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	Assessment Guide: EVIDENCE FILE

March 2005


	Unit standard Title: 

Manage change in a project (DRAFT NLRD ID Usm01)


	Learner Name
	

	Learner ID number
	

	Learner Designation 
	

	Learner Organisation
	

	Learner e-mail Address
	

	Learner Contact No.
	

	Postal address for certificate purposes
	

	Date submitted
	

	Assessor name & registration number
	

	Moderated by 
	

	Moderation date
	

	Feedback date
	

	Assessment Result
	Competent
	Not Yet Competent

	Re-Assessment date
	


	EVIDENCE FILE CHECKLIST FOR LEARNER (TO BE USED BY THE ASSESSOR)


	Learner:
	

	Assessor:
	

	Unit standard Title and Number:
	Manage change in a project - Usm01

	Date:
	


The following should be in the evidence file.
	Document
	(/(
	Comment

	Learner’s assessment guide, signed by learner and assessor.
	
	

	The learner’s assessment plan completed for the learner and signed by learner and assessor. 
	
	

	Copy of the learner’s unit standard.
	
	

	Checklist of initial meeting with the learner, signed by learner and assessor. 
	
	

	Examples of the learner’s evidence, for example:

· Completed questionnaires

· Portfolio of Evidence

· VACCS checklist
	
	

	Evidence that the learner was given constructive feedback after the assessment, signed by learner and assessor.
	
	

	Completed learner feedback form on the assessment

Completed assessor feedback form on the assessment
	
	

	All the evidence is well organised into a file, which is clearly referenced; includes the Learner’s contact details (phone, e-mail, etc.) 
	
	


	Assessor’s signature:
	

	Learner’s signature:
	


Instruction to the Learner

You are required to complete the following evidence file in order to gain competence against unit standard Manage change in a project - Usm01. The assessment guide will show you how this unit standard is to be assessed.

This evidence file has been designed to assess your applied competence against the above unit standard.  You are required to complete all the activities found in this pack to provide evidence of your competence.  

The assessor will collect all your evidence on an agreed upon date and time.  This will assess your foundational, practical and reflexive competence.

Ensure that you understand what is required of you as the Learner.

	PLEASE READ

	

	DOCUMENTATION TO BE COMPLETED BY THE ASSESSOR




	ASSESSMENT GUIDE


	Particulars
	Assessor
	Learner

	NAME:
	
	

	EMPLOYEE NO:
	
	

	ID NUMBER:
	
	

	ORGANISATION:
	
	

	DEPARTMENT:
	
	

	UNIT STANDARD TITLE
	Manage change in a project

	NUMBER
	Usm01
	LEVEL
	07
	CREDIT
	16

	ASSESSMENT METHODS
	Portfolio of Evidence

	
	Case Study

	
	Project

	
	Demonstration and Questioning

	
	

	
	


DECLARATION OF COMPETENCE

This is to certify that the above mentioned employee has been found to be competent / not yet competent on this unit standard.

	Assessor Signature:
	
	Learner Signature:
	

	Date:
	
	Date:
	


	Specific Outcomes & Assessment Criteria
	Assessment Method
	Assessment Activity
	Evidence Required

	SO1

AC 1.1 – 1.5

SO2

AC 2.1 – 2.4

SO3

AC 3.1-3.5
	Activity 1 & 2: Portfolio of Evidence (& Oral Questioning)
	Examples of documents may include:

· Change Management Plan

· Client questionnaires

· Project Plan

· Risk Management Plan

· Situational analysis (diagnostic) document

· Stakeholder matrix and communications plan

· Status Report

· SWOT analysis

NOTE: Learners need not include multiple copies of ALL documents but should determine adequate number and type of documents during pre-planning session
	Correctly completed checklists and supporting documentation

	
	
	
	

	SO1

AC 1.1 – 1.5

SO2

AC 2.2-2.3

SO3

AC 3.1-3.5
	Activity 3: Case Study/Project

(Where the Portfolio of Evidence does not comply with all VACCS criteria, the case study/project assessment method may be used to supplement the assessment)
	· Case Study USM01-01
	Correctly completed case study/project and supporting documentation

	
	
	
	

	SO1

AC 1.2

SO1 

AC 1.4-1.5

SO2 

AC 2.3

SO3

AC 3.1-3.3
	Activity 4: Demonstration and Questioning
	· Client Interaction Questions and Discussion USM01-01
	Correctly completed questions


	ASSESSMENT PLAN


Unit standard title and Number: Manage change in a project - Usm01
	Specific outcome/

Assessment criteria
	Assessment Method
	Assessment Activity
	Evidence to be generated
	Date
	Time
	Location
	C or NYC
	Re-Assess.

