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LEARNER ORIENTATION
This learning programme is based on the following unit standards:

	SOUTH AFRICAN QUALIFICATIONS AUTHORITY 


	REGISTERED UNIT STANDARD: 


	Develop a simple schedule to facilitate effective project execution 


	SAQA US ID
	UNIT STANDARD TITLE

	120384 
	Develop a simple schedule to facilitate effective project execution 

	ORIGINATOR

	SGB Project Management 

	PRIMARY OR DELEGATED QUALITY ASSURANCE FUNCTIONARY

	-  

	FIELD
	SUBFIELD

	Field 03 - Business, Commerce and Management Studies
	Project Management 

	ABET BAND
	UNIT STANDARD TYPE
	PRE-2009 NQF LEVEL
	NQF LEVEL
	CREDITS

	Undefined 
	Regular-Fundamental 
	Level 4 
	NQF Level 04 
	8 

	REGISTRATION STATUS
	REGISTRATION START DATE
	REGISTRATION END DATE
	SAQA DECISION NUMBER

	Reregistered 
	2018-07-01 
	2023-06-30 
	SAQA 06120/18

	LAST DATE FOR ENROLMENT
	LAST DATE FOR ACHIEVEMENT

	2024-06-30  
	2027-06-30  


	In all of the tables in this document, both the pre-2009 NQF Level and the NQF Level is shown. In the text (purpose statements, qualification rules, etc), any references to NQF Levels are to the pre-2009 levels unless specifically stated otherwise.  


	This unit standard replaces: 


	US ID
	Unit Standard Title
	Pre-2009 NQF Level
	NQF Level
	Credits
	Replacement Status

	10133 
	Schedule project activities to facilitate effective project execution 
	Level 4 
	NQF Level 04 
	8 
	Complete 


	SOUTH AFRICAN QUALIFICATIONS AUTHORITY 


	REGISTERED UNIT STANDARD: 

	Apply a range of project management tools and techniques 


	SAQA US ID
	UNIT STANDARD TITLE

	120385 
	Apply a range of project management tools and techniques 

	ORIGINATOR

	SGB Project Management 

	PRIMARY OR DELEGATED QUALITY ASSURANCE FUNCTIONARY

	-  

	FIELD
	SUBFIELD

	Field 03 - Business, Commerce and Management Studies
	Project Management 

	ABET BAND
	UNIT STANDARD TYPE
	PRE-2009 NQF LEVEL
	NQF LEVEL
	CREDITS

	Undefined 
	Regular-Fundamental 
	Level 4 
	NQF Level 04 
	7 

	REGISTRATION STATUS
	REGISTRATION START DATE
	REGISTRATION END DATE
	SAQA DECISION NUMBER

	Reregistered 
	2018-07-01 
	2023-06-30 
	SAQA 06120/18

	LAST DATE FOR ENROLMENT
	LAST DATE FOR ACHIEVEMENT

	2024-06-30  
	2027-06-30  


	In all of the tables in this document, both the pre-2009 NQF Level and the NQF Level is shown. In the text (purpose statements, qualification rules, etc), any references to NQF Levels are to the pre-2009 levels unless specifically stated otherwise.  


	This unit standard replaces: 


	US ID
	Unit Standard Title
	Pre-2009 NQF Level
	NQF Level
	Credits
	Replacement Status

	10140 
	Apply a range of project management tools 
	Level 4 
	NQF Level 04 
	8 
	Complete 

	SOUTH AFRICAN QUALIFICATIONS AUTHORITY 


	REGISTERED UNIT STANDARD: 


	Monitor, evaluate and communicate simple project schedules 


	SAQA US ID
	UNIT STANDARD TITLE

	120387 
	Monitor, evaluate and communicate simple project schedules 

	ORIGINATOR

	SGB Project Management 

	PRIMARY OR DELEGATED QUALITY ASSURANCE FUNCTIONARY

	-  

	FIELD
	SUBFIELD

	Field 03 - Business, Commerce and Management Studies
	Project Management 

	ABET BAND
	UNIT STANDARD TYPE
	PRE-2009 NQF LEVEL
	NQF LEVEL
	CREDITS

	Undefined 
	Regular-Fundamental 
	Level 4 
	NQF Level 04 
	4 

	REGISTRATION STATUS
	REGISTRATION START DATE
	REGISTRATION END DATE
	SAQA DECISION NUMBER

	Reregistered 
	2018-07-01 
	2023-06-30 
	SAQA 06120/18

	LAST DATE FOR ENROLMENT
	LAST DATE FOR ACHIEVEMENT

	2024-06-30  
	2027-06-30  


	In all of the tables in this document, both the pre-2009 NQF Level and the NQF Level is shown. In the text (purpose statements, qualification rules, etc), any references to NQF Levels are to the pre-2009 levels unless specifically stated otherwise.  


	This unit standard replaces: 


	US ID
	Unit Standard Title
	Pre-2009 NQF Level
	NQF Level
	Credits
	Replacement Status

	10143 
	Monitor, evaluate and communicate project schedules 
	Level 4 
	NQF Level 04 
	4 
	Complete 


	SOUTH AFRICAN QUALIFICATIONS AUTHORITY 


	REGISTERED UNIT STANDARD: 

	Contribute to project initiation, scope definition and scope change control 


	SAQA US ID
	UNIT STANDARD TITLE

	120373 
	Contribute to project initiation, scope definition and scope change control 

	ORIGINATOR

	SGB Project Management 

	PRIMARY OR DELEGATED QUALITY ASSURANCE FUNCTIONARY

	-  

	FIELD
	SUBFIELD

	Field 03 - Business, Commerce and Management Studies
	Project Management 

	ABET BAND
	UNIT STANDARD TYPE
	PRE-2009 NQF LEVEL
	NQF LEVEL
	CREDITS

	Undefined 
	Regular-Fundamental 
	Level 4 
	NQF Level 04 
	9 

	REGISTRATION STATUS
	REGISTRATION START DATE
	REGISTRATION END DATE
	SAQA DECISION NUMBER

	Reregistered 
	2018-07-01 
	2023-06-30 
	SAQA 06120/18

	LAST DATE FOR ENROLMENT
	LAST DATE FOR ACHIEVEMENT

	2024-06-30  
	2027-06-30  


	In all of the tables in this document, both the pre-2009 NQF Level and the NQF Level is shown. In the text (purpose statements, qualification rules, etc), any references to NQF Levels are to the pre-2009 levels unless specifically stated otherwise.  


	This unit standard replaces: 


	US ID
	Unit Standard Title
	Pre-2009 NQF Level
	NQF Level
	Credits
	Replacement Status

	13835 
	Contribute to project initiation, scope definition and scope change control 
	Level 4 
	NQF Level 04 
	9 
	Complete 


	
SOUTH AFRICAN QUALIFICATIONS AUTHORITY 


	REGISTERED UNIT STANDARD: 

	Explain fundamentals of project management 


	SAQA US ID
	UNIT STANDARD TITLE

	120372 
	Explain fundamentals of project management 

	ORIGINATOR

	SGB Project Management 

	PRIMARY OR DELEGATED QUALITY ASSURANCE FUNCTIONARY

	-  

	FIELD
	SUBFIELD

	Field 03 - Business, Commerce and Management Studies
	Project Management 

	ABET BAND
	UNIT STANDARD TYPE
	PRE-2009 NQF LEVEL
	NQF LEVEL
	CREDITS

	Undefined 
	Regular-Fundamental 
	Level 4 
	NQF Level 04 
	5 

	REGISTRATION STATUS
	REGISTRATION START DATE
	REGISTRATION END DATE
	SAQA DECISION NUMBER

	Reregistered 
	2018-07-01 
	2023-06-30 
	SAQA 06120/18

	LAST DATE FOR ENROLMENT
	LAST DATE FOR ACHIEVEMENT

	2024-06-30  
	2027-06-30  


	In all of the tables in this document, both the pre-2009 NQF Level and the NQF Level is shown. In the text (purpose statements, qualification rules, etc), any references to NQF Levels are to the pre-2009 levels unless specifically stated otherwise.  


