operational Plan
· Awesome Landscapes Policies and Procedures

	Your discussion must include how this is in line with the following:
· two (2) organisational plans
E.g.: Business plan, strategic plan, operational plan
· one (1) goal from each organisational plan
· one (1) objective from each organisational plan
· two (2) organisational policies relating to establishing team performance goals
     




	Agenda Item 3: Team Members’ Roles

	Marking guide
The student must consult with the team members in order to establish team members’ roles. Their discussion must be in line with the guidance provided below.
For Simulated Pathway students, their organisational information must come from Awesome Landscapes’ workplace documentation:
· Awesome Landscapes Strategic Business Plan
· Awesome Landscapes Operational Plan
· Awesome Landscapes Policies and Procedures

	Your discussion must include how this is in line with the following:
· two (2) organisational plans
E.g.: Business plan, strategic plan, operational plan
· one (1) goal from each organisational plan
· one (1) objective from each organisational plan
· two (2) organisational policies relating to establishing team performance goals
     





	Agenda Item 4: Team Members’ Responsibilities

	Marking guide
The student must consult with the team members in order to establish team members’ responsibilities. Their discussion must be in line with the guidance provided below.
For Simulated Pathway students, their organisational information must come from Awesome Landscapes’ workplace documentation:
· Awesome Landscapes Strategic Business Plan
· Awesome Landscapes Operational Plan
· Awesome Landscapes Policies and Procedures

	Discuss at least one (1) responsibility of each team member present.
Your discussion must include how this is in line with the following:
· two (2) organisational plans
E.g.: Business plan, strategic plan, operational plan
· one (1) goal from each organisational plan
· one (1) objective from each organisational plan
· two (2) organisational policies relating to establishing team performance goals
     





	Agenda Item 5: Team Members’ Accountabilities

	Marking guide
The student must consult with the team members in order to establish team members’ accountabilities. Their discussion must be in line with the guidance provided below.
For Simulated Pathway students, their organisational information must come from Awesome Landscapes’ workplace documentation:
· Awesome Landscapes Strategic Business Plan
· Awesome Landscapes Operational Plan
· Awesome Landscapes Policies and Procedures

	Discuss at least two (2) accountabilities within the team members.
Your discussion must include how this is in line with the following:
· two (2) organisational plans
E.g.: Business plan, strategic plan, operational plan
· one (1) goal from each organisational plan
· one (1) objective from each organisational plan
· two (2) organisational policies relating to establishing team performance goals
     



End of 2.1.2.7.5 Meeting Minutes


	2.1.2.7.5 THIRD-PARTY REPORT

	

	OBSERVER’S INFORMATION

	Completed by
	      Name of 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 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 consultation with team members to establish a common understanding of team purpose, roles, responsibilities and accountabilities.
I further confirm that the information above is a true and accurate reflection of the student’s performance during this task.

	Name of 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 2.1.2.7.5 Third-Party Report
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	In addition to completing the Human Resource Management Plan, you must also develop the following to facilitate team cohesion:
· strategies to ensure team members have input into planning, decision making and operational aspects of work team
· policies and procedures to ensure team members take responsibility for own work and assist others to undertake required roles and responsibilities
· processes to ensure that issues, concerns and problems identified by team members are recognised and addressed

Steps to take:
1. Locate the following templates on the following pages:
· 2.1.2.7.5 Strategies Action Plan template – This will be used to document the strategies you will develop in this task.
· 2.1.2.7.5 Policies and Procedures template – This will be used to document the policies and procedures you will develop in this task.
· 2.1.2.7.5 Team Processes template – This will be used to document the processes you will develop in this task.
2. Using the 2.1.2.7.5 Strategies Action Plan template, develop the following strategies to facilitate team cohesion:
· one (1) strategy to ensure team members have input into project planning
· one (1) strategy to ensure team members have input into decision making
· two (2) strategies to ensure team members have input into two (2) different operational aspects of the work team
Guidance: Examples of strategies you can develop in this task include:
· clarification of roles and expectations
· electronic communication devices and processes, such as intranet and email communication systems, to facilitate input
· long-term or short-term plans factoring in opportunities for team input



	· mentoring and 'buddy' systems to support team members in providing input
· newsletters and briefings
· training and development activities
Operational aspects of the work team may include but are not limited to procurement, project implementation, etc.
Create an action plan for the strategies developed. Your action plan must include:
· a deadline for each strategy
· the expected outcomes for each strategy
Ensure that the information in the plan is communicated clearly and effectively. 
3. Using the 2.1.2.7.5 Policies and Procedures template, develop two (2) policies for two (2) roles in the project team to ensure that these team members take responsibility for their own work. 
For each policy, you must develop at least three (3) procedures and provide the following:
· name of policy
· purpose of the policy
· scope of the policy
Guidance: Specify the team members and the roles to which the policies and procedures apply.
· policy statement describing what the policy is about
· two (2) related organisational goals
Ensure that the information in the policies and procedures is communicated clearly and effectively. 
Guidance: 
You may also modify existing organisational policies and procedures to complete this task.


	Examples of policies and procedures you can develop in this task include:
· organisational guidelines and systems that govern operational functions
· procedures that detail the activities that must be carried out for the completion of actions and tasks
· Standard Operating Procedures
4. Using the 2.1.2.7.5 Team Processes template, develop the following processes:
· one (1) process to ensure that issues identified by team members are recognised and addressed
· one (1) process to ensure that concerns identified by team members are recognised and addressed
· one (1) process to ensure that problems identified by team members are recognised and addressed
· one (1) process to ensure that performance issues identified by team members are recognised and addressed
Each process must have at least three (3) steps and must include the following:
· separate, clearly defined steps for recognising issues/concerns/ problems 
· separate, clearly defined steps for addressing issues/concerns/ problems.
Ensure that the information in the processes is communicated clearly and effectively. 
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.

	Examples of processes that you can develop in this task include:
· brainstorming options with the team for addressing concerns
· creating a matrix of issues and concerns and distributing for comment
· discussions with individuals regarding their concerns
· distributing drafts for comment with a range of options for resolution of concerns
· training and development sessions
· Write three (3) reports summarising what you have developed in this task so far. 
A separate report should be written for the following:
· strategies developed, and the action plan developed to implement these
· policies and procedures developed
· team processes developed
Attach copies of the completed 2.1.2.7.5 Strategies Action Plan, 2.1.2.7.5 Policies and Procedures template, and 2.1.2.7.5 Team Processes template to your supervisor for their approval. 
Have your supervisor complete and sign the Supervisor Declaration part at the end of each template.
Submit the completed and signed templates, as well as the summary reports you wrote, along with this workbook.
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	Refer to the following documents in order to complete this task:
Awesome Landscapes Strategic Business Plan
Awesome Landscapes Operational Plan
Awesome Landscapes Policies and Procedures
(username: newusername     password: newpassword)
NOTE: There is no need for you to have the Supervisor Declaration part of each template completed and signed.




	Mapping: BSBWOR502 PC2.1 (p), PC2.2 (p), PC2.4 (p), PE1.2 (p), PE2.0 (p), PE3.0 (p), FS2.0, FS4.1, FS4.2, FS6.1 (p), FS6.2 (p)
Marking guide
The student must develop the following to facilitate team cohesion:
· strategies to ensure team members have input into planning, decision making and operational aspects of work team
· policies and procedures to ensure team members take responsibility for own work and assist others to undertake required roles and responsibilities
· processes to ensure that issues, concerns and problems identified by team members are recognised and addressed
The student must submit the following as evidence:
· completed 2.1.2.7.5 Strategies Action Plan 
· completed 2.1.2.7.5 Policies and Procedures template
· completed 2.1.2.7.5 Team Processes template
Workplace Pathway
Workplace Pathway students must have all completed templates approved and signed by their supervisor. Their signature must be handwritten.
Simulated Pathway
There is no need for Simulated Pathway students to have the Supervisor Declaration part completed and signed.
Their completed templates must align with the information in the following documentation:
· Awesome Landscapes Strategic Business Plan
· Awesome Landscapes Operational Plan
· Awesome Landscapes Policies and Procedures
Assessor marking guide and sample answers are provided in the templates below.






	2.1.2.7.5 STRATEGIES ACTION PLAN

	

	Completed by (Student) 
	      Student’s name

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

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

	

	Strategy
	Expected outcomes
	Deadline

	The student must develop four (4) strategies to facilitate team cohesion, including:
· one (1) strategy to ensure team members have input into project planning
· one (1) strategy to ensure team members have input into decision making
· two (2) strategies to ensure team members have input into two (2) different operational aspects of the work team
Strategies developed here may include but are not limited to:
· clarification of roles and expectations 
· electronic communication devices and processes, such as intranet and email communication systems, to facilitate input
	The student must specify the expected outcomes for each strategy developed.
	The student must specify the deadline for implementing the strategy developed.
All deadlines must be within the project start and end dates.

	Strategy
	Expected outcomes
	Deadline

	(continued)
· long-term or short-term plans factoring in opportunities for team input
· mentoring and 'buddy' systems to support team members in providing input
· newsletters and briefings
· training and development activities
Operational aspects of the work team may include but are not limited to procurement, project implementation, etc.
The information in the strategies must be communicated clearly and effectively.
	
	

	E.g. 
Hold regular consultations with team members to ensure they actively participate in project decision-making.
	E.g. 
Team members contribute their views and ideas relating to decisions to be made regarding the project.
	E.g.
Throughout the project

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


Add rows as needed.

	SUPERVISOR DECLARATION
By signing this declaration, I confirm that the student, whose name is recorded above, has developed strategies to facilitate team cohesion and has presented these to me for approval.
I further confirm that the information above is a true and accurate reflection of the student’s performance.

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

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

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

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



End of 2.1.2.7.5 Strategies Action Plan


	2.1.2.7.5 POLICIES AND PROCEDURES

	

	Completed by (Student) 
	      Student’s name

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

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

	

	POLICY 1

	Marking guide
The student must develop two (2) sets of policies and procedures for two (2) roles in the project team to ensure team members take responsibility for their own work. These may be new policies and procedures or modifications of existing organisational policies and procedures.
The policies and procedures developed in this task may include but are not limited to:
· organisational guidelines and systems that govern operational functions
· procedures that detail the activities that must be carried out for the completion of actions and tasks
· Standard Operating Procedures
They must develop at least three (3) procedures for each policy.
The information in the policies and procedures must be communicated clearly and effectively.

	Name of policy
	      Must be the name of the policy, e.g. Procurement Policy

	Purpose
	      
Student must provide a short description of the purpose of the policy, e.g.:
· This policy sets out the guidelines to follow when availing goods and services required for project completion.

	Scope
	     
Student must specify the team members and roles to which the policies and procedures apply, e.g.:
· This applies to team members in charge of procurement.

	Policy statement
	     
Student must state what the policy is about. The policy must ensure that team members take responsibility for their own work and must be in line with the organisational goals identified below, e.g.:
· All goods and services procurement must be approved by the authorised officer before any purchases can be made.

	Related organisational goals
	     
Student must identify two (2) related organisational goals. Simulated Pathway students must identify organisational goals from Awesome Landscapes’ Strategic Plan and Operational Plan, e.g.:
· To develop more efficient processes for completing projects
· Provide services that address unique wants and needs of each client

	
	     

	Procedures
	     
Student must develop at least three (3) procedures for carrying out the policy.

	

	POLICY 2

	Name of policy
	     

	Purpose
	     

	Scope
	     

	Policy statement
	     

	Related organisational goals
	     

	
	     

	Procedures
	     



	SUPERVISOR DECLARATION
By signing this declaration, I confirm that the student, whose name is recorded above, has developed policies and procedures to ensure team members take responsibility for their own work and has presented these to me for approval.
I further confirm that the information above is a true and accurate reflection of the organisation’s goals and the student’s performance.

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

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

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

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



End of 2.1.2.7.5 Policies and Procedures Template


	2.1.2.7.5 TEAM PROCESSES

	

	Completed by (Student) 
	      Student’s name

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

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

	

	Marking guide
The student must develop four (4) team processes:
· one (1) process to ensure that issues identified by team members are recognised and addressed
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.
· one (1) process to ensure that concerns identified by team members are recognised and addressed
Note: ‘Concerns’ refer to matters that personally worry a team member, e.g. a team member’s insufficient knowledge in carrying out a task.
· one (1) process to ensure that problems identified by team members are recognised and addressed
Note: ‘Problems’ are unwanted and/or harmful situations that must be resolved, e.g. conflict between team members.
· one (1) process to ensure that performance issues identified by team members are recognised and addressed
Each process must have at least three (3) steps.
Examples of processes that can be developed in this task include:
· brainstorming options with the team for addressing concerns
· creating a matrix of issues and concerns and distributing for comment
· discussions with individuals regarding their concerns
· distributing drafts for comment with a range of options for resolution of concerns
· training and development sessions
The information in the processes must be communicated clearly and effectively.




	PROCESS 1

	Name of process
	      Must be the name of the process, e.g. Conflict resolution process 

	Brief description
	      
Student must provide a short description of the process, e.g.:
· This process sets out the steps to follow when a conflict arises within the project team.

	Steps
	     
Student must develop at least three (3) steps for each process. These steps must include:
· separate, clearly defined steps for recognising issues/ concerns/problems 
· separate, clearly defined steps for addressing issues/ concerns/problems.

	

	PROCESS 2

	Name of process
	     

	Brief description
	     

	Steps
	     




	PROCESS 3

	Name of process
	     

	Brief description
	     

	Steps
	     

	

	PROCESS 4

	Name of process
	     

	Brief description
	     

	Steps
	     



	SUPERVISOR DECLARATION
By signing this declaration, I confirm that the student, whose name is recorded above, has developed processes for recognising and addressing the issues, concerns, and problems identified by the team and has presented these to me for approval.
I further confirm that the information above is a true and accurate reflection of the student’s performance.

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

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

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

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



End of 2.1.2.7.5 Team Processes Template


2.1.2.7.5.3 Documentation
Record details of the common understanding of team purpose, roles, responsibilities and accountabilities in accordance with the project goals, plans and objectives. These details must align with the outcomes of 2.1.2.7.5 Part 1 and Part 2.
Include details of:
· How team members have had input into the team plan.
· Policies and procedures ensuring team members take responsibility for their own work and assist others to undertake their required roles and responsibilities.
· Processes ensuring issues, concerns and problems identified by team members are recognised and addressed and making sure that each team member has an opportunity to provide input to planning, decision making, and operational aspects of the work team.
	Mapping:
BSBPMG521 PC1.4 (p)
BSBPMG512 PC1.2 (p)
BSBPMG515 PC1.2 (p), PC2.1 (p), PC3.3 (p), PE1.0 (p)
Marking guide
Details of the following must be included in the HR plan:
· The common understanding of team purpose, roles, responsibilities and accountabilities.
· These must state how they are in accordance with the project goals, plans and objectives.
· Discussion on how team members have had input into the team plan.
· The policies and procedures the student has developed to ensure team members take responsibility for their own work and assist others to undertake their required roles and responsibilities.
· The processes the student has developed to ensure issues, concerns and problems identified by team members are identified and addressed and making sure that each team member has an opportunity to provide input to planning, decision making, and operational aspects of the work team.
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2.1.2.7.6.1 Open Communication Processes
	To complete this part of the Human Resource Management Plan, you must establish two (2) open communication processes with all stakeholders.

Steps to take:
1. Locate the 2.1.2.7.6 Communication Processes template on the following pages. Use this to document the processes you will establish in this task.
1. Access workplace documentation relating to existing open communication processes in your organisation.
1. Complete the 2.1.2.7.6 Communication Processes template by identifying two (2) open communication processes that you can use in communicating with stakeholders.
For each process you must provide:
· name of the process
· brief description
· the complete steps to the process, including:
· at least one (1) step ensuring open communication
· at least one (1) step ensuring two-way communication among stakeholders
You may develop a new process for open communication with stakeholders or you may use existing processes in your organisation and modify these to be suitable for the project.
Remember that the communication process must ensure open and two-way communication among all stakeholders.
1. Submit the completed template to your supervisor for their approval. 
Have your supervisor complete and sign the Supervisor Declaration at the end of the template.
1. Submit the completed and signed 2.1.2.7.6 Communication Processes template along with this workbook.
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	Refer to the following documents in order to complete this task:
Awesome Landscapes Policies and Procedures
(username: newusername     password: newpassword)
NOTE: There is no need for you to have the Supervisor Declaration part of each template completed and signed.




	Mapping: BSBWOR502 PC4.1 (p), FS6.1 (p), FS6.2 (p)
Marking guide
The student must develop the following to facilitate team cohesion:
· strategies to ensure team members have input into planning, decision making and operational aspects of work team
· policies and procedures to ensure team members take responsibility for own work and assist others to undertake required roles and responsibilities
· processes to ensure that issues, concerns and problems identified by team members are recognised and addressed
The student must submit the following as evidence:
· completed 2.1.2.7.5 Strategies Action Plan 
· completed 2.1.2.7.5 Policies and Procedures template
· completed 2.1.2.7.5 Team Processes template




	2.1.2.7.6 COMMUNICATION PROCESSES

	

	Completed by (Student) 
	      Student’s name

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

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

	

	Marking guide
The student must complete this template by identifying two (2) open communication processes that can be used in communicating with stakeholders.
The student may develop new communication processes or modify existing communication processes in the organisation to be more suitable for the project.
Simulated Pathway students may use the following workplace documentation and modify these to be more suitable for the project:
· Computer and E-mail Policy (taken from the Staff Handbook)
· Use of Telephones Policy (taken from the Staff Handbook)
· Procedures for Organising Meetings

	COMMUNICATION PROCESS 1

	Name of process
	      Must be the name of the communication process, e.g. Process for communicating through email 

	Brief description
	      
Student must provide a short description of the process, e.g.:
· This process sets out the steps to follow communicating with stakeholders via email.

	Steps
	     
Student must provide the complete steps of the process, including:
· at least one (1) step ensuring open communication
· at least one (1) step ensuring two-way communication among stakeholders




	COMMUNICATION PROCESS 2

	Name of process
	     

	Brief description
	     

	Steps
	     




	SUPERVISOR DECLARATION
By signing this declaration, I confirm that the student, whose name is recorded above, has documented processes for open communication with all stakeholders and has presented these to me for approval.
I further confirm that the information above is a true and accurate reflection of the student’s performance.

