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BSBOPS402 
Coordinate business operational plans 

ASSESSMENT SUMMARY

The assessment activities for BSBOPS402 Coordinate business operational plans cover all aspects of the unit of competency. For Apprentices/Trainees, this includes supervisor completion of the Apprentice/Trainee Record (ATR). 

Participants must read all the information given before starting any assessment task. The assessment tasks are intended to be fair, flexible, valid and reliable. If a Participant has any questions or requires alternative arrangements to be made such requests should be directed to their Trainer/Assessor, who should note such arrangements in the ‘Assessor Comments’ on the affected assessment. If a Participant feels they are not yet ready to be assessed, they should discuss their options with their Trainer/Assessor. 

To satisfactorily complete the assessment, the Participant is required to answer all questions correctly and demonstrate their skills to industry standards. If a Participant does not answer all questions or perform all tasks, they will be deemed ‘Not Satisfactory’ for the task and ‘Not Yet Competent’ for the unit of competency. 

The Trainer/Assessor can provide the Participant with additional information on interpreting the assessment outcomes and guide the Participant’s options. If a Participant is still deemed ‘Not Satisfactory’ they will have the opportunity to undertake a supplementary assessment or appeal the result as per the process in the Student Handbook. 

By signing below, the Participant acknowledges:
· They understand the assessment instructions and requirements, and consent to being assessed. 
· The work submitted is to be their own work – with the work of/with others needing to be clearly acknowledged and documented. 
· They consent to any photo/video recording of their work that occurs during assessment. 

	Participant name
	Robert Bolton

	Participant signature
	


	Pre-requisite unit(s) to be achieved and authenticated prior to undertaking assessment

	 Not applicable



	Task
	Date completed
	Assessment Results 

	Theory Exam
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Practical Assessment
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Outcome for BSBOPS402
	Select Date.
	 Competent
	 Not Yet Competent



	Evidence requirements checklist (ticked by assessor and evidence supplied to RTO)

	 Theory Exam
 Practical Assessment
	 Operational Plan (x2)
 Proposal for resource requirements (x2)
 Report on operational plan performance (x2)



	Assessor Name
	

	Assessor Signature
	

Theory Exam - BSBOPS402 Coordinate business operational plans

	Assessment Summary - BSBOPS402 Coordinate business operational plans
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THEORY EXAM


	Participant name
	Robert Bolton




	FOR THE PARTICIPANT

	Instructions

	· You will complete written questions as outlined on the following pages. You must attempt all questions and provide enough detail in your responses to demonstrate your knowledge.
· It is anticipated that you should complete this assessment within two (2) hours, but additional time may be allowed upon negotiation with the Assessor.
· You must complete all questions unassisted by the Assessor or other personnel but may refer to reference material as needed. All questions must be answered correctly for a ‘Satisfactory’ assessment outcome to be awarded. 
· An oral examination may be allowed under certain circumstances, whereby your answers will be documented by another party. 
· Any written questions that are incomplete, or not answered satisfactorily will need to be completed again after further training support.
· If you answer a question incorrectly but modify your response, put your initials next to the written change (or the Assessor must initial a verbal change).

	Resources required

	Pen




	FOR THE ASSESSOR

	Instructions

	· Where oral examination has occurred, ensure that this is acknowledged in writing (e.g. FT001 and Assessor Comments)
· All questions must be satisfactorily demonstrated by the Participant for a Satisfactory determination (indicated by an Assessor tick to the right of the question).
· Assessors are to complete marking in pen of a different colour to the Participant.
· If the Participant verbally modifies their response, write in the modified response verbatim and put your initials next to the written change. 


[bookmark: _Ref396827952]

	[bookmark: _Hlk82780839]ASSESSOR COMMENTS

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	




[bookmark: _Ref88744003]Provide a paragraph describing who you would consult when determining resource requirements relevant to an operational plan.

	Answer
	When discussing resources and procurement in an operational plan it is important to include any stakeholders who may be affected by the area of constructions.

