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Student Pack 

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

The information includes the following: 

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

Student Evaluation Form 

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

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



1. Student and trainer details
	Student details  

	Full name:
	Jonathon Kelly 

	Student ID: 
	

	Contact number:
	0439 787 276

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

	Trainer details  

	Full name: 
	


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

	Code:
	

	Name: 
	

	Unit of competency 

	Code:
	BSBPMG534

	Name: 
	Manage project human resources

	Releases: 
	1.0 

	Release date:
	19/Oct/2020


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


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

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

Date:  _14___/__1___/____23__________




5. Assessment Plan

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

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

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

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

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

	Assessment task 4
	Skills Test (ST)
	S / NS (First Attempt) 
S / NS (Second Attempt)

	Outcome
	C ☐ NYC ☐ 
	Date assessed: 

	Trainer signature: 




6. Completion of the Assessment Plan

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





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

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

	Section 1: Information for Students 

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

	Section 2: Reasonable adjustments  

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

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

Student Name: _________Jonathon Kelly _____________________________                      
[image: ]
Student Signature: ___________________________________ 



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


	
· Written Questions


	Instructions provided to the student:


	Assessment task description:      


	· This is the first (1) assessment task you must successfully complete to be deemed competent in this unit of competency.
· The Knowledge Test is comprised of fourteen (14) written questions
· You must respond to all questions and submit them to your Trainer/Assessor.
· You must answer all questions to the required level, e.g. provide an answer within the required word limit, to be deemed satisfactory in this task


	Applicable conditions:         


	· All knowledge tests are untimed and are conducted as open book assessment (this means you can refer to your textbook during the test).
· You must read and respond to all questions.
· You may handwrite/use a computer to answer the questions.
· You must complete the task independently.
· No marks or grades are allocated for this assessment task. The outcome of the task will be Satisfactory or Not Satisfactory.
· As you complete this assessment task, you are predominately demonstrating your written skills and knowledge to your trainer/assessor. 


	Resubmissions and reattempts:  


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


	Location:


	· This assessment task may be completed in: 

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

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


	Instructions for answering the written questions:


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


	  Purpose of the assessment


	This assessment task is designed to evaluate student’s knowledge essential to manage project human resources & knowledge regarding to the following: 

· [bookmark: _Hlk491429480]Knowledge to regulate project personnel levels through regulation of resource requirements.
· Knowledge to develop project organisation and structure so that planned work outputs are met.
· Knowledge to support personnel through application of tools and techniques such as human resources management (HRM) methods.
· Knowledge to define and communicate project roles.
· Knowledge to implement training procedures to support personnel and project performance.
· Knowledge to measure performance of individuals and procedures to overcome shortfalls in performance.
· [bookmark: _Hlk491937960]Knowledge to improve project effectiveness through implementation of processes.
· Knowledge to take remedial action about influences that affect individual’s performance.
· Knowledge to manage resource conflicts.
· Knowledge to finalise human resource activities by disbanding project teams and documenting human resource issues for future reference.
· Knowledge to read, collect, review, interpret/understand and analyse/review text-based business information from a range/number of sources.
· Written knowledge to organize and deliver information effectively in managing project human resources to a range of stakeholders/interested people.
· Knowledge to interact/cooperate with others using appropriate conventions/systems when communicating and consulting/discussing with stakeholders/interested parties.
· Knowledge to analyse relevant/appropriate information to identify scope/range of work, goals and objectives and to evaluate/review options/other choices.




	Task instructions

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





 Assessment Task 1: Knowledge Test

Provide your response to each question in the box below.

	Q1:
	Write a short note on the importance of human resources in a project. Also, explain the methods to identify and plan the human resource requirements. Answer in 200 – 250 words.
	Satisfactory response

	
	
	Yes 
	No 

	
A human resource department is also in charge of keeping employees safe, healthy, and satisfied. With proper HR management, workplace policies keep up with necessary protective measures and implementation and provide solutions to issues between team members, avoiding risk for the company and its employees.  For example, tasks to be performed by the human resource team includes but not limited to:
· Creating safety policies for the workplace
· Compliance to state and federal legislation 
· Addressing concerns and complaints from the employees
· Prevention of discrimination, bullying and harassment in the workplace
· Managing employee relationships 
· Facilitating communication between management and workers 

To plan HR requirements the following steps can be followed:

1. Analyses the company and objectives. Strategic aims within an organisation must be aligned to human resources practices to ensure that a human resources plan is as effective as it can possibly be.
2. Determine current resource and plan recruitment accordingly.  You can begin by looking at the number of people currently employed, considering their skills and potential for future development, you should be able to determine which positions will need to be filled in future.
3. Predict upcoming resource requirements. This is the practice of estimation. Looking at the potential numbers of future employees in an organisation and ensuring that they are of the best quality.
4. Develop a training and growth strategy.  Do you need to implement training for certain individuals now to ensure that you have the right workforce in place at the right time?


	Q2:
	How can you determine the required project personnel levels in a project? Answer in 70-100 words.
	Satisfactory response

	
	
	Yes 
	No 

	To determine the required number of personnel for a project several factors must be determined first.  With the aid of the project manager or similar the following tools can be used to determine resources:
· Expert judgement based on previous experience 
· Alternative analysis, considering several different options for assigning resources.
· Published estimating data by use of articles, books, journals, etc.
· Project management software such as Microsoft project, software has features where you can assign resources to tasks 
· Bottom-up estimating.  Breaking down large tasks into smaller ones and assigning resources to the smaller tasks 





	Q3:
	Explain “Project Organisation Structure” in project management. Answer in 50 -100 words.
	Satisfactory response

	
	
	Yes 
	No 

	A project management organisational structure is used to determine the hierarchy and authority of people involved in a specific project. The structure defines each team member’s function and the reporting lines on a chart for team members to reference during a project. It can also be extended to outside the bounds of the project for head office staff.