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

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

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

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



End of 2.1.2.7.6 Communication Processes

2.1.2.7.6.2 Documentation
Record what processes are in place to handle open interpersonal communication, counselling, performance issues, conflict, and dispute resolution. 
	Mapping:
BSBPMG521 PC1.4 (p)
BSBPMG515 PC3.3 (p), PC3.4 (p)
Marking guide
The student must include processes to handle open interpersonal communication, counselling, performance issues, conflict and dispute resolution.





2.1.2.8 Communications Management Plan
	Mapping: 
BSBPMG521 PC1.4 (p), PC2.4 (p), FS1.0 (p), FS2.0 (p), FS4.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBPMG516 PC1.2, PC1.3 (p), PC2.1 (p), PC2.2 (p), PC2.3 (p), PE1.0, PE2.0 (p)
BSBPMG519 PC3.3 (p)
Marking guide
The checklist below provides the benchmarks for student’s Communications Management Plan submission. For a satisfactory performance, student’s submission must meet all checklist items provided. The succeeding sections (2.1.2.8.1 –2.1.8.2) provide the specific benchmarks and or sample answers for each subsection of the Communications Management Plan.



	Checklist – Does the Communications Management Plan include:
	YES

	1. A description of the workplace-based project information system used for the project.
	☒
	2. The different communications needed at the different parts of the project lifecycle.
	☒
	3. Discussion on how the information system will ensure the quality, validity, timeliness and integrity of information and communication.
	☒
	4. Discussion on how the communication plan will support development of team members’ interpersonal skills in effective stakeholder engagement.
	☒
	5. Project organisation structure.
	☒
	6. Project escalation (the handling of conflict and dispute resolution).
	☒
	7. References to relevant appendices.
	☒
	8. This section must be accurate, i.e. information and details recorded are correct and free from errors.
	☒





	Checklist – Does the Communications Management Plan include:
	YES

	9. This section must be written using format and language appropriate to the context, including:
· Use of the prescribed template or the relevant organisational template
· Use of language appropriate to project management or industry-specific and appropriate terminology instead of jargons.
	☒
	10. This section 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.
Note: Collectively, the sections of the Project Plan must demonstrate use of at least three (3) formal written mathematical language and at least three (3) informal written mathematical language.
	☒



2.1.2.8.1 General
	Mapping: BSBPMG516 PC1.3 (p)
Marking guide
The communications plan must show the student understands the project life cycle. For instance, the final report must be done during the closing stage, the status reports during the implementation stage, etc.
The communications plan must be well written with no more than ten grammatical or spelling errors.
The communications plan appears to allow free flow and clarity of information where needed to assist in progressing the project.
The communication plan demonstrates the implementation and maintenance of agreed communication networks between project staff, project sponsor and other stakeholders.




2.1.2.8.2 Information System
Describe the project information system used for this project. Include:
· Different communications needed at the different parts of the project lifecycle.
· How will the information system ensure the quality, validity, timeliness and integrity of information and communications?
· How does the communication plan support development of team members’ interpersonal skills in effective stakeholder engagement?
· Outline of procedures for storing, searching, retrieval, and archiving of relevant information. (E.g. The use of web-based or computer-based Project Management Information Systems, who are authorised to access information relevant to the project, etc.)

	Mapping: BSBPMG516 PC1.3 (p), PC2.1 (p), PE2.0
Marking guide
The communication plan must include:
· A description of the project information system used for the project.
· The communications needed at the different parts of the project lifecycle (e.g. reports, team meetings, etc.)
· Description of how the information system will meet the quality, validity, timeliness, and integrity of information and communications.
· Discussion on how the communication plan supports development of team members’ interpersonal skills in effective stakeholder engagement.
· Outline of procedures for storing, searching, retrieval, and archiving of relevant information. (E.g. The use of web-based or computer-based Project Management Information Systems, who are authorised to access information relevant to the project, etc.)





2.1.2.9 Risk Management Plan
	Mapping:
BSBPMG521 PC2.4 (p), FS1.0 (p), FS2.0 (p), FS4.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBPMG517 PC1.1 (p), PC2.4 (p), PE1.0 (p), PE2.0 (p)
Marking guide
The checklist below provides the benchmarks for student’s Risk Management Plan submission. For a satisfactory performance, student’s submission must meet all checklist items provided. The succeeding sections (2.1.2.9.1 –2.1.9.7) provide the specific benchmarks and or sample answers for each subsection of the Risk Management Plan.



	Checklist – Does the Risk Management Plan include:
	YES

	1. The risk objectives and standards (including the relevant Australian standard).
	☒
	2. The context of the risk (e.g. physical risks regarding construction site, IP risks regarding publishing project, etc.).
	☒
	3. Constraints that will restrict the performance and delivery of the project.
	☒
	4. Assumptions that will impact the performance and delivery of the project.
	☒
	5. Evidence that you have determined risk objectives and standards.
Workplace pathway – Exchange of e-mails showing you have consulted other project stakeholders in determining the risk objectives and standards of the project. You may submit at least one e-mail provided it clearly shows you have collaborated with them in determining risk objectives and standards.
Simulated pathway – you will need to consult with Shaar Azad projectrisk@yourdomain.com.au to determine the risk objectives and standards for the risk management plan to be implemented. You will be required to submit a copy of your email and a copy of the auto-response from Shaar Azad projectrisk@yourdomain.com.au.
	☒




	Checklist – Does the Risk Management Plan include:
	YES

	Continuation of Checklist Item 5.
Submit these e-mails as part of your evidence, naming the files This may be in the form of an email correspondence. Save this as projectriskconsultation1 and projectriskconsultation2, etc.
Student must submit projectriskconsultation1, projectriskconsultation2 along with this workbook as evidence of his/her consultation with relevant stakeholders regarding risk objectives and standards. Student may submit at least one email provided that it shows that he/she determined risk objectives and standards, with input from stakeholders.
	

	6. References to relevant appendices (issues register, risk register and other risk documentation).
	☒
	7. This section must be accurate, i.e. information and details recorded are correct and free from errors.
	☒
	8. This section must be written using format and language appropriate to the context, including:
· Use of the prescribed template or the relevant organisational template
· Use of language appropriate to project management or industry-specific and appropriate terminology instead of jargons.
	☒
	9. This section 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.)
	☒




	Checklist – Does the Risk Management Plan include:
	YES

	They must be represented either through words/paragraphs conveying the numerical information or through numerical formulas showing computations, graphs, charts, tables, etc.
Note: Collectively, the sections of the Project Plan must demonstrate use of at least three (3) formal written mathematical language and at least three (3) informal written mathematical language.
	



	Marking guide (Continuation of 2.1.2.9 Risk Management Plan)
STAKEHOLDERGANTTCOMMUNICATION1 RESPONSE E-MAIL – 
This is the automated response to the e-mail sent to projectrisk@yourdomain.com.au. This e-mail contains no attachments.
	Hi [Student’s Name],

Thank you for consulting with me on this. 
As you know, we implement the Risk Management Plan because Awesome Landscapes, along with its projects, is exposed to various risks. Our objective is to identify the risks and determine if they may be avoided, reduced, spread, transferred or prevented. 
In developing Project Risk Management Plans we follow AS/NZS 4360:2004 Standard along with relevant WHS Codes of Practice.
Thanks heaps!

Best regards,
Shaar Azad
Awesome Landscapes








2.1.2.9.1 General
	Mapping: ---
Marking guide
The risk management plan must be well written, with no more than ten grammatical or spelling errors.



2.1.2.9.2 Risk Objectives and Standards
Record the objectives and standards, including the input you have obtained from stakeholders.
	Mapping: BSBPMG517 PC1.1 (p)
Marking guide
The risk standard must include AS/NZS 4360:2004 or similar standard.
Simulated pathway response
Objective: to identify the risks and determine if they may be avoided, reduced, spread, transferred or prevented.
Standard: AS/NZS 4360:2004 along with relevant WHS Codes of Practice.



2.1.2.9.3 Context of Risk
Record the context of the risk (e.g. physical risks in construction site, intellectual property risks in a publishing project).
	Mapping: BSBPMG517 PC1.2
Marking guide
The context of the risk must be provided, and it must be relevant to the nature of the project.





2.1.2.9.4 Constraints
Record all constraints that will restrict the performance and delivery of the project (and possible treatment strategies).
	Mapping: ---
Marking guide
Must be an expansion of the list of constraints provided in the project charter.



2.1.2.9.5 Assumptions
Record all assumptions (accepted as correct) that will impact the performance and delivery of the project.
	Mapping: ---
Marking guide
Must be an expansion of the list of assumptions in the project charter.



2.1.2.9.6 Potential Issues
Record all potential issues impacting the performance and delivery of the project (and possible treatment strategies – note potential issues do not need to be populated into the issues register at this point).
	Mapping: ---
Marking guide
The issues register will normally be in the appendices, but the risk management plan must refer to it.





2.1.2.9.7 Statement of Risk
Record all internal and external sources of risk in a risk register, including:
· probability
· consequence
· priority
· strategy
· accountability
· review. 
	Mapping: ---
Marking guide
The risk register would normally be an appendix, but this must be referenced from the risk management plan.



2.1.2.10 Procurement Management Plan
	Mapping: 
BSBPMG521 PC2.4 (p), FS1.0 (p), FS2.0 (p), FS4.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBPMG518 PC1.1 (p), PC1.2 (p), PC2.2 (p), PC2.3 (p) PC3.1 (p), PC3.5 (p), PC4.1 (p), PE1.0 (p), PE2.0 (p)
Marking guide
The checklist below provides the benchmarks for student’s Procurement Management Plan submission. For a satisfactory performance, student’s submission must meet all checklist items provided. The succeeding sections (2.1.2.10.1 –2.1.10.5) provide the specific benchmarks and or sample answers for each subsection of the Procurement Management Plan.



	Checklist – Does the Procurement Management Plan include:
	YES

	1. The contract management process, including references to relevant legislation (the legislation does not need to appear in the appendices).
	☒
	2. The approval process for procurement.
	☒
	3. The contractor selection process.
	☒



	Checklist – Does the Procurement Management Plan include:
	YES

	4. The communication arrangements of procurement to stakeholders.
	☒
	5. The responsibilities for staff and team members when dealing with contractors.
	☒
	6. The procurement records needed for contractors.
	☒
	7. The probity and project-governance constraints (E.g. ethical behaviours, limits of authority, organisational procedures, and prescribed decision escalation)
	☒
	8. The resources needed to be obtained against the timeline and budget.
	☒
	9. References to relevant appendices.
	☒
	10. This section must be accurate, i.e. information and details recorded are correct and free from errors.
	☒
	11. This section must be written using format and language appropriate to the context, including:
· Use of the prescribed template or the relevant organisational template
· Use of language appropriate to project management or industry-specific and appropriate terminology instead of jargons.
	☒
	12. This section 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.
	☒
	Checklist – Does the Procurement Management Plan include:
	YES

	Note: Collectively, the sections of the Project Plan must demonstrate use of at least three (3) formal written mathematical language and at least three (3) informal written mathematical language.
	-



2.1.2.10.1 General
Record all information supporting the decision to make or buy. This should include reference to:
· procurement planning
· solicitation planning
· solicitation
· source selection
· contract administration
· contract close-out.
	Mapping: BSBPMG518 PE2.0 (p)
Marking guide
The procurement management plan must contain no more than ten spelling and grammatical errors.



2.1.2.10.2 Contract Management Process
	Mapping: BSBPMG518 PC2.2 (p), PC3.4 (p), PE2.0 (p)
Marking guide
Must contain:
· Information on the procurement process, from the identification of the need for procurement through to the procurement process itself and how successful contractors are selected.
· Student must provide evidence that the selection criteria of a contract has been provided to at least two different potential contractors.
· References to relevant legislation.





2.1.2.10.3 Resources to be Procured
Record the resources that are required to be procured for the project, including the selection criteria for each resource.
	Mapping: BSBPMG518 PC1.1 (p), PC2.2 (p)
Marking guide
Must contain:
· Details of procurement (both contractors and purchases) needed for the project.
· The selection criteria needed for each resource (this may be provided in the appendices if substantial).



2.1.2.10.4 Responsibilities to Contractors
Record the responsibilities for staff and team members when dealing with contractors and the communication arrangements of procurement to stakeholders.
	Mapping: ---
Marking guide
Must contain:
· Details of the communication arrangements of procurement to stakeholders.
· The responsibilities for staff and team members when dealing with contractors.



2.1.2.10.5 Probity and Project Governance Constraints
Record the probity and project governance constraints of the procurement. (E.g. Ethical behaviours, limits of authority, organisational procedures, and prescribed decision escalation)
	Mapping: BSBPMG518 PC3.1 (p)
Marking guide
Must contain procedures for probity and project governance constraints of the procurement for this project. (E.g. Ethical behaviours, limits of authority, organisational procedures, and prescribed decision escalation)





[bookmark: _Toc530301854]2.2 Project Plan Appendices
2.2.1 Work Breakdown Structure (WBS)
	Mapping: 
BSBPMG521 PC2.1 (p), PC2.2 (p), PC2.4 (p), FS1.0 (p), FS2.0 (p), FS4.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBPMG512 PC1.1, PE1.0 (p)
BSBPMG514 PC1.1 (p)
Marking guide
The checklist below provides the benchmarks for student’s WBS submission. For a satisfactory performance, student’s submission must meet all checklist items provided. A sample WBS is provided below.



	Checklist – Does the Work Breakdown Structure (WBS) include:
	YES

	1. The WBS is clear and well-organised.
	☒
	2. The tasks have been broken down into a logical order and structure. 
	☒
	3. The tasks have been grouped to clearly identify the stages of the project life cycle.
	☒
	4. There are at least twenty tasks over at least three levels in the breakdown.
	☒
	5. The WBS gives a clear indication of the project’s scope.
Each item in the WBS indicates a specific deliverable or task in the project.
	☒





2.2.2 Gantt Chart
	Mapping:
BSBPMG521 PC2.1 (p), PC2.2 (p), PC2.4 (p), PE1.0 (p), FS1.0 (p), FS2.0 (p), FS4.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBPMG512 PC1.2 (p), PC1.3 (p), PC1.4 (p), PC2.1 (p), PE1.0 (p), PE2.0 (p)
BSBPMG514 PC1.1 (p)
BSBWOR501 PC2.2 (p), PE1.0 (p), FS7.1 (p), FS7.2 (p)
Marking guide
The checklist below provides the benchmarks for student’s Gantt Chart submission. For a satisfactory performance, student’s submission must meet all checklist items provided. A sample Gantt Chart is provided below.
Students completing the Cascade Peak simulation must have a Gantt chart similar to the one attached to the following link. The Gantt chart must commence on 1 July 2016 and must finish at the launch which occurs on 1 January 2017: Gantt Chart
The Gantt chart will look something like this:
[image: ]





	Checklist – Does the Gantt Chart include:
	YES

	1. Developed using an appropriate software package (e.g. MS Project, MS Excel).
	☒
	2. Tasks listed in sequential words.
	☒
	3. Tasks grouped appropriately into phases and stages.
	☒
	4. The chart clearly specifies the team members responsible for each task, including the student’s own tasks and priorities.
	☒
	5. Succinct and easy to read task descriptions.
	☒
	6. The time-based information is consistent with the information in the effort and duration of tasks worksheet.
	☒
	7. The task dependencies are consistent with the information in the task dependency worksheet.
	☒
	8. A project baseline.
	☒
	9. The resources allocated to do the tasks have been included and are compatible with the other appendices covering project resourcing.
	☒
	10. Task costs have been added and appear consistent with the costing appendices.
	☒
	11. Project management and administration related tasks have been added into the project task list.
	☒
	12. Evidence you have communicated the Gantt chart to relevant stakeholders.
Workplace pathway – Exchange of e-mails showing you have sent the project Gantt chart to your project team members and/or contractors and at least one higher authority (e.g. your supervisor or the project sponsor). You may submit one e-mail provided it clearly shows multiple stakeholders have been included. Otherwise provide both e-mails if you have separately advised project team members from management. 
	☒




	Simulated pathway – E-mail the completed Gantt chart to projectteamgantt@yourdomain.com.au (this is a common e-mail address that automatically distributes to your entire project team) and to awesomemanagementgantt@yourdomain.com.au (this is a common e-mail address that automatically distributes to your supervisor and the CEO of Awesome Landscapes, the project managers of the other two projects and to the project sponsor at Council. The e-mail content must advise the project team members and management that the Gantt chart is attached outlining the project schedule which needs to be followed. You will receive an automated response from each e-mail. Please submit both responded e-mails.
Submit these e-mails as part of your evidence, naming the files stakeholderganttcommunication1, stakeholderganttcommunication2, etc.
Files: 
stakeholderganttcommunication1.xxx, stakeholderganttcommunication2.xxx, etc. have been provided as evidence the student has communicated the Gantt chart to relevant stakeholders.
Workplace pathway – Exchange of e-mails showing the student has sent the project Gantt chart to their project team members and/or contractors and at least one higher authority (e.g. their supervisor or the project sponsor). They may submit one e-mail provided it clearly shows multiple stakeholders have been included. Otherwise they will have provided both e-mails if you have separately advised project team members from management.
Simulated pathway – Return e-mails will have been supplied from projectteamgantt@yourdomain.com.au and awesomemanagementgantt@yourdomain.com.au. The e-mail content must advise the project team members and management that the Gantt chart is attached outlining the project schedule which needs to be followed. Both emails must be included.
	




	Marking guide (Continuation of 2.2.2. Gantt Chart)
STAKEHOLDERGANTTCOMMUNICATION1 RESPONSE E-MAIL – 
This is the automated response to the e-mail sent to projectteamgantt@yourdomain.com.au. Alicia Brewer is one of the project team members. This e-mail contains no attachments.
	Hi [Student’s Name],

Thanks for sending through the Gantt chart. Looks great!

Cheers.

Alicia Brewer
Site Supervisor
Awesome Landscapes


STAKEHOLDERGANTTCOMMUNICATION2 RESPONSE E-MAIL – This is the automated response to the e-mail sent to awesomemanagementgantt@yourdomain.com.au. Kim Nguyen is one of the managers who the Gantt chart needs to be supplied to. This e-mail contains no attachments.
	Hi [Student’s Name],

Thank you for the Gantt chart. You’ve put a lot of work into it. Andrew Armstrong has just phoned me and says he is happy with it too.

Thanks.

Kim Nguyen
Director
Awesome Landscapes


The project Gantt chart for the simulated activity can be downloaded from here (MS Project format).