	SO1

AC 1.1 – 1.5

SO2

AC 2.1 – 2.4

SO3

AC 3.1-3.5
	Activity 1 & 2: Portfolio of Evidence (& Oral Questioning)
	Review of Workplace Documents, supplemented with oral questioning
	Correctly completed checklists and supporting documentation
	
	
	
	
	

	SO1

AC 1.1 – 1.5

SO2

AC 2.2-2.3

SO3

AC 3.1-3.5


	Activity 3: Case Study/Project
	Review of documents prepared for Case Study USM01-01 (where required, this can be supplemented with oral questioning)
	Correctly completed checklists and supporting documentation 
	
	
	
	
	

	SO1

AC 1.2

SO1 

AC 1.4-1.5

SO2 

AC 2.3

SO3

AC 3.1-3.3
	Activity 4: Demonstration and Questioning
	Completion of Questionnaire USM01-02 - Combination of written and oral questions based on workplace component (e.g. project review or on-the-job observation & questioning)
	Correctly completed questions
	
	
	
	
	


Assessment Plan Review Information

	


Special Needs for Learner

	


Physical and Human Resources 

	Resources Required
	Action/Person Accountable
	Date
	Confirmed

	
	
	
	

	
	
	
	

	
	
	
	


	Assessor Signature:
	
	Learner Signature:
	

	Date:
	
	Date:
	


	PRE-ASSESSMENT PLANNING MEETING CHECKLIST


	Learner:

	
	Assessor:

	
	Unit Standard Number and Title:

	Manage change in a project - Usm01


	Date:

	

	

	
	(/(
	Comment

	1. Discuss the learner’s roles and responsibilities

2. Discuss the assessor’s roles and responsibilities

3. Go through the assessment guide with the learner

4. Discuss the evidence that needs to be collected 

5. Complete the assessment plan

6. Ensure that the assessment plan specifies how each specific outcome will be assessed

7. Ensure that the assessment plan enables more than one piece of evidence per specific outcome

8. Ensure that the assessment plan specifies opportunities to collect the evidence

9. Ensure that sufficient resources have been planned for the assessment

10. Agree upon time frames and the sequence of the assessment process

11. Agree on the date for feedback on the assessment process and a decision on the learner’s competence

12. Agree that in the case of a NYC decision, reassessment options will be discussed during the feedback session

13. Agree upon the involvement of other people in the assessment and document the notification thereof

14. Consider issues around the preparation of the assessment environment and document the appropriate arrangements

15. Ensure that the learner understands the assessment process

16. Ensure that the learner knows about and understands the organisation’s appeals and disputes procedure

17. Discuss the organisation’s policy regarding the confidentiality of the assessment process and records

18. Discuss any issues of general concern, queries, etc.

The meeting should be recorded & the minutes signed.
	
	


I, __________________________________(the learner), agree that all of the points above have been explained to me and I understand the content thereof.

	Learner Signature:
	

	Assessor Signature:
	

	Date:
	


	PLEASE READ

	

	DOCUMENTATION TO BE COMPLETED BY THE LEARNER
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	Activity 1 - Portfolio of Evidence


Instructions to the Assessor

The learner must submit their Portfolio of Evidence for Activity 1 to you on the agreed upon date and time.  

Activity 1 is designed to assess the following Specific Outcomes and Assessment Criteria:

	SO1
	AC 1.1 – 1.5

	SO2
	AC 2.1 – 2.4

	SO3
	AC 3.1 - 3.5


Activity 1 requires the learner to provide: at least two to three examples of the most appropriate documents (to be ascertained with the Learner during the Pre-planning meeting). The types of documents to be included are listed below:

· Change Management Plan
· Client questionnaires
· Project Plan
· Risk Management Plan
· Situational analysis (diagnostic) document
· Stakeholder matrix and communications plan
· Status Report
· SWOT analysis
The Learner needs to link these documents back to the specific outcomes (refer to the Unit standard) – The Portfolio of Evidence documents will be supplemented with oral questioning (refer to Activity 2).
You are required to evaluate the evidence presented to you in the Portfolio of Evidence by using the Assessment checklist:

Activity 1 Assessment Checklist

	Learner:
	

	Assessor:
	

	Date:
	


	Does the Portfolio of Evidence contain the relevant sets of project documents that clearly demonstrate:
	Yes
	No

	1. The learner's ability to identify stakeholders and the impact of the change on the stakeholders. 
	
	

	2. Learner’s ability to allocate resources appropriately and obtain client agreement to change methodology/process.
	
	

	3. The learner's ability to practically implement a change management process according to a change management plan, clearly addressing issues such as values and culture, client interactions, conflict management, ambiguity and barriers to change.
	