	
Q4:
	What is the importance of the correct allocation of personnel to the project? Answer in 100 – 150 words.
	Satisfactory response

	
	
	Yes 
	No 

	It is important to ensure a project is properly staffed as if there are too many resources the project will be waiting money due to inefficacies and the law of diminishing returns.  Too little staff and personnel are spread too thin either trying to cover all work fronts poorly or having work fronts shut down due to lack of supervision.  Both scenarios are detrimental for the workforce, too little staff the workload and stresses can be too high, too many staff people aren’t challenged and become bored.  This may result in people leaving the company and causing holes in the organisational structure.

	Q5:
	What are the techniques, tools, strategies and human resource management methods used to support and engage personnel in project management? Answer in 300 – 350 words.
	Satisfactory response

	
	
	Yes 
	No 

	Organisational Charts and position descriptions 
These tools are used to ensure that each work package has an unambiguous owner and that all team members have a clear understanding of their roles and responsibilities.  It also helps with chain of command and reporting issues through the hierarchy.

Work Breakdown Structure
A work breakdown structure is used to split large tasks into smaller, more detailed tasks.  These are then resources and put in a logical order to deliver the work package.

Organisational Breakdown structure 
Similarly, to a work breakdown structure and Organisational breakdown structure shows what works an organisations department, teams’ managers or units is delivering. Each department can see what its responsibility is who it reports to and how they are associated within the organisation. The resource breakdown structure is a hierarchical list of resources related by category and resource type that is used to facilitate planning and to control of project work.
Matrix Based Charts 
A responsibility assignment matrix (RAM) is a grid that shows the project resources assigned to each work package. It is used to illustrate the connections between work packages or activities and project team members. On larger projects, RAMs can be developed at various levels.  The matrix format shows all activities associated with one person and all people related to one activity. This also ensures that there is only one person accountable for any one task to avoid confusion of responsibility.
Text orientated format
Team member responsibilities can be found in a text based format.  These may be in the form of a position description, responsibilities, authority, competencies, and qualifications.
Meetings 
When planning human resource management of the project, the project management team will hold planning meetings. These meetings leverage a combination of other tools and techniques to allow for all project management team members to reach consensus on the human resource management plan.


	Q6:
	Describe the steps involved in negotiating, defining and communicating project role description. Answer in 50 – 100 words.

	Satisfactory response

	
	
	Yes 
	No 

	To convey a message across it is important to establish a communications plan. This will ensure the correct massage is presented by following the below steps:

· Creating written documentation everyone can turn to
· Setting clear expectations for how and when updates will be shared
· Increasing visibility of the project and status
· Providing opportunities for feedback to be shared
· Boosting the productivity of team meetings
· Ensuring the project continues to align with goals


	Q7:
	What are the methods for ongoing development and training of project team members? Answer in 200 – 250 words.

	Satisfactory response

	
	
	Yes 
	No 

	To be an effective manager it is important to develop and train your team to upskill and improve workflow.  Stagnation can be the biggest killer of an effective worker or work crew as they cannot progress.  Ongoing development can be outlined in the methods below:

Identifying training needs
It is important to know where to begin and establishing a baseline for the employee.  The simplest way to establish their needs is to discuss with them where they are at currently and where they intend to go in the future.

Choosing the right training method:
Once the areas of improvement are established a training method is to be developed.  A school of thought is to use the 70:20:10 rule which suggests that 70 per cent of learning happens through experience, such as daily tasks; 20 per cent through conversations with other people, such as coaching; and 10 per cent through traditional training courses

Coaching
This works on the idea that many skills can be taught through communication rather than training programs.  This can sometimes be more effective as it can be more specific than a lecture in a classroom.

Other methods include team building exercises, delegating work and talent management.

	Q8:
	How would you measure and improve individual’s performance? Answer in 250 – 300 words.

	Satisfactory response

	
	
	Yes 
	No 

	Set Measurable Objectives and Individual Goals
Setting measurable Objectives for your employees is a great way to keep them motivated and moving forwards. Breaking down big objectives into smaller, measurable actions that lead to achieving a desired result in a methodical way help employees attack goals more effectively.

Benchmark Performance by Implementing ‘Sprints’
The sprint methodology is used by some organizations to help employees work more effectively together, through a mutual understanding of time pressure. It helps employees reflect on their working processes and adjust and improvements. An employee is given a set amount of time to complete a task.

Implement a Project or Task Management Tool
Implementing project or task management tools are an effective way to do this. This allows for team members and managers to keep on top of deadlines, maintain good workflow, and avoid feeling overworked. This is a great way to monitor performance, reduce stress, and avoid burnout

Track Training Completion
Tracking employee training allows you to analyse the progress of your employees as they learn and develop. What’s more, it helps you create a company culture of learning and development that will ultimately further the success of your business

Conduct a Skills Gap Analysis
To help understand where your employee’s skillsets are in different areas of their day-to-day, conduct a skills gap analysis. A skills gap analysis allows managers and HR teams to understand the level of expertise each individual employee has in different areas of their core job functions

	Q9:
	What are the factors that affect the performance of project team members? Describe the steps involved in monitoring performance of individuals in a project. Answer in 150 – 200 words.
	Satisfactory response

	
	
	Yes 
	No 

	Below are some of the factors that may affect the performance of a projects team members 

· Cross team communication 
· If there is no communication between individuals or teams clashes and inefficiencies arise
· No clarity on role or timing 
· Uncertainty has a negative impact on progress
· No goals established
· Employees need a target to aim for otherwise their efforts become miss directed
· Workload Imbalance 
· Sustained workloads are easier to maintain than peaks and troughs
· Fit for roll
· Is the roll fulfilling the person’s ability?
· Communication with management 
· It is important the everyone feels important and not just a number
· Uninspiring Leadership
· If the leadership isn’t interested the workforce will follow
· Culture Fit 
· Ensuring that the employ will integrate well with the company
The steps to monitor performance of an individual are as follows 

· Designing an Efficient Plan for Monitoring.
· Designing Effective Report Management Mechanism
· Recommendations For Project Improvement
· Ensuring Guidelines and Recommendations Are Followed Accordingly


	Q10:
	What are the issues related to team morale? Describe the method to tackle team morale issue. Answer in 150 – 200 words.
	Satisfactory response

	
	
	Yes 
	No 

	Poor morale can severely negatively impact a projects performance.  Below are several causes of negative morale and how to tackle them 