On a site-specific job, you would liaise with the Project Manager, Area Manger and outside Foremen on other jobs so they are aware of the resources that are required so they may free up any resources becoming available from there sites before we go looking for external options.
	




[bookmark: _Ref88744573]In one (1) paragraph describe questions you would ask when seeking information on hire equipment for inclusion into the operational plan.

	Answer
	When procuring hired equipment when would gather quotes from various lease companies and compare the price, 

Alos we would check availability time frames, sizes and capacity of certain equipment, price of maintenance of certain items and if it is included etc.

And double check the EXCLUSIONS of these items they can often be missed and catch you financially down the track if not monitored.

	



[bookmark: _Ref88745510]What are two (2) benefits of using a capability matrix when determining human resources for an operational plan?

	Answer
	1. It gives you the required information to be-able to select the right worker for the right task.

2. If internal resources are being used, it then gives a detailed breakdown of what your team members are lacking in and then you can set them up with the right training/courses to be-able to up-skill in the areas they are most vulnerable 
	




[bookmark: _Ref88746741]Identify three (3) different resources needed to develop an operational plan and why each of these is needed.

	Answer
	1. Human Resources: To ensure we have the most competent people available for the job.

2. Physical Resources: To ensure we have the correct plant and materials available especially early in the job for long lead time items.

3. Financial resources: To makes sure we sit down with Estimators and senior management prior to the project starting and ensure our budget and direct job costs align with the rates that are being supplied from subbies and hire companies, so we don’t start off on the back foot.
	




[bookmark: _Ref88804794]What is the purpose of contingency plans, provide an example?

	Answer
	The purpose of a contingency plan is to ensure if plan A fails due to latent conditions or unforeseen circumstances then the contingency is in place so we can productively keep the site operational and reduce the risk of delays or financial loss.

An example could be that we have a contingency RATE in place while doing Earthworks which is a HIGHER rate than usual for the odd chance of us coming across ROCK in our earthworks.

So, we would make sure in the contract we have a ROCK rate in place as a contingency.
	




[bookmark: _Ref88804797]Name two (2) different stakeholders positions you would go to for advice when planning for contingencies and what approvals or workplace requirements must be met.

	Answer
	WHS Officer, normally internally so they are familiar with your companies’ policies and procedures.

Environmental Officer, normally internal but also can be outsourced to ensure we have Environmental controls in place and contingencies in place so we are protected  from any environmental risks.
	




[bookmark: _Ref88808884]How do operational plans contribute to organisational business plans?

	Answer
	There are many ways operational plans contribute to Organisational business plans.

-Resource management- it gives the organisation a detailed timeframe of resources and staff to how long they will be in a certain project and the cost that come along with that.

Also, managers the performance of staff and can give an indication of promotions when required.

Also ensures there is consistency between other departments in the organisation and that there is cohesion between them.



	




[bookmark: _Ref88808887]What are two (2) methods/techniques you apply to operational plans to enable you to monitor and measure the implementation of the plan?

	Answer
	1. KPI’s

2. Progress Reports
	




[bookmark: _Ref88811537]Complete a brief resource plan as part of proposal for resources needed to meet the requirements of an operational plan. 

	Answer
	Resource Plan
	

	
	Objective:
To install 200L/M of 3m wide concrete footpath to create another option for pedestrians to utilise in the area.
	

	
	Work schedule:
The already prepped area, as per the detail on the site plans, will be formed up to height, N72 mesh and trimmer bar to be install along with chairs, Key joints and dowels will be installed as per the detail and a pre-pour inspection will be held with the superintendent. Once passed, there will be 75m3 of 32/20/80 concrete mix to go in with 7cube per truck at 30min spacings. Once concrete is in, within 24hrs there are to be saw cuts applied to the footpath as per the detail.

We have allowed 2 days to box up and 2 days to pour with 1 final day of saw cutting and stripping of boxing.

A total of 5days for this task to be complete.
	