2.2.3 Project Interfaces Worksheet
	Mapping: ---
Marking guide
The checklist below provides the benchmarks for student’s Project Interfaces submission. For a satisfactory performance, student’s submission must meet all checklist items provided. A sample Project Interfaces is provided below. Specific benchmarks for the Organisational, Technical, and Interpersonal interfaces are provided after the checklist.



	Checklist – Does the Project Interfaces Worksheet include:
	YES

	1. Very brief description of each interface.
	☒
	2. Why each interface affects the project.
	☒
	3. Indication as to whether each relationship is formal or informal.
	☒
	4. Indication of the expected duration of the interface.
	☒
	5. Relationships for project interfaces, technical interfaces, and interpersonal interfaces.
	☒


Project Interfaces Worksheet
Organisational Interfaces
	Description of Relationship
	Primary Purpose of Interface
	Formal or Informal?
	Expected Duration
	Notes

	Very brief description of organisational interface.
	Why the interface affects the project.
	Formal if based on reporting lines. Otherwise informal.
	Start and end date or start date and duration.
	Not needed for the purposes of this assessment.

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Technical Interfaces
	Description of Relationship
	Primary Purpose of Interface
	Formal or Informal?
	Expected Duration
	Notes

	Very brief description of technical interface.
	Why the interface affects the project.
	Formal if based on reporting lines. Otherwise informal.
	Start and end date or start date and duration.
	Not needed for the purposes of this assessment.

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Interpersonal Interfaces
	Description of Relationship
	Primary Purpose of Interface
	Formal or Informal?
	Expected Duration
	Notes

	Very brief description the of HR interface.
	Why the interface affects the project.
	Formal if based on reporting lines. Otherwise informal.
	Start and end date or start date and duration.
	Not needed for the purposes of this assessment.

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




2.2.4 Effort and Duration of Tasks
	Mapping:
BSBPMG521 PC2.1 (p), PC2.2 (p), FS1.0 (p), FS2.0 (p), FS4.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBPMG511 PC2.2 (p)
BSBPMG512 PC1.2 (p), PC1.3 (p), PE1.0 (p)
BSBWOR501 PC2.2 (p), PE1.0 (p)
Marking guide
The checklist below provides the benchmarks for student’s Effort and Duration of Tasks submission. For a satisfactory performance, student’s submission must meet all checklist items provided. A template for Effort and Duration of Tasks along with specific benchmarks is provided below.



	Checklist – Does the Effort and Duration of Tasks include:
	YES

	1. The task numbers in the template match the task numbers in the Gantt chart.
	☒
	2. The tasks are listed in sequential order.
	☒
	3. The task descriptions must read the same as those for the Gantt chart.
	☒
	4. The task descriptions show the project has been listed as a set of measurable and sequential outcomes.
	☒
	5. The task effort and duration table has been developed using Excel or a similar software application that performs spreadsheeting calculations.
	☒
	6. The task effort and duration calculations have been calculated correctly.
	☒


Effort and Duration of Tasks Template
	Task number
	Task Description
	Task Effort (hours)
	Task Duration (days)

	
	
	To
	Tp
	Tm
	Te
	To
	Tp
	Tm
	Te

	The numbering down this column matches the numbering of the separately attached Gantt chart.
	The tasks have been listed in sequential order. 
Shows the project has been listed as a set of measurable and sequential outcomes.
	Small
	Large
	In be-tween
	Correct formula used:
= (To + Tp +4 x Tm)/6
	Small
	Large
	In be-tween
	Correct formula used:
= (To + Tp +4 x Tm)/6

	
	The content of the worksheet must be consistent with the content of other project management tools handed in as part of this assessment. This includes the change request, project Gantt chart, and other project scheduling tools where different tools have been used for the same project.
	Calculations are correct.
Demonstrates an understanding of the use of this tool, and the calculations involved.
	

	
	A reasonable estimate has been made for the task effort minimum, expected and maximum values. 
Demonstrates student’s judgment in calculating the effort of tasks.
	
	
	
	
	

	
	The totals have been correctly calculated. 
	
	
	
	
	
	
	
	

	
	TOTAL EFFORT
	
	
	
	Sum ^
	
	
	
	Sum ^




2.2.5 Task Dependency Worksheet
	Mapping: BSBPMG512 PC1.2 (p), PE1.0 (p)
Marking guide
The checklist below provides the benchmarks for student’s Task Dependency Worksheet submission. For a satisfactory performance, student’s submission must meet all checklist items provided. A template for Task Dependency Worksheet along with specific benchmarks is provided below.



	Checklist – Does the Tasks Dependency Worksheet include:
	YES

	1. The tasks have been sequentially ordered and numbered the same as those in the project Gantt chart.
	☒
	2. Appropriate predecessors and predecessor types have been listed, including lag if appropriate.
	☒
	3. The correct constraints have been added where appropriate.
	☒


Task Dependency Worksheet Template
	Task number
	Task Description
	Duration
	Predecessors (list task numbers)
	Constraints

	
	
	
	FS
	SS
	FF
	SF
	Lag
	Type
	Date

	The tasks have been sequentially ordered.
	
	     
	 
	 
	 
	 
	 
	     
	     

	The tasks have been numbered the same as in the project Gantt chart.
The information from this table goes straight into the Gantt chart.

	
	     
	Appropriate predecessors have been listed by number matching the numbering in the task number column.
Demonstration of the understanding and skills to use this project planning tool.
The appropriate predecessor type (FS, SS, FF, SF) and lag has been determined for each predecessor.
Demonstration of the understanding and skills to use this project planning tool. The types are listed at the bottom of the template table.
	Lag shown in days.
	The correct constraint type (as shown in table over the next page) has been selected for each task.
These will usually be “As soon as possible.
	Where a constraint indicates a start or completion date, the date has been listed here.


	Predecessors:
· FS = Finish to start – This task commences following the end of the listed tasks.
· SS = Start to start – This task starts at the same time as the listed tasks.
· FF = Finish to finish – This task finishes at the same time as the listed tasks.
· SF – Start to finish – This task finishes at the same time the listed tasks commence.
· Lag = number of days between tasks.
	[bookmark: _Toc340764956][bookmark: _Toc340765400]Constraint types:
· As soon as possible – Finish the task as soon as possible based on the constraints of predecessors. This is the most common selection.
· As late as possible – Finish this task as late as possible based on the constraints of later activities.
· Finish no earlier than – Finish as soon as possible, but no earlier than the specified date.
· Finish no later than – Finish as soon as possible, but not later than the specified date.
· Must finish on – Task finishes on the specified date.
· Must start on – Task commences on the specified date.
· Start no earlier than – Task commences on or after the specified date.
· Start no later than – Task commences on or before the specified date.




2.2.6 Summary Costing Per Phase
	Mapping:
BSBPMG512 PC1.3 (p)
BSBPMG514 PC1.2 (p), PC1.3 (p), PC2.2 (p)
Marking guide
The checklist below provides the benchmarks for student’s Summary Costing Per Phase submission. For a satisfactory performance, student’s submission must meet all checklist items provided. A template for Summary Costing Per Phase submission along with specific benchmarks is provided below. All figures must be calculated from detailed costing per task worksheet shown on the following section (2.2.7 Detailed Costing per Task).



	Checklist – Does the Summary Costing Per Phase include:
	YES

	1. The name of each phase as per project Gantt chart.
	☒
	2. The stages of each phase must be per project Gantt chart.
	☒
	3. Correct labour, procurement and purchase costs must appear in the chart.
	☒
	4. The figures must be consistent with those in the detailed costing per task sheet.
	☒



Summary Costing Per Phase
	Project Phase Description
	Labour cost
	Procurement cost
	Purchase cost
	TOTAL COST

	
	Time
	Cost
	
	
	

	Phases must be listed – the same as those on the Gantt chart.
	Sum of hours for the phase or stage.
	Total cost of all labour for the phase or stage.
	Total cost of all procurement for the phase or stage.
	Total cost of all non-procurement purchases for the phase or stage.
	Sum of previous three columns.

	If relevant/appropriate, stages under each phase may also be listed.
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



	TOTAL
	
	
	
	
	



All figures must be calculated from detailed costing per task worksheet shown on the following two pages (2.2.7 Detailed Costing per Task).


2.2.7 Detailed Costing Per Task
	Mapping: BSBPMG514 PC1.2 (p), PC1.3 (p), PC2.2 (p)
Marking guide
The checklist below provides the benchmarks for student’s Detailed Costing Per Task submission. For a satisfactory performance, student’s submission must meet all checklist items provided. A template for Detailed Costing Per Task along with specific benchmarks is provided below.



	Checklist – Does the Detailed Costing Per Task include:
	YES

	1. The task numbering and descriptions must match the task numbering and descriptions in the Gantt chart.
	☒
	2. The time (Te) must be taken from the Te in the effort and duration of tasks table.
	☒
	3. The labour costs must include project management costs.
	☒
	4. Each task must have appropriate allocations into the labour cost, procurement cost and purchase costs.
	☒
	5. All calculations must be calculated correctly.
	☒



[bookmark: _Toc340765404][bookmark: _Toc340764960]
Detailed Costing per Task Template
	Task number
	Task Description
	Time
	Hourly rate
	Labour Cost
	Procurement
	Purchases
	TOTAL COST

	
	
	Te
	Who?
	#
	
	
	Description
	Cost
	Description
	Cost
	

	Unique numbering as per Gantt chart.
	The task descriptions must be unique and the same as listed in the Gantt chart.
	Must be taken from the Te under task effort (hrs) in the effort and duration of tasks template.

	The correct resources must be assigned to each task.

	Number of people assigned to the task.
	The labour costs must be correctly calculated for each task.

	Appropriate items must be populated into the procurement columns and calculated correctly.

	Purchased items must be populated into the purchases columns and calculated correctly.

	The costs must be correctly totalled for each task and identifies measurable outcomes.


	Tasks listed in sequential order.
	
	Project management costs have been included in the costing.

	
	
	
	Formula: 
= labour cost + procurement cost + purchases cost.


	
	
	
	
	
	Staff wages or hourly rates have been included in the costing.

	
	
	
	
	




	
	TOTAL
	
	
	
	
	Sum Total
	
	Sum Total
	
	Sum Total
	Sum Total



2.2.8 Project Cash Flow and S Curve
	Mapping: BSBPMG521 PC1.2 (p), PC2.2 (p), PC2.4 (p), FS1.0 (p), FS2.0 (p), FS4.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
Marking guide
The checklist below provides the benchmarks for student’s Project Cash Flow and S Curve submission. For a satisfactory performance, student’s submission must meet all checklist items provided. 
The cash flow spreadsheet and S curve should look like the following:
	Month-end
	Expenditure
	Cumulative

	January
	$30,000
	$30,000

	February
	$39,000
	$69,000

	March
	$111,000
	$180,000

	April
	$55,840
	$235,840


Project S Curve






	Checklist – Do the Project Cash Flow and S Curve include:
	YES

	1. The cash flow spreadsheet is divided into regular intervals (e.g. Friday of every week).
	☒
	2. The weekly cash flow figures appear correctly calculated from the detailed cost analysis considering all income and expenditure from the project occurring in each time segment. Tests numeracy skills.
	☒
	3. The cumulative cash flow column has been correctly calculated.
	☒
	4. The project S curve is correctly set up with the dates on the X axis and cumulative costs on the Y-axis.
	☒
	5. The S curve is well presented and easy to read.
	☒



2.2.9 Issues Register Template
	Mapping: 
BSBPMG521 PC4.4 (p), FS2.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBPMG513 PC1.3 (p)
BSBWOR502 PC2.4 (p), PE3.0 (p), FS2.0 (p), FS6.1 (p), FS6.2 (p)
Marking guide
The checklist below provides the benchmarks for student’s Issues Register Template submission. For a satisfactory performance, student’s submission must meet all checklist items provided. A template for Issues Register is provided below.
Note – at this point the issues register does not have to be filled in. However, if the student has already identified issues at the planning stage, then they may complete this now. If they have filled in some issues, you don’t need to mark them at this point as it will be assessed in the next workbook.



	Checklist – Does the Issues Register Template include:
	YES

	1. At a minimum, the issues register template includes a numbering system for the issue, the date/time raised, a description of the issue, who raised it, the action history of the issue, and the issue’s status.
	☒
	2. No issues need to be filled in at this point. This will be covered in a future assessment. However, if you have already identified issues during the planning stage, you are welcome to populate this template now. It will not be marked at this point but will save you work in a future assessment.
	☒
	3. Clear instructions for logging issues into the issues register template are included.
	☒




[bookmark: _Toc340765407][bookmark: _Toc340764963]
Issues Register Template
	ISSUES REGISTER TEMPLATE

	Instructions for logging issues into the register:
     

	

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

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     



Add rows as needed.



2.2.10 Quality Analysis Tool
	Mapping: 
BSBPMG521 PE1.0 (p)
BSBPMG513 PC1.1, PC1.2, PC1.3 (p), PC1.4, PC1.5 (p), PE1.0, PE3.0 (p)
Marking guide
The checklist below provides the benchmarks for student’s Quality Analysis Tool submission. For a satisfactory performance, student’s submission must meet all checklist items provided. A template for the Quality Analysis Tool along with sample answers is provided below.



	Checklist – Does the Quality Analysis Tool include:
	YES

	1. The quality analysis tool has been correctly filled in, recommending ways to eliminate causes of unsatisfactory performance of processes and products. Tests analysis and problem-solving.
	☒
	2. The content in the tool is succinct and free of grammatical or spelling errors.
	☒
	3. The recorded standards show a good level of attention to detail.
	☒
	4. The listed quality standards seem appropriate for the nature of the project.
	☒
	5. The standards are measurable to enable an objective evaluation of project performance and project deliverable(s).
	☒
	6. Standards must not be vague.
	☒
	7. At least fifteen tasks have been documented in the quality analysis tool.
	☒
	8. At least one of the tasks must be scope-related.
	☒
	9. At least one of the tasks must be quality related.
	☒
	10. At least one of the tasks must cover the testing and acceptance of supplies for the project.
	☒
	11. At least one of the tasks must cover the effectiveness of contracting and procurement activities.
	☒
	Checklist – Does the Quality Analysis Tool include:
	YES

	12. Evidence you have sought input from relevant stakeholders (e.g. supervisor, technical experts, etc.) to help populate the quality analysis tool.
Workplace pathway – The evidence must show your supervisor and/or technical experts have contributed to the quality analysis tool by advising relevant standards. You may either provide:
· Exchange of e-mails from the stakeholder where the content provides specific advice to you.
· Minutes of a meeting with the stakeholder where the advice they provided has been recorded within the minutes.
Simulated pathway – E-mail Fred Bridgestone (a building inspector at Cascade Peak Shire Council) asking for clarification on the standards for painting gazebos in the national park. You have reviewed the gazebo specification, but it is unclear on the requirements for the acceptable range of colours to use on buildings constructed within the national park. 
E-mail Fred at qualitystandardsadvice@yourdomain.com.au. 
You will receive an automated response which you will need to submit as part of this assessment.
Submit this e-mail or meeting minutes as part of your evidence, naming the file qualitystandardsadvice.
For Assessor: File qualitystandardsadvice has been provided as evidence the student has sought input from relevant stakeholders (e.g. supervisor, technical experts, etc.) to help populate the quality analysis tool.
Workplace pathway – The evidence must show the student’s supervisor and/or technical experts have contributed to the quality analysis tool by advising relevant standards. This may be in the form of either:
· Exchange of e-mails from the stakeholder where the content provides specific advice to you.
· Minutes of a meeting with the stakeholder where the advice they provided has been recorded within the minutes.
	☒



	Simulated pathway – E-mail provided by the technical expert at Awesome Landscapes at qualitystandardsadvice@yourdomain.com.au. The e-mail content must request advice on the quality standards for the project. You will receive an automated response which you will need to submit as part of this assessment.
	



Quality Analysis Template
	Task (From WBS)
	People Standard
	Process Standard
	Product/Service Standard
	Strategy (Action Plan)

	Example
	
	
	
	

	Install plumbing.
	Qualified plumber.
	AS/NZS 3500
	AS/NZS 3500
	Weekly inspection of plumbing work.

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Marking guide (Continuation of 2.2.10 Quality Analysis Tool)
QUALITYSTANDARDSADVICE RESPONSE E-MAIL – This is the automated response to the e-mail sent to qualitystandardsadvice@yourdomain.com.au. Fred is a building inspector who the student has asked advice regarding some of the project standards. This e-mail contains no attachments.
	Hi,
Regarding the standards for painting structures constructed in the national park, the following applies to all structures (including the gazebos you are specifically referring to):
· You must ensure all painted timber used in structures must be treated as per Australian Standard AS3660.1. 
· Timber must be painted and inspected prior to taking up the mountain for construction to minimise any pollution risk.
· All structures must be painted in “pinewood green” to ensure they blend in well with the surrounding environment.
· Alternatively, timber structures may be stained with a “cedar” stain.
· All paints and stains must be of a high quality all weather exterior quality due to the harsh climatic conditions.
Hope that helps. Please let me know if you need any further advice on painting.
Fred Bridgestone
National Parks Building Inspector
Cascade Peak Shire Council.



QUALITYSTANDARDSCOMMS1 RESPONSE E-MAIL – This is the automated response to the e-mail sent to qualitystandardsteam@yourdomain.com.au. John Casey is one of the student’s project team members.
This e-mail contains no attachments.
	Hi.
Thanks for sending through the quality standards. These do clarify my earlier questions, so this is very helpful.
Thanks.
John Casey
Site Supervisor.
Awesome Landscapes.







	Marking guide (Continuation of 2.2.10 Quality Analysis Tool)
QUALITYSTANDARDSCOMMS1 RESPONSE E-MAIL – This is the automated response to the e-mail sent to qualitystandardsmanager@yourdomain.com.au. Shaar Azad is the student’s supervisor who they are supposed to communicate the quality standards to. This e-mail contains no attachments.
	Hi.
Thanks for these quality standards. You’ve done a fantastic job on them.

Regards.
Shaar Azad.
Business Manager.
Awesome Landscapes.








2.2.11 Quality Audit Template
	Mapping: BSBPMG513 PC1.3 (p), PE3.0 (p)
Marking guide
The checklist below provides the benchmarks for student’s Quality Audit Template submission. For a satisfactory performance, student’s submission must meet all checklist items provided. A template for the Quality Audit Template is provided below.
The template should be blank at this point as it should not be filled in until well into the implementation stage of the project.