· Inconsistency in employee treatment
· Lack of discipline for problem employees
· Lack of effective communication
· Not providing good tools or clear processes to do the job well
· Not being clear about or constantly changing expectations or priorities
· Having unrealistic expectations or unreasonable workloads
· Micromanaging
· High-stress environments
· Lack of advancement opportunities
· Not enough employee development or training
· Not responding promptly when employees come to management with concerns, problems, questions, or other issues
· Not giving employees enough information to be effective



How to dress negative morale 

· Provide managers with training on recognizing and combating low morale.
· Provide training to improve problem behaviours from the list above.
· Consider providing both employees and managers with training on emotional intelligence.
· Discipline or terminate problem employees.
· Always investigate employee complaints.
· Pay attention to managerial problems; don’t allow bad bosses to stay in their roles.
· Provide resources to help managers do their jobs well.
· Implement effective antiharassment, antibullying, antidiscrimination, and antiviolence policies.
· Conduct surveys to determine employee engagement levels and get feedback.
· Encourage organizational leadership to communicate well and be transparent in how the organization makes decisions.




	Q11:
	What is the role of interpersonal communications, counselling and conflict resolution in maintaining a positive working culture in an organisation? Answer in 150 – 200 words.
	Satisfactory response

	
	
	Yes 
	No 

	Communication within an organisation is key to maintaining high performance, building morale, and maintaining a team mentality.  Below are some examples and situations where communication and conflict resolution are applicable 

Solving problems 
When you’re able to communicate and discuss problems, brainstorm, listen to ideas and respect other peoples’ views, coming up with and implementing solutions becomes more effective and easier.

Conflict Resolution 
In addition to solving problems, those with effective interpersonal communication skills can resolve conflicts between themselves and colleagues quickly and efficiently, without causing more problems.

Openness to change 
When leaders can communicate effectively and ensure employees understand the change, they may feel more supported and aligned with the organization’s needs.

Improving culture 
Interpersonal communication can help improve relationships between colleagues, which helps ensure an organization has a strong company culture. The workplace becomes more positive and supportive instead of negative or overridden with conflict. In turn, this supports employee productivity and satisfaction.

	Q12:
	What is inter-project and intra-project human resource conflict? How can you manage these conflicts? Answer in 200 – 250 words.
	Satisfactory response

	
	
	Yes 
	No 

	Conflict is inevitable on a project as individuals are always competing for resources, recognition, and clashes of works.  Inter-project conflict can be defined as a type of conflict that happens among individuals within a team. Whereas Intra-Project conflict takes place when a misunderstanding arises among different teams within an organisation, often relating to competing goals and limited resources.
To manage these conflicts the following techniques can be utilised:

Withdraw/Avoid Conflict Management
Temporarily avoiding the situation will give you space to think about the problem from other perspectives and avoid any emotional outbursts. Just don’t withdraw for too long!

Smooth/Accommodate Conflict Management
Approach the problem by focusing on areas of agreement rather than differences and look for underlying causes of conflict. Persevere with building strong team relationships to help reduce future conflicts.

Compromise/Reconcile Conflict Management
Some conflicts cannot be resolved, requiring a compromise that brings some degree of satisfaction to both parties. Pursuing this approach means that you must clearly understand the needs of everyone involved and are willing to make changes to the project to accommodate the solution.

Force/Direct Conflict Management
On occasion, you may need to use your position as a manager or leader to enforce a solution. This approach can damage team relations, so use cautiously.

Collaborate/Problem Solve Conflict Management
Focusing on multiple viewpoints and insights, this technique requires a cooperative attitude and open dialogue. This approach strengthens the team as they work together to solve the problem. However, be prepared to invest time and energy to make this approach work.


























































	Q13:
	Write a brief note on disbanding of the project team. Answer in 200 – 250 words.
	Satisfactory response

	
	
	Yes 
	No 

	One of the most critical components of closing out a project is the disbanding of the team; this must be planed and start far before the project is complete.  When disbanding the project, it is important that time is taken to celebrate efforts, reflect on what worked well and what didn’t work well and where improvement and development can be implemented.  The below process should be used as a guideline

Celebrate accomplishments 
This starts the meeting on a positive note and encourages open, the positive discussion throughout the rest of the meeting.


Ask the members to review their contributions 
Ask them how they felt their abilities were utilised well, or how they could be utilized more effectively in future team projects.


Start the conversation about where the problems were Identified
Ask how those issues were addressed and if there may have been better ways of handling them. This gives employees a chance to air any unheard complaints in a productive context.


Discuss the future for the team members 
Ask what they learned from the recently completed project that they'll take to future projects and future project development. Ask what types of future projects could be developed out of the recently completed project.


	Q14:
	List any seven (7) methods used to identify human resource issues. Answer in 50 – 100 words.
	Satisfactory response

	
	
	Yes 
	No 

	Compliance with laws and regulations 
Ensuring that at least one person on your management team oversees understanding local employment laws and regulations

Health and safety 
Designating a health and safety person or committee at your organization

Change management 
Implementing a change management process that outlines how, when, and where employees are informed of process changes

Compensation management 
Looking for free tools like PayScale and Glassdoor to create benchmark salaries that are based on aggregated real data

Landing top talent 
Beefing up your employer brand to stand out from other companies

Retention
Finding a fine balance between culture, compensation, and incentives that boosts loyalty and retention: this will require some experimentation and lots of honest feedback

Monitoring Productivity 
Using HR platforms that integrate performance management, goal management, and engagement tracking



Assessment Results Sheet  
	Outcome
		First attempt: 



Outcome (make sure to tick the correct checkbox):  

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

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

Feedback: 










	Second attempt: 



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








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

	Student Signature
	[image: ]


	Date 
	14/1/23


	Trainer/Assessor Name 
	

	Trainer/Assessor Declaration
	I hold:

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

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


	Trainer/Assessor Signature
	

	Date
	


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

on _________________ (insert date) 

by (insert Name) __________________________________










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

Assessment method-based instructions and guidelines: Project 
	Assessment type 


	
· [bookmark: _Hlk491430281]Project - Draft a human resource management plan.