	
	Resources required:
This task will require a 4-man team.
X1 Foremen.
X1 Leading Hand
X2 Labourers

This team will need all necessary hand tools, power tools and concreting gear to perform the task.

400L/M of boxing and associated pegs/caps

X55 sheets of n72 mesh and 410 L/M of n12 trimmer bar

X16 3m lengths of key joints and dowels to match.

A box of tyre wire, duct tape and x20 bags of 50/65 chairs

X1 bottle of alcohol and multi cure. (20ltr drums)

75m3 of 32/20/80 plain grey concrete tested every 2nd truck.

A soft cut machine to perform the saw cuts post pour.

Also, a pre-pour inspection will need to be booked via email with the superintendent.

	

	
	Contingencies:
Weather is a crucial factor when pouring concrete so we have blanket bookings in for concrete just in case of a rain event we can continue the following day.

We have multiple quotes from other concrete crews just in case one falls through.

We book our pre-pour inspection early enough so that if there is any issues with the prep, we can rectify it with plenty of time.
	

	
	Benefits:
The benefit of the path install helps the community by giving them another safe pedestrian pathway to utilise.

This will build the company’s Social License as the public will be appreciative with this outcome and the company that provided the service.
	



[bookmark: _Ref88817575]Provide a minimum ½ page report about how your company organises the resourcing of your area/department addressing the three bullet points below:
· the policies and procedures that control employee numbers
· procedure for the acquisition of employees
· procedure for the acquisition of other resources.

	Answer
	The way our company organises the resourcing of my area/department is broken down in the below:

The policy and procedures that control employee numbers is done through a monthly construction meeting held with our construction managers, area managers and project managers.

They discuss up and coming projects, current projects and timeframes so they can allocate personal accordingly to the workers, l location, ability and where they will be most suited to capitalize on productivity.

Procedures for the acquisition of employees begins with a detailed breakdown of the job description that will be placed in an advert online or the company’s website. This is normally finalised through HR after a panel of experienced senior management put together the detailed offer.

Once the interview process is complete and the candidate is selected, they are chosen of experience, certificates, and a detailed resume and the most suitable candidate that would benefit the business is then selected.

Procedure for acquisition of other resources such as furniture, office equipment, plant, materials are normally sourced by the site team where they find a product where the price meets the direct job cost rates and are compliant and already in the company’s system or if they have a national agreement with the company.

These are then passed on to a member of the procurement team for approval and a purchase order is raised ready to send to the company for purchasing.




	



[bookmark: _Ref88818929]How would you get the attention of the decision makers when making a proposal for resource requirements?

	Answer
	You need to present there a clear timeframe and costs/benefits that this would have for the business.

Also, the negative cost that this could cause if the resources were not provided.

What these resources would achieve when it comes to productivity, profit and performance where it could be an opportunity for the resources to be upskilled by the end of the job which benefits the business in growth.
	




[bookmark: _Ref88822392]Define each of the following methods used for supporting workers in safe, efficient and economical resource use and provide one (1) example you have applied for each.

	Answer
	Supervision:
Supervision is the responsibility of overseeing the project as a whole and identifying more safe and productive ways to build a job and being the beacon where workers can come to you for guidance and leadership.

Example would be if a junior labourer is unsure of the details on the plans, then the supervisor will take him through it in detail, so he has the support he needs to understand the detail.
	

	
	Mentoring:
Mentoring is basically someone who is more experienced or senior who can take someone new to the industry and guide them and mould them into a good worker

Example would be a new young leading hand been put under and senior Foremen where he could learn and grow as a supervisor under the mentoring of a senior leader.

	

	
	Coaching:
Coaching is designed to improve a person’s performance and helps them learn and build on their current skill set.

Example would be A rugby coach putting a plan in place for the players to become the best that they can be.



	



[bookmark: _Ref88825669]The project has been delayed due to inclement weather; this has put the operational plan out by three (3) days. Discuss what can be done to bring the schedule back on track and steps you would take to ensure this occurs. 