	This unit standard replaces: 


	US ID
	Unit Standard Title
	Pre-2009 NQF Level
	NQF Level
	Credits
	Replacement Status

	10131 
	Identify, organise and co-ordinate project life cycle phases for control purposes 
	Level 4 
	NQF Level 04 
	5 
	Complete 


ASSESSMENT OVERVIEW

Assessment Instruments

Formative Assessment

The Formative Assessment consists of assessments at the end of each chapter in the Learner PoE Workbook for you to complete and submit as part of your Portfolio of Evidence. These activities have been designed around the specific outcomes of your unit standards and will assist in showing areas where you may need more help, as well as where your strengths are. Upon completion of these tests, submit them as your Formative Assessment. 
Summative Assessment

The Summative assessment is the assignment and or project to be completed after the contact session and is attached to this page.   The Summative assessment must often be completed in consultation with your Line Manager / Coach. You may also consult with work colleagues.   This is not “cheating” and it is the responsibility of the line-manager or coach to ensure that the project you have tackled is realistic and that the assignment adds value to yourself (in terms of your learning) and to the organisation.

Please note that the questions asked in the Summative assessment may not deal DIRECTLY with the outcomes listed in the unit standards linked to the assignment.   It is your responsibility, as you complete the assignment, and the formative assessment, to ensure that you provide the assessor with sufficient evidence of competence against ALL the outcomes of the programme provided.
The recommended process of learning and applying your learning is as follows:

a) Workshop/ Contact time: Deepen your knowledge in the subject area and explore how the theories, concepts and ideas apply to your role within the organisation. Ask questions and share ideas with other learners.

b) Formative Assessment: Upon completion of the workshop, complete and collate all the activities, case studies and exercises that were covered during the workshop (including additional ones provided by the facilitator).
c) Summative Assessment: Draft an outline of the assignment answer; check it against the unit standard outcomes and assessor guidelines. Ensure that all the outcomes have been covered in your assignment and/or the formative assessment.   Now complete the final draft of your assignment. 

Portfolio of Evidence

Your portfolio of evidence is the combination of the Formative and Summative assessment.   It is critical that you keep a copy of the whole portfolio as the assessor’s comments will refer to specific page numbers of the portfolio.

INSTRUCTIONS TO THE LEARNER:
1. This Learner POE Workbook is designed to assist you in compiling your Portfolio of Evidence.

2. Learners must comply with the following Code of Conduct during facilitation sessions:

· Learners will abide by the time frames for training as contracted with them by the facilitator/assessor.

· Learners will sign the attendance register on each day of training.

· Learners must complete the Learner Registration Form and evaluate the training after completion on the Learner Feedback Form.

· Learners that are assessed to obtain credits towards a qualification, have to sign the assessment contract and have to complete all assessments as instructed by the assessor.

· If a learner cannot attend the training/assessment opportunity, the reasons for his absence must be registered with the responsible person(s) of the contracted client.

· Learners will treat each other and the facilitator with respect during the training/assessment opportunity.

· Learners must ensure that cell phones must be switched off during training.

3. Ensure that you initial every page of your Portfolio of Evidence in the space provided on the bottom of each page.  This is important to ensure authenticity.
4. Learner must sign all documents required in sections A and D.

5. ALL formative and summative activities must be completed in order to be deemed competent against the unit standard.

6. The declaration of Authenticity form MUST be signed and if evidence was collected in group activities, it should be declared on this form.

7. The learner must take note that he/she will have three assessment opportunities to show competence against the outcomes of the unit standard.  

8. The learner must make himself aware of the Re-assessment and Appeals Procedure.

Section A

CV and CERTIFIED COPY OF ID of Learner

Complete the CV below or attach a copy of your own CV.

	NAME AND SURNAME
	

	HIGHEST SCHOOL QUALIFICATION
	

	OTHER QUALIFICATIONS
	

	POSITION IN ORGANISATION
	

	HOW LONG HAVE YOU BEEN IN THIS POSITION
	

	GIVE A BRIEF DESCRIPTION OF YOUR WORK EXPERIENCE:



	SIGNATURE
	


Assessment Information

Assessment Details

	LEARNER INFORMATION

	Name
	

	Identity number
	

	Telephone no
	

	E-mail address
	

	Postal address


	

	ASSESSOR INFORMATION

	Name
	

	Identity number
	

	Telephone no
	

	E-mail address
	

	MODERATOR INFORMATION

	Name
	

	Identity number
	

	Telephone no
	

	E-mail address
	


DECLARATION OF AUTHENTICITY
I, ............................................................................. (Full names of learner), declare that the contents of this portfolio are entirely my own original work.  I understand that any evidence I submit needs to be my own product and if evidence were found to be fake or a duplicate of another learner’s work, I may forfeit the opportunity to be assessed.

The following are items or documents that are not entirely my own original work.

	Name of document
	Page nr/Section in portfolio

	
	

	
	

	
	

	
	


____________________                                                    ________________

Signature of learner                                                            Date

DECLARATION
Please complete the following declaration and Critical Cross-field checklist and ask your supervisor or mentor to also complete the list below

	I hereby declare that the work submitted in the Portfolio of Evidence 


	Self- Assessment
	Supervisor/ Mentor

	Is the Learner’s own work (authentic)
	
	

	Is a reflection of the learner’s current competencies
	
	

	Would you rate the learner as competent in the following Critical Cross-field Outcomes? 
	
	

	The learner has shown the ability to Identify and solve problems
	
	

	The learner has shown the ability to Organise and manage himself or herself and his/her activities responsibly and effectively
	
	

	The learner has shown the ability to Collect, organise and critically evaluate information 
	
	

	The learner has shown the ability to Communicate effectively using visual, mathematical and language skills
	
	

	The learner has shown the ability to Demonstrate an understanding of the world as a set of related systems 
	
	

	The learner has shown the ability to act culturally and aesthetically sensitive across a range of social contexts
	
	

	The learner has shown the ability to use Science and technology effectively and critically 
	
	

	The learner has shown the ability to Work effectively with others as a member of a team, group, organisation and community
	
	


	Learner signature
	
	Date
	

	Mentor/Supervisor signature
	
	Date
	



[image: image1.emf]PRE - ASSESSMENT   MEETING CHECKLIST  

Learner   Unit Standard  Number  120373, 120384,  120272, 12385,  120387  Credits  33  

Assessor   Unit Standard  Title  Project  Management  Level  4  

Moderator   

Nr  Points to be Covered   

1  Welcome the Learner and put them at ease .   

2  Explain the purpose and objectives of the meeting .   

3  Provide clear explanations of the key elements and implications of standards  based assessments within the context of the NQF .   

4  Explain the assessme nt process and the principles of good assessment  practice .   

5  Explain the roles and responsibilities of the Learner, assessors and  moderators .   

6  Explain the Learner’s rights, discuss the appeal process and reassessment  policies .   

7  Provide Learner with   a copy of the relevant unit standard and criteria against  which they will be assessed .   

8  Discuss and identify any special assessments needs of the Learner .   

9  Identify and eliminate any unfair barriers e.g. language, disabilities .   

10  Discuss the evid ence requirements with the Learner, and agree on evidence  the Learner  must submit.   

11  Explain and agree the best assessment methods, instruments and activities  to be used   

12  Ensure the assessment environment and activities are aligned with  recognized c odes of practice, health and safety procedures and standards  operating procedures   

13  Agree on   an assessment schedule with the Learner, which reflects:   assessment criteria, types of evidence to be collected, assessment methods,  timing of assessments, seq uence of activities, deadlines and arrangements  for reviewing the assessment plan.     