	Instructions provided to the student:


	Assessment task description:      


	· This is the second (2) assessment task you must successfully complete to be deemed competent in this unit of competency. 
· This assessment task requires you to complete a project. 
· [bookmark: _Hlk497205921]You must prepare draft a human resource management plan in order to successfully complete this project. 
· You must attempt all activities of the project for your trainer/assessor to assess your competency in this assessment task.


	Applicable conditions:         


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


	Resubmissions and reattempts:  


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


	Location:


	· This assessment task may be completed in: 

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

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





	 Purpose of the assessment


	This assessment task is designed to evaluate Student’s following skills and abilities: 

· [bookmark: _Hlk491444272]Skills to determine required personnel levels by determining resource requirements for individual tasks.
· Skills to develop project organisation and structure as per individual and group competencies.
· Skills to meet planned work outputs through allocation of personnel.
· Skills to draft a human resource management plan. 
· Skills to meet planned work outputs through right allocation of personnel to project.
· Skills to support engagement and performance of personnel by application of HRM methods, techniques and tools.
· Reading skills to collect, review, interpret/understand and analyse/review text-based business information from a range/number of sources.
· Written and oral/speech communication skills to organize and deliver information to effectively communicate on human resource management to a range of stakeholders/interested people.
· Skills to analyse relevant/appropriate information to identify scope/range of work, goals and objectives and to evaluate/review options/other choices.
· Skills to use familiar/known digital technology to access/get to information, document findings/results and communicate them to stakeholders.




	Task instructions

	· This is an individual assessment. 
· To ensure your responses are satisfactory you should consult a range of learning resources and other information such as handouts, textbooks, learner resources etc. 
· [bookmark: _Hlk491444386]This assessment task requires you to assume/ take on the role of a Project Manager in Airtel money.
· You must draft a human resource management plan as per the given scenario and template provided.
· Plan must contain original content and should not be a "copy" of someone else's work.
· Plan must be of 1000-1200 words in length.
· Trainer must assess the performance as per the performance criteria and checklist provided.



[bookmark: _Hlk42779072][bookmark: _Hlk498778159]


Simulated Environment

Assessment task instructions 
· The purpose of this assessment task is to manage human resources related to projects.   
· The training organisation must ensure that the simulated assessment environment is in accordance with the requirements specified. 
· The training organisation will assign a supervisor to the student. 
· The training organisation will provide the resources required to complete the assessment task.  
· The student must use the templates provided to document their responses. 
· The student must follow the word-limits specified in the templates. 
· The trainer/assessor must assess the student using the performance checklist provided.  

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

	Follow standard operating/workplace procedures
	Select

	Use up-to-date software and equipment
	Select

	Work within stated timelines to meet deadlines
	Select

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

	Experience prioritising competing tasks and dealing with contingencies
	Select

	Simulated environment to work with others in a team
	Select

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

	Simulated environment sufficient to work independently and manage workload
	Select



Resources, tools, and equipment requirements
The following resources, tools and equipment will be made available by the training organisation at the simulated workplace to complete this assessment task: 
· Workplace personnel/stakeholders to participate in the questioning session requires active participation in a range of creative thinking activities 
· Please refer to the roles and responsibilities section for more information 
· project documentation
· workplace documentation and resources.
Simulated assessment scenario 
You are required to manage human resources related to projects. You are required to read and understand a predetermined issue and/or situation and participate in a number of assessment activities. 
The following are the goals and objectives to complete this assessment task: 
· Plan human resources relevant to projects
· Identify resource requirements for each project task
· Match skills and knowledge of individuals and groups with project tasks
· Allocate personnel to the project according to planned work outputs and project timeline
· Support performance of personnel using human resources management (HRM) methods and tools
· Implement project personnel training and development
· Define and communicate clear project role descriptions to organisational personnel
· Plan and implement training and development of project team members
· Measure individuals’ performance against agreed criteria and initiate actions for shortfalls in performance
· Lead project team
· Implement processes for improving individual performance and overall project effectiveness
· Monitor and report, for remedial action, internal and external influences on individual and project team performance and morale
· Implement procedures for interpersonal communication, counselling, and conflict resolution
· Identify and manage inter-project and intra-project resource conflict
· Finalise human resource activities related to projects
· Disband project team according to organisational policies and procedures
· Identify and document human resource issues and recommended improvements
A supervisor will be assigned to you by your training organisation. The supervisor can answer your questions related to understanding the requirements associated with the assessment task. The supervisor will act according to job role and responsibilities. 
The supervisor can be your trainer or assessor or a different trainer or assessor or a staff member (including mentors) from the training organisation. 
Roles and responsibilities 
As part of your job role, you have the following job responsibilities: 
· Identifies textual information obtained from a range of sources and determines how content may be applied to requirements
· Develops plans, role descriptions and reports using clear, specific and industry-related terminology, appropriate structures and conventions
· Documents personnel requirements, results of performance measurements and improvement recommendations
· Participates in verbal exchanges using clear language and appropriate non-verbal features
· Uses active listening and questioning to elicit views and opinions of others and confirm understanding
· Uses mathematical formulae to calculate resources against project requirements and to measure work output against predetermined criteria
· Uses analytical skills to review performance and decide on actions needed
· Identifies and adheres to organisational policies and procedures
· Analyse impact of variables outcomes to gain insights into concepts that may be adapted in future situations
· Collaborates with co-workers to negotiate and facilitate shared understanding of individual roles and group objectives
· Manages workplace conflict by recognising contributing factors and implementing resolution strategies
· Develops plans to identify project responsibilities and needs, and allocate project personnel, with an awareness of how this contributes to overall project goals
Task requirements
This assessment task requires you to manage human resources related to projects. The assessment activities are mentioned within the assessment task. 