	Answer
	There are multiple ways to bring a programme back on track that has drifted off by three days. One would be introducing Saturdays if they haven’t already to claw back those days.

If not exceeding the maximum amount of hours/break time in a shift you could look at increasing daily hours of work from 8-10-12 hours.

All if aligning with other projects you could add additional resources to the project if budget allows it to hit the work area at multiple fronts to bring back the three days.

These are just a few to add to the list.
	




[bookmark: _Ref88827613]Write down an issue you have had in meeting an operational plan and document the steps taken in the following table to implement a solution.

	Answer
	Identify the problem:
I have contacted a plant hire company to supply me with a 21T excavator, and they hire company has sent me out a 14T excavator.

This could not work as the Safe Lifting Load of the 14T excavator was not high enough to be able to lift the pipes that we needed to install. 
	

	
	Generate possible solution:
A solution we had was to engage an alternative plant hire company that had a 21T excavator available.

Also, we could have sent through a RFA to get the size of the pipe reduced to cater to the lifting capacity of the 14T excavator.
	

	
	Evaluate alternatives and decide on solution:
After evaluation, we decided to go with the alternative plant hire company and order in a 21T excavator as it was a lot easier than requesting a design change. 
	

	
	Implement the solution and evaluate solution:
After implementing the new plant hire company to send out the correct size excavator we evaluated the time/cost of having the wrong plant sent to site originally and made sure the hire company that sent the wrong size excavator was liable for the transportation cost and lost time due to there error.

	



[bookmark: _Ref88829882]What are the five (5) characteristics of an effective monitoring process? Provide an example applicable to your work systems for each.

	Answer
	1. Accuracy: All information must be accurate

2. Timeliness: Info gathered must be in a timeframe to allow action to be taken. 

3. Economy: The benefits of gathering the info must be more then the price of gathering it.

4. Ease of understanding: All information must be easy to understand by the [people it delivered too.

5. Meeting needs: the information must meet the needs of the organisation, and the individuals involved in.
	




[bookmark: _Ref88832822]What is the importance of accurate costing and the budget for the operational plan? Provide two (2) reasons why a budget may need to be revised.

	Answer
	1. One reason why it is important to revise costings and then budget for an operational plan is so that the team can allocate the right resources to the project so you don’t over allocate resources and affect the budget or under resource and affect the productivity and time frame of a job which then could result in financial penalties.

2. Secondly, we are all human, mistakes are made, you need to revise costings and budget especially prior to construction starting so you can go over anything that has been missed and the project doesn’t take a financial hit later down the track normally when it’s to late.
	



[bookmark: _Ref89067199]Provide a minimum ½ page report recommending a variation to an operational plan for an earthworks project where the supplier of plant and equipment has upgraded all equipment and consequently increased the hire cost significantly.

	Answer
	Today I have received an email from our main plant hire supplier as per our national agreement, Coates hire that as of 01/11/2025 they will be increasing their prices for plant hire equipment by 15% due to the upgrade in equipment.

As we are all aware, the job was priced at there current prices with no knowledge of the upgrade happening.

This being said, we have a few options we need to review so then we no which variation we will put through.

1. We send a RFA to the Construction Manager seeking approval to chase quotes outside the National Agreement supplier to see if we can still fall under our current Direct Job Cost rates.

2. Revise the current methodologies of the tasks affected and see if the upgraded equipment’s technology can be substituted with less labour due to the upgrade and see if the price can counter each other.

3. Or we can request for additional payment from the client due to unforeseen circumstances and see if our contract rates can be adjusted to match the new rates.




	



[bookmark: _Ref89067812]Considering your response to the previous question, explain what information you would prepare for a presentation to the relevant manager including any recommendations.

	Answer
	Just to name a few, I would present:

1-Prices of multiple plant hire companies.

2- A cost breakdown of using less labour etc due to the upgrade in machinery.

3-A full breakdown of the loss we will encounter due to the new rates against  the old rates and Direct Job Costs so we can put forward a case to the client requesting for additional funds or an amendment to the DJC’s.
	