	

	4. The learner's ability to plan and implement project communication effectively so as to ensure that the message is received and is correctly interpreted and understood by the recipient.
	
	

	5. The acquisition of data, and the evaluation, analyses, trend identification, assessment and categorisation of client needs and the corresponding identification of appropriate methodologies and solutions that meet the client's needs relevant to the project;
	
	

	6. The learner’s ability to identify potential barriers, misunderstandings and deviations that may occur and how these will be dealt with.
	
	


Assessor comments

	


Instructions to the Learner

· You are required to submit your Portfolio of Evidence to the assessor on the agreed upon date and time.  

· Activity 1 is designed to assess the Following Specific Outcomes and Assessment Criteria:
	SO1
	AC 1.1 – 1.5

	SO2
	AC 2.1 – 2.4

	SO3
	AC 3.1-3.5


Activity 1 requires you to provide at least two to three examples of the most appropriate documents (to be ascertained with the Assessor during the Pre-planning meeting). The types of documents to be included are listed below:

· Change Management Plan

· Client questionnaires

· Project Plan

· Risk Management Plan

· Situational analysis (diagnostic) document

· Stakeholder matrix and communications plan

· Status Report

· SWOT analysis

You need to link these documents back to the specific outcomes – this will be supplemented with the oral questioning.
· The assessor will evaluate your evidence using the Activity 1 Assessment checklist.

	Portfolio of Evidence Documentation

	Individual Front Cover Sheet

	Instructions to the Learner: 

You are required to complete and sign this cover sheet for each document you include in your Portfolio of Evidence.  You are to ensure that your Line Manager co-signs this document to verify that this is your own work.

	Learner:
	 

	Assessor:
	 

	Line Manager’s Name:
	

	Date of Submission:
	 

	Unit standard and Specific Outcomes this piece of work relates to:
	Manage change in a project - Usm01

	Should this have been a collaborative document please indicate the area/s in this document that you were directly involved in.  The area/s can be marked or shaded - the assessor must be able to clearly see your work.
	

	Date work completed:
	

	I, _________________________________, do hereby confirm that the attached sample of work is my own work.


	Learner signature:
	 

	Date:
	 

	Manager signature:
	 

	Date:
	 


	Activity 2: Portfolio of Evidence Oral Questions


Instructions to the Assessor

The assessor must ask the Learner the following questions that pertain to their complete Portfolio of Evidence (Activity 1).  You must write their answers in the space provided.

Instructions to the Learner

The assessor will ask you the following questions pertaining to your complete Portfolio of Evidence (Activity 1).  The assessor will take down your answers in the space provided.

	Learner:
	

	Assessor:
	

	Unit standard Title and Number:
	Manage change in a project - Usm01

	Date:
	


1. Explain the process that you used to gather the relevant information in order to produce your evidence.

	

	

	

	

	


2. Was the evidence a part of a collaborative process?  If so, indicate your contribution. In addition, explain your understanding of the processes that you did not contribute to in this evidence.

	

	

	

	

	

	


3. What are the primary factors you would need to consider when compiling a Change Management Plan/Strategy

	

	

	

	

	

	


4. Name three change management theories or methodologies and the advantages and disadvantages of each of them.

	

	

	

	

	

	


5. Did the change management process roll out according to plan? What deviations (if any) were there and how did you deal with them? How would you approach these issues differently in different projects?

	

	

	

	

	

	


6. Describe the client interactions, conflicts and ambiguity within the project/s. What techniques did you use to manager these, and how effective were they?

	

	

	

	

	

	


7. What change was required in terms of change and infrastructure, and how was this achieved? What impact did this have on the morale and motivation of the staff within the organisation?

	

	

	

	

	

	


8. Discuss the drivers, barriers and enablers to change identified in terms of this project and explain the methodology/processes used in relation to these. Explain the impact that the change management processes utilised within this project had on individuals and groups.

	

	

	

	

	

	


9. Explain the process you followed to identify stakeholders. How did you establish a shared vision with these stakeholders to ensure their awareness of, and commitment to, the change process?