Assessment Task 2 - Project

Project
Scenario:
Background of Bharti Tele-Ventures: Bharti tele ventures is one of India's leading private sector providers of telecommunications services based on an aggregate of 28,692627 customers as on September 30, 2006, consisting of 27,061,349 GSM mobile and 1,631,278 broadband & telephone customers. The businesses at Bharti Tele-Ventures have been structured into three individual strategic units (SBU’s) – 1) mobile services2) broadband and telephone services (B&T)3) enterprise services. The Mobile services group provides GSM mobile services across India in 23 telecom circles, while B&T business group provides broadband & telephone services in 94 cities. The Enterprise Services group has two sub-units – carriers (long distance services) and services top corporates.All these services are provided under the Airtel brand. Bharti Enterprises has been at the forefront of technology and has revolutionized telecommunications with its world class products and services. Established in 1976, Bharti has been a pioneering force in the telecom sector with many firsts and innovations to its credit. Bharti provides a range of telecom services, which include Cellular, Basic, Internet and recently introduced National Long Distance.
Mission statement: To become the best cellular service available in country that utilises renewable resources in production of its devices and equipment.
Vision statement: To evolve with our customers and to keep pace with their needs, we are rejuvenating and revamping our image by changing our visual identity.
Structure of Bharti tele- ventures:  The structure of Bharti Tele – communications is divisional and within regions the structure is functional. It consists of board of directors, CEO, project director then consists of following departments:
· Marketing and sales
· Customer care
· Information system
· Finance
· Engineering
And these departments have HR and administrator, business unit and a quality assurance department.
New projects: 
Company is soon going to launch Airtel money to cater the needs of its customers with money transfers over the mobile phone. Payments can be made into bank accounts where Airtel number will be the account number. Customers can earn 7.25% interest on bank account and avail free personal accident insurance cover of $ 10000. Customers can withdraw cash at any of banking points, send money to friends and family with ease.
Customers will be able to open instant account in less than 3 minutes. Customers can recharge, shop and pay bills with online debit card. Customers must download Airtel money app on their mobile phones and use it.
Company appointed Sharon as the project manager for the project Airtel money. As a project manager Sharon will perform following tasks related to the project:
1. Plan human resources relevant to projects.
2. Implement project personal training and development.
3. Lead project team.
4. Finalise human resource activities related to projects.
Sharon undertook her task and planned project tasks as following:

	Process
	Project Phase
	Key Deliverables 

	Plan Human Resource Management 
	Planning
	Human resource plan

	Acquire Project Team
	Execution
	Project staff assignments

	Develop Project Team
	Execution
	Team performance assessments

	Manage Project Team
	Execution
	Change requests



Task:  
[bookmark: _Hlk491422542]Sharon is asked by the management of Bharti Tele-Ventures to draft a human resource management plan relevant to the project defining required resources, developing teams and techniques used to support personnel in the project.
[bookmark: _Hlk491771350]Student may assume himself/ herself as Sharon, the project manager of Airtel money and draft a human resource management plan for the project.
[bookmark: _Hlk491945475]Student draft must cover following evidences:
[bookmark: _Hlk492392096]PR2.1: Factors to be considered while breaking down project into individual tasks.
PR2.2: List of human resource requirements and applicable organisation structure.
PR2.3: Project role descriptions such as authority levels, individual performance measurement criteria.
PR2.4: Policies and methods for staff acquisition, training and employee engagement.


Template 1: 

	Human resource management plan

Company:

Stakeholders:

Factors to be considered while breaking down project tasks:

Human resource requirements:

Organisation structure:

Project role descriptions:

Policies on staff acquisition and training needs:

Methods for training and employee engagement:






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


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

	a) Selected required levels of project personnel by selecting resource requirements for individual tasks.
			

	b) Developed project organisation and structure as per individual skills and project requirements.
			

	c) Correctly described project roles and the performance measurement criteria.
			

	d) Supported engagement and performance of personnel through application of human resources management methods and techniques. 
			




Assessment Results Sheet  
	Outcome
		First attempt: 



Outcome (make sure to tick the correct checkbox):  

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

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

Feedback: 









	Second attempt: 



Outcome (make sure to tick the correct checkbox):  

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

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







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


	Student Signature
	[image: ]


	Date 
	
14/1/23

	Trainer/Assessor Name 
	

	Trainer/Assessor Declaration
	I hold:

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

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


	Trainer/Assessor Signature
	

	Date
	


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

on _________________ (insert date) 

by (insert Name) __________________________________



[bookmark: _Hlk488673708]

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

Assessment method-based instructions and guidelines: Project 
	Assessment type 


	
· Project 


	Instructions provided to the student:


	Assessment task description:      


	· This is the third (3) assessment task you must successfully complete to be deemed competent in this unit of competency. 
· This assessment task requires you to complete a project. 
· This assessment task requires you to:
· Participate in role plays on: 
a) implementing project personnel training and development
b) leading project team
· prepare a report on implementing project personnel training and development and leading project team
· You must attempt all activities of the project for your trainer/assessor to assess your competency in this assessment task.


	Applicable conditions:         


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


	Resubmissions and reattempts:  


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


	Location:


	· This assessment task may be completed in: 

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

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

	  Purpose of the assessment


	This assessment task is designed to evaluate Student’s following skills and abilities: 

· [bookmark: _Hlk492393389]Skills to work out and communicate project role descriptions clearly.
· Skills to improve individual performance and project effectiveness through implementation of development processes.
· Skills to review influences on individual performance and provide solutions against them.
· Skills to maintain positive work environment through communication, counselling and conflict resolution.
· Skills to achieve project objectives by managing resource conflicts arising from internal and external factors.
· Reading skills to collect, review, interpret/understand and analyse/review text-based business information from a range/number of sources.
· Written and oral/speech communication skills to organize and deliver information to effectively communicate on leading project team to a range of stakeholders/interested people.
· Skills to interact/cooperate with others using appropriate conventions/systems when communicating to, and consulting/discussing with stakeholders/interested parties.
· Skills to analyse relevant/appropriate information to identify scope/range of work, goals and objectives and to evaluate/review options/other choices.
· Skills to use familiar/known digital technology to access/get to information, document findings/results and communicate them to stakeholders.



