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

[bookmark: _Toc446066010][bookmark: _Toc446580278][bookmark: _Toc449600304][bookmark: _Toc469560711][bookmark: _Toc471569518][bookmark: _Toc474673030][bookmark: _Toc530374467]WHAT IS COMPETENCY-BASED ASSESSMENT
The features of a competency-based assessment system are:
· It is focused on what learners can do and whether it meets the criteria specified by the industry as competency standards.
· Assessment should mirror the environment the learner will encounter in the workplace.
· Assessment criteria should be clearly stated to the learner at the beginning of the learning process.
· Assessment should be holistic. That is, it aims to assess as many elements and/or units of competency as is feasible at one time.
· In competency assessment, a learner receives one of only two outcomes – competent or not yet competent.
· The basis of assessment is in applying knowledge for some purpose. In a competency system, knowledge for the sake of knowledge is seen to be ineffectual unless it assists a person to perform a task to the level required in the workplace.
· The emphasis in assessment is on assessable outcomes that are clearly stated for the trainer and learner. Assessable outcomes are tied to the relevant industry competency standards where these exist. Where such competencies do not exist, the outcomes are based upon those identified in a training needs analysis.


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

[bookmark: _Toc504654807][bookmark: _Toc504654858][bookmark: _Toc530374468]THE BASIC PRINCIPLES OF ASSESSING NATIONALLY-RECOGNISED TRAINING 
Developing and conducting assessment, in an Australian vocational education and training context, is founded on a number of basic conventions:

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

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

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

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

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

[bookmark: _Toc504654808][bookmark: _Toc504654859][bookmark: _Toc530374469]THE DIMENSIONS OF COMPETENCY
The national concept of competency includes all aspects of work performance and not only narrow task skills. The four (4) dimensions of competency are:
1. Task skills
2. Task management skills
3. Contingency management skills
4. Job or role environment skills
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Adapted Reasonable Adjustment in teaching, learning and assessment for learners with a disability - November 2010 - Prepared by - Queensland VET Development Centre
Reasonable adjustment in VET is the term applied to modifying the learning environment or making changes to the training delivered to assist a learner with a disability. A reasonable adjustment can be as simple as changing classrooms to be closer to amenities or installing a particular type of software on a computer for a person with vision impairment.

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

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

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



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


[bookmark: _Toc471569522][bookmark: _Toc474673034][bookmark: _Toc530374471]THE UNITS OF COMPETENCY 
The units of competency specify the standards of performance required in the workplace.
This assessment addresses the following unit(s) of competency from BSB51415 Diploma of Project Management:

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

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

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

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


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

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

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

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

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


For complete copies of the above units of competency: 
Download them from the TGA website: 
https://training.gov.au/Training/Details/BSBPMG521
https://training.gov.au/Training/Details/BSBPMG516
https://training.gov.au/Training/Details/BSBPMG512
https://training.gov.au/Training/Details/BSBPMG514
https://training.gov.au/Training/Details/BSBPMG513
https://training.gov.au/Training/Details/BSBPMG515
https://training.gov.au/Training/Details/BSBPMG518
https://training.gov.au/Training/Details/BSBPMG519
https://training.gov.au/Training/Details/BSBPMG517

[bookmark: _Toc401854126][bookmark: _Toc402351746][bookmark: _Toc457457956][bookmark: _Toc471569523][bookmark: _Toc474673035][bookmark: _Toc530374472]CONTEXT OF ASSESSMENT
To complete the assessments in this workbook, students need to have access to their learning materials and the internet. 
The Project Assessment must be completed in a workplace or in a simulated environment.

[bookmark: _Toc433783627][bookmark: _Toc471569524][bookmark: _Toc474673036][bookmark: _Toc530374473]ASSESSMENT REQUIREMENTS
The assessment requirements specify the evidence and required conditions for assessment. 
Each unit of competency can be unbundled to reveal three (3) key assessment components:
· Performance Evidence
· describes the subtasks that make up the element of the unit
· Knowledge Evidence
· describes the knowledge that must be applied to understanding the tasks described in the elements 
· Assessment Condition
· describes the environment and conditions that assessments must be conducted under


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

	
	Units of Competency

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

	Project Assessment 
	
	
	
	
	
	
	
	
	
	
	


[bookmark: _Toc338345416][bookmark: _Toc338345535][bookmark: _Toc338345909][bookmark: _Toc365982661][bookmark: _Toc414602845][bookmark: _Toc469560717][bookmark: _Toc471569525][bookmark: _Toc474673037][bookmark: _Toc446066016][bookmark: _Toc446580284][bookmark: _Toc449600310]

[bookmark: _Toc530374474]ASSESSMENT METHODS 
This workbook uses the following assessment method(s):
Project Assessment – A set of tasks or activities completed according to set instructions and guidelines to meet the requirements of the relevant unit(s). These tasks and activities require you to have access to a workplace or a similar environment. 

[bookmark: _Toc433783630][bookmark: _Toc471569526][bookmark: _Toc474673038][bookmark: _Toc530374475][bookmark: Resources]RESOURCES REQUIRED FOR ASSESSMENT
Candidate will need access to: 
· Computer with internet and email access and a working web browser
· Installed software: MS Word, Adobe Acrobat Reader, Project management software or application capable of creating Gantt Charts (e.g. Microsoft Project
· A workplace that will allow the candidate access to:
· Workplace supervisor
· Opportunities for the candidate to manage a project within the workplace from start to finish, including scope, time, cost, quality, human resources, communications, risk and procurement, under the supervision during the course.
· Resources and or equipment required to manage the project above. These will depend on the project the candidate has been assigned to. These may include but are not limited to:
· Project stakeholders
· Project sponsor or client
· Project team members
· Contractors/suppliers
· Project deliverables and specifications
· Project budget
· Organisational policies and procedures relevant to the management of this project
· Organisational systems, processes, documents relevant to the management of project scope, time, cost, quality, human resources, communications, risk and procurement.
IMPORTANT:
To be able to complete this assessment in a real workplace, the workplace must allow the candidate access to all the resources outlined above.
Otherwise, the candidate will be required to complete the assessment in the simulated environment provided. 