14  Discuss the importance of confidentiality of all information .   

15  Discuss the moderation and certification process .   

16  Give the Learner opportunity to seek clarifi cation on any items discussed .   

17  Provide the Learner with a copy of the assessment contract which is signed  and safely stored away .   

18  Explain how the learner will be supported during the assessment process.  

Declaration of understanding  

I  am ready for the assessment.   

I declare that the points of the Pre - Assessment Meeting Checklist were explained by the  assessor .   

I declare that I have received copies of the Unit standards, assessment plan / schedule and  copies of the relevant policies and   procedures pertaining to my assessment .   

ASSESSOR’S SIGNATURE    DATE  

LEARNER’S SIGNATURE    DATE  

 

 Learner Assessment Contract
	Learner name:

	

	Assessor name:
	

	Unit standard assessed:
	120373, 120384, 120272, 12385, 120387

	Date:
	

	Your rights as a learner:

· You have the right to appeal against any judgement given as a result of any assessment.  You must have a valid reason for doing this.

· You have the right to an interpreter if you need one to perform this function.  However, if one of the learning assumptions for the standard is that you are competent within the language of assessment you may not have an interpreter.

· You can ask that an impartial observer attend any assessment.  This observer may not take part in the assessment.

· If you do not agree with the assessment you have the right to have your assessment internally moderated.  If you still do not agree with the result of the assessment you can ask that the ETQA perform an external moderation on the assessment.  If any verification upholds the assessment findings you will be held liable for all costs of the verification.  If any verification rules that you have been aggrieved as a result of the assessment, your assessor will be liable for all cost of verification.

· If you are found NOT YET COMPETENT, your assessor will encourage you to master the areas where you have not reached competency.  You are required to arrange a new assessment date with the assessor.  The assessor can only permit two re-assessments.  If you as the learner has not reached competence after the three assessment attempts, your assessor may remove you from the programme and will direct you towards another learning path.

	Confidentiality
Each assessment application, the outcomes, results and reviews will be treated as a confidential matter by learners, assessors and moderators.  No references will be made to anyone or any organisation outside the SETA about the status of an application during the assessment process.

	Consent

I, ________________________, the learner, hereby state that I have read the above and understood the content thereof.  I was given the opportunity to clarify any issues relating to the assessment process and my assessment plan.  

Learner signature: _________________________________   Date: ___________________

Assessor signature: _________________________________   Date: __________________


Section B: Formative Assessments

Module 1: Introduction to Project Management
	[image: image2.jpg]


  1A.  Individual Formative Exercise:  

	Instructions:

Draw up a table explaining the differences between the concepts of project, project management, technical processes and management processes.

Use examples to illustrate.

When formulating your answer, consider differences in definition as well as the nature of work done within each area.


	Time-frame: 30 min  

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent

	 
	
	
	
	
	


__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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  1B.  Individual Formative Exercise:  Self-Assessment

	  Instructions:

Consider your own competencies (characteristics and skills) as a project manager and list three areas where you believe you are strong, and three areas where you need development.  Suggest ways in which you can improve on your weaknesses.



	Time-frame:  20 minutes

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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  1C.  Individual Formative Exercise:  Generic Lifecycle Phases

	Instructions:

Identify a project you want to undertake.  Describe it briefly and:

1.  Explain the reason why you undertake the project.

2. Using the generic lifecycle phases in the left-hand column below, briefly describe your project’s phases.

3. Determine and describe the project team structure for your identified project.  Give reasons for your choice.



	Time-frame:  50 minutes

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent

	
	
	
	
	
	


1. ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	CONCEPT AND INITIATION PHASE
	

	DESIGN AND DEVELOPMENT PHASE
	

	IMPLEMENTATION OR CONSTRUCITON PHASE
	

	COMMISSIONING OR HANDOVER PHASE
	


3.

____________________________________________________________________________________________________________________________________________________

Module 2: Project Initiation
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  2A.  Individual Formative Exercise: Organisational Project Charter

	  Instructions:

Using the project that you selected in module one, draw up a project charter in which you define the following:

Use the template provided to compile the project charter.

· Section 1

· Section 2

· Section 3

· Section 4



	Time-frame:  60 minutes

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent

	
	
	
	
	
	


Section 1.
Project Overview

1.1
Problem Statement

Describe the business reason(s) for initiating the project, specifically stating the business problem.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
1.2
Project Description

Describe the approach the project will use to address the business problem.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
1.3
Project Goals and Objectives

Describe the business goals and objectives of the project. Refine the goals and objectives stated in the Business Case.
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
1.4
Project Scope

Describe the project scope. The scope defines project limits and identifies the products and/or services delivered by the project. The scope establishes the boundaries of the project and should describe products and/or services that are outside of the project scope.

	Project Includes

	

	

	

	Project Excludes

	

	

	


1.5
Critical Success Factors

Describe the factors or characteristics that are deemed critical to the success of a project, such that, in their absence the project will fail.

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
1.6
Assumptions

Describe any project assumptions related to business, technology, resources, scope, expectations, or schedules.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
1.7
Constraints

Describe any project constraints being imposed in areas such as schedule, budget, resources, products to be reused, technology to be employed, products to be acquired, and interfaces to other products. List the project constraints based on the current knowledge today.

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Section 2. 
Project Authority and Milestones

2.1
Funding Authority

Identify the funding amount and source of authorization and method of finance (i.e., capital budget, rider authority, appropriated receipts) approved for the project.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2.2
Project Oversight Authority

Describe management control over the project. Describe external oversight bodies and relevant policies that affect the agency governance structure, project management office, and/or vendor management office.

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2.3
Major Project Milestones

List the project’s major milestones and deliverables and the planned completion dates for delivery. This list should reflect products and/or services delivered to the end user as well as the delivery of key project management or other project-related work products. 

	Milestone/Deliverable
	Planned Completion Date

	
	

	
	

	
	

	
	


Section 3. 
Project Organization

3.1
Project Structure

Describe the organizational structure of the project team and stakeholders, preferably providing a graphical depiction as shown by the sample project organization chart in the instructions.

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
3.2
Roles and Responsibilities

Summarize roles and responsibilities for the project team and stakeholders identified in the project structure above.

	Role
	Responsibility

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


3.3
Project Facilities and Resources

Describe the project's requirements for facilities and resources, such as office space, special facilities, computer equipment, office equipment, and support tools. Identify responsibilities by role for provisioning the specific items needed to support the project environment.

	Resource Requirement
	Responsibility

	
	

	
	

	
	

	
	

	
	

	
	


Section 4. 
Points of Contact

Identify and provide contact information for the primary and secondary contacts for the project.

	Primary Contact
	Name/Title/Organization
	Phone
	Email

	
	
	
	

	Secondary Contact
	Name/Title/Organization
	Phone
	Email
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  3A.  Individual Formative Exercise: WBS For Camping Trip

	  Instructions:

The following is a list of tasks to be performed in preparation for a camping trip. Draw a WBS that places the tasks in their proper relationship to one another.



	Time-frame:  15 minutes

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent

	
	
	
	
	
	


· Arrange for supplies and equipment

· Select campsite

· Make site preparations

· Make site reservations

· Arrange time off from work

· Select route to site

· Prepare menu for meals 

· Identify source of supplies and equipment

· Load car

· Pack suitcases

· Purchase supplies

· Arrange camping trip (project)

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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 3B   Individual Formative Exercise:  Work Breakdown Structure Gantt Chart

	Instructions:

Return to the project which you described in module one and construct a Work Breakdown Structure and a Gantt Chart for it.  Use estimates where necessary.

Be prepared to present your plans to the group for feedback

Identify which elements will need to be monitored and controlled and explain how you will use the Gantt chart to do this.