	Task instructions

	· This is an individual assessment. 
· To ensure your responses are satisfactory you should consult a range of learning resources and other information such as handouts, textbooks, learner resources etc. 
· [bookmark: _Hlk491773845][bookmark: _Hlk487036747]This assessment task requires you to assume/ take on the role of Project Manager at Airtel money.
· This assessment task requires the student to:
· [bookmark: _Hlk491946650]Participate in role plays on: 
a) implementing project personnel training and development.
b) leading project team
· Prepare a report on implementing project personnel training and development and leading project team.
· You must refer to the given scenario in UAT-2 and additional scenario presented in the task.
· You must complete this activity in the provided assessment task template.
· Trainer must assess the performance as per the performance criteria and checklist provided.


[bookmark: _Hlk42779141]

Simulated Environment

Assessment task instructions 
· The purpose of this assessment task is to manage human resources related to projects.   
· The training organisation must ensure that the simulated assessment environment is in accordance with the requirements specified. 
· The training organisation will assign a supervisor to the student. 
· The training organisation will provide the resources required to complete the assessment task.  
· The student must use the templates provided to document their responses. 
· The student must follow the word-limits specified in the templates. 
· The trainer/assessor must assess the student using the performance checklist provided.  

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

	Follow standard operating/workplace procedures
	Select

	Use up-to-date software and equipment
	Select

	Work within stated timelines to meet deadlines
	Select

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

	Experience prioritising competing tasks and dealing with contingencies
	Select

	Simulated environment to work with others in a team
	Select

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

	Simulated environment sufficient to work independently and manage workload
	Select



Resources, tools, and equipment requirements
The following resources, tools and equipment will be made available by the training organisation at the simulated workplace to complete this assessment task: 
· Workplace personnel/stakeholders to participate in the questioning session requires active participation in a range of creative thinking activities 
· Please refer to the roles and responsibilities section for more information 
· project documentation
· workplace documentation and resources.
Simulated assessment scenario 
You are required to manage human resources related to projects. You are required to read and understand a predetermined issue and/or situation and participate in a number of assessment activities. 
The following are the goals and objectives to complete this assessment task: 
· Plan human resources relevant to projects
· Identify resource requirements for each project task
· Match skills and knowledge of individuals and groups with project tasks
· Allocate personnel to the project according to planned work outputs and project timeline
· Support performance of personnel using human resources management (HRM) methods and tools
· Implement project personnel training and development
· Define and communicate clear project role descriptions to organisational personnel
· Plan and implement training and development of project team members
· Measure individuals’ performance against agreed criteria and initiate actions for shortfalls in performance
· Lead project team
· Implement processes for improving individual performance and overall project effectiveness
· Monitor and report, for remedial action, internal and external influences on individual and project team performance and morale
· Implement procedures for interpersonal communication, counselling, and conflict resolution
· Identify and manage inter-project and intra-project resource conflict
· Finalise human resource activities related to projects
· Disband project team according to organisational policies and procedures
· Identify and document human resource issues and recommended improvements
A supervisor will be assigned to you by your training organisation. The supervisor can answer your questions related to understanding the requirements associated with the assessment task. The supervisor will act according to job role and responsibilities. 
The supervisor can be your trainer or assessor or a different trainer or assessor or a staff member (including mentors) from the training organisation. 
Roles and responsibilities 
As part of your job role, you have the following job responsibilities: 
· Identifies textual information obtained from a range of sources and determines how content may be applied to requirements
· Develops plans, role descriptions and reports using clear, specific and industry-related terminology, appropriate structures and conventions
· Documents personnel requirements, results of performance measurements and improvement recommendations
· Participates in verbal exchanges using clear language and appropriate non-verbal features
· Uses active listening and questioning to elicit views and opinions of others and confirm understanding
· Uses mathematical formulae to calculate resources against project requirements and to measure work output against predetermined criteria
· Uses analytical skills to review performance and decide on actions needed
· Identifies and adheres to organisational policies and procedures
· Analyse impact of variables outcomes to gain insights into concepts that may be adapted in future situations
· Collaborates with co-workers to negotiate and facilitate shared understanding of individual roles and group objectives
· Manages workplace conflict by recognising contributing factors and implementing resolution strategies
· Develops plans to identify project responsibilities and needs, and allocate project personnel, with an awareness of how this contributes to overall project goals
Task requirements
This assessment task requires you to manage human resources related to projects. The assessment activities are mentioned within the assessment task. 





Assessment Task 3 - Project

[bookmark: _Hlk491949542]Project:

Sharon, the project manager for project Airtel money faces a challenge in assigning roles to team members. The new team members need training about their project roles. Sharon must plan training and development methods to train the project members about their respective roles. Project personnel will be using new software’s and technologies in the project.

In her earlier project as a manager, Sharon faced a challenging time while implementing new procedures and software’s in the project. The team members were showing lack of interest in the earlier project because they were not comfortable using the new software’s and it affected their performance.
Now in the current project, Sharon is focused on providing support to project personnel’s so that project performance is not compromised throughout the project. She also decided that she will set performance criteria’s like KPI’s and measure project personnel performance against it on regular basis so that if any short falls in the performance are found, a remedial action be taken against it.
Sharon discussed her concerns with Harry the HR officer of project and Harry suggested that necessary personal training and development measures be implemented in the project.
Harry suggested that processes be implemented to improve individual performance of team members. She noticed internal and external influences on individual performances and implemented procedures for conflict resolution. She identified inter project and intra project resource conflicts and put measures to manage them.
Task 1: 
a) Role play on implementing project personnel training and development.
Student must assume him/herself as Harry, the HR officer of Airtel money and perform a role play on Implementing project personnel training and development. Trainer/ assessor will act as Sharon, the project manager. Three classmates will act as team members in the project.
Role play must cover following evidences:
PRJ3.1: Discuss about negotiating, defining and communicating project role description with team members.
PRJ3.2: Discuss about implementing development techniques and training methods for project team members.
PRJ3.3: Discuss about tools and techniques to measure performance of individuals against set criteria for their roles.
b) Role play on leading project team.
Student must assume himself/ herself as Harry, the HR officer of Airtel money and perform a role play on leading project team. Trainer / Assessor will act as Sharon, the project manager.
Role play must contain following evidences:
PRJ3.4: Discuss about the ways to improve performance of team members such as meetings, suggestion boxes etc.
PRJ3.5: Discuss about tools and techniques to monitor and report external and internal influences on individual’s performance and suggest solutions against these influences.
PRJ3.6: Discuss about implementing procedures for conflict resolution, counselling and interpersonal communications in the project.
PRJ3.7: Discuss about ways to identify human resource conflicts and suggest measures to manage them.
Task 2. Prepare a report
After the role plays, student must write a report on implementing project personnel training and development and leading project team.
Report must cover following evidences:
PRJ3.8: Ways to negotiate, define and communicate project role descriptions to team members.
PRJ3.9: Methods to identify and implement training and development strategies for team members to support personal and project performance.
PRJ3.10: Tools and techniques to measure individual performances against set criteria of performance.
PRJ3.11: Ways to improve performance of individuals such as meetings, suggestion boxes etc.
PRJ3.12: Tools and techniques to monitor and report external and internal influences on individual’s performance.
PRJ3.13: Ways to implement procedures for conflict resolution, interpersonal communication and counselling in the project.
PRJ3.14: Ways to identify and manage human resource conflicts.
Student must prepare his/ her report as the given template: 


