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INSTRUCTIONS 

The questions in this workbook are divided into three categories: written questions, a 

practical assessment, and a case study. 

The written questions cover generic underpinning knowledge of basic project management 

terms and concepts. These questions are all in a short answer format. The longer questions 

requiring creative thought processes are covered in the case studies within the practical 

assessment. You must answer all questions using your own words. However you may 

reference your learner guide, the PMBOK guide, and other online or hard copy resources to 

complete this assessment. 

Throughout the written questions, you will be asked to describe documentation and other 

requirements “in your organisation.” This may be your current or past workplace, a socio-

civic organisation that uses similar documentation, or the last school you have attended.  

Submit all your files together upon completion of all the tasks in this workbook. Make sure 

the file name of each attachment compiles with the specified file name required in each task. 

Requirements for satisfactory completion 

For a ‘satisfactory’ result for each component of this workbook, all tasks must be addressed 

to a ‘satisfactory’ standard.  It is important you; 

a) Provide responses using complete sentences, making direct reference to the question. 

b) Specifically address all parts of the question providing examples where appropriate. 
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WHAT IS COMPETENCY BASED ASSESSMENT 

The features of a competency based assessment system are: 

 It is focused on what learners can do and whether it meets the criteria specified 

by industry as competency standards. 

 Assessment should mirror the environment the learner will encounter in the 

workplace. 

 Assessment criteria should be clearly stated to the learner at the beginning of 

the learning process. 

 Assessment should be holistic.  That is it aims to assess as many elements 

and/or units of competency as is feasible at one time. 

 In competency assessment a learner receives one of only two outcomes – 

competent or not yet competent. 

 The basis of assessment is in applying knowledge for some purpose.  In a 

competency system, knowledge for the sake of knowledge is seen to be 

ineffectual unless it assists a person to perform a task to the level required in 

the workplace. 

 The emphasis in assessment is on assessable outcomes that are clearly stated 

for the trainer and learner.  Assessable outcomes are tied to the relevant 

industry competency standards where these exist.  Where such competencies 

do not exist, the outcomes are based upon those identified in a training needs 

analysis. 

Definition of competency 

Assessment in this context can be defined as: 

 The fair, valid, reliable, and flexible gathering and recording of evidence to 

support judgement on whether competence has been achieved. Skills and 

knowledge (developed either in a structured learning situation, at work, or in 

some other context) are assessed against national standards of competence 

required by industry, rather than compared with the skills and knowledge of 

other learners. 
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WRITTEN QUESTIONS 

1. Project governance models vary from organisation to organisation.  

Identify among the following the aspects you must consider in a project to 

determine the type of project governance model you need to establish. Select all that 

apply. 

 

 a) Project success and deliverable acceptance criteria 

 b) Established project budget 

 
c) Relationship among the project team, organisational groups, and external 

stakeholders 

 d) Project decision-making processes 

 e) Relationship between the project manager and the project sponsor 

 f) Guidelines for aligning project governance and organisational strategy 

 g) Approval of the project organisation structure that identifies project roles 

 h) Process to identify, escalate, and resolve issues that arise during the project 
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2. Consider the project life cycle. Match each stage of the project life cycle to their 

descriptions below. Write the letter on the space provided. 

a. Planning 

b. Closing 

c. Scoping 

d. Monitoring 

e. Implementation 

  

 

      
Also called initiation, conceptualisation, or feasibility, this stage covers starting 

the project and working it out at a high level. 

      

Also called schedule or preparation, this stage covers working out the details of 

the project to determine the overall timeframes, costs, scope, and quality 

requirements along with the resourcing of the project. 

      

Also called executing, production, control, or development, this stage covers 

putting the project plan into action by executing the project tasks and producing 

the project deliverables. 

      
Also called evaluation or auditing, this stage covers evaluating and controlling 

the project. 

      

Also called completion, finalisation, termination, or handover, this stage covers 

winding down the project by handing over the deliverables, releasing staff and 

completing reviews and archiving activities. 