	Time-frame: 1 Hour  

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent

	
	
	
	
	
	


____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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  3C  Individual Formative Exercise:  Precedence Network

	Instructions:

Construct a precedence network for your envisioned project.  This will be a draft which you will need to refine when you undertake your actual project.

Be prepared to present your plans to the group for feedback

	Time-frame: 90 minutes  

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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  4A Individual Formative Exercise:  Monitoring and Controlling

	Instructions:

Explain how you will use Gantts charts and your Precedence network to monitor and control the implementation of your project.

Be prepared to present your plans to the group for feedback.

	Time-frame: 30 minutes  

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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  4B Individual Formative Exercise:  Project Management Case-study

	Instructions:

Read the following scenario and respond to the questions that follow. Your facilitator will instruct you to work individually or in small groups.

A Project meeting will be role-played for feedback purposes

	Time-frame: 90 minutes  

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent

	
	
	
	
	
	


An Introduction to Management

Background

The Custom Woodworking Company is a small-to-medium sized custom furniture- and cabinet-making company, with head-office and a spacious plant site at Industrial Estates, Someplace, BC. Its Chairman and Chief Executive Officer is Ron Carpenter, now in his late-sixties. His wife Mrs Emelia Carpenter, being an aggressive businesswoman and somewhat younger than her husband, now effectively runs the company. 

Ron Carpenter is affectionately known to all as "Woody" and so the company is generally known as "Woody's". Woody, after an apprenticeship as a cabinet maker, started his small furniture manufacturing business back in 1954 and he and his wife moved to their present location in 1959. The company quickly gained a reputation for attractively designed and well-constructed furniture, using imported hardwoods and indigenous softwoods for its products. Woody's now produces custom furniture to order, several lines of furniture for wholesaler/retailers, and a number of variations of standard kitchen and bathroom cabinets, including units made to order. 

Over the years the Carpenters continued to prosper and built up a loyal staff and work force. More recently their son, John Carpenter, has joined the company's management after having obtained a commerce degree at the local university. At John Carpenter's insistence, lured by longer production runs and higher and more consistent mark-ups, the company has moved into subcontract work, supplying and installing counter-tops, cabinets and similar fixtures for new commercial construction. To date, Woody's has established a well-founded reputation for supplying millwork to the construction industry.

Woody's Corporate Profile

	Head Office:
	Someplace, BC

	Business:Ý
	Furniture manufacturing, custom millwork, and hardwood importer; federal charter 1960; privately held; number of employees approx. 850. Major Shareholder: Emelia Holdings Ltd. At December 31, 199X, total assets were R181, 000,000. In fiscal 199X, sales was R93, 250,000 with net earnings of R6, 540,000. 

	Directors:

	Chairman and CEO
	Ron Carpenter

	President
	Mrs. Emelia Carpenter

	Executive Vice President
	Kim Qualey

	Director
	John Carpenter

	Key Personnel:

	VP Production
	Miles Faster

	VP Finance and Administration
	Spencer Moneysworth

	VP Personnel
	Molly Bussell

	VP Sales and Estimating
	Bruce Sharpe

	Controller
	Kim Cashman


Other Key Players in this Case-study:
	I. Leadbetter (Ian)
	Woody's Project Manager

	R. Schemers (Randy)
	Principal, Schemers and Plotters (S&P), industrial design consultants

	A. Fowler (Alfred)
	Director, Expert Industrial Developers (EID), industrial property developers and contractors

	I. Kontrak (Ivar)
	EID's Project Manager

	D. Rivett (Dave)
	I. Beam Construction Ltd., steel fabricators and installers

	B. Leakey (Bert)
	Classic Cladding Co., cladding and roofing contractors

	C. Droppe (Charlie)
	I. C. Rain Ltd., water-proofing contractors

	A. Dent (Amos)
	Tinknockers Associates, mechanical contractors

	O. Volta (Olaf)
	Zapp Electric Co., electrical contractors

	E. Forgot (Eddie)
	Piecemeal Corporation, equipment suppliers

	W. Easley (Win)
	Project management consultants


The Opportunity

In 1989 there was a mini-boom in commercial construction in south-western BC. With the possibility of a major airport expansion, and free-trade opportunities south of the border, Bruce Sharpe persuaded Woody's directors that they were well placed to expand their manufacturing business. Miles Faster, regularly complaining that the company's production efficiency was being thwarted by lack of manufacturing space, made a pitch to John Carpenter for moving to completely new and more modern facilities. John Carpenter, with a vision of growth based on computer-controlled automation, talked over the idea with his father. Woody discussed it with his wife, who in turn brought Kim Cashman and Spencer Moneysworth into the debate. 

Cashman and Moneysworth felt strongly that they should remain where they were, since there was spare land on their property, even though not the most convenient for plant expansion. They argued that, not only would this avoid the costs of buying and selling property, but more importantly, avoid the interruption to production while relocating their existing equipment. Besides, the nearest potential location at an attractive price was at least fifteen miles further out from the residential area where most of them lived. Polarisation of opinions rapidly became evident and so, in the spring of 1989, Woody called a meeting of the directors and key personnel to resolve the issue. After a visit to the factory floor and a prolonged and sometimes bitter argument lasting into the early hours, it was agreed that the company would stay put on its existing property

The Project Concept

It was agreed at the meeting that additional production capacity would be added equivalent to 25% of the existing floor area. The opportunity would also be taken to install air-conditioning and a dust-free paint and finishing shop, complete with additional compressor capacity. Equipment would include a semi-automatic woodworking production train, requiring the development and installation of software and hardware to run it. The President and Executive Vice Presidents' offices would also be renovated.

At the meeting, the total cost of the work, not including office renovation, was roughly estimated at $17 million. Woody agreed to commit the company to a budget of $17 million as an absolute maximum for all proposed work, and the target date for production would be eighteen months in the future. To give Woody's personnel a feeling of ownership, Molly Bussell proposed that the project should be called Woody 2000. Spencer Moneysworth would take responsibility for Project Woody 2000.

Planning

Moneysworth was keen to show his administrative abilities. He decided not to involve the production people as they were always too busy and, anyway, that would only delay progress. So, not one for wasting time (on planning) Moneysworth immediately invited Expert Industrial Developers (EID) to quote for the planned expansion. He reasoned that this contractor's prominence on the industrial estate and their knowledge of industrial work would result in a lower total project cost.

Meanwhile, Kim Cashman developed a monthly cash-flow chart as follows. First he set aside one million for contingencies. Then he assumed that expenditure would be one million in each of the first and last months, with an intervening ten months at $1.4 million. He carefully locked the chart away in his drawer for future reference. All actual costs associated with the project would be recorded as part of the company's normal book-keeping.

Upon Moneysworth's insistence, EID submitted a fixed-price quotation. It amounted to $20 million and an eighteen month schedule. After Moneysworth recovered from the shock, he persuaded Woody's management that the price and schedule were excessive. (For their part, EID believed that Woody's would need considerable help with their project planning and allowed for a number of uncertainties). Further negotiations followed in which EID offered to undertake the work, based on a fully reimbursable contract.

Moneysworth started inquiries elsewhere but EID countered with an offer to do their own work on cost plus but solicit fixed price quotations for all sub-trade work. Under this arrangement EID would be paid an hourly rate, covering direct wages or salaries, payroll burden, head-office overhead and profit. This rate would extend to all engineering, procurement, construction and commissioning for which EID would employ Schemers and Plotters (S&P) for the building and industrial design work. Moneysworth felt that the proposed hourly rate was reasonable and that the hours could be monitored effectively. He persuaded Woody's directors to proceed accordingly.