Template 2: 
	Report on implementing project personnel training and development and leading project team

Company:

Ways to negotiate, define and communicate project role descriptions:


Methods to identify and implement training and development strategies: 


Tools and techniques to measure individual performances:


Ways to improve performance of individuals:


Tools and techniques to monitor and report external and internal influences:


Ways to implement procedures for conflict resolution, interpersonal communication and counselling:


Ways to identify and manage human resource conflicts:







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


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

	a) Appropriate and professional body language, gestures and tone.
			

	b) Discussed on implementation of project personal training and development and leading project team.
			

	c) Negotiated, defined and communicated project role descriptions.
			

	d) Identified and implemented training and development strategies for team members to support personal and project performance.
			

	e) Measured individual performances against set criteria.
			

	f) Implemented processes and develop measures to improve individual performances.
			

	g) Monitored and reported external and internal influences on individual performances and suggested solutions against them.
			

	h) Implemented procedures for conflict resolution, interpersonal communication and counselling in the project.
			

	i) Identified and managed resource conflicts to achieve set project objectives.
			




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



Outcome (make sure to tick the correct checkbox):  

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

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

Feedback: 









	Second attempt: 



Outcome (make sure to tick the correct checkbox):  

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

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







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

	Student Signature
	


	Date 
	
14/1/23

	Trainer/Assessor Name 
	

	Trainer/Assessor Declaration
	I hold:

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

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


	Trainer/Assessor Signature
	

	Date
	


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

on _________________ (insert date) 

by (insert Name) __________________________________






Pre-Assessment Checklist: Task 4 - Skills Test 
	The purpose of this checklist

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

	Section 1: Information for Students 

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

	Section 2: Reasonable adjustments  

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

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

Student Name: __Jonathon Kelly ____________________________________                      
[image: ]
Student Signature: ___________________________________ 



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


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


	Instructions provided to the student:



	Assessment task description:      


	· This is the fourth (4) assessment task you must successfully complete to be deemed competent in this unit of competency. 
· This assessment task is a Skills Test. 
· You are required to prepare a report on disbanding of project team after finalisation of project. 
· You must attempt all activities of the project for your trainer/assessor to assess your competence in this assessment task.


	Applicable conditions:         


	· This skill test is untimed and is conducted as an open book assessment (this means you are able to refer to your textbook or other learner materials during the test). 
· You will be assessed independently on this assessment task. 
· No marks or grades are allocated for this assessment task. The outcome of the task will be Satisfactory or Not Satisfactory.
· As you complete this assessment task, you are predominately demonstrating your skills, techniques and knowledge to your trainer/assessor. 
· Your trainer/assessor may ask you relevant questions during this assessment task  


	Resubmissions and reattempts:  


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


	Location:


	· This assessment task may be completed in: 

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

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





	  Purpose of the assessment


	This assessment task is designed to evaluate Student’s following skills and abilities: 

· [bookmark: _Hlk487109174][bookmark: _Hlk491774684]Skills to finalise human resource activities related to project by disbanding project team as per organisational policies.
· Skills to document issues with human resources throughout the project and suggest recommendations.
· Reading skills to collect, review, interpret/understand and analyse/review text-based business information from a range/number of sources.
· Written and oral/speech communication skills to organise and deliver information to finalise human resource activities related to project to a range of stakeholders/interested people.
· Skills to work independently/freely as well as collaboratively/together to make decisions about managing human resources.
· Skills to interact/cooperate with others using appropriate conventions/systems when communicating and consulting/discussing with stakeholders/interested parties.
· Skills to analyse relevant/appropriate information to identify scope/range of work, goals and objectives and to evaluate/review options/other choices.
· Skills to use familiar/known digital technology to access/get to information, document findings/results and communicate them to stakeholders.



	Task instructions

	· This is an individual assessment. 
· To ensure your responses are satisfactory you should consult a range of learning resources and other information such as handouts, textbooks, learner resources etc. 
· [bookmark: _Hlk492394562]This assessment task requires student to assume/ take on the role of Project Manager at Airtel money.
· This assessment task requires you to prepare a report on disbanding of project team after finalisation of project.
· You must follow the scenario provided in the task.
· You must complete this activity in the provided assessment task template.
· Trainer must assess the performance as per the performance criteria and checklist provided.






Simulated Environment

Assessment task instructions 
· The purpose of this assessment task is to manage human resources related to projects.   
· The training organisation must ensure that the simulated assessment environment is in accordance with the requirements specified. 
· The training organisation will assign a supervisor to the student. 
· The training organisation will provide the resources required to complete the assessment task.  
· The student must use the templates provided to document their responses. 
· The student must follow the word-limits specified in the templates. 
· The trainer/assessor must assess the student using the performance checklist provided.  