[bookmark: _Toc471569527][bookmark: _Toc474673039][bookmark: _Toc530374476]INSTRUCTIONS TO ASSESSOR
This is a compulsory assessment to be completed by all students. This assessment tests the student’s ability to understand the underpinning generic knowledge related to the units of competency. 
Reasonable adjustment applies here, and while the majority of students will complete this assessment as a written assessment, verbal assessment may be an option for those who need it. The assessor must use the response guide as the principal marking tool unless a reasonable adjustment is demonstrated.
The Assessor Guide provides model answers to all the questions, setting out which key responses must be included as well as indicating where flexibility is acceptable. 
Where there is a number of responses required, this is specified to avoid ambiguity. In these cases, the model answer will provide a list of possible answers. For instance, if a question requires the student to list three (3) examples, then their response must include three of the items listed in the model answer.
Note to assessors: Contact details are requested from observers in the feedback forms in case you will have to call them to verify the content of the feedback forms.
	IMPORTANT REMINDER
Candidates must achieve a satisfactory result to ALL assessment tasks to be awarded COMPETENT for the units relevant to this cluster.




[bookmark: _Toc433783632][bookmark: _Toc471569528][bookmark: _Toc474673040][bookmark: _Toc530374477]INSTRUCTIONS TO STUDENT
This workbook includes practical assessments. You must answer all questions using your own words. However, you may reference your Learner Guide, Guide to the Project Management Body of Knowledge (PMBOK Guide), and other relevant resources and learning materials to complete this assessment.
Some questions cover processes you would likely encounter in a workplace. Ideally, you should be able to answer these questions based on the processes that are currently in place in your workplace. However, if you do not currently have access to a workplace, then answer the questions based on processes that should be implemented in a typical workplace setting.

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

[bookmark: _Toc433783633][bookmark: _Toc471569529][bookmark: _Toc474673041][bookmark: _Toc530374478]ASSESSMENT WORKBOOK COVER SHEET
To the candidate: Print this coversheet and complete it by filling in all the required information and affixing your signature to the space provided. Your signature must be handwritten. Scan the completed cover sheet and submit it along with your evidence submissions. Use the filename: BSB51415 Subject 8 Cover Sheet.
Marking guide for the assessor: The candidate must fill in all the required details of this coversheet. The completed cover sheet must be printed, completed, handwritten, and scanned.
	WORKBOOK:
	WORKBOOK 8

	TITLE:
	Closing

	FIRST AND SURNAME:
	     

	PHONE:
	     

	EMAIL:
	     

	

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

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

	Name:      
	Signature:      
	Date:      


[bookmark: _Toc471569530][bookmark: _Toc474673042]
[bookmark: _Toc530374479]Practical Assessment
[bookmark: _Toc530374480]Instructions to Assessor
[bookmark: _Toc446066023][bookmark: _Toc446580297][bookmark: _Toc453133155][bookmark: _Toc471569535][bookmark: _Toc474673045]The practical assessment demonstrates the skills required for the units of competency. There is one assessment covering the entire qualification.
This assessment applies to the following units of competency:
BSBPMG521 – Manage Project Integration
BSBPMG516 – Manage Project Information and Communication
BSBPMG511 – Manage Project Scope
BSBPMG512 – Manage Project Time
BSBPMG514 – Manage Project Cost
BSBPMG513 – Manage Project Quality
BSBPMG515 – Manage Project Human Resources
BSBPMG518 – Manage Project Procurement
BSBPMG519 – Manage Project Stakeholder Engagement
BSBWOR501 – Manage Personal Work Priorities and Professional Development
BSBWOR502 – Lead and Manage Team Effectiveness
BSBPMG517 – Manage Project Risk
Where possible, the student will need to do all their practical tasks based on one project they are involved with. Where this is not possible, they will need to use one project per subject.
The projects the student uses for their assessments should satisfy all the following criteria:
1. The project must be a work-based project done in the student’s workplace.
1. The project must have a higher authority such as a supervisor or client who will sign off on the practical task documentation as needed.
1. The project needs to cover all ten functions of project management, namely scope, time, cost, quality, human resources, communications, risk, procurement and integration. The student needs to be actively involved in all ten functions as a project manager.
1. A copy of the project documentation needs to be handed in as part of the assessment.


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

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


[bookmark: _Toc530374481]Instructions to Student
The workplace project is designed for you to apply your skills in a real project situation.
You have two (2) pathway options for completing this assessment:

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

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



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

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



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


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

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





	[image: home_48]SIMULATED PATHWAY

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




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




1. [bookmark: _Toc530374482]Project Completion
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	Introduction for students using the workplace pathway.
When you have completed all project tasks, you will need to tie up any loose ends completing the project documentation. You should already have all the templates you need for this assessment. If you do need any further documents, you can access all the templates through the following link:
Project Management Templates (Generic)
(Username: newusername     Password: newpassword)
You will also need the project plan and associated documentation which you created in the previous two workbooks. You will be making changes to this document and resubmitting it with the changes as part of this assessment.



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

	Introduction for students using the simulated pathway.
Otherwise, if you are using the simulated project, refer to the attached documentation. These documents contain the information you need to complete the assessments in this workbook. You will also need to refer to the project charter, project plan and the other documents that were included in the scoping and planning stages of the assessment. You will be modifying these documents in the course of this workbook and will need to resubmit the final project plan part of your project closure evidence.
The project completed on schedule and the launch on 1 January was a huge success. Since change request 2 there have been no new issues, delays or changes in the cost to the project. Unfortunately, this means there were no additional meetings or audits conducted since the 8 November meeting – this could perhaps be a point to mention in the final report.
Anyway, the project has completed, and all you need to do now is to close off the project, go to the handover meeting and get it signed off.  
You will be delivering the final project report, along with some lessons learnt documentation, the completed workbook and the updated project plan showing the project has been completed.