	Checklist – Does the Quality Audit Tool include:
	YES

	1. Details of the project name, the person completing the audit, etc.
	☒
	2. The date of the audit.
	☒
	3. Details of the audit lead and audit team.
	☒
	4. Overall goals of the audit.
	☒
	5. Standards being audited.
	☒
	6. Space for the results of each audit standard.
	☒
	7. Space for overall audit result and action plan going forward.
	☒
	8. Note the template does not require any content at this point as a quality audit will be conducted in a later assessment.
	☒




Quality Audit Template
	[bookmark: _Toc340764968]Project Name:      

	Prepared by:      

	[bookmark: _Toc340764969]Date:      

	Project Manager:      

	Project Phase:      
	Overall Project Status:      

	Audit Date:      
	Audit Number:      
	Audit Leader:      

	Audit Team:      

	Goal(s) of This Specific Audit: 
     

	Audit of Management of Project: 

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

	2. (required project objective #2) 
	Assessment:      
	Comment:      

	3. (required project objective #3) 
	Assessment:      
	Comment:      

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

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

	Overall Assessment of Management of Project: 
     

	Recommended Action(s)/Lessons Learned Regarding Management of the Project: 
     



	Audit of the Product of the Project:

	1. (required product characteristic #1) 
	Assessment:      
	Comment:      

	2. (required product characteristic #2) 
	Assessment:      
	Comment:      

	3. (required product characteristic #3) 
	Assessment:      
	Comment:      

	4. (required product characteristic #4) 
	Assessment:      
	Comment:      

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

	Overall Assessment about the Product of the Project: 


	Recommended Action(s)/Lessons Learned Regarding the Product of the Project: 
     

	Additional Audit Comments: 
1.      
2.      
3.      

	Audit Report Submitted To:      
	Date:      




2.2.12 Responsibility Assignment Matrix
	Mapping:
BSBPMG516 PC1.3 (p)
BSBPMG515 PC1.2 (p), PE1.0 (p)
BSBPMG519 PC1.2 (p)
Marking guide
The checklist below provides the benchmarks for student’s Responsibility Assignment Matrix submission. For a satisfactory performance, student’s submission must meet all checklist items provided. A sample for Responsibility Assignment Matrix is provided below.
The project stakeholders, including project manager, project team, project sponsor and other key stakeholders have been listed across the top of the table. All essential stakeholders must be listed in the responsibility matrix to ensure they are all kept in the loop.
The correct level of responsibility has been assigned to each stakeholder at each phase. It needs to be practical, so all parties are appropriately informed. The project manager needs to appear as the primary conduit for all communication.
An example of a completed matrix has been provided below:



	Checklist – Does the Responsibility Assignment Matrix include:
	YES

	1. The project stakeholders including project manager, project team, project sponsor and other key stakeholders have been listed across the top of the responsibility matrix.
	☒
	2. All the relevant project phases have been included down the side of the matrix. This must include all the stages of the project life cycle, and implementation/monitoring subdivided as needed as per Gantt chart.
	☒
	3. The correct level of responsibility has been assigned to each stakeholder at each phase of the project.
	☒




Responsibility Assignment Matrix
	Project Name: Cascade Peak Chalets Landscaping Project

	Prepared by: Sam Ng, Awesome Landscapes

	Date: 20 April 2016

	                    PERSON


PHASE
	Susan Wills (Massive)
	Stephen Lyons (Council)
	Kim Nguyen (Director, Awesome)
	Sam NG (PM Awesome)
	(Kelly Pollock (Admin Awesome)
	Land-scapers incl. site supervisor
	Sub-contractors

	Scoping
	A
	RS
	A
	P
	
	
	

	Planning
	S
	RS
	RS
	P
	P
	I
	I

	1. Pre-building
	
	S
	R
	A
	P
	P
	P

	2. Build support
	
	S
	R
	A
	p
	P
	P

	3. Landscaping
	
	S
	R
	A
	P
	P
	P

	Closing
	S
	S
	A
	P
	P
	
	


	P = Participant	A = Accountable	  R = Review Required
		I = Input Required	  	S = Sign-off Required


2.2.13 Formal and Project Organisation Chart
	Mapping: BSBPMG515 PC1.2 (p), PE1.0 (p)
Marking guide
The checklist below provides the benchmarks for student’s Formal and Project Organisation Charts submission. For a satisfactory performance, student’s submission must meet all checklist items provided. 
· The project organisation chart must show the structure of the project.
· An organisational chart showing the formal reporting lines must also be included to show the assessor the differences between the formal and informal reporting lines.
· The organisational chart must show the project sponsor at the top.
· The organisational chart must show the project manager.
· The organisational chart must show project team members.
· The organisational chart must show any external contractors.
A sample organisational chart is as follows:



	Checklist – Does the Formal and Project Organisation Chart include:
	YES

	1. The project organisation chart must show the structure of the project as opposed to the formal organisation chart.
	☒
	2. The formal organisation chart must also be included.
	☒
	3. The project organisation chart must show the project sponsor at the top.
	☒
	4. The project manager must appear on the project organisation chart.
	☒
	5. The project team members and external contractors must also appear on the project organisation chart.
	☒




2.2.14 Resource Pool Description 
	Mapping: BSBPMG515 PC1.3 (p)
Marking guide
The checklist below provides the benchmarks for student’s Resource Pool Description submission. For a satisfactory performance, student’s submission must meet all checklist items provided. A template for Resource Pool Description along with specific benchmarks is provided below.



	Checklist – Does the Resource Pool Description include:
	YES

	1. An appropriate project period (days, weeks, or months) has been listed in the black bar at the top of the report.
	☒
	2. At least six resources (including the project manager and at least one external resource) have been listed in the table.
	☒
	3. The table has been filled in clearly indicating where each resource will be working on the project.
	☒
	4. At least one resourcing issue has been listed in the remaining resource issues field. The issue must highlight a training requirement for the resource and/or additional recruitment from within the organisation or externally.
	☒




Resource Pool Description
	[bookmark: _Toc340764975]Project Name: (Project name must be the same as in the project name field in the preliminary project information table in task 1.1)
[bookmark: _Toc340764976]Cascade Peak Walkway Project

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

	[bookmark: _Toc340764977]Date: Date must be during the planning stage – Must be between “date planning stage commenced” and “date implementation stage commenced” in task 1.1. 

	The project period (days, weeks, months) as appropriate has been listed in the black bar below.
The period must be consistent. The period must allow the items in the table to be reasonably well spread out across the page.

		PROJECT PERIODS (Weeks, Months, etc.) 
	(Shade in periods of resource availability)

	Resource #
	Needed Resources
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	At least six resources have been listed in the second column below. Demonstrates a variety of resources with different skill sets are being incorporated into the project.
The project manager is listed below. The project manager is an essential resource for the project, so they must be included.
At least one external resource has been listed below. This allows for procurement considerations, one of the units in the subject.

	1
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	2
	
	
	
	

The table has been filled in showing when each resource will be working on the project.
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	

	6
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Remaining Resource Issues:
At least one issue has been listed in the remaining resource issues field. Issue should relate to none of the available resources having a required skillset to perform one or more of the tasks. Requires additional recruitment from within the organisation or externally.

	Next Steps:
A solution to the issue has been listed in the next steps field. Solution needs to be reasonable – e.g. obtaining another resource from within the organisation.



2.2.15 Resource Requirement Analysis
	Mapping: 
BSBPMG521 PE1.0 (p)
BSBPMG514 PC1.1 (p)
BSBPMG515 PC1.1, PC1.4 (p), PE1.0 (p), PE4.0 (p)
BSBPMG518 PC1.1 (p), PE1.0 (p)
Marking guide
The checklist below provides the benchmarks for student’s Resource Requirements Analysis submission. For a satisfactory performance, student’s submission must meet all checklist items provided. A template for Resource Requirements Analysis along with specific benchmarks is provided below.



	Checklist – Does the Resource Requirement Analysis include:
	YES

	1. The tasks listed must be the same as those listed in the project WBS.
	☒
	2. Each task must indicate the type of resource required and the quantity.
	☒
	3. Each task must indicate whether new staff needs to be acquired or procurement is needed.
	☒




	Checklist – Does the Resource Requirement Analysis include:
	YES

	4. Evidence you have gained input and guidance from different stakeholders to help determine the resource requirements for individual tasks.
Workplace pathway – Exchange of e-mails or meeting minutes from at least two different stakeholders (e.g. your supervisor, HR manager, technical experts, employment agent, sponsor, etc.) showing they have contributed in determining the resource requirements for specific tasks.
Simulated pathway – Send an e-mail to Kevin Scholz who is the operations manager of Awesome Landscapes (and effectively the HR manager) asking him to provide you with information regarding the availability of the site supervisors and landscapers for your project. Kevin’s e-mail address is: resourcereqshrmanager@yourdomain.com.au 
After he has responded, populate the resource requirements analysis to Kim Nguyen for feedback and approval. Send this e-mail to resourcereqsceo@yourdomain.com.au. 
You will receive an automated response from each e-mail. Please submit both responded e-mails.
Submit these e-mails as part of your evidence, naming the files resourcesreqs1, resourcereqs2, etc. 
The student must also provide evidence (files resourcesreqs1, resourcereqs2, etc.) they have gained input and guidance from different stakeholders to help determine the resource requirements for individual tasks. BSBPMG518 PC1.1 (p)
Workplace pathway – Exchange of e-mails or meeting minutes from at least two different stakeholders (e.g. the student’s supervisor, HR manager, technical experts, employment agent, sponsor, etc.) showing the stakeholders have contributed in determining the resource requirements for specific tasks.
Simulated pathway – Send an e-mail to Kevin Scholz who is the operations manager of Awesome Landscapes (and effectively the HR manager) asking him to provide you with information regarding the availability of the site supervisors and landscapers for your project. Kevin’s e-mail address is: resourcereqshrmanager@yourdomain.com.au 
	☒




	Checklist – Does the Resource Requirement Analysis include:
	YES

	After he has responded, populate the resource requirements analysis to Kim Nguyen for feedback and approval. Send this e-mail to resourcereqsceo@yourdomain.com.au. 
You will receive an automated response from each e-mail. Please submit both responded e-mails.
	



Resource Requirements Analysis
	Work Breakdown Structure Element
	Type of Resource Required:
	Quantity
	Involve Staff Acquisition? (Notes) 
	Involve Procurement? (Notes)

	1. Must be the same as the tasks listed in the WBS.
	Staff member or contractor.
	Number of resources.
	Only needed if hiring a new staff member internally.
	Only needed if procuring a contractor.

	2. 
	
	
	
	

	3. 
	
	
	
	

	4. 
	
	
	
	

	5. 
	
	
	
	

	6. 
	
	
	
	

	7. 
	
	
	
	

	8. 
	
	
	
	

	9. 
	
	
	
	

	10. 
	
	
	
	





	Additional Notes or Comments: 


	Submitted to: 

	Name: Name of student’s supervisor, or project sponsor.
Title: Job title.
Date: Date to be included – must be within planning stage.

	Name: 
Title: 
Date: 



	Marking guide (Continuation of 2.2.15 Resource Requirement Analysis)
RESOURCESREQS1 RESPONSE E-MAIL – This is the automated response to the e-mail sent to resourcereqshrmanager@yourdomain.com.au. Kevin is the operations manager (and effectively the HR manager).
	Hi.

Here is a table indicating the availability of staff over the next few months. The months marked in green indicate they are available to work in your project.


When you have determined when you need each staff member for the project, please send it through to Kim for approval. Kim will then let me know.

Thanks.
Kevin Scholz
Operations Manager
Cascade Peak Shire Council.








	Marking guide (Continuation of 2.2.15 Resource Requirement Analysis)
RESOURCESREQS1 RESPONSE E-MAIL – This is the automated response to the e-mail sent to resourcereqsceo@yourdomain.com.au. Kim is the CEO of Awesome Landscapes. This e-mail contains no attachments.
	Hi.

I have looked at your proposed resourcing and it all looks good to me. I’ll ask Kevin to update his resourcing availability log to suit.
It looks like we will need to hire some more staff to successfully deliver this project. I will organise Kevin to send out some advertisements to get this underway. I will also arrange to get in touch with some of our preferred suppliers for the work that we need to contract out.

Keep up the great work!

Best regards.

Kim Nguyen
Director
Awesome Landscapes






2.2.16 Detailed Resource Allocation
	Mapping:
BSPBMG521 PE1.0 (p)
BSBPMG515 PC1.3, PC1.4 (p), PE1.0 (p), PE4.0 (p)
BSBPMG519 PC2.2 (p)
BSBWOR502 PC1.1 (p), FS1.0 (p), FS4.1
Marking guide
The checklist below provides the benchmarks for student’s Detailed Resource Allocation submission. For a satisfactory performance, student’s submission must meet all checklist items provided. A template for Detailed Resource Allocation along with specific benchmarks is provided below.





	Checklist – Does the Detailed Resource Allocation include:
	YES

	1. Task numbers and descriptions being the same as in the Gantt chart.
	☒
	2. At least one person allocated to each task.
	☒
	3. The role and required skillset to complete each task must be included.
	☒
	4. The tasks, roles, and assignments reflect the organisation’s policies
	☒
	5. The tasks, roles, and assignments reflect the organisation’s goals
	☒
	6. The tasks, roles, and assignments reflect the organisation’s objectives
	☒





Detailed Resource Allocation
	Task number
	Task Description
	Resource Allocation

	
	
	Who
	Role
	# People
	Skills

	Tasks numbers and descriptions are the same as appears in the Gantt chart.
Must be full list of tasks as per Gantt chart.
	A person or team has been allocated to each task.
	The role of the person or team has been succinctly included.
	The number of people has been listed in cases where more than one person is responsible for delivering a task.
	An appropriate skillset has been listed against each task.
Needs to be appropriate for the task and include qualifications if needed.

	
	
	
	
	Where only one person is working in each task, make sure the number 1 appears in it. Having one person for every task is acceptable.
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



	Marking guide (Continuation of 2.2.16 Detailed Resource Allocation)
TEAMCONSULT1 RESPONSE E-MAIL – This is the automated response to the e-mail sent to teamconsult1@yourdomain.com.au. Aaron is a project team member. This e-mail contains no attachments.
	Hi.

Thanks for sending through the information about the team for this project. I’m really excited about it.

I’ve looked through the documents you sent through and I’m happy with all of it.

Best regards.

Aaron Barben
Landscaper.
Cascade Peak Shire Council.



TEAMCONSULT2 RESPONSE E-MAIL – This is the automated response to the e-mail sent to teamconsult2@yourdomain.com.au. Alicia is a project team member. This e-mail contains no attachments.
	Hi.

This all looks fantastic. Looks like we have a great project on the go. I think we should all have a meeting together to discuss what each team will be doing on the mountain and how we can all keep in touch during the construction.
Otherwise all good.

Thanks.

Alicia Brewer
Site Supervisor
Cascade Peak Shire Council.








2.2.17 Role Descriptions
	Mapping: 
BSBPMG521 PE2.0 (p)
BSBPMG515 PC1.2, (p), PC1.3 (p), PC1.4 (p), PC2.1 (p), PE4.0 (p)
BSBPMG519 PC2.2 (p)
BSBWOR502 PC1.1 (p)
Marking guide
The checklist below provides the benchmarks for student’s Role Descriptions submission. For a satisfactory performance, student’s submission must meet all checklist items provided. A template for Role Descriptions along with specific benchmarks is provided below.



	Checklist – Do the Role Descriptions include:
	YES

	1. A job description template has been completed for every internal job role in the project.
	☒
	2. At least one person allocated to each role.
	☒
	3. The job descriptions are consistent with the tasks required for the project.
	☒
	4. The job descriptions are consistent with the roles, responsibilities, and accountabilities established during consultation in Task 2.1.2.7.5 and in the Human Resource Management Plan.
	☒
	5. Names and roles of people who this job role was negotiated with. 
Workplace pathway: Must be stakeholders who actively assisted in the preparation of this job role template. Must include either project team members or higher managers in the student’s organisation.
Simulated pathway: Create the job descriptions, allocate relevant staff from Awesome Landscapes to them, and then include the assessor’s name and job title in this field.
	☒



Role Descriptions Template 
	Role Title:
	Clear and succinct job title must be provided appropriate to the function of the role in the project.

	Team Member Names:
	Name of one or more team members allocated to the role. Must be consistent with detailed resource allocation chart.

	Reporting to:
	Job title of who this role reports to. Normally the project manager.

	Role description:
	Bullet point list of the role description. Just outline main tasks and roles the team member(s) are required to fulfil to do their part in successfully delivering the project. This covers the processes.

	Accountabilities
	Bullet point list of any accountabilities within the work role, if any.

	Expected outcomes, outputs, KPIs, goals:
	Bullet point list of the outcomes the team member in this role would be expected to produce. These need to align with the project deliverables and outcomes. They may also include specific KPIs, e.g. the maximum number of hours to be spend on each item produced, etc. BSBPMG515 PC1.2 (p)

	Whom role(s) were negotiated with:
	Names and roles of people who this job role was negotiated with. 
Workplace pathway: Must be stakeholders who actively assisted in the preparation of this job role template. Must include either project team members or higher managers in the student’s organisation.
Simulated pathway: Create the job descriptions, allocate relevant staff from Awesome Landscapes to them, and then include the assessor’s name and job title in this field.




2.2.18 Individual Performance Plans[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]
	Before you can review the performance of your team members, you must be able to establish a performance plan for them first. 
For this part of the assessment, you are required to develop two (2) performance plans linked to team goals for two (2) different team members.
Steps to take:
1. Locate the Individual Performance Plan template on the following pages. Use this to document the two (2) individual performance plans you will develop in this task.
1. Locate the 2.2.18 Third-Party Report form on the following pages. Provide each team member with a copy of the form for them to complete as they observe you during the meeting in order to develop the performance plan. 
You must submit two (2) 2.2.18 Third-Party Report forms, one (1) completed by each team member participating in this task.
Review the requirements outlined in the Third-Party Report before the actual consultation. You are required to demonstrate all the requirements outlined in this form.
1. Choose two (2) team members to participate in this task. These must be key personnel in the project.
1. Arrange for a meeting with each of your chosen team members in order to develop their Individual Performance Plans.
1. During the meeting, develop an Individual Performance Plan linked to your project team’s goals for each team member. You must submit a total of two (2) plans, one (1) for each team member.
Each Individual Performance Plan must include the following information relating to the team member’s performance:
· date the plan was completed
· period covered by the performance plan
Guidance: This must be within the project start and end dates.
· project name
· the team member’s role in the project

	· two (2) goals in line with the two (2) team goals identified in the Human Resource Management Plan.
· two (2) expected outcomes relating to the team member’s performance
· for each expected outcome:
· one (1) output 
Guidance: ‘Output’ refers to the product of a process.
· one (1) key performance indicator (KPI)
· one (1) formal learning opportunity that addresses the team member’s goals and expected outcomes
· one (1) informal learning opportunity that addresses the team member’s goals and expected outcomes
· description, source, and timeframe for each learning opportunity
Guidance: The description must include how the opportunity addresses the team member’s individual goals and expected outcomes. The timeframe must be within the project start and end dates.
A contingency plan must also be completed for each Individual Performance Plan. Each contingency plan must include:
· two (2) unexpected outcomes relating to the team member’s performance
· one (1) creative response to address each unexpected outcome
· the person responsible for each creative response.
Ensure that each plan:
· aligns with the team member’s role description from 2.2.17.
· aligns with information established during the consultation in 2.1.2.7.5 The Project Team.
· communicates information clearly and effectively.
1. Have each team member complete and sign the Observer Declaration part at the end of the 2.2.18 Third-Party Report. Their signature must be handwritten.
1. Have each team member review the completed Individual Performance Plan and sign the Team Member Declaration part at the end of their respective plans to confirm their approval. Their signature must be handwritten.