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

	Follow standard operating/workplace procedures
	Select

	Use up-to-date software and equipment
	Select

	Work within stated timelines to meet deadlines
	Select

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

	Experience prioritising competing tasks and dealing with contingencies
	Select

	Simulated environment to work with others in a team
	Select

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

	Simulated environment sufficient to work independently and manage workload
	Select



Resources, tools, and equipment requirements
The following resources, tools and equipment will be made available by the training organisation at the simulated workplace to complete this assessment task: 
· Workplace personnel/stakeholders to participate in the questioning session requires active participation in a range of creative thinking activities 
· Please refer to the roles and responsibilities section for more information 
· project documentation
· workplace documentation and resources.
Simulated assessment scenario 
You are required to manage human resources related to projects. You are required to read and understand a predetermined issue and/or situation and participate in a number of assessment activities. 
The following are the goals and objectives to complete this assessment task: 
· Plan human resources relevant to projects
· Identify resource requirements for each project task
· Match skills and knowledge of individuals and groups with project tasks
· Allocate personnel to the project according to planned work outputs and project timeline
· Support performance of personnel using human resources management (HRM) methods and tools
· Implement project personnel training and development
· Define and communicate clear project role descriptions to organisational personnel
· Plan and implement training and development of project team members
· Measure individuals’ performance against agreed criteria and initiate actions for shortfalls in performance
· Lead project team
· Implement processes for improving individual performance and overall project effectiveness
· Monitor and report, for remedial action, internal and external influences on individual and project team performance and morale
· Implement procedures for interpersonal communication, counselling, and conflict resolution
· Identify and manage inter-project and intra-project resource conflict
· Finalise human resource activities related to projects
· Disband project team according to organisational policies and procedures
· Identify and document human resource issues and recommended improvements
A supervisor will be assigned to you by your training organisation. The supervisor can answer your questions related to understanding the requirements associated with the assessment task. The supervisor will act according to job role and responsibilities. 
The supervisor can be your trainer or assessor or a different trainer or assessor or a staff member (including mentors) from the training organisation. 
Roles and responsibilities 
As part of your job role, you have the following job responsibilities: 
· Identifies textual information obtained from a range of sources and determines how content may be applied to requirements
· Develops plans, role descriptions and reports using clear, specific and industry-related terminology, appropriate structures and conventions
· Documents personnel requirements, results of performance measurements and improvement recommendations
· Participates in verbal exchanges using clear language and appropriate non-verbal features
· Uses active listening and questioning to elicit views and opinions of others and confirm understanding
· Uses mathematical formulae to calculate resources against project requirements and to measure work output against predetermined criteria
· Uses analytical skills to review performance and decide on actions needed
· Identifies and adheres to organisational policies and procedures
· Analyse impact of variables outcomes to gain insights into concepts that may be adapted in future situations
· Collaborates with co-workers to negotiate and facilitate shared understanding of individual roles and group objectives
· Manages workplace conflict by recognising contributing factors and implementing resolution strategies
· Develops plans to identify project responsibilities and needs, and allocate project personnel, with an awareness of how this contributes to overall project goals
Task requirements
This assessment task requires you to manage human resources related to projects. The assessment activities are mentioned within the assessment task. 





Assessment Task 4 - Skills Test 

Skills Test:

[bookmark: _Hlk491956966]Just as it is important to formally kick off a project, it is also important to successfully close the project. Sharon understands the value of having a planned project termination is in leveraging all the information and experience gathered throughout the project. If the solution is implemented and the team immediately disbands, Sharon don’t have an opportunity to wrap up the loose ends, perform staff evaluations, document key learnings or ensure that appropriate deliverables are transitioned to operations. 
Sharon undertook following activities leading to closing of project:
· Hold project conclusion meeting. 
· Declare success or failure. 
· Transition the solution to operation (if applicable). 
· Turn over project files (if applicable). 
· Conduct performance reviews. 
· Reassign the remaining project team. 
It is the responsibility of Sharon, the project manager to build project closure activities into the project schedule. She sees these as vital parts of the project, not an afterthought as the team is getting disbanded. The project is not considered complete until the closure activities are performed.
Close Contracts
Project required the assistance of vendors for people, equipment, software, supplies, etc. These project-specific contracts should be closed as a part of terminating the project.  Sharon is responsible for closing these project-specific contracts after all outstanding bills have been paid. 
Contract closure involves verifying that the work was completed and updating of all contract records. Contract records are very important and include the contract itself and other relevant documentation such as progress reports, financial records, invoices, and payment records. These are often kept in a contract file, which should be part of the complete project file. Contract documentation is also important should a procurement audit be initiated. Such an audit is a structured review of the procurement process from planning through contract.
Task: Write a report
Student must assume himself/ herself as Sharon, the project manager for Airtel money and prepare a report on disbanding of project team after finalisation of project.
Report must contain following evidences:
PR4.1: Sources of information referred on project team disbanding such as books, case studies and websites as following:
https://www.tensteppm.com/open/90.0CloseProject.html
http://www.academia.edu/15276776/Understand_how_to_disband_a_team
PR4.2: Best practices for disbanding project team according to organisational policies and procedures.
PR4.3: Ways to identify and document human resource issues such as regular audits and spot checks, notes or minutes from meetings with staff and complaints form.
PR4.4: Ways to improve human resource issues.
Template 3:
	Report on disbanding of project team after finalisation of project
Company:

Venue:

Time:

Sources of information referred:


Best practices for disbanding the project team:


Ways to identify and define human resource issues:


Ways to improve human resource issues:







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


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

	a) Identified and covered best practices to disband project team according to organisational policies and procedures
			

	b) Identified and documented human resource issues
			

	c) Recommended ways to improve human resource issues
			





Assessment Results Sheet
	Outcome
		First attempt: 



Outcome (make sure to tick the correct checkbox):  

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

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

Feedback: 









	Second attempt: 



Outcome (make sure to tick the correct checkbox):  

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

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







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


	Student Signature
	[image: ]


	Date 
	14/1/23


	Trainer/Assessor Name 
	

	Trainer/Assessor Declaration
	I hold:

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

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


	Trainer/Assessor Signature
	

	Date
	


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

on _________________ (insert date) 

by (insert Name) __________________________________











Appendix A: Reasonable Adjustments

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


	






	Reasonable Adjustments 


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



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

	Category
	Possible Issue
	Reasonable Adjustment Strategy 
(select as applicable)

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

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

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

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

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

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




	Explanation of reasonable adjustments strategy used


	

















	Trainer/Assessor Name 
	

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


	Trainer/Assessor Signature
	

	Date
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