The Design

A couple of months later, as S&P commenced their preliminary designs and raised questions and issues for decision, Moneysworth found he needed assistance to cope with the paper-work. John Carpenter suggested he use Ian Leadbetter, a bright young mechanical engineer who had specialised in programming semi-automatic manufacturing machinery. Moneysworth realised that this knowledge would be an asset to the project and gave Leadbetter responsibility for running the project. Ian was keen to demonstrate his software skills to his friend, John Carpenter. So, while he lacked project management training and experience (especially any understanding of "project life-cycle" and "control concepts"), he readily accepted the responsibility. 

During the initial phases of the mechanical design, Ian Leadbetter made good progress on developing the necessary production line control software program. However, early in design EID suggested that Woody's should take over the procurement of the production train directly, since they were more knowledgeable of their requirements. Miles Faster jumped at the opportunity to get involved and decided to change the production train specification to increase capacity. Because of this, the software program had to be mostly rewritten, severely limiting Leadbetter's time for managing the project. It also resulted in errors requiring increased debugging at start-up. 

Neither Moneysworth nor Leadbetter was conscious of the need for any review and approval procedures for specifications and shop drawings submitted directly by either S&P or by Eddie Forgot of Piecemeal Corporation, the suppliers of the production train. In one two-week period, during which both Faster and Leadbetter were on vacation, the manufacturing drawings for this critical long-lead equipment sat in a junior clerk's in-tray awaiting approval. For this reason alone, the delivery schedule slipped two weeks, contributing to a later construction schedule conflict in tying-in the new services.

Construction

Site clearing was tackled early on with little difficulty. However, as the main construction got into full swing some eight months later, more significant problems began to appear. The change in production train specification made it necessary to add another five feet to the length of the new building. This was only discovered when holding-down bolts for the new train were laid out on site, long after the perimeter foundations had been poured. The catalogue descriptions and specifications for other equipment selected were similarly not received and reviewed until after the foundations had been poured. 

Leadbetter was not entirely satisfied with the installation of the mechanical equipment for the dust-free paint shop. As a registered mechanical engineer, he knew that the specifications governed the quality of equipment, workmanship and performance. However, since these documents had still not been formally approved, he was loath to discuss the matter with Ivar Kontrak. Instead, he dealt directly with Amos Dent of Tinknockers Associates, the mechanical sub-contractor. This led to strained relations on the site. 

Another difficulty arose with the paint shop because the local inspection authority insisted that the surplus paint disposal arrangements be upgraded to meet the latest environmental standards.

Startup 

Two years after the project was first launched, the time to get the plant into production rapidly approached. However, neither Moneysworth nor Leadbetter had prepared any meaningful planning for completion such as owner's inspection and acceptance of the building, or testing, dry-running and production start-up of the production train. They also failed to insist that EID obtain the building occupation certificate. Moreover, due to late delivery of the production train, the "tie-in" of power and other utility connections scheduled for the annual two-week maintenance shut-down could not in fact take place until two weeks later. 

These factors together resulted in a loss of several weeks of production. Customer delivery dates were missed and some general contractors cancelled their contracts and placed their orders for millwork elsewhere. Finished goods inventories were depleted to the point that other sales opportunities were also lost in the special products areas on which Woodyís reputation was based.

Control

Costs arising from these and other changes, including the costs of delays in completion, were charged to Woody's account. Project overrun finally became reality when actual expenditures exceeded the budget, and it was apparent to everyone that the project was at best only 85% complete. Cashman was forced to scramble for an additional line of credit in project financing at prime plus 2-1/2%, an excessive premium given Woody's credit rating. From then on, Woody's were in a fire-fighting mode and their ability to control the project diminished rapidly. They found themselves throwing money at every problem in an effort to get the plant operational.

During Woody’s period of plant upgrading, construction activity in the region fell dramatically with general demand for Woodyís products falling similarly. Even though Sharpe launched an expensive marketing effort to try to regain customer loyalty, it had only a marginal effect.

Post Project Appraisal

The net result was that, when the new equipment eventually did come on stream, it was seriously under-utilized. Production morale ebbed. Some staff publicly voiced their view that the over-supply of commercial space could have been foreseen even before the project started, especially the oversupply of retail and hotel space, the prime source of Woody's contracts. John Carpenter, not a favourite with the older staff, was blamed for introducing these "new fangled and unnecessarily complicated ideas".

Because of this experience, Woody's President, Emelia Carpenter, retained project management consultant Win Easley of W. Easley Associates to conduct a post-project appraisal. Easley had some difficulty in extracting solid information because relevant data was scattered amongst various staff, who were not keen to reveal their short-comings. Only a few formal notes of early project meetings could be traced. Most of the communication was on hand-written Speedy memos, many of which were undated. However, interviews with the key players elicited considerable information, as has been outlined above.

Case Study Exercise

The incidents described in this case-study are typical of the types of things that happen in real-life projects. They are a reflection of peoples' attitudes and the way they do things. Perhaps they do not all happen on the same project. Yet the reality is that if project sponsors do not start out with an understanding of project management and its processes, the probability of these kinds of happenings are quite high! One of the best ways of learning is from mistakes, preferably from those of other people. 

The focus of this case-study centers on construction. However, the project has served to bring to light many of Woody's management short-comings and the need for change. Can you spot the real source of the problems and what needs to be done to fix them? 

Your task is to show how you would run this project properly from the beginning.

Project Appraisal Questionnaire

The purpose of project management is to achieve a successful project and all that this implies. So, if you were Win Easley, the project management consultant, what would you report? Specific issues for your consideration follow. You will not find all the answers written into the case-study.

	1. Project Concept and Strategy

	a.
	Was the Woody 2000 project well-conceived? Give reasons for your answer.

	b.
	What were Woody's real objectives that could and should have been articulated?

	c.
	What strategies were there for achieving these objectives? What would you recommend?

	d.
	Did they consider other solutions? Give examples.

	e.
	How would you gauge the project's success? Could success be measured? If so, when?

	2. Project Scope

	a.
	Why do you suppose renovation of the President and Executive Vice President's offices were included in the project?  Was that a good idea?

	b.
	Write a simple project scope statement.

	c.
	Develop a work breakdown structure. 



	3. Project Planning

	a.
	What should be included in a Woody 2000 project plan? What use would it be?

	b.
	Evaluate Woody's plans for managing the project, including their approach to contracting for professional services and construction work. What would you have done, and would that change in successive phases of the project?

	c.
	Did the project plan explain how the project and any changes would be controlled? Should this be part of the plan? Give reasons.

	4. Quality

	a.
	How should quality be approached, and what does it mean?

	b.
	Why did Leadbetter not invoke the specifications to ensure quality? What was the result?

	c.
	What is the importance of quality to a project like this?

	5. Planning and Scheduling

	a.
	Identify and describe a set of project schedule milestones from project concept to project completion.

	b.
	Illustrate the milestones on a simple bar-chart scaled to the information provided in the Case-study.

	c.
	Would a good baseline plan have helped to show that the project would not meet its schedule? If so, how?

	d.
	How should float on the critical path have been managed? Would this have helped to complete on time? (For your answer prepare PERT/CPM network diagram and indicate the critical path).

	e
	Create a chart of earliest and latest start and finish times.  Determine the critical path.  What is the shortest time from start to finish?

	f
	What are your current scheduling concerns?  Assuming that you do not have unlimited resources, make a few suggestions for resource leveling and set up a Gantt chart

	6. Cost Estimating

	a.
	Develop a high-level estimate by "guesstimation".

	b.
	How should the estimate be presented?

	c.
	Is life-cycle costing a factor on this project?

	d.
	Cashman kept his cash-flow chart a secret. Why, and what would you have done?

	7. Contracting for Engineering and Construction Services

	a.
	What were the contracting alternatives open to Woody's? Which would have been best and what would that have involved?

	b.
	How should the contract(s) be organised and tendered?

	c.
	How should they be administered?

	d.
	Were the original Woody 2000 project requirements delivered?