	1. Once done, submit the completed Individual Performance Plans to your supervisor for their approval.
Have your supervisor complete and sign the Supervisor Declaration part at the end of each completed plan. Their signature must be handwritten.
1. Submit the two (2) completed and signed Individual Performance Plans and the two (2) completed and signed 2.2.18 Third-Party Reports 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 the meeting with two (2) team members in order to develop an Individual Performance Plan for each of them.
You will require access to:
· At least two (2) volunteers to assume the roles of two (2) team members. These must align with the Awesome Landscapes employees listed as team members in the Human Resource Management Plan.
· A video recording device
· A safe place to conduct the roleplay activity
Additional steps to take:
1. Choose two (2) team members from the Awesome Landscapes employees you listed as team members in the Human Resource Management Plan. These are the roles to be assumed by your volunteers.
1. Access the staff profiles from the link below:
Cascade Peak Walkway Planning Stage
(username: newusername     password: newpassword)
Access the following documents:
· All profiles of potential employees
· Staff qualifications
Use these documents to guide your volunteers in responding to the fields in the Individual Performance Plan.
1. Together with your volunteer, plan beforehand their responses in the Individual Performance Plan.

	1. Once ready, roleplay the discussion to develop each team member’s Individual Performance Plan. 
IMPORTANT: There must be a separate roleplay discussion for each team member you have chosen.
1. Document your discussion through a video recording. Each video submission must not be longer than 15 minutes.
1. Complete the Individual Performance Plans for each team member. 
Make sure that you and the team member complete and sign the Student Declaration and Team Member Declaration parts, respectively. 
There is no need to have the Supervisor Declaration part completed and signed.
1. Submit the two (2) completed and signed Individual Performance Plans and the two (2) video recording of the roleplay discussions along with this workbook.
NOTE: There is no need for you to complete and submit the 2.2.18 Third-Party Report as your assessor will be the one to complete this for you.



	Mapping: 
BSPBMG515 PC1.4 (p), PC2.2 (p), PC2.3 (p), PC3.1 (p), PE4.0 (p)
BSBPMG519 PC2.5 (p)
BSBWOR502 PC1.2, PC1.3, PE4.0, PE5.0, PE6.0 (p), FS2.0 (p), FS5.4 (p), FS6.1 (p), FS6.2 (p)
Specific mapping is also provided per item in the Third-Party Report below.
Marking guide
The student must develop and submit two (2) completed Individual Performance Plans, one (1) for each team member chosen. These must align with the team members listed in the Human Resource Management Plan and must be key personnel in the project.
Workplace Pathway
For each plan submitted, Workplace Pathway students must have the Team Member Declaration, Student Declaration, and Supervisor/Observer Declaration parts completed and signed by the appropriate personnel. All signatures must be handwritten.
Workplace Pathway students must also submit two (2) copies of the 2.2.18 Third-Party Report completed and signed by each team member participating in this task. 

	Simulated Pathway
Simulated Pathway students only need to submit the completed Individual Performance Plans. There is no need for them to complete and submit the 2.2.18 Third-Party Report as the assessor will be the one to complete this form.
For each plan submitted, Simulated Pathway students must have only the Team Member Declaration and Student Declaration parts completed and signed by the appropriate personnel. All signatures must be handwritten.
There is no need for Simulated Pathway students to have the Supervisor Declaration part completed and signed.
In addition to the two (2) completed Individual Performance Plans, Simulated Pathway students must also submit two (2) video recordings demonstrating the roleplay discussion with each team member. Each video submission must not be longer than 15 minutes.
Assessor marking guide and sample answers are provided in the template below.



Performance Plan Template
	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.’

	Team Member’s Role in the Project
	      Team member’s role in the project must be specified. This must correspond with the role established in the Human Resource Management Plan and all tasks under 2.1.2.7.
E.g.: Landscaper

	Individual Goals of Team Member
This must be in line with the team goals in the Human Resource Management Plan.
	     
Two (2) goals in line with team goals established in the Human Resource Management Plan must be specified here, e.g.:
· Complete procurement of contractor
· Complete landscaping

	
	     




	PERFORMANCE PLAN

	Expected Performance Outcomes
	Expected Output
	Key Performance Indicators (KPIs)
	Status

	Two (2) expected performance outcomes must be specified. The outcomes must be relevant to the project and the team member’s role.
	For each expected performance outcome, one (1) expected output must be identified.
‘Output’ refers to the product of a process.
	For each expected performance outcome, one (1) key performance indicator must be identified.
	This section will be completed in Subject 7.

	E.g.:
Complete negotiations and hire contractor.
	E.g.:
Contract
	E.g.: 
Number of days spent hiring and negotiating with contractor.
	

	     
	     
	     
	     

	     
	     
	     
	     




	SUPPORT TO BE PROVIDED

	Learning Opportunity
	Description
Your response must include how the opportunity addresses the team member’s individual goals and expected outcomes.
	Source
	Timeframe
	Status

	Two (2) learning opportunities must be provided:
· one (1) formal learning opportunity
· one (1) informal learning opportunity
	A short description of the learning opportunity must be provided. The response must include how the opportunity will address the team member’s individual goals and expected performance outcomes.
	The source of the learning opportunity must be identified.
	The timeframe for the learning opportunity must be provided.
	This section will be completed in Subject 7.

	E.g.:
Coaching from a more senior project manager.
	E.g.:
A more senior project manager will coach the team member, introduce the team member to their network of contractors, and help them complete their expected outcome of completing negotiations and hiring a contractor.
	E.g.: 
Sam Ng
	E.g.:
1 April – 7 April
	

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	CONTINGENCY PLAN

	Unexpected Outcome
	Response
	Person Responsible
	Status
Write ‘N/A’ if the unexpected outcome did not occur at all.

	Two (2) unexpected outcomes relating to the team member’s performance in the project must be identified.
The unexpected outcomes must be relevant to the project and the team member’s role in the project.
	For each unexpected outcome, one (1) creative response to address the unexpected outcome must be identified.
	For each creative response, the person responsible for implementing the response must be identified.
	This section will be completed in Subject 7.

	E.g.:
The contractor’s conditions are too difficult to comply with and negotiations did not push through.
	E.g.:
Provide alternatives to the contractor’s conditions, e.g. if there are aspects of the contractor’s services that can be done internally, within the team, then offer this as justification for lower costs.
	E.g.:
The team member, with assistance from project manager
	

	     
	     
	     
	     

	     
	     
	     
	     



	TEAM MEMBER DECLARATION
By signing this declaration, I confirm that I have worked with the student, whose name is recorded above, to complete this Individual Performance Plan.
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 Individual Performance Plan.
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 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 Individual Performance Plan.
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 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 Individual Performance Plan



Third-Party Report
	2.2.18 THIRD-PARTY REPORT

	

	OBSERVER’S INFORMATION

	Completed by
	      Name of 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 FS5.1 (p)
1. 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)
1. 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)
1. used interpersonal skills to gain trust and confidence of the team.
E.g. Building rapport, recognising and respecting differences in opinions, being open to constructive criticism, etc.
	☒	☐	     



	During the discussion, the student…
	Yes
	No
	Comments

	Mapping: BSBWOR502 FS5.2 (p)
1. 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)
1. 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)
1. adapted their personal communication style to show respect for the opinions, values and 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.
	☒	☐	     

	Mapping: BSBWOR502 FS5.4 (p)
1. engaged and motivated you during the discussion.
E.g. Provided encouraging words, provided enough support for you to meet expected outcomes.
	☒	☐	     

	Other comments:
     




	OBSERVER DECLARATION
By signing this declaration, I confirm that I have observed the student, whose name is recorded above, conduct a consultation with team members to establish a common understanding of team purpose, roles, responsibilities and accountabilities.
I further confirm that the information above is a true and accurate reflection of the student’s performance during this task.

	Name of 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 2.2.18 Third-Party Report




2.2.19 Training Needs Analysis
	Mapping: 
BSBPMG515 PC1.4 (p), PC2.2 (p), PC3.1 (p), PE4.0 (p)
BSBPMG519 PC2.5 (p)
BSBWOR502 PC1.3 (p)
Marking guide
The checklist below provides the benchmarks for student’s Training Needs Analysis submission. For a satisfactory performance, student’s submission must meet all checklist items provided. A template for Training Needs Analysis is provided below. The template should be blank at this point as it should not be filled in until well into the implementation stage of the project.



	Checklist – Do the Training Needs Analysis include:
	YES

	1. Spaces to identify and plan ongoing training development of the project team members to help better support the project stakeholders (other team members, project manager, etc.).
	☒
	2. The template does not need to be filled in at this stage as this will be covered in the next workbook.
	☒


Training Needs Analysis (TNA) Template
	Name:
	

	Job Title:
	

	TNA completed by:
	

	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?

	
	Y / N
	
	
	

	
	Y / N
	
	
	

	
	Y / N
	
	
	

	
	Y / N
	
	
	

	
	Y / N
	
	
	

	
	Y / N
	
	
	

	
	Y / N
	
	
	

	
	Y / N
	
	
	

	
	Y / N
	
	
	

	
	Y / N
	
	
	

	
	Y / N
	
	
	

	
	Y / N
	
	
	

	
	Y / N
	
	
	

	
	Y / N
	
	
	




2.2.20 Stakeholder Analysis
	Mapping:
BSBPMG521 PC1.4 (p), PE1.0 (p), PE2.0 (p), FS6.1 (p), FS6. 2 (p)
BSBPMG516 PC1.1 (p), PC1.3 (p), PC2.1 (p), PE2.0 (p)
BSBPMG519 PC1.2 (p), PC1.3 (p), PC1.4 (p), PC3.1 (p), PC3.2 (p), PE1.0 (p), PE2.0 (p)
Marking guide
The checklist below provides the benchmarks for student’s Stakeholder Analysis submission. For a satisfactory performance, student’s submission must meet all checklist items provided. A template for Stakeholder Analysis along with specific benchmarks is provided below.



	Checklist – Does the Stakeholder Analysis include:
	YES

	1. Spaces to identify and plan ongoing training development of the project team members to help better support the project stakeholders (other team members, project manager, etc.).
	☒
	2. The template does not need to be filled in at this stage as this will be covered in the next workbook.
	☒




	Checklist – Does the Stakeholder Analysis include:
	YES

	3. Evidence you have negotiated and obtained agreement from a range of stakeholders to the communication methods covered in the stakeholder analysis.
Workplace pathway – Exchange of e-mails showing you have sent the stakeholder analysis to at least three different stakeholders and they have replied agreeing to the listed communication methods. You may submit one e-mail provided it clearly shows multiple stakeholders have been included. 
Simulated pathway – E-mail the completed stakeholder analysis to projectcommunication@yourdomain.com.au to distribute it to all the relevant stakeholders at Awesome Landscapes and other organisations involved in the project. The e-mail content must request approval of the communication methods from the stakeholders. You will receive an automated response from the e-mail. Please submit the e-mail response.
Submit this e-mail(s) as part of your evidence, naming the file(s) stakeholdercommunication1, stakeholdercommunication2, etc.
The student must also provide the file(s) stakeholdercommunication1, stakeholdercommunication2, etc. as evidence they have negotiated obtained agreement from a range of stakeholders to the communication methods covered in the stakeholder analysis.
Workplace pathway – Exchange of e-mails showing the student has sent the stakeholder analysis to at least three different stakeholders and they have replied agreeing to the listed communication methods. They may submit one e-mail provided it clearly shows multiple stakeholders have been included.
Simulated pathway – The student must provide the automatically responded e-mails from the completed stakeholder analysis to projectcommunication@yourdomain.com.au. The original e-mail content must request approval of the communication methods from the stakeholders.
	☒



Stakeholder Analysis
	Marking guide (Continuation of 2.2.20 Stakeholder Analysis)
All relevant stakeholders, the project owner, higher authorities, team members listed as would be appropriate for a workplace project of the project’s nature. Fields correctly filled in below demonstrating an understanding of stakeholder scope management.



	Project Stakeholder
	Specific Information Needs
	Best Source of Information Needed
	Planned Method of Delivery
	Timing Considerations

	Project Manager
	Conduit for all information.
	All other stakeholders.
	Urgent issues by phone, other issues by e-mail or meeting.
	Immediate as needed.

	Customer #1
	Project updates
	Project manager
	Depends on policies. Informal via e-mail, formal via reports.
	Regular reports (monthly?)

	Customer #2
	Project updates
	Project manager
	Depends on policies. Informal via e-mail, formal via reports.
	Regular reports (monthly?)

	Customer #3
	Project updates
	Project manager
	Depends on policies. Informal via e-mail, formal via reports.
	Regular reports (monthly?)

	Performing Organisation
	Project updates
	Project manager
	Depends on policies. Informal via e-mail, formal via reports.
	Regular reports (monthly?)

	Project Team Members
	Task schedules and available resources.
	Project manager
	Team meetings, e-mails, informal meetings, phone calls.
	Weekly team meetings, other information as needed.






	Project Stakeholder
	Specific Information Needs
	Best Source of Information Needed
	Planned Method of Delivery
	Timing Considerations

	Sponsor
	High-level progress and any change requests.
	Project manager or project director depending on organisation.
	Informal communications phone or e-mail, Formal communications by reports and meetings.
	Regular reports (monthly?)

	Senior Executive
	High-level progress and any change requests.
	Project manager or project director depending on organisation.
	Informal communications phone or e-mail, Formal communications by reports and meetings.
	Regular reports (monthly?)

	Other Internal Stakeholders
	Information where project impacts on their work.
	Project manager
	E-mail memos, phone calls.
	As needed in advance.

	Other External Stakeholders
	Media releases on overall project status, release, etc.
	Project manager
	Media releases, etc.
	At significant milestones.





	Marking guide (Continuation of 2.2.20 Stakeholder Analysis)
PROJECTPLANAPPROVAL RESPONSE E-MAIL – This is the automated response to the e-mail sent to projectcommunication@yourdomain.com.au to verify the stakeholders are happy with the communication methods the student has proposed.

	Hi.

Thanks for sending through the stakeholder analysis. I have discussed this with Kim and happy to approve the communications you have covered in the analysis as written.

Best regards.

Andrew Armstrong
Director of Parks and Reserves
Cascade Peak Shire Council.








2.2.21 Communication Requirement Analysis
	Mapping: 
BSBPMG516 PC1.1 (p), PC1.3 (p), PC2.1 (p), PC2.3 (p), PE2.0 (p)
BSBPMG519 PC3.1 (p), PC3.2 (p), PE1.0 (p), PE2.0 (p)  
Marking guide
The checklist below provides the benchmarks for student’s Communications Requirements Analysis submission. For a satisfactory performance, student’s submission must meet all checklist items provided. A template for Communications Requirements Analysis along with sample answers and benchmarks is provided below.



	Checklist – Does the Communication Requirement Analysis include:
	YES

	1. Details of each area of communication need.
	☒
	2. The information needed and for whom for each area.
	☒
	3. The optimum information format (e.g. phone, e-mail, formal report, and meeting) has been provided for each area.
	☒
	4. An adequate argument has been provided demonstrating how communication in each area is essential to the success of the project.
	☒
	5. An indication of the decision to implement has been provided. 
	☒



Communication Requirements Analysis Worksheet
	General Area of Communication Need
	Information Needed, and for Whom?
	Optimum Information
Format(s)
	How is this communication essential to success of project?
	Decision to implement
Yes/No

	
	Appropriate information required in the area is entered in the information needed, and for whom column. 

	At least one appropriate optimum information format(s) has been listed.

	An adequate argument has been provided demonstrating how each line item communication is essential to the success of the project. 

	An indication of the decision to implement has been provided. 

	Project Organisation Relationships
	E.g. Project scope, cost, time, quality, and general overview. Required by sponsor and senior management.
	E.g. E-mails, including e-mailed attachments. Phone calls for urgent matters.
	E.g. Ensures the project sponsor gets what they are paying for.
	Yes

	Stakeholder Responsibility Relationships
	E.g. Project scope, cost, time and quality details. Required by sponsor and senior management.
	E.g. E-mails, including e-mailed attachments. Phone calls for urgent matters. Project plan.
	E.g. Ensures the project sponsor gets what they are paying for.
	Yes

	Sponsor Relationships
	E.g. Project scope, cost, time, and quality details. Required by project manager and sponsor.
	E.g. E-mails, including e-mailed attachments. Phone calls for urgent matters. Project plan.
	E.g. Ensures the project progresses as per project plan.
	Yes





	General Area of Communication Need
	Information Needed, and for Whom?
	Optimum Information
Format(s)
	How is this communication essential to success of project?
	Decision to implement
Yes/No

	Senior Executive Relationships
	E.g. Project scope, cost, time, quality, and overall progress. Required by sponsor and senior management.
	E.g. Project charter and project status reports.
	E.g. Ensures the project sponsor gets what they are paying for.
	Yes

	Disciplines, Departments, Specialties, etc.
	E.g. Communication of development status between the different team members.
	E.g. Weekly team meetings.
	E.g. Ensures the tasks are allocated to the most appropriate people in the team and different team members understand the impact of their work on other team members.
	Yes

	Logistics of Project Staffing by Location
	E.g. Project schedules.
	E.g. Schedules provided by e-mail.
	E.g. Ensures all contractors are well coordinated for smooth delivery of the project.
	Yes

	External: Media
	E.g. Achievement of major milestones and of project completion.
	E.g. Press releases sent by marketing department.
	E.g. To maintain public interest in the project.
	Yes

	External: Community
	E.g. Achievement of major milestones and of project completion.
	E.g. Press releases sent by marketing department.
	E.g. To maintain public interest in the project.
	Yes




	General Area of Communication Need
	Information Needed, and for Whom?
	Optimum Information
Format(s)
	How is this communication essential to success of project?
	Decision to implement
Yes/No

	External: Government, Regulatory Agencies
	E.g. Project status updates to ensure inspections are conducted at the most appropriate times.
	E.g. E-mailed summaries of project status reports.
	E.g. Ensures inspections are conducted in a timely manner ensuring disruptions to progress are minimised.
	Yes

	Other
	Not needed for the purposes of this assessment.
	