[bookmark: _Ref89067204]Discuss version control and its importance in maintaining, saving and recording workplace documents.

	Answer
	Version control is probably one of the most important things to remember when on site with building the job and the day to day running of the business systems.

A few examples of this would be ensuring the plans are always updated and the correct revision so we don’t miss any important details that have been changed on the drawings.

Another one would be making sure in our daily documentation on site, whether it be daily inductions, plant checklists or environmental checklist are updated and accessible to the right revision so once again we don’t miss anything critical.

This whole process reduces risk, makes the business compliant and protects us as workers and as a business.
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PRACTICAL ASSESSMENT


	Participant name
	Robert Bolton




	FOR THE PARTICIPANT

	Instructions

	· The tasks outlined on the following pages will require performance of normal workplace activities, as a result of a structured activity set by an Observer in the workplace or a simulated activity set by your Assessor/Observer. 
· The timeframe for these tasks will be established by your Assessor/Observer, in consideration of location conditions and industry requirements.
· You must complete all tasks unassisted by the Assessor or other personnel, unless the steps note this assistance. 
· You must attempt all tasks (and itemised steps) for a ‘Satisfactory’ assessment outcome to be awarded.
· For any observation conducted that is incomplete, or without satisfactory performance, the observation will need to be completed again after further training support.




	FOR THE ASSESSOR/OBSERVER

	Instructions

	· The following observation record should be used to judge and record your observations of the Participant as they complete the task(s) set. You must record your observations of the Participant’s performance. 
· For each occasion, indicate the task performed and whether it was a simulation or workplace-based task. 
· Any simulated assessment must ensure the Participant still performs under workplace conditions which reflect industry standards.
· In the comments, provide clear detail regarding the task that the Participant was required to do (e.g. PPE used, materials handled, attachments connected, plant types).
· All steps must be satisfactorily demonstrated by the Participant for a ‘Satisfactory’ determination (indicated by an Assessor tick to the right of each itemised step, or an Observer tick to the right of each itemised step, and confirmation by an Assessor in the Assessor Comments).
· Where you have determined that one or more task steps have not been satisfactorily demonstrated, provide the Participant with additional support and outline details of such assistance in the Assessor/Observer Comments. Allow the Participant two (2) further opportunities to demonstrate the task again to allow an opportunity for a ‘Satisfactory’ assessment outcome to be achieved. 
· If after three (3) attempts the Assessor determines that the Participant cannot demonstrate the required steps, a ‘Not Satisfactory’ outcome is to be determined.





	TASK OUTCOME

	Task
	Date
	Task Type (Tick)
	Location
	Task outcome (Tick)

	
	
	
	
	Satisfactory
	Not Satisfactory

	Task 1 (Occasion 1)
	Select Date.
	 Workplace
 Simulation
	
	
	

	Task 1 (Occasion 2)
	Select Date.
	 Workplace
 Simulation
	
	
	




	ASSESSOR COMMENTS

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	



	ASSESSOR COMMENTS: PRACTICAL TASK 1: OCCASION 1

	 Individual student (as named on cover page)
 Multiple students [ All from Attendance Report,  Specific students involved – identify students]

	Task
	Provide detail 

	1.1A
	Specify stakeholders consulted.



	1.1F
	Specify role proposals presented to.



	1.2D
	Specify how personnel were supported.



	1.3C
	Specify unsatisfactory performance rectified.



	1.4C
	Specify who presentation was made to.







	ASSESSOR COMMENTS: PRACTICAL TASK 1: OCCASION 2

	 Individual student (as named on cover page)
 Multiple students [ All from Attendance Report,  Specific students involved – identify students]

	Task
	Provide detail 

	1.1A
	Specify stakeholders consulted.



	1.1F
	Specify role proposals presented to.



	1.2D
	Specify how personnel were supported.



	1.3C
	Specify unsatisfactory performance rectified.



	1.4C
	Specify who presentation was made to.