 

3. Which stage of the project life cycle is normally divided into phases? 

 

 a) Planning 

 b) Implementation 

 c) Monitoring 

 d) Closing 
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4. Match the following project planning documents to their descriptions below. 

Write the letter on the space provided. 

a. Risk register 

b. Issues register 

c. Work log 

d. Task analysis 

e. Gantt chart 

f. Change log 

  

 

      
Shows the amount done in certain periods of time. It comes in the form of a bar 

graph. 

      
Helps to track potential problems and difficulties that arise during the project 

implementation phase. It comes in table form. 

      

Describes the activities in the project, breaking them down into tasks – specifying 

each tasks duration, frequency, resource allocation, etc. May be in the form of a 

diagram or flow chart. 

      

Documents information on issues raised in a project, so that they may be 

addressed. It documents actions taken to correct these issues. It comes in table 

form. 

      

Records the requests for change within a project. It tracks when the change was 

requested, the status of the request, and if the change was approved or 

implemented. It typically comes in table form. 

      

Tracks the work done by relevant parties in a project. It typically records the 

hours of work each party contributes to the project for a given time increment 

(daily, weekly, etc).  
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5. Describe the project initiation documentation (PID) used in a typical 

organisation. Select all the descriptions that apply. 

 

 a) The PID provides information about the project at a high level. 

 
b) The PID does not provide the depth of information you would find in a project 

plan. 

 c) The PID provides more specific information than a project plan. 

 d) The PID clearly defines for relevant stakeholders what the project is about. 

 e) The PID must always be accompanied by a Project Charter.  

 f) The PID is, for some organisations, the same as the Project Charter. 

 g) The PID provides an assessment of all the relevant stakeholders of the project. 

 h) The PID must state the dates when the project is set to start and end. 

 i) The PID must include a Gantt chart of the projected project timeframe. 

 
j) The PID must include a weekly work schedule for each of the relevant 

stakeholders. 
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6. Upon completion of a project, you are required to hand over the project deliverables 

as well as project closure documentation. 

Match the following project closure documentation to their descriptions below. 

Write the letter on the space provided. 

a. Final report 

b. Project archive 

checklist 

c. Final project audit 

d. Feedback form 

  

 

      

Assesses how effective the management of the project was by defining a criteria 

for success. This also helps to ensure the compliance of relevant stakeholders to 

the policies and procedures set out by the organisation. 

      

Requests for input from clients in order to improve services in the future. This is 

a subjective evaluation of the services rendered and level of work performance 

during a project. 

      

Helps in making sure all project documents are stored or on hand at the close of 

a project. This is important for closing the project, providing information about 

the project upon request, and for reference for future projects. 

      

It summarises the outcome of a project, reviewing issues that arose throughout 

implementations, and lessons learned. It evaluates the performance of 

stakeholders for improvements in future projects. 
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PRACTICAL ASSESSMENT 

Instructions to Student 

 

The case study provided feature hypothetical situations which will not require you to have 

access to the workplace, although your past and present workplace experiences may help 

with the responses you provide. You will be expected to encounter similar situations to 

these in the future as you work in a project team environment. 

 

In the real world, you are likely to encounter the situation where you take over a project 

from another project administrator. The documentation that is handed over to you is not 

necessarily up to scratch, and there could be serious issues with the project. This 

assessment captures that real life scenario. 
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CASE STUDY 

This case study will guide you to apply project life cycle management processes. 

To ensure successful completion of this task, it has been divided into smaller tasks: 

1. Assist in establishing the project 

2. Support project planning and design processes 

3. Assist with project control and execution 

4. Assist with project finalisation 

You will be provided with templates and supplementary guide questions throughout this 

assessment to document evidence of your completion of the relevant unit requirements 

addressed in this task. 

The case study will provide you with all the information you will require to complete the tasks 

that follow. Review the case study carefully and complete the tasks according to the scenario 

provided. 

This workbook will guide you through the necessary steps to successfully complete your task.  