	For the purposes of this assessment you will be having the project handover meeting on 14 January:
As the project was completed so smoothly following the two change requests, there is no further information (minutes, etc.) that you need to download. However, you may wish to refer to previous project documentation:
Cascade Peak Walkway (Planning Stage)
Cascade Peak Walkway (Scoping Stage)
Cascade Peak Walkway (Implementation Stage)
(Username: newusername     Password: newpassword)
From the information contained within these documents, your project charter, plan, and other documentation prepared in the previous workbooks, work through the following exercises. You may need to use one or more of the project documentation templates. These are all available from the link below:
Project Management Templates (Awesome Landscapes)
(Username: newusername     Password: newpassword)
Note some documentation you will be preparing in this workbook requires you to provide evidence of written approval. For the purposes of this simulation, your assessor will be the Director of Parks and Reserves at Cascade Shire Council who will be the project sponsor authorised to sign off on all project documentation where required.
These will be clearly indicated in the checklists below. In each case, you are required to e-mail the relevant document to your assessor, who will evaluate it and provide feedback/approval as needed. If the feedback recommends improvements, you will need to make these improvements and resubmit to your assessor. If your assessor responds advising the document has been approved, then keep the e-mail as evidence of approval, and attach it as part of your submission for the assessment. In these cases, documents cannot be marked unless the approval e-mail has been provided.




[bookmark: _Toc530374483]1.1 Updated Preliminary Project Information
	[image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\briefcase_48 - Copy.png][image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\home_48.png]To be answered by candidates completing either the workplace pathway or the simulated pathway
Complete the following table below to provide your assessor with a broad overview of the project. Note you will need to ensure all other templates within this document have information consistent with this table.
You probably won’t have enough information to completely fill this table in yet, so a reminder has been provided for you at the end of the document to ensure all those details are added to it.



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



	PRELIMINARY PROJECT INFORMATION

	Candidate Information

	Candidate’s name
	      Candidate’s name

	Workplace/organisation
	      
Candidate’s workplace/organisation
Awesome Landscapes

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




	Project Information

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

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

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

	Date implementation stage commenced
	      
Must be after the commencement of the planning stage. 
Demonstrates the student’s understanding of the project life cycle. 
1 July 2016

	Date closing stage commenced
	      
Must after the commencement of the implementation stage. 
Demonstrates the student’s understanding of the project life cycle. 
14 January 2017

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

	The person signing off on approvals 
List the person who will be signing off on approvals where signatures will be required
	      
Must either be your supervisor, a higher manager in your organisation, or the project sponsor.
Andrew Armstrong




[bookmark: _Toc530374484][image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\home_48.png][image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\briefcase_48 - Copy.png]1.2 Lessons Learnt
	Complete at least three lessons learnt templates within your project plan, covering issues over all ten functions of project management.
During your project, you will have learnt a lot about how things can be done better. This information would largely be captured in your issues register. 
Populate at least three lessons learnt templates from the data from the issues register and the audit templates you completed earlier. You may either use the provided template or if you already have a system in place in your workplace, you are welcome to use that so long as you can extract a Word, Excel or PDF document from it containing lessons relevant to your project only.



	Mapping: 
[bookmark: _Hlk530140032]BSBPMG521 PC3.3 (p), PC5.4, FS6.1 (p), FS6.2 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBPMG516 PC2.1 (p), PC3.1 (p), PC3.3
BSBPMG512 PC3.2
BSBPMG513 PC2.2, PC3.3
BSBPMG514 PC3.3
BSBPMG515 PC4.2
BSBPMG518 PC5.3
BSBPMG519 PE1.0 (p)
Marking guide
The checklist below provides the benchmarks for student’s Lessons Learnt submission. For a satisfactory performance, student’s submission must meet all checklist items provided.




	Checklist – Does the Lesson Learnt Documentation satisfactorily address each criterion below?
	YES

	1. At least three lessons learnt templates have been completed (you will probably need more than three templates completed to be able to check off all the remaining items in this checklist.
	☒
	2. Each lessons learnt template had been derived from an issue listed in the issues register in the project plan you will be resubmitting with this assessment.
	☒
	3. At least one lessons learnt template covers a project integration management issue.
	☒
	4. At least one lessons learnt template covers a scope management issue.
	☒
	5. At least one template covers a time management issue.
	☒
	6. At least one template covers a cost management issue.
	☒
	7. At least one template covers a quality management issue.
	☒
	8. At least one template covers an HR management issue.
	☒
	9. At least one template covers a communications management issue.
	☒
	10. At least one template covers a risk management issue.
	☒
	11. At least one template covers a procurement management issue.
	☒
	12. The project name and your name appear in each template.
	☒
	13. The date has been included in each template, indicating the templates were completed during (or just before) the project closing stage.
	☒
	14. Each lesson  has been clearly defined.
	☒
	15. Clear guidance has been given to a solution that either completely eliminates the issue, or includes a way to better manage it, during future projects.
	☒
	Checklist – Does the Lesson Learnt Documentation satisfactorily address each criterion below?
	YES

	16. Each template must articulate who should be informed of the lesson learnt, and how the information should be disseminated. You must also provide evidence that at least one of the lessons learnt documents has actually been disseminated.
Workplace pathway: Signed by your supervisor or client, or separate document advising receipt of the lessons learnt document by your supervisor or client.
Simulated pathway:  Send an e-mail to your supervisor Shaar Azad at lessonslearnt@yourdomain.com.au containing at least three lessons learnt documents. Shaar will respond. Please keep this response as part of your evidence.
Save the receipt of confirmation as lessonslearntconfirmation.
	☒


	Assessor’s Checklist – Does the Lesson Learnt Documentation Requirements satisfactorily address each criterion below?
	YES

	1. At least three templates/lessons have been filled in, each one generated from an issue in the issues register in the project plan. Demonstrates consistent use of quality management tools.
	☒
	2. At least one template must cover an integration management issue.
	☒
	3. At least one template must cover a scope management related issue.
	☒
	4. At least one template must cover a time-related issue.
	☒
	5. At least one template must cover a cost-related issue.
	☒
	6. At least one template must cover a quality management related issue.
	☒
	7. At least one template must cover an HR management related issue.
	☒
	8. At least one template must cover a communication-related issue.
	☒
	9. At least one template must cover a risk management related issue.
	☒
	10. At least one template must cover a procurement-related issue.
	☒
	Assessor’s Checklist – Does the Lesson Learnt Documentation Requirements satisfactorily address each criterion below?
	YES

	11. All fields of the documents have been correctly filled in as indicated below. Indicates student is able to use different quality management tools.
	☒
	12. lessonslearntconfirmation file.
Confirmation of receipt of the 3 lessons learnt documents had been provided. This may either be a signature on each document, or a separate e-mail confirming receipt of the lessons learnt documentation. 
E-mail has been provided from lessonslearnt@yourdomain.com.au confirming receipt of the three lessons learnt documents. Refer to the practical assessments addendum at the link below.
	☒


Lessons Learnt Template
	Project Name
      
(Project name must be the same as in the project name field in the preliminary project information table in task 4.1)
Cascade Peak Walkway Project

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

	Date:
      
The date must be the during the implementation or closing stage – Must be between “date implementation stage commenced” and “date project ended” in task 1.1.  
14 January 2017 (or earlier)

	Lesson Learned Number:
      
Unique number for each template

	Lesson Learned Proposed Name:
      
Clearly and succinctly describes lesson learnt.