BSBOPS402
Coordinate business operational plans

	Practical Task 1 (2X)

	Description of task:
The participant must demonstrate the ability to coordinate a business operational plan including all items listed in the performance evidence checklist. The participant must demonstrate:
· preparing to implement operational plan
· consulting with relevant stakeholders to identify resource requirements 
· determine resources by analysing collected information seeking team input as required
· document resource requirements for operational plan including timing, availability and sources
· using approved workplace documents, develop the operational plan and implementation method
(completed document to be provided to RTO as evidence)
· develop contingencies table or relevant workplace document
· develop proposals for resource requirements and present proposals to relevant personnel for approval
(completed document to be provided to RTO as evidence)
· implement operational plan
· assist within restrictions of own role and capacity in recruitment and onboarding of employees to implement the operational plan in accordance with workplace policies and procedures
· acquire physical resources and services adhering to workplace policies and procedures
· support the efficient, cost-effective and safe use of resources through meetings and use of workplace documents
· consult with others and make adjustments to the implementation of the operational plan to manage contingencies
· monitor operational performance
· observe operations and collect information measuring this against KPIs to assess and determine productivity and operational performance
· identify unsatisfactory performance and act to rectify the situation according to workplace policies 
· review operations based on performance
· write a report on operational performance to management (completed document to be provided to RTO as evidence)
· present recommendations for variation to the operational plan to designated personnel/ groups
· adhere to record maintenance protocols 

Tasks are at the Assessor’s Discretion, but detail of tasks undertaken must be recorded in the Assessor’s Comments (on the back of the Practical Assessment cover page).

	Resources required: 
Workplace information and documentation (organisational operational plan template, policies and procedures, budgets, performance monitoring procedures, specific work instructions relating to the operational plans being developed, resource procurement documentation)



	When completing the task, did the Participant:
	Tick if satisfactorily completed. 
Provide comments if left unticked.

	
	1st
Occasion
	2nd
Occasion

	1 Prepare to implement operational plan

	[bookmark: _Ref93393651]Consult with relevant stakeholders to identify resource requirements.
	
	

	[bookmark: _Ref93393658]Document the result of collecting and analysing resource requirements.
	
	

	[bookmark: _Ref93393664]Develop the operational plan and implementation method.
	
	

	[bookmark: _Ref93393670]Document contingency plans.
	
	

	[bookmark: _Ref93393678]Develop proposals for resource requirements.
	
	

	[bookmark: _Ref89174683]Present proposals for resource requirements to relevant personnel.
	
	

	2 Implement operational plan

	[bookmark: _Ref89174764]Assist in recruitment of employees required to implement the operational plan according to workplace policies and procedures.
	
	

	[bookmark: _Ref89174768]Assist in onboarding of employees required to implement operational plans.
	
	

	[bookmark: _Ref89174774]Acquire physical resources and services for implementation of operational plan according to workplace policies and procedures.
	
	

	[bookmark: _Ref93393709]Manage and support personnel to achieve performance objectives during meetings and on-the-job.
	
	

	[bookmark: _Ref93393715]Consult with others and make adjustments to the implementation of the operational plan to manage contingencies
	
	

	3 Monitor operational performance

	[bookmark: _Ref89174716]Observe operations and read data, measuring this against KPIs for operational plan to determine operational and productivity performance.
	
	

	[bookmark: _Ref89174884]Identify unsatisfactory performance.
	
	

	[bookmark: _Ref93393750]Rectify unsatisfactory performance according to workplace policies and procedures.
	
	

	4 Review operations based on performance

	[bookmark: _Ref89174721]Write a report on operational performance to relevant management.
	
	

	[bookmark: _Ref89174925]Develop recommendations for variation to operational plan to deal with contingencies.
	
	

	[bookmark: _Ref89174934]Present recommendations for variation to operational plan to designated personnel/ groups for approval.
	
	

	[bookmark: _Ref89174953]Adhere to records maintenance protocols.
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