	8.Communication and People Management

	a.
	Draw a project organisation chart. What were the real relationships? 

	b.
	Should Leadbetter have been left to run the project? Would training have helped?

	c.
	How should the Woody 2000 project plan be communicated and when?

	d.
	What communication (co-ordination) would you expect to see during execution?

	9.Progress Monitoring and Control

	a.
	Would a good baseline plan have helped to make up time?

	b.
	Draw a responsibility chart for effective control.

	c.
	What would you have done when you saw that the project would not meet its schedule?

	d.
	Project records were apparently poor. What records should have been kept and how should they have been kept?

	10.Cost Control

	a.
	Why was EID's first price so high? Was their position reasonable?

	b.
	When did Woody's know they were in trouble with over-expenditure? What was the result? 

	c.
	How should the project budget and expenditures be set out for cost control?

	d.
	Draw a simple flow-chart for processing changes?

	11.Risk Identification and Management

	a.
	How did EID handle their risks? Was this effective? What might they have done?

	b.
	List Woody's actual surprises and add other possible surprises. What was, or should have been, done to prepare for and respond to them?

	c.
	Were there changes? What were the impacts?

	12.Facility Start-up and Project Close-out

	a.
	How was start-up managed on the Woody project? How should it have been managed?

	b.
	The Woody 2000 project was evidently not well run. Why? Give reasons for your answer.

	c.
	Develop a list of "Key Success Indicators" that could and should have been measured on completion. Rank them in order of priority for this project.


Section C:  Summative Assessments
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 S1 Summative Exercise: Managing a Project


	Instructions:

In order to fulfil the requirements for the five-unit standards contained in this skills program, you will need to identify a project (or at least a potential one) which will serve as a vehicle for your learning process.  During the course you will complete a series of formative exercises using your envisioned project as an example.  If you have projects in the pipeline at work, then use an example which you can follow up on once you get back to work.  The project which you select to document for your summative assessment needs to be completed using an actual project in order to demonstrate applied competence back at work.

You will need to submit a report which covers the following:

1. The origins and initial conceptualisation of the problem or opportunity.

2. The scoping of the project with an analysis of the critical constraints.

3. A project charter which covers the objectives, stakeholder listing, project deliverables and a statement of work.

4. A work breakdown structure.

5. A Gantt Chart

6. A precedence network showing the critical path.

7. A strategy for monitoring and controlling implementation, with control charts.

8. A communication strategy for keeping stakeholders informed of progress.



	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent

	
	
	
	
	
	


Section D:  Assessor Mark Sheets

Assessor Declaration of Learner Competence
	Outcomes of each unit standard
	Assessment criteria


	Method of assessment

(Formative / Summative)
	Assessed
	Competent

	
	
	
	Date
	Initial of assessor
	YES
	NYC

	US 120373

SO 1: Contribute to the identification and co-ordination of stakeholders, their roles, needs and expectations.
	AC 1: Project stakeholder are identified and their roles on achievement of project outcomes are recorded and or explained with examples

AC 2: Project stakeholders needs and expectations are identified and documented according to agreed format

AC 3: Project deliverables are verified against the needs of stakeholders

AC 4: Approved modifications to stakeholder needs are documented and communicated to relevant parties
	Formative 2A

Formative 1 C

Formative 4B

Summative
	
	
	
	


	SO 2: Contribute to the identification, description and analysis of the project needs, expectations, constraints, assumptions, exclusions, inclusions and deliverables
	AC 1: Objectives are agreed with all relevant parties

AC 2: Assumptions, needs, expectations, constraints, exclusions, inclusions and deliverables are identified and recorded according to agreed format

AC 3: Work packages are developed and further elaborated to present overall view of the project scope

AC 4: A work breakdown structure is developed and documented, within agreed time frames
	Formative 2A

Formative 4B

Formative 3 B

Summative


	
	
	
	

	SO 3: Contribute to preparing and producing inputs to be used for further planning activities
	AC 1: Scope documentation is compiled in accordance with instructions and procedures

AC 2: Scope document contains a rudimentary sequence of events and/or milestones
AC 3: Scope document is communicated to stakeholders for approval
AC 4: Measures for project success are recorded in agreed format
	Formative 2A

Formative 4A

Formative 4B

Summative
	
	
	
	

	SO 4: Contribute to the monitoring of the achievement of the project`s scope
	AC 1: Feedback of progress towards delivering the scope is communicated in agreed manner
AC 2: Deviations from scope are identified and opportunities for corrective action or improvement are communicated to relevant individuals/teams
AC 3: The impact of scope change is identified, analysed, described and reported according to agreed procedures
AC 4: Approved change requests to scope are processed in accordance with project change control procedures
AC 5: Project deliverables are verified as complete as per agreed scope definition or specified requirements
	Formative 2A

Formative 4B

Formative 4A

Summative


	
	
	
	

	US 120384

SO 1: Demonstrate an understanding of the purpose and process of scheduling project activities
	AC 1: The purpose and importance of a schedule of activities on a project is described and explained with examples

AC 2: Schedule development process is explained in accordance with established industry practices and with examples

AC 3: The differences and implications of project completion within the shortest possible time and at specified due date are explained with examples

AC 4: The use of a work breakdown structure in assisting the development of a schedule is explained with examples
	Formative 3A

Formative 3B

Formative 3C

Summative
	
	
	
	

	SO 2: Define and gather information about project activities from technical (subject matter) experts and within own field of expertise
	AC 1: Activities specific to a project are identified and prioritised within objectives and scope of project

AC 2: Specific project activities are identified and gathered from technical experts

AC 3: Activities are documented at a level of detail to support further planning activities

AC 4: Associated documents are updated to reflect identified activities
	Formative 3A

Formative 3B

Formative 3C

Summative
	
	
	
	

	SO 3: Develop a simple schedule for a project or part thereof
	AC 1: Activity dependencies are identified and recorded in agreed format

AC 2: An activity sequence is produced and shown in a schedule

AC 3: Time duration estimates for activities are sourced from responsible individuals

AC 4: The schedule is updated with time duration estimates

AC 5: Resources required for activities are identified, allocated to work and documented per activity according to agreed processes and formats

AC 6: The project duration is determined and recorded in agreed format

AC 7: Project schedule is presented to stakeholders in an agreed format
	Formative 3B

Formative 3C

Summative
	
	
	
	

	US 120372

SO 1: Explain the nature of a project
	AC 1: The characteristics of a project manager are explained with examples

AC 2: Differences between project and non-project work are explained with examples of each

AC 3: A basic project life cycle is explained with examples of possible phases

AC 4: The reasons for undertaking projects are explained with practical examples

AC 5: A range of types of projects and their complexity are explained in simple terms
	Formative 1B

Formative 1A

Formative 1C

Formative 2 A
	
	
	
	

	SO 2: Explain the nature and application of project management
	AC 1: Project management is defined and its application is explained according to recognised published standards

AC 2: The major project management processes are described and explained according to recognised best practice

AC 3: The differences between project management and general management are explained with examples of each

AC 4: The difference between project management processes and technical (end product related) processes is explained with examples of each

AC 5: The difference between a project team member and the project manager is explained in accordance with role descriptions
	Formative 1A

Formative 1B
	
	
	
	

	SO 3: Explain the types of structures that are found in a project environment
	AC 1: The reasons for defining structures for a project is explained with examples

AC 2: The concept of programme and project hierarchies is explained with an example

AC 3: The purpose of decomposing a project into manageable components or parts is explained with practical examples

AC 4: The concepts of breakdown structures for product, work and cost are explained in simple terms
	Formative 1C

Formative 2A

Formative 3A

Formative 4A
	
	
	
	

	SO 4: Explain the application of organisation structures in a project environment
	AC 1: The basic differences between a matrix and functional organisation structure are explained with examples of each