	Project Team role:
      
The role that the project team plays in ensuring the issue either doesn’t happen again or is managed to minimise impact.
The correct part of the project life cycle is selected below. One must be selected.

	Process:
	 Initiating
	 Planning
	 Executing
	 Controlling
	 Closing

	Specific Project Management Process Being Used:  
      
The function of project management (scope, time, cost, quality, HR, communications, risk, procurement) and any process within the function relevant to the issue.

	Specific Practice, Tool or Technique Being Used:
      
Must be specific describing what was being used to create the problem.

	What was the action undertaken?
     
Description of the action that caused the problem.

	What was the result? 
     
Must be a description of the problem that occurred.

	What might have been a more preferred result? 
Must be the outcome that should have happened.

	What might have created the more preferred result? 
     
The actions, or steps creating the above result.

	What is the specific Lesson Learned? 
     
Must show that “if we had have done x, then we would have achieved result y rather than z.”

	How could one identify a similar situation in the future? 
     
Must show the signs that show signs of the same mistake being made, and who should be looking out for them.




	What behaviour is recommended for the future? 
     
Must list the behaviour or attitudes of the relevant team members or managers to ensure the problem does not occur in the future.

	Where and how can this knowledge be used later in this current project? 
     
If the project is still in progress, then specify the tasks/stages that team members will need to monitor and describe how the knowledge will be used.

	Where and how can this knowledge be used in a future project? 
     
Description of how it can be used in future related projects. 1-2 sentences.

	Who should be informed about this Lesson Learned: (check one) 
At least one of these must be selected depending on the nature of the lesson.

	 Executive(s)
	 Project manager(s)
	 Project team(s)
	 All staff

	Others:      

	How should this lesson Learned be disseminated? (check all that apply)
At least one must be selected, including at least one higher project authority (student’s supervisor, etc.)

	 E-mail
	 Intranet/web
	 Tips sheet/FAQ
	 Library

	Others:      




	Marking guide (Continuation of 1.2 Lessons Learnt)
LESSONSLEARNTCONFIRMATION RESPONSE E-MAIL – This is the automated response to the e-mail sent to lessonslearnt@yourdomain.com.au. 
This e-mail contains no attachments.
	Hi.

Thanks for sending the lessons learnt documentation. I’ll review these shortly and discuss at our next meeting.

Best regards.

Shaar Azad
Business Manager
Awesome Landscapes.








[bookmark: _Toc530374485]1.3 Project Final Report
	[image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\home_48.png][image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\briefcase_48 - Copy.png]Create a final report for your project, using the status report template in your project plan.
The final report must include the following:
· Reporting on the completion of all ten functions of project management.
· Overall closure of the project.
The completed report needs to be signed off by a higher project authority.



	Mapping: 
[bookmark: _Hlk530140038]BSBPMG521 PC3.1 (p), PC3.2 (p), PC3.3 (p), PC5.1 (p), PC5.2 (p), PC5.3 (p), FS4.0 (p), FS5.0 (p), FS6.1 (p), FS6.2 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBPMG516 PC2.1 (p), PC2.3 (p), PC3.1 (p), PC3.2
BSBPMG512 PC2.4 (p), PC3.1, PC3.2
BSBPMG513 PC1.4 (p), PC2.2, PC3.1, PC3.2, 
BSBPMG514 PC2.4 (p), PC3.1, PC3.2, PC3.3, PE3.0
BSBPMG515 PC4.1, PC4.2,
BSBPMG518 PC4.2, PC5.1, PC5.2, PE5.0 (p)
BSBPMG519 KE1.0
BSBPMG517 PC5.1, PC5.2
Marking guide
The checklist below provides the benchmarks for student’s Project Final Report submission. For a satisfactory performance, student’s submission must meet all checklist items provided.



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

	1. The project name and your name.
	☒
	2. The date the report was written (must be during the project closing stage).
	☒
	3. Appropriate stakeholders listed in the communications plan of the project plan have been listed by name and title, and a date has been provided for each within the closing stage of the project.
	☒


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

	4. Evidence the report has been properly signed off in a timely manner.
Workplace pathway: Signed by your supervisor or client, or separate document advising approval of the final report by your supervisor or client.
Simulated pathway:  Send the final report to the project sponsor (Andrew Armstrong) at finalreport@yourdomain.com.au. Andrew will reply confirming acceptance of the report.
Save the file as finalreportconfirmation.
	☒
	5. Summary of the project’s scope, including the inclusions and exclusions. This list must match that in the project charter/plan taking into account scope changes in the change requests.
	☒
	6. Summary of the project’s costs. Must include both baseline costs (budget) and final project costs.
	☒
	7. Summary of the project’s timeframes. Must include both the baseline schedule and final schedule as per the Gantt chart in the project plan.
	☒
	8. The final report must cover all ten functions of project management:
	☒
	9. Integration – Details of how the project plan was monitored, the reporting of project outcomes, the effectiveness of the linkage between the project objectives and the organisation’s objectives, the finalisation plans and procedures and whether they were undertaken properly, the effectiveness of the project phases, approval points and review points occurring as per plan, and a discussion on the main integration issues.
	☒