	
	Yes



2.2.22 Status Report Template
	Mapping: 
BSBPMG521 PC2.5 (p), PC4.4 (p), FS2.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBPMG512 PC2.1 (p)
Marking guide
The checklist below provides the benchmarks for student’s Status Report Template submission. For a satisfactory performance, student’s submission must meet all checklist items provided. A template for Status Report Template is provided below.



	Checklist – Does the Status Report Template include:
	YES

	1. Reporting for all ten functions of project management (scope, time, cost, quality, human resources, procurement, stakeholders, risk, communication, integration).
	☒
	2. Reporting for project activities against the agreed project plan.
	☒
	3. Space for major issues in project.
	☒
	4. Details of report distribution list.
	☒




Status Report Template
	Marking guide (Continuation of 2.2.22 Status Report Template)
The template should be blank at this point as it should not be filled in until well into the implementation stage of the project.



	Project Name: 

	Prepared by: 

	Date: 

	Status of Project Relative to Project Objectives:

	Scope (On scope? If off scope, how serious?): 

	Schedule (On schedule? Ahead or behind by how much, etc.): 

	Cost (On budget? Under or over by how much, etc.): 

	Quality:  

	Communications: 

	HR: 

	Risk: 

	Procurement: 

	Integration: 

	Progress Report: (what is completed, what is in process, key changes made, when and why, etc.)


	Forecasting: (estimate of future project status and progress)


	Other issues or comments: 





	Issue:
	Who Will Address:

	
	

	
	

	
	

	
	

	Project Report Submitted to:

	Name: 
	Title:
	Date:

	Name: 
	Title:
	Date:

	Name: 
	Title:
	Date:



2.2.23 Completion Report
	Mapping: BSBPMG521 PC4.4 (p), FS2.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
Marking guide
The checklist below provides the benchmarks for student’s Completion Report Template submission. For a satisfactory performance, student’s submission must meet all checklist items provided. A template for Completion Report is provided below. The template should be blank at this point as it should not be filled in until well into the implementation stage of the project.



	Checklist – Does the Completion Report include:
	YES

	1. Reporting for all ten functions of project management (scope, time, cost, quality, human resources, procurement, stakeholders, risk, communication, integration).
	☒
	2. Reporting for project activities against the agreed project plan.
	☒
	3. Space for major issues in project.
	☒
	4. Details of report distribution list.
	☒




Status Report Template
	Project Name: 

	Prepared by: 

	Date: 

	Project Summary

	Scope (what was included and excluded: 

	Cost (Budget vs. actual): 

	Time (Estimate vs. Actual): 

	Body of report containing all ten functions of project management and the subheadings:
Process review, lessons learned recommendations.

	Project Report Submitted to:

	Name: 
	Title:
	Date:

	Name: 
	Title:
	Date:

	Name: 
	Title:
	Date:




2.2.24 Risk Identification SWOT Analysis
	Mapping: BSBPMG517 PC1.3 (p), PC2.2 (p), PC2.4 (p), PE1.0 (p), PE2.0 (p)
Marking guide
The checklist below provides the benchmarks for student’s Risk Identification SWOT Analysis submission. For a satisfactory performance, student’s submission must meet all checklist items provided. A template for Risk Identification SWOT Analysis along with specific benchmarks is provided below.



	Checklist – Does the Risk Identification SWOT Analysis include:
	YES

	1. You must be the person who conducted the SWOT analysis.
	☒
	2. At least five project strengths must be listed.
	☒
	3. At least five project weaknesses have been listed, with at least three appearing in the risk brainstorming session sheet (next part of the appendices). Relevant weaknesses need to be identified as risks and transferred to the risk brainstorming session.
	☒
	4. At least five project opportunities have been listed.
	☒
	5. At least five project threats have been listed, and all have been listed in the risk brainstorming session sheet in the following appendix. These all need to be identified as project risks and demonstrate correct use of the SWOT analysis.
	☒




Risk Identification – SWOT Analysis 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)

	[bookmark: _Toc340764988]Date: Date must be during the planning stage – Must be between “date planning stage commenced” and “date implementation stage commenced” in task 1.1. 

	Project Manager: Must be student’s name. 

	SWOT Analysis Facilitator: The student’s name appears in either the SWOT Analysis Facilitator. Demonstrates the student-led/conducted the SWOT analysis.

	SWOT Analysis Participants: Optional, only if completed as a project team activity.

	SWOT Analysis Recorder: The student’s name appears in the SWOT Analysis Recorder field. Demonstrates the student was the participant who recorded the SWOT information.

	Date of SWOT Analysis: Date must be during the planning stage – Must be between “date planning stage commenced” and “date implementation stage commenced” in task 1.1. The date of the SWOT analysis is the same date, or soon before the prepared by date. 

	

	Project Strengths: (What potential strengths exist about the project, the project team, the sponsor, the organisation structure, the client, the project schedule, the project budget, the product of the project, etc.?)
At least five project strengths have been listed. 

	Project Weaknesses: (What potential weaknesses exist about the project, the project team, the sponsor, the organisation structure, the client, the project schedule, the project budget, the product of the project, etc.?)
At least five project weaknesses have been listed, with at least three appearing in the risk brainstorming session sheet (next part of the assessment). Relevant weaknesses need to be identified as risks and transferred to the risk brainstorming session.

	Project Opportunities: (What potential opportunities exist in regard to achieving the project requirements, the product requirements, the project schedule, the project resources, the project quality, etc.?)
At least five project opportunities have been listed. 

	Project Threats: (What potential threats exist in regard to achieving the project requirements, the product requirements, the project schedule, the project resources, the project quality, etc.?)
At least five project threats have been listed, and all have been listed in the risk brainstorming session sheet in the following task. These all need to be identified as project risks and demonstrates correct use of the SWOT analysis.




2.2.25 Risk Brainstorming Session Analysis Worksheet
	Mapping: 
BSBPMG512 PC1.3 (p)
BSBPMG517 PC1.3 (p), PC1.4 (p), PC2.1 (p), PC2.2 (p), PC2.3 (p), PC2.4 (p), PC3.1, PC3.2, PC3.3 (p), PC3.4 (p), PE1.0 (p), PE2.0 (p)
Marking guide
The checklist below provides the benchmarks for student’s Risk Brainstorming Session Analysis Worksheet submission. For a satisfactory performance, student’s submission must meet all checklist items provided. A template for Risk Brainstorming Session Analysis Worksheet along with specific benchmarks is provided below.
A rating impacts for a risk template and a risk rating table (examples shown below) must be included as part of the risk brainstorming session analysis. The student may either use the tables provided in the learner guides/workbooks, tables provided by their own organisation, or tables the student has developed themselves. Either way they should look like the tables listed below and the information in the above table must be consistent with the information in the tables.



	Checklist – Does the Risk Brainstorming Session Analysis Worksheet include:
	YES

	1. A risk brainstorm needs to be conducted during the planning stage of the project, so a completed table needs to be included in the project plan.
	☒
	2. The risk brainstorm must have a risk rating table and ratings impact on a risk table accompanying it. These tables may the ones supplied in your templates, tables supplied by your own organisation or industry, or tables you have developed or modified yourself.
	☒
	3. The information in the risk brainstorm must be consistent with the information in the risk rating table and ratings impact on a risk table.
	☒
	4. You may conduct the brainstorming session with other people (e.g. project team members, but you must be the session facilitator and the person who prepares the analysis documentation.
	☒
	5. At least ten risks have been identified, including three weaknesses and five threats from the SWOT analysis above.
	☒



	Checklist – Does the Risk Brainstorming Session Analysis Worksheet include:
	YES

	6. Of all risks identified, at least two (2) must be based from the Gantt Chart (e.g. weather conditions)
	☒
	7. The probability of occurrence, potential impact and risk rating have been correctly determined.
	☒
	8. Existing controls for each risk identified, only where applicable. 
N/A is indicated where there is no existing control implemented yet.
	☒
	9. The proposed actions in dealing with the risk has been determined for each risk.
	☒
	10. The residual risk for each risk has been documented.
	☒
	11. Your name must appear on at least five of the “identified by whom” fields.
	☒
	12. Your name must appear against at least five of the “who is responsible” fields in the table.
	☒
	13. Every risk has someone assigned to be responsible for it.
	☒




Risk Identification – SWOT Analysis Template
	Marking guide (2.2.25. Risk Brainstorming Session Analysis Worksheet)
A rating impacts for a risk template and a risk rating table (examples shown below) must be included as part of the risk brainstorming session analysis. The student may either use the tables provided in the learner guides/workbooks, tables provided by their own organisation, or tables the student has developed themselves. Either way, they should look like the tables listed below and the information in the above table must be consistent with the information in the tables.



	[bookmark: _Toc340764991]Project Name: (Project name must be the same as in the project name field in the preliminary project information table in task 1.1)
[bookmark: _Toc340764992]Cascade Peak Walkway Project

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

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

	Session Facilitator: The student’s name must also appear in the session facilitator field. Demonstrates the student led and managed the group brainstorming session.

	Title/Position: Project Manager.

	Participating Group: Names of other participants if conducted as a group session.

	[bookmark: _Toc340764993]Location: A location needs to be included here.




	Identified Risk
	Initial Risk
	Existing controls
(only where applicable)
	Controls to be used on risk
	Revised Risk
	Proposed Actions
	Identified by Whom?
	Who is responsible?

	
	Likelihood of Occurrence
	Potential Impact
	Initial Risk Rating
	
	
	Likelihood of Occurrence
	Potential Impact
	Revised Risk Rating
	
	
	

	At least ten risks have been identified. Demonstrates this was a constructive brainstorming session.
Some of the identified risks have been taken from the SWOT analysis, where at least three of the weaknesses and five threats have been listed as appropriate. Demonstrates the student can apply the SWOT analysis to risk analysis.
	For each risk, the probability must be one of:

A: Almost certain

B: Likely

C: Occasion-ally

D: Unlikely

E: Rare.

Can be either letter, description or both.

	For each risk, the impact must be one of:

1 Insignificant

2 Minor

3 Moderate

4 Major

5 Severe

Response can either be number, description or both.
	Rating must be determined from the risk rating table below based on the responses in the probability of occurrence and the potential impact. The response must be exactly as per table and may be either listed by letter of description:

Extreme
High
Moderate
Low
	Student must document which controls are already implemented for each control. In cases where there is no risk control implemented yet, student must indicate N/A or no existing control yet.
	At least one of the following controls must be listed for each risk, and a specific example to be provided to describe HOW the risk is going to be controlled:

Elimination
Substitution
Isolation
Engineering control
Administrative control
PPE (Personal protective equipment)
	For each risk, the probability must be one of:

A: Almost certain

B: Likely

C: Occasion-ally

D: Unlikely

E: Rare.

Can be either letter, description or both.

	For each risk, the impact must be one of:

1 Insignificant

2 Minor

3 Moderate

4 Major

5 Severe

Response can either be number, description or both.
	Rating must be determined from the risk rating table below based on the responses in the probability of occurrence and the potential impact. The response must be exactly as per table and may be either listed by letter of description:

Extreme
High
Moderate
Low
	For each risk, a specific action must be briefly described here should the risk become an incident.
	Must be either student’s name, Sam Ng or other project stakeholder for each risk.
	Must be either student’s name, Sam Ng, the site supervisor, or other relevant project stakeholder who would be responsible for ensuring the risk does not occur, or if it does occur, will be the responsible for dealing with its impact.



2.2.26 Risk Rating Tables
	Mapping: BSBPMG517 PC1.4 (p), PC2.1 (p), PC2.2 (p), PC2.3 (p), PC2.4 (p), PE1.0 (p), PE2.0 (p)
Marking guide
The impacts on project objectives can be assessed on a scale from Very Low to Very High or on a numerical scale.
The numerical (cardinal) scale shown here is non-linear, indicating that the organisation wishes specifically to avoid risks with high and very high impact.



Rating Impacts for a Risk Template
	Evaluating Impact of a Risk on Major Project Objectives
(ordinal scale or cardinal, non-linear scale)

	Project Objective
	Very Low 
.05
	Low .1
	Moderate
.2
	High
.4
	Very High
.8

	Cost
	Insignificant Cost Increase
	<5% Cost Increase
	5–10% Cost Increase
	10–20% Cost Increase
	>20% Cost Increase

	Schedule
	Insignificant Schedule Slippage
	Schedule Slippage <5%
	Overall Project Slippage
	Overall Project Slippage
	Overall Project Schedule Slips >20%

	Scope
	Scope Decrease Barely Noticeable
	Minor Areas of Scope Are Affected
	Major Areas of Scope Are Affected
	Scope Reduction Unacceptable to the Client
	Project End Item Is Effectively Useless

	Quality
	Quality Degradation Barely Noticeable
	Only Very Demanding Applications Are Affected
	Quality Reduction Requires Client Approval
	Quality Reduction Unacceptable to the Client
	Project End Item Is Effectively Unusable





Risk Rating Table
	Level
	Descriptor
	Description

	V
	Very High
	Immediate action required, senior management involvement necessary now.

	H
	High
	Action is required in the short term, strategies to treat the risk must be identified.

	M
	Moderate
	Responses need to be identified and the risks monitored.

	L
	Low
	Monitor by routine procedures.



	Likelihood
	Consequence

	
	Insignificant
1
	Minor
2
	Moderate
3
	Major
4
	Severe
5

	A
(Almost certain)
	High
	High
	Very High
	Very High
	Very High

	B
(Likely)
	Moderate
	High
	High
	Very High
	Very High

	C
(Occasionally)
	Low
	Moderate
	High
	Very High
	Very High

	D
(Unlikely)
	Low
	Low
	Moderate
	High
	Very High

	E
(Rare)
	Low
	Low
	Moderate
	High
	High



2.2.27 Risk Response Plan
	Mapping: BSBPMG517 PC3.2 (p), PC3.3 (p), PC3.4 (p), PC4.3 (p), PC4.4 (p), PE1.0 (p), PE2.0 (p)
Marking guide
The checklist below provides the benchmarks for student’s Risk Response Plan submission. For a satisfactory performance, student’s submission must meet all checklist items provided. A template for Risk Response Plan along with specific benchmarks is provided below.



	Checklist – Does the Risk Response Plan include:
	YES

	1. A risk response plan has been completed for two separate risks (i.e. two risk response plans). These should be significant risks.
	☒
	2. This does not need to be filled out at this point as it is covered in a future assessment. If you choose to complete one now, it will not be marked as part of this assessment but may save you time later.
	☒


Risk Response Plan Template
	Marking guide (2.2.27 Risk Response Plan)
The information in the risk response plan is consistent with the information in the risk brainstorming session document.



	[bookmark: _Toc340764998]Project Name: (Project name must be the same as in the project name field in the preliminary project information table in task 1.1)
[bookmark: _Toc340764999]Cascade Peak Walkway Project

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

	[bookmark: _Toc340765000]Date: Date must be during the planning stage – Must be between “date planning stage commenced” and “date implementation stage commenced” in task 1.1. 

	[bookmark: _Toc340765001]Description of Risk Identified: 
[bookmark: _Toc340765002]Description is clear and succinct.
The risk is one of those listed in the risk brainstorming session document. This document builds on the information in the risk brainstorming session document. 

	Contingency/Fall-back Plans: 
A contingency or fall-back plan has been documented in the event of the risk occurring. Shows planning skill.

	Person(s) Responsible: The person responsible has been identified and is the same as the person listed in the risk brainstorming session document.



	Results from Risk Analysis: 
The results from the risk analysis show a clear analysis of the likelihood and impact of the risk and are consistent with the risk rating table. Demonstrates logical thinking and being able to read the risk rating table.

	Response #1 
At least two agreed responses have been provided, giving appropriate solutions for dealing with the risk. Opportunities may include: Better means of achieving a result. Changes in the project or broader environment that offer scope for rescheduling activities to better effect. Efficiencies or methods to work more effectively, such as ways of shortening an activity. Initial project activities that reveal entirely different sets of priorities for example, product development, research and policy development. Responses to changing commercial/competitive conditions.

	Response #2 


	Response #3 


	Residual Risk Level: 
The residual risk level has been appropriately determined based on the impact of the risk. Demonstrates the student understands the residual risks are a flow on effect from the initial risk.
 

	Action Steps: 
Specific action steps have been provided. Steps must be specific and realistic.


	Budget & Time for Response: 
A budget and time for response to the risk has been provided. Demonstrates understanding of the processes behind managing a risk.




2.2.28 Risk Review Matrix Template
	Mapping: BSBPMG517 PC4.1 (p), PC4.2 (p), PC4.3 (p), PE1.0 (p), PE2.0 (p)
Marking guide
The checklist below provides the benchmarks for student’s Risk Review Matrix Template submission. For a satisfactory performance, student’s submission must meet all checklist items provided. A template for Risk Review Matrix Template is provided below. This should not be filled in at this point.



	Checklist – Does the Project Risk Review Matrix include:
	YES

	1. A risk review matrix template has been included in the project plan.
	☒
	2. It does not need to be filled out at this point as it is covered in a future assessment. If you choose to complete one now, it will not be marked as part of this assessment but may save you time later.
	☒


Risk Review Matrix Template
	[bookmark: _Toc340765011]Project Name:  

	Prepared by: 

	[bookmark: _Toc340765012]Date: 

	Meeting Date: 

	Purpose of Meeting: 

	CHANGES IN RISK FACTORS: Notes

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

	
	
	
	
	

	
	
	
	
	

	Additional Notes/Comments/Agreements/Next Steps: 




2.2.29 Change Register
	Mapping: BSBPMG516 PC2.1 (p), PC4.4 (p), PE2.0 (p), FS2.0 (p), FS7.1 (p), FS7.2 (p), FS7. 3 (p)
Marking guide
The checklist below provides the benchmarks for student’s Change Register submission. For a satisfactory performance, student’s submission must meet all checklist items provided. A template for Change Register is provided below. The change register should not be filled in at this point as this is still the planning stage of the project.