AC 2: The project organisation structure is described and explained in a written format

AC 3: The purpose and key responsibilities of two roles on a project are described in a written format

AC 4: Stakeholders are explained with examples of at least six different stakeholders
	Formative 1C

Formative 2A
	
	
	
	

	SO 5: Explain the major processes and activities required to manage a project
	AC 1: Key processes and activities that take place to manage a project are described from beginning to end

AC 2: The supplementary management sub-processes and activities required to support the key processes and activities are briefly described with examples of each

AC 3: The reasons for planning and controlling a project are explained with examples of the consequences of not planning and controlling
	Formative 1C

Formative 4B

Formative 4A
	
	
	
	

	US 120387

SO 1: Describe and explain a range of project schedule control processes and techniques
	AC 1: The necessity and value of a schedule in controlling project work is explained with example

AC 2: The process of controlling the execution of the project schedule is explained with examples

AC 3: The importance of controlling changes to the duration of activities is described and explained with examples

AC 4: The usage of a baseline in controlling work on a project is explained with examples
	Formative 4A

Formative 4B

Summative
	
	
	
	

	SO 2 : Monitor actual project work versus planned work (baseline)
	AC 1: Information pertaining to progress against a planned schedule is collected and records updated correctly

AC 2: Actual progress versus planned progress is compared with one another and recorded and reported in agreed format

AC 3: Variances are identified, documented and communicated in agreed format

AC 4: Potential corrective actions are identified and suggested to higher authority in accordance with procedures

AC 5: Lessons learned are documented and communicated to relevant parties using agreed procedures
	Formative 4B

Summative
	
	
	
	

	SO 3: Record and communicate schedule changes
	AC 1: Approved changes to schedules are documented and associated schedules are updated according to procedures

AC 2: Approved changes are communicated to relevant parties (stakeholders) in the agreed format and time frame
	Formative 4B

Summative
	
	
	
	

	US 120385

SO 1: Demonstrate an understanding of project management tools and techniques
	AC 1: A range of tools and techniques used on a project are identified and explained in accordance with project requirements

AC 2: Limitations and advantages of project management tools and techniques are explained using examples

AC 3: Examples of the usage of the project management tools and techniques are provided in a hard copy format
	Formative 4B

Summative
	
	
	
	

	SO 2: Use a range of project management tools and techniques
	AC 1: A range of project management tools and techniques are used in accordance with established standards and procedures

AC 2: Output of project management tools and techniques meet individual, team and organisational needs/requirements
	Formative 4B

Summative
	
	
	
	

	SO 3: Apply corrective action steps where project management tools and techniques usage problems occur
	AC 1: Problems with the usage of project management tools and techniques are identified against project requirements

AC 2: Possible solutions are identified and discussed in consultation with higher authority

AC 3: Authorised / agreed solutions are implemented according to agreed steps
	Formative 4B 

Summative
	
	
	
	

	Details of moderation
	Name and signature of moderator:


	Assessment result confirmed:
	YES
	NO

	Moderator comments




CCFO Marksheet

	Critical Cross-fields


	Competent/ Not Yet Competent
	Assessor Comments

	Identifying
	C
	The learners had to identify aspects of different projects.

	Organising
	C
	The learners had to organise information into manageable and understandable documents. 

	Collecting
	C
	The learners had to collect information in order to construct projects.

	Communicating
	C
	The learners had to communicate with peer learners as well as other sources of information.

	Demonstrating
	C
	The learners had to demonstrate understanding of the theory in order to complete the assessments.

	Contributing
	C
	The learners had to contribute knowledge and skills during and after the training sessions.

	Science
	C
	The learners used science to be able to collect information and to complete the assessments.

	Working
	C
	The learners had to work with peer learners in the group work.


	Assessor Signature
	
	Date
	


	Moderator Signature
	
	Date
	


Assessment Decision

	OVERALL ASSESSMENT SCORE

	1. Meets all the criteria for all the specific outcomes of the unit standard. 
	

	2. Meet some, but not all the criteria for the specific outcomes of the unit standard.
	

	3. Clearly do not meet the criteria for the specific outcomes of the unit standard.
	

	4. More evidence is required in order to make a judgement of competence.
	


VACS Analysis

	Assessor Name
	

	Assessment Evaluated
	120373, 120384, 120272, 12385, 120387

	Date of Evaluation
	

	
	PRINCIPLE
	
	ASSESSOR REPORT
	MODERATOR REPORT

	Validity of evidence
	Is the evidence appropriate and related to the specific outcomes?
	Y/N
	Yes
	Yes

	
	Was there any evidence that prohibited the learner from meeting the assessment criteria?
	Y/N
	No
	No

	Authenticity of evidence
	Is there proof that the evidence is the learner’s own work?
	Y/N
	Yes
	Yes

	Currency of evidence
	Currency refers to the applicability of skills, knowledge and understanding in the present circumstances.  Is the evidence current to the situation?
	Y/N
	Yes
	Yes

	Sufficiency of evidence
	Is there enough evidence to meet all the criteria of the specific outcome to certify competency?
	Y/N
	Yes
	Yes

	
	Will the learner be deemed competent if the learner’s performance is to be reported?
	Y/N
	Yes
	Yes

	Moderator Signature
	
	Date
	

	Assessor signature
	
	Date
	


RE-ASSESSMENT AND APPEAL PROCEDURE
Learner completes the re-assessment and appeals application and delivers to the assessor

Assessor decides on actions to be taken:

· Discuss reasons and appropriate actions with learner
· Learner accepts and follows actions

· Assessor re-assess

Assessor or learner still not satisfied

· Appeals application together with actions taken and complete assessment portfolio to the internal moderator

Internal moderator discusses with assessor and learner together next steps and recommendations

· Re-assessment by moderator

Learner still not satisfied with results

· Appeals application, actions taken and complete assessment portfolio to the ETQA for verification

The assessor has to provide the moderator with all appeals and re-assessment applications regardless if the learner accepts the results of the re-assessment or not.
Reassessment should comply with the following conditions:

· Reassessment should take place in the same situation or context and under the same conditions

· The same method and assessment instrument may be used, but the task and materials should be changed. However, they should be of the same complexity and level as the previous one(s). 

· Where the methods and instruments are changed, they must be appropriate for the outcomes specified.

· On Appeal the learner must complete and sign the appeals application (see appendix B)

· On reassessment the initial assessment plan should be extended and accepted by the learner. 

NOTE:

Where several outcomes have been assessed and some, but not all, were achieved successfully, a decision has to be made about the credits for the successful outcomes, i.e. will the learner be able to retain these credits without having to be reassessed? If so, what would the assessment consist of then? 

Care should be taken regarding how often reassessment can be taken, and the length of time between the original assessment and the reassessment. At the initial discussion of the assessment process and appeals procedure the learner and assessor agree on the number of re-assessments.  A learner who is repeatedly unsuccessful should be given guidance on other possible and more suitable learning avenues.

Learners should be secure in the knowledge that they can appeal against an unfair assessment. 

Appeals can be brought against:

· Unfair assessment

· Invalid assessments

· Unreliable assessments

· The assessor’s judgment, if considered biased

· Inadequate expertise and experience of the assessor if it influenced the assessment.

· Unethical practices.