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

	10. Scope – Discussion of both process and results must be included in terms of assessing the effectiveness of scope management procedures.
	☒
	11. Time – The effectiveness of time management activities and the main time management issues and recommended improvements.
	☒
	12. Cost – The evaluation of financial processes and recommended improvements, and the effectiveness of the software used for the recording of expenditure.
	☒
	13. Quality – A review of the project outcomes against the quality performance criteria determining the effectiveness of quality management processes and procedures. Include how you have finalised financial, legal and contractual obligations.
	☒
	14. HR/Stakeholders – Discussion on your communication and leadership skills used to motivate staff, convey expectations and ensure the outcomes were met. The main HR and stakeholder management issues along with recommended improvements. Also cover the conflict that was resolved and the disbanding of the project team.
	☒
	15. Communications – Evaluation of the generation, gathering, storage, retrieval, analysis and dissemination of information to project staff and stakeholder. Discussion on the communication networks in the project, and the storage/archiving of project information upon conclusion of the project.
	☒
	16. Risk – The effectiveness of risk management processes and procedures.
	☒
	17. Procurement – Report on the completion of procurement tasks, the resolution of conflicts during the project, the achievement of project objectives within the contract and the effectiveness of the contracting and procurement processes and procedures.
	☒


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

	18. The submissions must demonstrate use of at least one (1) formal or at least one (1) informal written mathematical language.
Formal written mathematical language includes but is not limited to project time and budget estimates and variances, risk ratings, various analysis requiring numerical computations. 
Informal written mathematical language includes but is not limited to mathematical language used in everyday activities (e.g. shopping, counting days/months on the calendar, etc.)
They must be represented either through words/paragraphs conveying the numerical information or through numerical formulas showing computations, graphs, charts, tables, etc.
	☒



Project Completion Report
	Project Name
      
(Project name must be the same as in the project name field in the preliminary project information table in task 4.1)
Cascade Peak Walkway Project

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

	Date:
      
The date must be within the closing stage of the project. 
14 January 2017 

	Project Summary
Scope (what was included and excluded):
      
Inclusions and exclusions must be included as per project charter/plan with scope changes in the change requests being taken into account.

	Cost (budget vs actual)
      
Both baseline costs and final project costs must be included. This may either be a single cost for the entire project or broken down by phase or by project sponsor if there were multiple funding sources.

	Time (estimate vs actual)
     
Both baseline time and final project time must be included. This may either be a single timeline (start and end date) for the entire project or broken down by phase or by project sponsor if there were multiple funding sources.
Proposed and actual completion dates both 1 or 2 January 2017 as scheduled.





	Project Report Submitted to:

	Name:       All relevant stakeholders listed in the communications plan to receive status reports must be listed here.
	Title:      
	Date:      

	Name:       Andrew Armstrong
	Title:       Director of Parks and Reserves, Cascade Shire Council
	Date:      

	Name:      
	Title:      
	Date:      




Analysis of Project
	SCOPE

	Process Review
Describe all of the processes used during the planning, implementation and closure stages.
     

	Lessons Learned
Describe what went right, what went wrong and how effective was the management and the processes you used. If necessary, state how you overcame any problems.
     

	Recommendations
Make recommendations as a result of the lessons learned.
     



Marking guide
Scope analysis must include: 
· Discussion of both process and results must be included here in terms of assessing the effectiveness of scope management procedures.
· Mention all scope was successfully achieved and one minor addition to scope with the inclusion of an extra bridge.


	TIME

	Process Review
Describe all of the processes used during the planning, implementation and closure stages.
     

	Lessons Learned
Describe what went right, what went wrong and how effective was the management and the processes you used. If necessary, state how you overcame any problems.
     

	Recommendations
Make recommendations as a result of the lessons learned.
     


Marking guide
Time analysis must include: 
· The effectiveness of time management activities. 
· The main time management issues and recommended improvements.
· Mention the project was delivered to schedule.
	COST

	Process Review
Describe all of the processes used during the planning, implementation and closure stages.
     

	Lessons Learned
Describe what went right, what went wrong and how effective was the management and the processes you used. If necessary, state how you overcame any problems.
     

	Recommendations
Make recommendations as a result of the lessons learned.
     



Marking guide
Cost analysis must include: 
· The evaluation of financial processes and recommended improvements. 
· The effectiveness of the software used for the recording of expenditure.
· Mention the project went a little over budget due to small additions to procurement and scope.


	QUALITY

	Process Review
Describe all of the processes used during the planning, implementation and closure stages.
     

	Lessons Learned
Describe what went right, what went wrong and how effective was the management and the processes you used. If necessary, state how you overcame any problems.
     

	Recommendations
Make recommendations as a result of the lessons learned.
     



Marking guide
Quality analysis must include: 
· A review of the project outcomes against the quality performance criteria determining the effectiveness of quality management processes and procedures.
· The discussion that the financial, legal and contractual obligations have been finalised.
· Mention one quality audit was conducted with findings of some of the gaps in the boardwalk slats being too short and the communications between the site supervisors and the project manager not being timely enough.
· Also mention more audits should have been undertaken during the course of the project, especially towards the end (post 8 November) when there was almost no evidence of any project documentation at all. If the project had experienced issues at the latter stages, then the issues would have potentially been disastrous. 

	HUMAN RESOURCES

	Process Review
Describe all of the processes used during the planning, implementation and closure stages.
     

	Lessons Learned
Describe what went right, what went wrong and how effective was the management and the processes you used. If necessary, state how you overcame any problems.
     

	Recommendations
Make recommendations as a result of the lessons learned.
     





Marking guide
Human resources analysis must include: 
· A discussion on your communication and leadership skills used to motivate staff, convey expectations and ensure outcomes were met. 
· The main human resource and stakeholder management issues along with recommended improvements. 
· The conflict that was resulted that may have negatively affected the project objectives.
· Include the successful replacement of one landscaper who had resigned.

	COMMUNICATIONS

	Process Review
Describe all of the processes used during the planning, implementation and closure stages.
     

	Lessons Learned
Describe what went right, what went wrong and how effective was the management and the processes you used. If necessary, state how you overcame any problems.
     

	Recommendations
Make recommendations as a result of the lessons learned.
     



Marking guide
Communications analysis must include: 
· An evaluation of the generation, gathering, storage, retrieval, analysis and dissemination of information to project staff and stakeholders. 
· A discussion on the communication networks. 
· The storage/archiving of project information upon conclusion of the project.
· Include the daily reporting from site supervisors to the project manager were not as timely as required as shown by the audit. There was no real follow up to this audit, so it is not known whether there was a successful outcome to this issue.