	Checklist – Does the Change Register include:
	YES

	1. Fields containing the request number, the date, a brief description of the change, the person responsible, the timeframe and an indication of whether the change has been completed.
	☒
	2. As this is the original project plan, no changes will have been made to date, so this table should be kept blank. It will be filled in during a later assessment.
	☒





Change Register
	Request No.
	Date
	Originator
	Brief Description
	Responsibility
	Timeframe
	Completed

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



2.2.30 Change Request Template
	Mapping: ---
Marking guide
The checklist below provides the benchmarks for student’s Change Request Template submission. For a satisfactory performance, student’s submission must meet all checklist items provided. A template for Change Request along is provided below. This does not have to be filled out yet, as this is only a template to be used for change request(s) during the implementation and monitoring stage of the project.



	Checklist – Does the Change Request Template include:
	YES

	1. Details of the project name, the person preparing the change request and date.
	☒
	2. Details of the changes to the project, including the documents that need to be changed, and an indication of which of the ten functions of project management are being change, and which of the ten functions are being affected by the change.
	☒
	3. Signoff by relevant stakeholders. There must be enough rows to consider the number of people who need to sign off on the change as per the change management plan.
	☒
	4. The change requests will be covered in a future assessment, so at this point the assessor will only check there is a change request form template in the project plan.
	☒




Project Change Request Template
	Marking guide (Continuation of 2.2.30 Change Request Template
This is just a blank template at this point as this is still the planning stage of the project.



	[bookmark: _Toc340765017]Project Name: 

	Prepared by: 

	[bookmark: _Toc340765018]Date: 

	Type of change:

	
	Scope
	
	Time
	
	Cost
	
	Quality

	
	Communications
	
	Resources
	
	Risk
	
	Procurement

	Areas impacted:

	
	Scope
	
	Time
	
	Cost
	
	Quality

	
	Communications
	
	Resources
	
	Risk
	
	Procurement

	Changes to Supporting Detail? (explain): 


	Description of Changes being made: 
1. 
Risk Issues Prompting Changes: 
Corrective Action: 

	2. 
Risk Issues Prompting Changes: 
Corrective Action: 

	3. 
Risk Issues Prompting Changes: 
Corrective Action: 





	Stakeholders being notified: 

	Name/Title: 
	Signature:

	Date: 

	Name/Title: 
	Signature:

	Date: 



2.2.31 Statement of Work
	Mapping: 
BSBPMG521 PE1.0 (p), PE2.0 (p)
BSBPMG518 PC1.1, PC2.1, PC2.2 (p), PC2.3 (p), PC3.2, PC3.3 (p), PC3.5, PE1.0 (p), PE2.0 (p), PE4.0 (p)
Marking guide
The checklist below provides the benchmarks for student’s Statement of Work submission. For a satisfactory performance, student’s submission must meet all checklist items provided. A template for the Statement of Work along with specific benchmarks is provided below.



	Checklist – Does the Statement of Work include:
	YES

	1. Details of the contractor performing the work in the project.
	☒
	2. Details of the deliverables or procurement items.
	☒
	3. Specific timelines and milestones have been included.
	☒
	4. Details on the reporting requirements and post-project support by the contractor have been included.
	☒
	5. Cost details as per contract have been included.
	☒




	Checklist – Does the Statement of Work include:
	YES

	6. Evidence you have obtained input and approval from stakeholders (e.g. supervisor, technical experts) when identifying procurement requirements.
Workplace pathway – Exchange of e-mails or meeting minutes clearly showing you have obtained input and approval from at least two different stakeholders when identifying procurement requirements. These stakeholders could be your supervisor, another manager or a technical expert. 
Simulated pathway – E-mail the draft Statement of Work to your supervisor Shaar Azad at this e-mail address supervisorprocidentification@yourdomain.com.au and to Paulo Orellana who is the landscape architect (and technical expert in this project). He can be e-mailed at expertprocidentification@yourdomain.com.au. 
Submit the files as part of your evidence, naming them procurementstakeholderinput1, procurementstakeholderinput2, etc.
Files:
procurementstakeholderinput1, procurementstakeholderinput2, etc. showing evidence the student has obtained input and approval from stakeholders (e.g. supervisor, technical experts) when identifying procurement requirements.
Workplace pathway – Exchange of e-mails or meeting minutes clearly showing the student has obtained input and approval from at least two different stakeholders when identifying procurement requirements. These stakeholders could be the student’s supervisor, another manager or a technical expert. 
Simulated pathway – Student must provide both returned e-mail responses from supervisorprocidentification@yourdomain.com.au and expertprocidentification@yourdomain.com.au where they had provided the statement of work requesting input on identifying procurement requirements. BSBPMG518 PE1.0 (p)
	☒




	Checklist – Does the Statement of Work include:
	YES

	7. Evidence you have provided the proposals/specifications to two different vendors and used negotiation skills to obtain an agreement with one of them.
Workplace pathway – Exchange of e-mails or meeting minutes clearly showing you have provided the statement of work to at least two vendors and used your negotiating skills used to obtain an agreement on the terms and conditions of supply with at least one of them.
Simulated pathway – E-mail the Statement of Work covering timber construction work to Kate Chan at timberhomeconstruction@yourdomain.com.au and to Chris Cottle at yourlocalbuilder@yourdomain.com.au requesting agreement on the terms and conditions of supply to perform the work.
Submit this file as part of your evidence, naming it projectvendornegotiation1, projectvendornegotiation2, etc.
Files:
projectvendornegotiation1, 
projectvendornegotiation2, etc.
showing evidence the student has sent the final statements of work and proposals/specifications to at least two vendors and used negotiation skills BSBPMG521 PE2.0 (p) to obtain an agreement in procurement/contracting with at least one of those vendors. 
Workplace pathway – Exchange of e-mails or meeting minutes clearly showing the student has provided the statement of work to at least two vendors and used their negotiating skills used to obtain an agreement on the terms and conditions of supply with at least one of them.
Simulated pathway – E-mail the Statement of Work covering timber construction work to Kate Chan at timberhomeconstruction@yourdomain.com.au and to Chris Cottle at yourlocalbuilder@yourdomain.com.au requesting agreement on the terms and conditions of supply to perform the work. BSBPMG518 PE1.0 (p)
	☒




Statement of Work
	[bookmark: _Toc340765023]Vendor Name: Name of contractor (either personal name or company name as appropriate).

	Description of Deliverables or Procurement Items (in as much detail as needed to accurately define the proposed work): 
At least one procurement item has been populated into the description of deliverables or procurement items field.
Procurement activities may include: Conducting transfer and disposal actions. Confirming details and obtaining additional information about quotes etc. Formally receipting goods and services or providing formal notice of delivery of goods and services. Identifying work health and safety (WHS) issues. Liaising with client, contractors, sub-contractors and other stakeholders. Maintaining registers and lists. Obtaining approvals from higher project authorities. Obtaining quotes from potential suppliers, providing quotes to potential clients or collaborating agencies and alliances. Planning, specifying and/or conducting test and acceptance procedures. Processing payment documentation.

	[bookmark: _Toc340765024]Required Timeline and Milestone Dates: 
Specific dates have been provided in the required timeline and milestone dates field.
Dates need to be specific as they need to be incorporated into the schedules of the contracts.

	Collateral Services Required of Vendor (e.g., performance reporting, post-project operational support, etc.): 
The reporting and post-project operational support requirements of the contractor has been listed in the collateral services requirements field.
Post-project operational support requirements include any warranty period, ongoing maintenance, and future projects building on the current project.

	[bookmark: _Toc340765025]Cost Parameters: 
Relevant costs have been added to the cost parameters field.
Costs include costs listed in the contract – consultancy/service fees, incidentals, materials, etc.

	Approval: 
Must list the contractor and either the project manager, sponsor or other person authorised to approve procurement.






2.2.32 Supplier Documentation
	Mapping: 
BSBPMG521 PC4.4 (p), FS2.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBPMG518 PC2.1, PC2.2 (p), PC3.3 (p), PE1.0 (p), PE2.0 (p), PE4.0 (p)
Marking guide
The checklist below provides the benchmarks for student’s Supplier Documentation submission. For a satisfactory performance, student’s submission must meet all checklist items provided. 
Student must provide responses by at least two (2) different suppliers responding to the request for tender and/or selection criteria. If they are completing the simulation, the student may attach two responses received downloaded from Awesome Landscapes.



	Checklist – Does the Supplier Documentation include:
	YES

	1. Details of the contractor performing the work in the project. Responses by at least two different suppliers responding to the request for tender and/or selection criteria. 
Simulation: If you are completing the simulation, you may attach two responses received downloaded from Awesome Landscapes.
	☒


2.2.33 Signed Contract
	Mapping: BSBPMG518 PC3.4 (p), PE2.0 (p), PE4.0 (p)
Marking guide
The checklist below provides the benchmarks for student’s Signed Contract submission. For a satisfactory performance, student’s submission must meet all checklist items provided
A completed contract must be included for one supplier. It must include the preamble and the schedules based on the statement of work. It must be signed off by two people (photocopied contracts are okay, and where the student is experiencing potential confidentiality issues as is almost always the case, they may provide a contract “signed” in a role-playing situation not necessarily related to the project.





	Checklist – Does the Contract (photocopy of a signed contract would be acceptable) include:
	YES

	1. Content consistent with the statement of work
	☒
	2. Preamble
	☒
	3. Schedules
	☒
	4. Appropriate signoff:
Workplace pathway – Either:
i. Contract has been signed off by the contractor and relevant person in your organisation, or 
ii. Where confidentiality is an issue in submitting a signed contract, a copy of a contract has been signed off by yourself and another person roleplaying the role of the contractor.
iii. If the content of the contract is considered too confidential to be submitted as an assessment, you may complete the contract as per the simulated pathway.
Simulated pathway – Contract has been signed off by another person role-playing the contractor to Awesome Landscapes, and yourself as the project manager of Awesome Landscapes.
The contract (which you will need to fill in) is available for download from here:
Awesome Landscapes Project Management Templates
(Username: newusername     Password: newpassword)
	☒




2.2.34 Project Archives Checklist
	Mapping: 
BSBPMG521 PC4.4 (p), FS2.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBPMG516 PC2.1 (p), PC2.2 (p), PC3.1 (p), PC4.4 (p), PE2.0 (p)
BSBPMG518 PE4.0 (p)
Marking guide
The checklist below provides the benchmarks for student’s Project Archives Checklist submission. For a satisfactory performance, student’s submission must meet all checklist items provided. A template for Project Archives Checklist is provided below. This template should not be filled in as this is still the planning stage of the project.



	Checklist – Does the Project Archives Checklist include:
	YES

	1. The project archives checklist must include all the items covered in the archiving procedures within the integration plan.
	☒
	2. The list of project documents must be included, but the other fields to remain blank until the end of the project.
	☒




Project Archives Checklist
	
	Project Documents Located:
	Indexed
	Submitted for Archives
	Date
	Comments
	Initials

	
	Project Charter
	
	
	
	
	

	
	Scope Statement
	
	
	
	
	

	
	Performance Measurement Baselines
	
	
	
	
	

	
	Key Staff
	
	
	
	
	

	
	Scope Management Plan
	
	
	
	
	

	
	Cost Management Plan
	
	
	
	
	

	
	Cost Estimates
	
	
	
	
	

	
	Cost Baseline
	
	
	
	
	

	
	Staffing Management Plan
	
	
	
	
	

	
	Role and Responsibility Assignments
	
	
	
	
	

	
	Risk Response Plan
	
	
	
	
	

	
	Work Breakdown Structure
	
	
	
	
	

	
	Major Milestones and Target Dates
	
	
	
	
	

	
	Risk Management Plan
	
	
	
	
	

	
	Schedule Management Plan
	
	
	
	
	

	
	Project Schedule
	
	
	
	
	

	
	Quality Management Plan
	
	
	
	
	

	
	Communications Management Plan
	
	
	
	
	

	
	Procurement Management Plan
	
	
	
	
	

	
	Supporting Detail for all Plan Documents
	
	
	
	
	

	
	Procurement Documents
	
	
	
	
	

	
	Vendor Proposals
	
	
	
	
	

	
	Project Contracts
	
	
	
	
	

	
	Project Status Reports
	
	
	
	
	

	
	All Change Requests
	
	
	
	
	

	
	Performance Reports
	
	
	
	
	

	
	Performance Measurement Documents
	
	
	
	
	

	
	Notes and Files of Key Project Stakeholders
	
	
	
	
	

	
	Other Documentation (Specify)
	
	
	
	
	



2.2.35 Project Closure Checklist
	Mapping: BSBPMG521 PC4.4 (p), PC5.1 (p), FS2.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
Marking guide
The checklist below provides the benchmarks for student’s Project Closure Checklist submission. For a satisfactory performance, student’s submission must meet all checklist items provided. A template for Project Closure Checklist is provided below. This template should be blank as this is the planning stage of the project.



	Checklist – Does the Project Closure Checklist include:
	YES

	1. A template has been included in the project plan.
	☒
	2. This must not be filled in at this point. It will be covered in a future assessment at the end of the project.
	☒




Project Closure Checklist
	[bookmark: _Toc340765030]Customer has accepted all project results:                       Accepted by: 

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	[bookmark: _Toc340765031]Customer has accepted all other deliverables:                 Accepted by: 

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	[bookmark: _Toc340765032]Customer has accepted from delivering organisation all other project requirements:       Accepted by: 

	1
	Staff evaluations
	
	

	2
	Budget reports
	
	

	3
	Lessons learned
	
	

	4
	Other
	
	

	5
	Other
	
	





	Explain any exceptions to the above: 


	Documentation for the above has been filed/archived as follows: 


	Comments or remaining issues: 


	Checklist submitted by:


	Name/Title: 

	Signature: 

	Date:


	Name/Title: 

	Signature: 

	Date:





[bookmark: _Toc530301855]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 
· [bookmark: _Hlk530297706]1. Project Scoping Stage
· 1.1 Preliminary Project Information
· 1.2 Project Charter
· 1.3 Personal Development Plan
· 1.3.1 Feedback Log
· 1.3.2 Self-Assessment
· 1.3.3 Personal Development Plan
· 2. Project Planning Stage
· 2.1 Project Plan
· Project Plan Communications Log
· Project Plan Communications Log – Feedback Form
· 2.1.1 Summary/Distribution/Sign-off
· 2.1.1.1 Distribution List
· 2.1.1.2 Version Control
· 2.1.1.3 Project Registration
· 2.1.1.4 Executive Summary
· 2.1.1.5 Rationale
· 2.1.1.6 Business Drivers
· 2.1.1.7 Key Objectives
· 2.1.1.8 Benefits
· 2.1.1.9 Impacts
· 2.1.1.10 Authorisation
· 2.1.1.11 Recommendation
· 2.1.1.12 Approval
· 2.1.1.13 Sign off
· 2.1.2 Body of the Project Plan
· 2.1.2.1 Integration management Plan
· 2.1.2.1.1 General
· 2.1.2.1.2 Methodology
· 2.1.2.1.3 Change Control
· 2.1.2.1.4 Performance Reporting
· 2.1.2.1.5 Audit
· 2.1.2.1.6 Dependencies
· 2.1.2.1.7 Finalisation 
· 2.1.2.2 Scope Management Plan
· 2.1.2.2.1 General
· 2.1.2.2.2 Deliverables
· 2.1.2.2.3 Inclusions
· 2.1.2.2.4 Exclusions
· 2.1.2.2.5 Handover
· 2.1.2.3 Time Management Plan
· 2.1.2.3.1 Schedule
· 2.1.2.3.2 Milestones
· 2.1.2.4 Cost Management Plan
· 2.1.2.4.1 General
· 2.1.2.4.2 Budget
· 2.1.2.4.3 Estimating methodology
· 2.1.2.4.4 Confidence Level
· 2.1.2.4.5 Contingency
· 2.1.2.4.6 Source of Funds
· 2.1.2.4.7 Cash Flow
· 2.1.2.5 Quality Management Plan
· 2.1.2.6 Stakeholder Management Plan
· 2.1.2.6.1 General
· 2.1.2.6.2 Project Stakeholders
· 2.1.2.6.3 Interests and Timing
· 2.1.2.7 Human Resource Management Plan
· 2.1.2.7.1 General
· 2.1.2.7.2 Legislation, Methods, Techniques, Tools
· 2.1.2.7.3 Resource Capability
· 2.1.2.7.4 Project Organisational Structure
· 2.1.2.7.5 Project Team
· 2.1.2.7.5.1 Consultation
· 2.1.2.7.5.2 Strategies, Policies, Procedures, and Processes
· 2.1.2.7.5.3 Documentation
· 2.1.2.7.6 Escalation
· 2.1.2.7.6.1 Open Communication Processes
· 2.1.2.7.6.2 Documentation
· 2.1.2.8 Communications Management Plan
· 2.1.2.8.1 General 
· 2.1.2.8.2 Information System
· 2.1.2.9 Risk Management Plan
· 2.1.2.9.1 General
· 2.1.2.9.2 Risk Objectives and Standards
· 2.1.2.9.3 Context of Risk
· 2.1.2.9.4 Constraints
· 2.1.2.9.5 Assumptions
· 2.1.2.9.6 Potential Issues
· 2.1.2.9.7 Statement of Risk
· 2.1.2.10 Procurement Management Plan
· 2.1.2.10.1 General
· 2.1.2.10.2 Risk Objectives and Standards
· 2.1.2.10.3 Context of Risk
· 2.1.2.10.4 Constraints
· 2.1.2.10.5 Assumptions
· 2.2 Project Plan Appendices
· 2.2.1 Work Breakdown Structure (WBS)
· 2.2.2 Gantt Chart
· 2.2.3 Project Interfaces Worksheet
· 2.2.4 Effort and Duration of Tasks
· 2.2.5 Tasks Dependency Worksheet
· 2.2.6 Summary Costing Per Phase
· 2.2.7 Detailed Costing Per Task
· 2.2.8 Project Cash Flow and S Curve
· 2.2.9 Issues Register Template
· 2.2.10 Quality Analysis Template
· 2.2.11 Quality Audit Template
· 2.2.12 Responsibility Assignment matrix
· 2.2.13 Formal and Project Organisation Chart
· 2.2.14 Resource Pool Description
· 2.2.15 Resource Requirements Analysis
· 2.2.16 Detailed Resource Allocation
· 2.2.17 Role Descriptions
· 2.2.18 Individual Performance Plans
· 2.2.19 Training Needs Analysis
· 2.2.20 Stakeholder Analysis
· 2.2.21 Communication Requirement Analysis
· 2.2.22 Status Report Template
· 2.2.23 Completion Report
· 2.2.24 Risk Identification SWOT Analysis
· 2.2.25 Risk Brainstorming Session Analysis Worksheet
· 2.2.26 Risk Rating Tables
· 2.2.27 Risk Response Plan
· 2.2.28 Risk Review Matrix Template
· 2.2.29 Change Register
· 2.2.30 Change Request Template
· 2.2.31 Statement of Work
· 2.2.32 Supplier Documentation
· 2.2.33 Signed Contract
· 2.2.34 Project Archives Checklist
· 2.2.35 Project Closure Checklist
· The candidate has submitted all of the following evidence:
· This completed workbook
· Cover Sheet (Assessment Workbook Cover Sheet signed and scanned)
· 1.2 Project Charter
· 1.3.1 Feedback Log 
· 1.3.1. Third-Party Report
· 1.3.1 Video Recordings (Simulated Pathway)
· 1.3.2 Self-Assessment
· 1.3.3 Personal Development Plan
· 2.1 Project Plan signed off by your supervisor or project client.
· 2.1 projectplanapproval
· 2.1 Communications Log
· 2.1 Video Recordings (Simulated Pathway) for Scenarios 1, 2, and 3.
· Various emails and or meeting minutes
· projectscopeconsultation as evidence of his/her collaboration with relevant stakeholders in producing the scope management plan (task 2.1.2.2)
· projectcostconsultation as evidence of his/her consultation with relevant stakeholders regarding project costs (task 2.1.2.4)
· projectriskconsultation1, projectriskconsultation2, etc. as evidence of his/her consultation with relevant stakeholders regarding project risk objectives and standards (task 2.1.2.9)
· stakeholderganttcommunications1, 2, etc. demonstrating you have communicated the Gantt chart to at least two types of stakeholder. (task 2.2.2)
· qualitystandardsadvice demonstrating your supervisor and/or technical experts have contributed to the quality analysis tool. (task 2.2.10)
· qualitystandardscomms1 (and qualitystandardscomms2 if needed) demonstrating you have distributed and discussed the quality requirements to your team and manager. (task 2.2.10)
· resourcereqs1, resourcereqs2, etc. demonstrating you have gained input and guidance from different stakeholders regarding the resourcing of the project. (task 2.2.15)
· teamconsult1, team consult2 demonstrating you have consulted team members regarding the team purpose, roles, responsibilities, etc. (task 2.2.16)
· stakeholdercommunication1 and stakeholdercommunication2, etc. demonstrating you have obtained agreement from a range of stakeholders about the project communications. (task 2.2.20)
· procurementstakeholderinput1 and  procurementstakeholderinput2 demonstrating you have obtained input from stakeholders when identifying procurement requirements. (task 2.2.31)
· projectvendornegotiation1, etc. demonstrating you have provided the statement of work to at least two vendors and used negotiation skills to obtain an agreement in procurement/contracting with one of those vendors. (task 2.2.31)
· Contract - Signed copy of a contract. (task  2.2.33)
· Any attachments associated with the project plan not already included as an appendix (task 2.2).
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: _Toc530301856]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: Scoping and Planning