Appeals Procedure
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Appeals Application
	Unit Standard Title
	
	Unit Standard number
	

	NQF level
	
	Credits
	

	Venue
	
	Date
	

	Learner Name 
	
	Learner ID number
	

	Assessor Name and Surname
	
	Assessor Registration number
	


	1. Please explain how you were assessed:

	

	

	

	

	

	2. Please list the reason(s) for your appeal:

	

	

	

	

	

	3. Please indicate what course of action you would find acceptable in order to resolve this issue. (For example another assessor, a different assessment method, etc)

	

	

	

	

	

	4. Please specify any additional requirements or needs you may have:

	

	

	

	

	


	Learner Signature
	
	Date
	

	Moderator

Signature
	
	Date
	


	Assessor Feedback to learner

	Assessor Declaration of Competence
	1st Attempt
	2nd Attempt
	3rd Attempt

	
	Competent
	NYC
	Competent
	NYC
	Competent
	NYC

	
	
	
	
	
	
	

	Date of declaration
	
	
	

	Feedback
	
	
	

	Action Plan for Competence and Re-assessment

	The learner was assessed on the following date:


	

	The learner has not submitted sufficient evidence and is therefore not yet competent.

	The learner is required to submit additional evidence against the following:
(List the specific outcome and assessment criteria relevant below)
	The learner is required to improve in the following areas:

	
	

	
	

	Learner Declaration
	I, ………………………………………………………… declare that I am satisfied that the feedback given to me by the Assessor was relevant, sufficient and done in a constructive manner.  I accept the assessment judgment and have no further questions relating to this particular assessment instrument.

	Learner’s Signature
	
	Date:


	

	Assessor’s Signature
	
	Date:
	

	Moderator’s Signature


	
	Date:
	


Learner: Assessment Review

	Learner name
	

	Assessor name
	

	Date of assessment
	

	Question
	Yes
	No

	Was the assessment process explained to you before the assessment?
	
	

	Did the assessor have a pre-assessment meeting with you?
	
	

	Did you receive feedback after the assessment? 
	
	

	Was the assessment feedback clear enough?
	
	

	Did you receive your feedback within the agreed time-frames?
	
	

	Do you feel that the assessment was fair?
	
	

	Do you feel that you received enough opportunities during the assessment to provide evidence to the assessor?
	
	

	Did the assessor explain all the evidence requirements to you?
	
	

	Were you given the chance to give your input in terms of the assessment process?
	
	

	Was the evidence judged in accordance with the requirements outlined to you?
	
	

	Was the feedback provided constructive? 
	
	

	Was the assessment documentation clear and user-friendly?
	
	

	Learner Signature
	
	Date
	

	Assessor Signature
	
	Date
	

	Moderator Signature
	
	Date
	


Assessor: Assessment Review

	Assessor name
	

	Date of assessment
	

	Assessment Review
	Agree
	Disagree

	The learner provided inputs into the assessment process.
	
	

	Before the assessment was conducted the learner understood what criteria and evidence will be used in the assessment process.
	
	

	The assessment process was conducted in the learner’s work environment. 
	
	

	The assessment instruments were clear and easily understood by the assessor.
	
	

	In similar circumstances the assessor will make the same judgment again. 
	
	

	The evidence requirements are relevant to the unit standards.
	
	

	The evidence identified for this portfolio is sufficient.
	
	

	The evidence produced by the learner can be verified as being authentic.
	
	

	The assessment methods are suitable for the outcomes being assessed.
	
	

	The assessment does not present any barriers for the learner.
	
	

	All special needs have catered for and considered during the assessment.
	
	

	The assessment instruments were manageable and user-friendly.
	
	

	General Comments: I am satisfied with the assessment process.

	Assessor Signature
	
	Date
	

	Moderator Signature
	
	Date
	


Assessment Review Report

	Unit Standard Title
	Project management
	Unit Standard Number
	120373, 120384, 120272, 12385, 120387

	NQF Level
	4
	Credits
	33

	Venue
	
	Date
	

	Learner Name 
	
	Learner ID Number
	

	Assessor Name 
	
	Assessor Registration Number
	


Assessment Guide

	Strengths

	Outcomes of unit standards covered. Clear instructions to all. Evidence declarations available. Outline the assessment process. 

	Weaknesses:

	None.

	Recommendations:

	None.


Assessment Process

	Strengths

	The assessment process allows the assessor to follow the principles of good assessment. Easy manageable and fair process with different levels of difficulty.


	Weaknesses:

	None.

	Recommendations:

	None.


Assessment Methods Used

	Strengths

	The assessment methods allow the learners to show knowledge and skills. Assessments were done individually as well as in groups. These were appropriate to what was done, and all outcomes were reached. 

	Weaknesses:

	None.

	Recommendations:

	None.


Assessment Instruments Used

	Strengths

	The instruments were easily understandable and manageable.  It gives opportunity to the learners to demonstrate what they have been exposed to.


	Weaknesses:

	None.

	Recommendations:

	None.


Learner's Readiness for Assessment 

	Strengths

	The learners declared their readiness for the assessment during the pre-assessment meeting.

	Weaknesses:

	None.

	Recommendations:

	None.


Unit Standard

	Strengths

	All 5 the unit standards were –re-registered.  It gives clear guidance on what the learner should be able to do at the end of the learning programme.

	Weaknesses:

	None.

	Recommendations:

	None.


	Assessor Signature
	
	Date
	

	Moderator Signature
	
	Date
	


SPECIAL NEED ASSESSMENT

NAME OF COURSE: _________________________________________________

DATE OF COURSE:  _________________________________________________

NAME OF LEARNER: ________________________________________________

ID OF LEARNER: ___________________________________________________

NAME OF ASSESSOR:  ______________________________________________

EXPLANATION OF SPECIAL NEED:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
ACTIONS TAKEN BY ASSESSOR TO COMPLETE THE ASSESSMENT:

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
LEARNER COMPETENT                                      YES    / NO

REASONS IF NOT YET COMPETENT:

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	LEARNER SIGNATURE
	
	DATE
	

	ASSESSOR SIGNATURE
	
	DATE
	

	MODERATOR SIGNATURE
	
	DATE
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PRE-ASSESSMENT MEETING CHECKLIST


		Learner

		

		Unit Standard Number

		120373, 120384, 120272, 12385, 120387

		Credits

		33



		Assessor

		

		Unit Standard Title

		Project Management

		Level

		4



		Moderator

		



		Nr

		Points to be Covered

		



		1

		Welcome the Learner and put them at ease.

		



		2

		Explain the purpose and objectives of the meeting.

		



		3

		Provide clear explanations of the key elements and implications of standards based assessments within the context of the NQF.

		



		4

		Explain the assessment process and the principles of good assessment practice.

		



		5

		Explain the roles and responsibilities of the Learner, assessors and moderators.

		



		6

		Explain the Learner’s rights, discuss the appeal process and reassessment policies.

		



		7

		Provide Learner with a copy of the relevant unit standard and criteria against which they will be assessed.

		



		8

		Discuss and identify any special assessments needs of the Learner.

		



		9

		Identify and eliminate any unfair barriers e.g. language, disabilities.

		



		10

		Discuss the evidence requirements with the Learner, and agree on evidence the Learner must submit.

		



		11

		Explain and agree the best assessment methods, instruments and activities to be used

		



		12

		Ensure the assessment environment and activities are aligned with recognized codes of practice, health and safety procedures and standards operating procedures

		



		13

		Agree on an assessment schedule with the Learner, which reflects:  assessment criteria, types of evidence to be collected, assessment methods, timing of assessments, sequence of activities, deadlines and arrangements for reviewing the assessment plan.  

		



		14

		Discuss the importance of confidentiality of all information.

		



		15

		Discuss the moderation and certification process.

		



		16

		Give the Learner opportunity to seek clarification on any items discussed.

		



		17

		Provide the Learner with a copy of the assessment contract which is signed and safely stored away.

		



		18

		Explain how the learner will be supported during the assessment process.



		Declaration of understanding



		I am ready for the assessment.

		



		I declare that the points of the Pre-Assessment Meeting Checklist were explained by the assessor.

		



		I declare that I have received copies of the Unit standards, assessment plan/schedule and copies of the relevant policies and procedures pertaining to my assessment.

		



		ASSESSOR’S SIGNATURE



		DATE



		LEARNER’S SIGNATURE



		DATE