	PROCUREMENT

	Process Review
Describe all of the processes used during the planning, implementation and closure stages.
     

	Lessons Learned
Describe what went right, what went wrong and how effective was the management and the processes you used. If necessary, state how you overcame any problems.
     

	Recommendations
Make recommendations as a result of the lessons learned.
     



Marking guide
Procurement analysis must include: 
· The completion of procurement tasks.
· The resolution of conflicts.
· The achievement of project objectives within the contract
· The effectiveness of the contracting and procurement processes and procedures.
· Mention small modifications to procurement (addition of one timber bridge for the timber construction company, and the addition of an assistant photographer for $500.00.

	RISK

	Process Review
Describe all of the processes used during the planning, implementation and closure stages.
     

	Lessons Learned
Describe what went right, what went wrong and how effective was the management and the processes you used. If necessary, state how you overcame any problems.
     

	Recommendations
Make recommendations as a result of the lessons learned.
     





Marking guide
Risk analysis must include: 
· The effectiveness of the risk management processes and procedures.
· Mention there was not adequate risk management towards the end of the project as virtually no documentation was completed after 8 November. Fortunately, the project was delivered as per the amended project plan, but savings could have been identified if there the risk was managed properly.


	PROJECT INTEGRATION

	Process Review
Describe all of the processes used during the planning, implementation and closure stages.
     

	Lessons Learned
Describe what went right, what went wrong and how effective was the management and the processes you used. If necessary, state how you overcame any problems.
     

	Recommendations
Make recommendations as a result of the lessons learned.
     



Marking guide
Project integration analysis must include: 
· The details of how the project plan was monitored and the reporting of outcomes. 
· The effectiveness of the linkage between the project objectives and the organisation’s objectives. 
· The finalisation plans and procedures and whether they were undertaken properly. 
· The effectiveness of the project phases, approval points and review points occurred as per plan. 
· The main integration management issues.
· The primary integration issue was the lack of project documentation between 8 November and 1 January. This was the most crucial stage of the project, but because it was going well (to schedule and budget), there was no way of telling whether the scope or quality requirements were being fully met. The lack of auditing in this project could reveal some future issues in the maintenance of the boardwalk and summit track. Any serious incidents resulting from short cuts covered up during the project could have serious consequences for future tourism in the area.


	Project Report Submitted to:

	Name:       All relevant stakeholders listed in the communications plan to receive status reports must be listed here.
	Title:      
	Date:      

	Name:       Andrew Armstrong
	Title:       Director of Parks and Reserves, Cascade Shire Council
	Date:       
Date must be in the closing stage of the project.
14 January 2017

	Name:      
	Title:      
	Date:      



	Marking guide (Continuation of 1.3 Final Project Report)
If the report has not been signed, the student must provide a confirmation e-mail from the project sponsor or other key stakeholder confirming approval of the report.
FINALREPORTCONFIRMATION RESPONSE E-MAIL – This is the automated response to the e-mail sent to finalreport@yourdomain.com.au.
This e-mail contains no attachments.
	Hi.

Thanks for sending through the final report. You have wrapped up the project very well. I have read through it and happy with the content, so I’ve signed it off.

Best regards.

Andrew Armstrong
Director of Parks and Reserves
Cascade Shire Council







[bookmark: _Toc530374486][image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\briefcase_48 - Copy.png][image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\home_48.png]1.4 Updated Project Plan
	Now you have completed your project, update the project plan you previously submitted after the change requests to incorporate the final report and lessons learnt.
The project plan must include the following:
· The lessons learnt have been included.
· All aspects of the final report have been included. This includes:
· Project schedule showing all tasks 100% complete.
· Cost finalisation.
· Contracts closed.
The completed project plan needs to be signed off by a higher project authority.



	Mapping: 
[bookmark: _Hlk530140045]BSBPMG521 PC5.2 (p), PC5.3, PE3.0 (p), FS4.0 (p), FS5.0 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBPMG516 PC5.4 (p)
BSBPMG512 PC2.4
BSBPMG514 PC3.1
BSBPMG521 PC4.1 (p)
Marking guide
The checklist below provides the benchmarks for student’s Updated Project Plan submission. For satisfactory performance, student’s submission must meet all checklist items provided.



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

	Summary/Distribution/Signoff 

	1. Version control table – This must be updated with at least one version since it was submitted with the previous workbook. This version must indicate the completion and closure of the project.
	☒
	Checklist – Does the Updated Project Plan satisfactorily address each criterion below?
Note these sections and appendices do not have to appear in the order provided below, especially if you are following your organisation’s requirements for creating a project plan. However, all the following MUST be included.
	YES

	2. Project registration details
	☒
	3. Recommendation being presented for approval to commence (may be either in the front or back of the project plan).
	☒
	4. Record of the decision (approval) of the project to close.
	☒
	5. Sign off by your supervisor or client.
Workplace pathway: Signed by your supervisor or client, or separate document advising approval of the final project plan by your supervisor or client.
Simulated pathway:  Send the final version of the project plan to Andrew Armstrong at finalprojectplan@yourdomain.com.au. Andrew will provide you with a reply advising the plan has been approved. Keep this e-mail as part of your evidence for this workbook.
Save this file as finalprojectplanapproval.
	☒
	Body of the Project Plan 

	6. Integration management plan – Closure of the project and the completion of closure documentation appear in the integration management plan.
	☒
	7. Communications management plan – Closure of the project and completion of closure reporting appears in the communication plan.
	☒
	8. Procurement management plan – Contract closure appears in the procurement plan.
	☒
	Appendices 

	9. Gantt Chart – This shows the completion of the project timeline with all tasks marked as complete.
	☒
	Checklist – Does the Updated Project Plan satisfactorily address each criterion below?
Note these sections and appendices do not have to appear in the order provided below, especially if you are following your organisation’s requirements for creating a project plan. However, all the following MUST be included.
	YES