	

	

	

	

	

	


10. What is the importance of effective communication within a change management project? What are the implications if communication is not effective? How would you deal with this differently in future projects so as to ensure effective communication?

	

	

	

	

	

	


	Activity 3: Case Study


The learner is presented with a case study / scenario and is required to use the organisation's and/or other appropriate methodologies in the solution in order to:

· Identify stakeholders and the impact of the change on the stakeholders (The Learner must be able to allocate resources appropriately and obtain client agreement to the change management methodology/process). 

· Practically implement a change management process according to a change management plan, clearly addressing issues such as values and culture, client interactions, conflict management, ambiguity and barriers to change. 

· Plan and implement project communication effectively so as to ensure that the message is received and is correctly interpreted and understood by the recipient.

· Indicate where potential barriers, misunderstandings and deviations may occur and how these will be dealt with.

The Learner is required to prepare the relevant change management documents. Documents may include a Change Management Plan; Client questionnaires; Project Plan and/or Project Management Plan; Risk Management Plan; Situational analysis (diagnostic) document; Stakeholder matrix and communications plan; Project Status Report (including Risk and Issue Identification); SWOT analysis.

When developing the case study, the assessor should bear in mind that it may be utilised to incorporate the specific outcomes of management consulting Unit standards Usm09 (i.e. achieving the outcomes of both Unit standards with a single case study).

	V.A.C.C.S. Checklist for the Evaluation of Evidence


	Learner:
	

	Assessor:
	

	Unit standard Title and Number:
	Manage change in a project - Usm01

	Date:
	


	Assessment Method and Activity
	Evidence Generated
	V
	A
	C
	C
	S
	Comments

	Activity 1: Portfolio of Evidence:  Learner to hand in numerous activities relating to managing change in a project
	Completed checklist for Activity 1


	
	
	
	
	
	

	Activity 2: Portfolio of Evidence:
Learner is to answer questions pertaining to the complete portfolio of evidence
	Correctly answered questions pertaining to the portfolio of evidence
	
	
	
	
	
	

	Activity 3 – Case Study Project:
Learner to correctly answer questions relating to managing change in a project
	Correctly answered questions
	
	
	
	
	
	


	Assessment Result Feedback Form


	Learner:
	

	Assessor:
	

	Unit standard Title and Number:
	Manage change in a project - Usm01

	Date:
	

	Result of Assessment:
	Competent
	Not Yet Competent


Assessor Comments/Learning Recommendations etc.:

	


In the case of NYC

	Specific Outcome and Assessment Criteria
	Assessment Method and Activity
	Learning Intervention/Action recommended
	Date for Re-assessment

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Learner’s Comments:

	


	Assessor’s Signature:
	

	Learner Signature:
	

	Date:
	


	Assessor Feedback Form on the Assessment


	Learner:
	

	Assessor:
	

	Unit standard Title and Number:
	Manage change in a project - Usm01

	Date:
	


Please reflect on your assessment experience as Assessor and answer the questions below.  These questions are to help you evaluate your own performance and to identify your areas of strength and identify any development needs you may have, so be honest with yourself!

	1. How did you feel about the assessment process?
	

	2. What do you think that you did well during the assessment?  Why?
	

	3. Are there any areas that you feel you can develop?  Please give some details of this, as well as how you plan to address these.  Can we offer any support for you?
	

	4. Were you comfortable with the learner during the assessment? Was anything particularly difficult for you to do?
	

	5. Please comment on the assessment process you have just conducted.
	

	6. Please comment on the design of the assessment guide.  Can anything be improved upon?  What was good about the assessment guide?
	

	7. Did the assessment guide allow for fair assessment?  If not, how will you remedy the situation?
	


	Learner Feedback Form on the Assessment


	Learner:
	

	Assessor:
	

	Unit standard Title and Number:
	Manage change in a project - Usm01

	Date:
	


Please reflect on your assessment experience as the learner and answer the questions below.  Please be honest and constructive in your feedback to the Assessor.

	1. As the learner, how did you feel during the assessment?
	

	2. What do you think that that the Assessor did well during both the actual assessment and in the feedback session?  Why?
	

	3. Are there any areas that you feel the Assessor can develop?  Why?
	

	4. Did you feel comfortable during the assessment with the Assessor?  Why?
	

	5. Did the Assessor use language that was clear and easy for you to understand?
	

	6. Please comment on the assessment process you have just been through.
	

	7. Please comment on the design of the assessment guide.  Can anything be improved upon? What was good about the assessment guide?
	


Back To Coversheet
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