 

Simulated Scenario 

Lotus Compassionate Care is a large not-for-profit aged care and disability care facility 

at Cascade Peak. You can read more about the organisation by clicking on their logo below: 

 

(username:      password: ) 

Lotus Compassionate Care has hired you to scope a proposed project to remove all the grass 

from its grounds and replace it with new turf and have trees planted inside the perimeter 

fence. There will also be garden beds established around the building. The new landscaping 

will include an underground irrigation system. 

 

The existing grounds have been poorly maintained following a long drought. The few small 

trees that have been planted on the grounds have died and the grass is in poor condition, 

making the centre appear neglected. There is currently no landscaping around the buildings. SA
M
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Task 1 – Assist in Establishing the Project 

Step 1 

Discuss the potential impacts of the proposed project on Lotus Compassionate Care and 

on its residents. Answer in 50 – 60 words. 

Guidance: How would the activities involved in the landscaping process negatively affect 

the residents of the facility? 
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Discuss the plan you would put in place to ensure the impacts mentioned in Step 1 are kept 

to a minimum. Answer in 150 words or less. 

Guidance: Include in your discussion the policies and/or procedures as to why these steps 

must be taken. 

Lotus Compassionate Care Policies and Procedures 

(username:    password: ) 
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Step 4 

It is now 15 July 20xx. Update the project log you developed in Step 3 of this Task. Write 

an email to Sonya, updating her about the project so far. 

Guidance: Fill in the project log from Step 3 with fictional (but realistic) activities that 

have been done from the start date of the project until 15 July 20xx. 

The email to Sonya must update her about the activities of the project so far. 

There is no need to get into all the details; a general overview will suffice. 

However, details regarding milestones – have they been met or not? – must 

be included. 

Add in your evaluation of the rate of the progress of the project. 

Write the email below. There is no need to send an actual email to the specified 

address. 

 

To:       

Subject:       

Message:       
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Step 5 

It is now 22 July 20xx. You receive the following email from the site supervisor: 

Gorgeous Grasses contacted me, stating our order of Hybrid 

Bermuda will be two (2) weeks delayed, due to a problem with 

their supplier. They are offering Kentucky Bluegrass. The 

Hybrid Bermuda was supposed to be for the large open area, 

as it is not suitable for the shaded areas. 

 

Update the Project Log. Then, write an email to Sonya, updating her about the activities of 

the project so far (between 11 July and 22 July 20xx).  

Update her also about your plan of action concerning your site supervisor’s email, and 

explain why you have chosen this course. Mention one (1) other alternative you have 

considered, and explain why that alternative is less desirable. 

Guidance: You may need to do some research about different types of grasses in order to 

come up with a solution to this problem. 

Explain the impact of the chosen course of action on the project outcome 

and/or timeline. 

Write the email on the next page. There is no need to send an actual email to the 

specified address. 
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To:       

Subject:       

Message:       

 

 

 

 

 

 

 

 

  

SA
M

PL
E



 

 

Assessment Workbook 1 Version No.1.0 Produced 29 March 2016 
© Compliant Learning Resources Page 37 

ASSESSOR CHECKLIST 

When you have completed assessing this workbook, review the candidate’s assessment 

against the checklist below: 

 The candidate has completed all the assessments in the workbook: 

 Written Questions 

 Practical Assessment 

 The candidate has completed submission of all required supporting 

evidence: 

 Answered all written questions 

 Performed all tasks in the practical assessment 

 Submitted all required documents with this answered 

workbook 

 

IMPORTANT REMINDER 

Candidates must achieve a satisfactory result to ALL assessment tasks to be 

awarded COMPETENT for the units relevant to this cluster. 

 

To award the candidate competent in the units relevant to this subject, the candidate must 

successfully complete all the requirements listed above according to the prescribed 

benchmarks. 
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FEEDBACK 

Well done for finishing this workbook. We hope that what you learn with us will 

open up new path ways of success in your life. At Compliant Learning 

Resources, we continually strive to improve our courses and heighten the 

learning experience for you. One way we do this is by seeking feedback. Your 

experience is important to us and we are very keen to hear any suggestions or 

complaints you may have. Click on the button below to let us know what you 

think of us and our course. 
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