	10. Summary costing per phase – The figures in this table must be consistent with the figures in the final report.
	☒
	11. All progress and final reports must be included in the project plan. The content of the reports must reflect relevant parts of the project plan and appendices listed in this checklist.
	☒
	12. Project archives checklist must be completed (all boxes checked) in the project plan.
	☒
	13. Project closure checklist must be completed. All items referring to additions or alterations to the project plan must be implemented as per the checklist.
	☒



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

	Summary/Distribution/Signoff

	1. Version control table – This MUST be updated with at least one new version since it was submitted with the previous workbook. This version must indicate the completion and closure of the project.
Version 4
	☒




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

	2. Recommendation being presented for approval to close the project (may be either in the front or back of the project plan).
	☒
	3. Record of the decision (approval) of the project to close.
	☒
	4. Sign off by your supervisor or client. This may either be a signature by your project sponsor, or the project plan may be accompanied by a document (e.g. e-mail showing the project plan has been approved).
If no signature has been provided, the file finalprojectplanapproval must be provided showing the supervisor or client has approved the final version of the project plan.
	☒
	Body of the Project Plan

	5. Integration management plan. Closure of the project and the completion of closure documentation appear in the integration management plan.
	☒
	6. Communications management plan. Closure of the project and the completion of closure reporting appear in the communication plan.
	☒
	7. Procurement management plan. Contract closure appear in the procurement plan.
	☒
	Appendices (relevant ones only)

	8. Gantt Chart. This shows the completion of the project timeline with all tasks marked as complete.
Link to the example provided here: Gantt chart should look like this:
Gantt Chart
	☒
	9. Summary costing per phase. The final report submitted with this workbook must show the same figures as this table in the project plan.
	☒
	Assessor’s Checklist – Does the Updated Project Plan satisfactorily address each criterion below?
Note these sections and appendices do not have to appear in the order provided below, especially if you are following your organisation’s requirements for creating a project plan. However, all the following MUST be included.
	YES

	10. Progress and final reports. All progress reports and the final report MUST be included in the project plan. The content of the reports must reflect relevant parts of the project plan and appendices listed in this checklist.
	☒
	11. Project archives checklist must be completed in the project plan.
	☒
	12. Project closure checklist must be completed. All items referring to additions or alterations to the project plan must be implemented as per the checklist.
	☒


	Marking guide (Continuation of 1.4 Updated Project Plan)
FINALPROJECTPLANAPPROVAL RESPONSE E-MAIL – This is the automated response to the e-mail sent to finalprojectplan@yourdomain.com.au.
This e-mail contains no attachments.
	Hi.

Thank you for the updated project plan. You have done very well in delivering this complex project. I have read through it and agree to sign it off.

Best regards.

Andrew Armstrong
Director – Parks and Reserves
Cascade Shire Council








[bookmark: _Toc530374487][image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\briefcase_48 - Copy.png][image: S:\Graphics + Web Templates\Icon Packs\Basic_set_Png\home_48.png]1.5 Formal Acceptance and Closure
	Complete the formal acceptance and closure template to sign off on the project. This will need to accompany the project closure report.



	Mapping: 
[bookmark: _Hlk530140051]BSBPMG521 PC5.1 (p), PC5.2 (p), FS7.1 (p), FS7.2 (p), FS7.3 (p)
BSBPMG514 PC3.1	
Marking guide
The checklist below provides the benchmarks for student’s Formal Acceptance and Course submission. For satisfactory performance, student’s submission must meet all checklist items provided.



	Checklist – Do the Formal Acceptance and Closure Template satisfactorily address each criterion?
	YES

	1. The project name and your name.
	☒
	2. The date (must be during the project closing stage).
	☒
	3. Appropriate stakeholders listed in the communications plan of the project plan have signed off on the document.
	☒
	4. Evidence the formal acceptance and closure has been properly signed off.
Workplace pathway: Signed by your supervisor or client, or separate document advising approval of the final report by your supervisor or client.
Simulated pathway:  Send the formal acceptance and closure to Andrew Armstrong for signoff of the closure of the project. Send it to finalacceptance@yourdomain.com.au. Keep this e-mail as part of your evidence for this workbook.
Save the file as finalacceptance.
	☒



Formal Acceptance and Closure Template
	Project Name
      
(Project name must be the same as in the project name field in the preliminary project information table in task 4.1)
Cascade Peak Walkway Project

	Prepared by
      
Must be student’s name

	Date
      
The date must be within the closing stage of the project. 14 January 2017

	Name of client or sponsor: 
      
Must be the name of the project sponsor or client.
Assessor, Director of Parks and Reserves, Cascade Shire Council.

	Statement of Formal Acceptance
The undersigned formally accept as complete the above-identified project and do hereby state that this project, project phase, or major deliverable meets or exceeds agreed-upon performance standards for scope, quality, schedule, and cost, and state that we have seen the documentation that all relevant legal and regulatory requirements have been met or exceeded.

	Additional remarks: 
      
Optional

	Accepted by:

	Name (name of the client, sponsor, or another official):
      
The stakeholders listed to sign off on major project documentation must appear here. Signature and date signed must be included.
	Date: 
     
The date must be during the closing stage of the project.

	Name (name of the client, sponsor, or another official):
      
Assessor
	Date: 
     
14 January 2017

	Name (name of the client, sponsor, or another official):
      
	Date: 
     

	Signed form distributed to:

	Name:
      
Must list the distribution list as per the project charter document, including relevant stakeholders.
	Date: 
     
Date of distribution – must be at handover.

	Name (name of the client, sponsor, or another official):
      
Andrew Armstrong
	Date: 
     
14 January 2017

	Name (name of the client, sponsor, or another official):
      
	Date: 
     



	Marking guide (Continuation of 1.5 Formal Acceptance and Closure Template)
If the document does not contain a signature, it must be accompanied by the file finalacceptance where the sponsor or other key stakeholder has confirmed acceptance and closure of the project.
FINALACCEPTANCE RESPONSE E-MAIL – This is the automated response to the e-mail sent to finalacceptance@yourdomain.com.au.
This e-mail contains no attachments.
	Hi.

Thank you for sending through the formal acceptance and closure form. I have signed it off. Again, I thank you for doing such a sensational job in delivering the Cascade Peak Walkway project.

Best regards.