	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 Scoping Stage
	
	

	2. Project Planning Stage
	
	

	2.1 Project Plan
	
	

	Project Plan Communications Log
	
	

	Project Plan Communications Log – Feedback Form
	
	

	2.1.1 Summary/Distribution/Sign-off
	
	

	2.1.1.4 Executive Summary
	
	

	2.1.1.5 Rationale
	
	

	2.1.1.6 Business Drivers
	
	

	2.1.1.7 Key Objectives
	
	

	2.1.1.8 Benefits
	
	

	2.1.1.9 Impacts
	
	

	2.1.1.10 Authorisation
	
	

	2.1.1.11 Recommendation
	
	

	2.1.1.12 Approval
	
	

	2.1.1.13 Sign off
	
	

	2.1.2 Body of the Project Plan
	
	

	2.1.2.1 Integration management Plan
	
	

	2.1.2.1.2 Methodology
	
	

	2.1.2.1.3 Change Control
	
	

	2.1.2.1.4 Performance Reporting
	
	

	2.1.2.1.6 Dependencies
	
	

	BSBPMG521 Manage Project Integration

	Practical Assessment 

	Project Assessment
	S
	NYS

	2.1.2.1.7 Finalisation 
	
	

	2.1.2.2 Scope Management Plan
	
	

	2.1.2.2.5 Handover
	
	

	2.1.2.3 Time Management Plan
	
	

	2.1.2.5 Quality Management Plan
	
	

	2.1.2.6 Stakeholder Management Plan
	
	

	2.1.2.6.2 Project Stakeholders
	
	

	2.1.2.7 Human Resource Management Plan
	
	

	2.1.2.7.2 Legislation, Methods, Techniques, Tools
	
	

	2.1.2.7.4 Project Organisational Structure
	
	

	2.1.2.7.5.2 Strategies, Policies, Procedures, and Processes
	
	

	2.1.2.7.5.3 Documentation
	
	

	2.1.2.7.6 Escalation
	
	

	2.1.2.7.6.2 Documentation
	
	

	2.1.2.8 Communications Management Plan
	
	

	2.1.2.9 Risk Management Plan
	
	

	2.1.2.10 Procurement Management Plan
	
	

	2.2 Project Plan Appendices
	
	

	2.2.1 Work Breakdown Structure (WBS)
	
	

	2.2.2 Gantt Chart
	
	

	2.2.4 Effort and Duration of Tasks
	
	

	2.2.8 Project Cash Flow and S Curve
	
	




	BSBPMG521 Manage Project Integration

	Practical Assessment 

	Project Assessment
	S
	NYS

	2.2.9 Issues Register Template
	
	

	2.2.10 Quality Analysis Template
	
	

	2.2.15 Resource Requirements Analysis
	
	

	2.2.17 Role Descriptions
	
	

	2.2.20 Stakeholder Analysis
	
	

	2.2.22 Status Report Template
	
	

	2.2.23 Completion Report
	
	

	2.2.31 Statement of Work
	
	

	2.2.32 Supplier Documentation
	
	

	2.2.33 Signed Contract
	
	

	2.2.34 Project Archives Checklist
	
	

	2.2.35 Project Closure Checklist
	
	



	BSBPMG516 Manage Project Information and Communication

	Practical Assessment 

	Project Assessment
	S
	NYS

	1.0 Project Scoping Stage
	
	

	1.3 Personal Development Plan
	
	

	1.3.2 Self-Assessment
	
	

	2. Project Planning Stage
	
	

	2.1 Project Plan
	
	

	2.1.1 Summary/Distribution/Sign-off
	
	

	2.1.1.1 Distribution List
	
	

	BSBPMG516 Manage Project Information and Communication

	Practical Assessment 

	Project Assessment
	S
	NYS

	2.1.1.10 Authorisation
	
	

	2.1.1.12 Approval
	
	

	2.1.1.13 Sign off
	
	

	2.1.2 Body of the Project Plan
	
	

	2.1.2.1 Integration management Plan
	
	

	2.1.2.1.4 Performance Reporting
	
	

	2.1.2.1.7 Finalisation 
	
	

	2.1.2.8 Communications Management Plan
	
	

	2.1.2.8.1 General 
	
	

	2.1.2.8.2 Information System
	
	

	2.2 Project Plan Appendices
	
	

	2.2.12 Responsibility Assignment matrix
	
	

	2.2.20 Stakeholder Analysis
	
	

	2.2.21 Communication Requirement Analysis
	
	

	2.2.25 Risk Brainstorming Session Analysis Worksheet
	
	

	2.2.29 Change Register
	
	

	2.2.34 Project Archives Checklist
	
	





	BSBPMG511 Manage Project Scope

	Practical Assessment 

	Project Assessment
	S
	NYS

	1. Project Scoping Stage
	
	

	1.2 Project Charter
	
	

	2. Project Planning Stage
	
	

	2.1 Project Plan
	
	

	2.1.1 Summary/Distribution/Sign-off
	
	

	2.1.1.8 Benefits
	
	

	2.1.1.10 Authorisation
	
	

	2.1.1.11 Recommendation
	
	

	2.1.1.12 Approval
	
	

	2.1.1.13 Sign off
	
	

	2.1.2 Body of the Project Plan
	
	

	2.1.2.1 Integration management Plan
	
	

	2.1.2.1.3 Change Control
	
	

	2.1.2.2 Scope Management Plan
	
	

	2.1.2.2.2 Deliverables
	
	

	2.1.2.2.3 Inclusions
	
	

	2.1.2.2.4 Exclusions
	
	

	2.1.2.6 Stakeholder Management Plan
	
	

	2.1.2.6.2 Project Stakeholders
	
	

	2.1.2.7 Human Resource Management Plan
	
	

	2.1.2.7.4 Project Organisational Structure
	
	

	2.2 Project Plan Appendices
	
	




	BSBPMG511 Manage Project Scope

	Practical Assessment 

	Project Assessment
	S
	NYS

	2.2.4 Effort and Duration of Tasks
	
	



	BSBPMG512 Manage Project Time

	Practical Assessment 

	Project Assessment
	S
	NYS

	2. Project Planning Stage
	
	

	2.1 Project Plan
	
	

	2.1.2 Body of the Project Plan
	
	

	2.1.2.1.3 Change Control
	
	

	2.1.2.7 Human Resource Management Plan
	
	

	2.1.2.7.5 Project Team
	
	

	2.1.2.7.5.3 Documentation
	
	

	2.2 Project Plan Appendices
	
	

	2.2.1 Work Breakdown Structure (WBS)
	
	

	2.2.2 Gantt Chart
	
	

	2.2.4 Effort and Duration of Tasks
	
	

	2.2.5 Tasks Dependency Worksheet
	
	

	2.2.6 Summary Costing Per Phase
	
	

	2.2.22 Status Report Template
	
	

	2.2.25 Risk Brainstorming Session Analysis Worksheet
	
	





	BSBPMG513 Manage Project Quality

	Practical Assessment 

	Project Assessment
	S
	NYS

	2. Project Planning Stage
	
	

	2.1 Project Plan
	
	

	2.1.2 Body of the Project Plan
	
	

	2.1.2.1 Integration management Plan
	
	

	2.1.2.1.5 Audit
	
	

	2.1.2.4 Cost Management Plan
	
	

	2.1.2.4.2 Budget
	
	

	2.1.2.5 Quality Management Plan
	
	

	2.2 Project Plan Appendices
	
	

	2.2.9 Issues Register Template
	
	

	2.2.10 Quality Analysis Template
	
	

	2.2.11 Quality Audit Template
	
	



	BSBPMG514 Manage Project Cost

	Practical Assessment 

	Project Assessment
	S
	NYS

	2. Project Planning Stage
	
	

	2.1 Project Plan
	
	

	2.1.1 Summary/Distribution/Sign-off
	
	

	2.1.1.10 Authorisation
	
	

	2.1.1.12 Approval
	
	

	2.1.1.13 Sign off
	
	

	2.1.2.4 Cost Management Plan
	
	

	BSBPMG514 Manage Project Cost

	Practical Assessment 

	Project Assessment
	S
	NYS

	2.1.2.4.3 Estimating methodology
	
	

	2.1.2.4.4 Confidence Level
	
	

	2.1.2.4.5 Contingency
	
	

	2.2 Project Plan Appendices
	
	

	2.2.1 Work Breakdown Structure (WBS)
	
	

	2.2.2 Gantt Chart
	
	

	2.2.6 Summary Costing Per Phase
	
	

	2.2.7 Detailed Costing Per Task
	
	

	2.2.15 Resource Requirements Analysis
	
	



	BSBPMG515 Manage Project Human Resources

	Practical Assessment 

	Project Assessment
	S
	NYS

	1. Project Scoping Stage
	
	

	1.3 Personal Development Plan
	
	

	1.3.2 Self-Assessment
	
	

	2. Project Planning Stage
	
	

	2.1 Project Plan
	
	

	2.1.2 Body of the Project Plan
	
	

	2.1.2.7 Human Resource Management Plan
	
	

	2.1.2.7.2 Legislation, Methods, Techniques, Tools
	
	

	2.1.2.7.4 Project Organisational Structure
	
	

	2.1.2.7.5 Project Team
	
	

	BSBPMG515 Manage Project Human Resources

	Practical Assessment 

	Project Assessment
	S
	NYS

	2.1.2.7.5.3 Documentation
	
	

	2.1.2.7.6 Escalation
	
	

	2.1.2.7.6.2 Documentation
	
	

	2.2 Project Plan Appendices
	
	

	2.2.12 Responsibility Assignment matrix
	
	

	2.2.13 Formal and Project Organisation Chart
	
	

	2.2.14 Resource Pool Description
	
	

	2.2.15 Resource Requirements Analysis
	
	

	2.2.16 Detailed Resource Allocation
	
	

	2.2.17 Role Descriptions
	
	

	2.2.19 Training Needs Analysis
	
	



	BSBPMG518 Manage Project Procurement

	Practical Assessment 

	Project Assessment
	S
	NYS

	2. Project Planning Stage
	
	

	2.1 Project Plan
	
	

	2.1.1.10 Authorisation
	
	

	2.1.1.12 Approval
	
	

	2.1.1.13 Sign off
	
	

	2.1.2 Body of the Project Plan
	
	

	2.1.2.10 Procurement Management Plan
	
	

	2.1.2.10.1 General
	
	

	BSBPMG518 Manage Project Procurement

	Practical Assessment 

	Project Assessment
	S
	NYS

	2.1.2.10.2 Risk Objectives and Standards
	
	

	2.1.2.10.3 Context of Risk
	
	

	2.1.2.10.4 Responsibilities to Contractors
	
	

	2.1.2.10.5 Assumptions
	
	

	2.2 Project Plan Appendices
	
	

	2.2.15 Resource Requirements Analysis
	
	

	2.2.31 Statement of Work
	
	

	2.2.32 Supplier Documentation
	
	

	2.2.33 Signed Contract
	
	

	2.2.34 Project Archives Checklist
	
	



	BSBPMG519 Manage Project Stakeholder Engagement

	Practical Assessment 

	Project Assessment
	S
	NYS

	2. Project Planning Stage
	
	

	2.1 Project Plan
	
	

	2.1.1 Summary/Distribution/Sign-off
	
	

	2.1.1.10 Authorisation
	
	

	2.1.1.12 Approval
	
	

	2.1.1.13 Sign off
	
	

	2.1.2 Body of the Project Plan
	
	

	2.1.2.6 Stakeholder Management Plan
	
	

	2.1.2.6.2 Project Stakeholders
	
	

	BSBPMG519 Manage Project Stakeholder Engagement

	Practical Assessment 

	Project Assessment
	S
	NYS

	2.1.2.6.3 Interests and Timing
	
	

	2.1.2.8 Communications Management Plan
	
	

	2.2.12 Responsibility Assignment matrix
	
	

	2.2.16 Detailed Resource Allocation
	
	

	2.2.17 Role Descriptions
	
	

	2.2.18 Individual Performance Plans
	
	

	2.2.19 Training Needs Analysis
	
	

	2.2.20 Stakeholder Analysis
	
	

	2.2.21 Communication Requirement Analysis
	
	



	BSBWOR501 Manage Personal Work Priorities and Professional Development

	Practical Assessment 

	Project Assessment
	S
	NYS

	1. Project Scoping Stage
	
	

	1.3 Personal Development Plan
	
	

	1.3.1 Feedback Log
	
	

	1.3.2 Self-Assessment
	
	

	1.3.3 Personal Development Plan
	
	

	2.2 Project Plan Appendices
	
	

	2.2.1 Work Breakdown Structure (WBS)
	
	

	2.2.2 Gantt Chart
	
	

	2.2.4 Effort and Duration of Tasks
	
	





	BSBWOR502 Lead and Manage Team Effectiveness

	Practical Assessment 

	Project Assessment
	S
	NYS

	2. Project Planning Stage
	
	

	2.1 Project Plan
	
	

	2.1.2 Body of the Project Plan
	
	

	2.1.2.7 Human Resource Management Plan
	
	

	2.1.2.7.1 General
	
	

	2.1.2.7.2 Legislation, Methods, Techniques, Tools
	
	

	2.1.2.7.3 Resource Capability
	
	

	2.1.2.7.4 Project Organisational Structure
	
	

	2.1.2.7.5 Project Team
	
	

	2.1.2.7.5.1 Consultation
	
	

	2.1.2.7.5.2 Strategies, Policies, Procedures, and Processes
	
	

	2.1.2.7.6 Escalation
	
	

	2.1.2.7.6.1 Open Communication Processes
	
	

	2.2 Project Plan Appendices
	
	

	2.2.9 Issues Register Template
	
	

	2.2.16 Detailed Resource Allocation
	
	

	2.2.17 Role Descriptions
	
	

	2.2.18 Individual Performance Plans
	
	

	2.2.19 Training Needs Analysis
	
	





	BSBPMG517 Manage Project Risk

	Practical Assessment 

	Project Assessment
	S
	NYS

	2.1 Project Plan
	
	

	2.1.2 Body of the Project Plan
	
	

	2.1.2.9 Risk Management Plan
	
	

	2.1.2.9.2 Risk Objectives and Standards
	
	

	2.1.2.9.3 Context of Risk
	
	

	2.2 Project Plan Appendices
	
	

	2.2.24 Risk Identification SWOT Analysis
	
	

	2.2.24 Risk Identification SWOT Analysis
	
	

	2.2.25 Risk Brainstorming Session Analysis Worksheet
	
	

	2.2.26 Risk Rating Tables
	
	

	2.2.27 Risk Response Plan
	
	

	2.2.28 Risk Review Matrix Template
	
	



	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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		Staff Name

		Staff Availability (shaded squares indicate staff is available to work on this project as per their 
job description during that month).
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		Alicia Brewer 
Site Supervisor

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		Amy Bleasdale 
Administration Assistant
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Site Supervisor

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		Edward Vincent 
Landscaper
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Administration Assistant
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Landscaper
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Site Supervisor
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		Kim Nguyen 
Director
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Operations Manager

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		Lara Bowe 
Landscaper
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Administration Manager
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Landscaper

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		Paulo Orellana 
Landscape Architect

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		Shaar Azad 
Business Manager
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Landscaper

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		