Andrew Armstrong
Director – Parks and Reserves
Cascade Shire Council







[bookmark: _Toc530374488]WORKBOOK CHECKLIST
	When you have completed assessing the assessment workbook, review the candidate’s submission against the checklist below:
· The candidate has completed all the assessments in the workbook and has submitted all of the required evidence:
· Project Assessment
· 1. Project Completion
· 1.1 Updated Preliminary Project Information
· 1.2 Lessons Learnt
· 1.3 Project Final report
· 1.4 Updated Project Plan
· 1.5 Formal Acceptance and Closure 
· The candidate has submitted all of the following evidence:
· This completed workbook
· Cover Sheet (Assessment Workbook Cover Sheet signed and scanned)
· Lessons learnt documentation (at least three) (task 5.2)
· Confirmation lessonslearntconfirmation file (task 5.2)
· Project final report (Task 5.3)
· Confirmation finalreportconfirmation file (task 5.3)
· Updated project plan incorporating all project closure (Task 5.4)
· Any attachments associated with the project plan not already included as an appendix (task 5.4)
· If the project plan hasn’t been signed, finalprojectplanapproval file (task5.4)
· Formal acceptance and closure document (task 5.5)
· If the formal acceptance hasn’t been signed, finalacceptance file (task 5.5)

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




[bookmark: _Toc495220507][bookmark: _Toc500500835][bookmark: _Toc506544913][bookmark: _Toc530374489]Overall Marking Form (For the Assessor’s Use Only)
To the Assessor: Complete the Marking Form provided on the next page to record the assessment outcomes of the candidate. To complete the form:
· Provide all the required details in the Assessment Details Section
· For each unit of competency, 
· Tick S (Satisfactory), if the candidate has completed the assessment item according to the marking guide and prescribed benchmark answers.
· Tick NYS (Not Yet Satisfactory), if the candidate has not completed the assessment item according to the marking guide and prescribed benchmark answers.
· Review and confirm that all evidence submissions from the candidate meet the Rules of Evidence. Tick S if satisfactory; otherwise, tick NYS if not yet satisfactory.
· Check all signatures provided by the candidate in their evidence submissions. Confirm if these match the signature the candidate provided to the Training Provider.
· Record all third-party personnel you contacted and provide the other required information.
· In the ‘Overall Result for this Workbook’ section of the form, tick S (Satisfactory), if the candidate has met all requirements in this form and all assessment items have been completed to a satisfactory level, otherwise, tick NYS (Not yet satisfactory).
· Provide other comments and feedback on the candidate’s performance, as necessary.
· Complete the Assessor’s Declaration by filling in your details, date signed, and affixing your signature.


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



	Assessment Details

	Candidate’s Name:
	     

	RTO Name
	     

	RTO Contact Number
	     

	RTO Email Address
	     

	Assessor’s Name:
	     

	Course
	BSB51415 Diploma of Project Management

	Subject
	Practical: Implementation and Monitoring

	Unit(s) of Competency
	· BSBPMG521	Manage Project Integration
· BSBPMG516	Manage Project Information and Communication
· BSBPMG512 Manage Project Time
· BSBPMG513	Manage Project Quality
· BSBPMG514	Manage Project Cost
· BSBPMG515	Manage Project Human Resources
· BSBPMG518	Manage Project Procurement
· BSBPMG519	Manage Project Stakeholder Engagement
· BSBPMG517 Manage Project Risk





	BSBPMG521 Manage Project Integration

	Practical Assessment 

	Project Assessment
	S
	NYS

	1. Project Completion
	
	

	1.2 Lessons Learnt
	
	

	1.3 Project Final Report
	
	

	1.4 Updated Project Plan
	
	

	1.5 Formal Acceptance and Closure
	
	



	BSBPMG516

	Practical Assessment 

	Project Assessment
	S
	NYS

	1. Project Completion
	
	

	1.2 Lessons Learnt
	
	

	1.3 Project Final Report
	
	

	1.4 Updated Project Plan
	
	



	BSBPMG512

	Practical Assessment 

	Project Assessment
	S
	NYS

	1. Project Completion
	
	

	1.2 Lessons Learnt
	
	

	1.3 Project Final Report
	
	

	1.4 Updated Project Plan
	
	





	BSBPMG513

	Practical Assessment 

	Project Assessment
	S
	NYS

	1. Project Completion
	
	

	1.2 Lessons Learnt
	
	

	1.3 Project Final Report
	
	



	BSBPMG514

	Practical Assessment 

	Project Assessment
	S
	NYS

	1. Project Completion
	
	

	1.2 Lessons Learnt
	
	

	1.3 Project Final Report
	
	

	1.4 Updated Project Plan
	
	

	1.5 Formal Acceptance and Closure
	
	



	BSBPMG515

	Practical Assessment 

	Project Assessment
	S
	NYS

	1. Project Completion
	
	

	1.2 Lessons Learnt
	
	

	1.3 Project Final Report
	
	





	BSBPMG518

	Practical Assessment 

	Project Assessment
	S
	NYS

	1. Project Completion
	
	

	1.2 Lessons Learnt
	
	

	1.3 Project Final Report
	
	



	BSBPMG519

	Practical Assessment 

	Project Assessment
	S
	NYS

	1. Project Completion
	
	

	1.2 Lessons Learnt
	
	

	1.3 Project Final Report
	
	



	BSBPMG517

	Practical Assessment 

	Project Assessment
	S
	NYS

	1. Project Completion
	
	

	1.3 Project Final Report
	
	



	Rules of Evidence
	S
	NYS

	All knowledge and skills evidence submissions are valid
	
	

	All knowledge and skills evidence submissions are authentic
	
	

	All knowledge and skills evidence submissions are sufficient
	
	

	All knowledge and skills evidence submissions are current
	
	





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

	Checklist Item
	Check if completed

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

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

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



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




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

	     
	     
	     
	     
	Yes ☐  No ☐
Assessor’s notes:
     

	     
	     
	     
	     
	Yes ☐  No ☐
Assessor’s notes:
     

	     
	     
	     
	     
	Yes ☐  No ☐
Assessor’s notes:
     



	Overall Result for this Workbook
	S
	NYS

	Overall Result
	☐	☐


	Assessor’s Comments/Feedback

	     




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

	Assessor’s Name      
	Assessor’s Signature
     

	Date      
	



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