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                     BSBCOM603 Plan and establish compliance management systems

                    Assessment Task 2- Implementation planning
[bookmark: _Toc220132937][bookmark: _GoBack]The assessment task is due on the date specified by your assessor. Any variations to this arrangement must be approved in writing by your assessor. Submit this document with any required evidence attached. See specifications below for details.
Performance objective
This task requires you to develop an implementation plan for the recommended compliance management system in Assessment Task 1. 
Assessment description
In this assessment task, you are required to plan and document the compliance management system recommended in Assessment Task 1. 
You have to develop an implementation plan and gain approval from appropriate internal and external personnel prior to implementing the recommended compliance management system. You will need to respond to 2 scenarios, one for internal approval, and one for external approval.
	Scenario: Internal approval

	You are an external consultant hired to conduct research on the compliance management system of an organisation or that of Charity-Care by obtaining, interpreting and reviewing current compliance management system and propose a better compliance management system for the organisation.
The CEO, or relevant internal approval authority, has now asked you to prepare an implementation plan for recommended compliance management system. You have to submit an implementation plan for approval. Your plan must include:
· System specifications in accordance with organisational procedures and relevant statutory requirements.
· Action schedule for implementing, reviewing and maintaining the planned compliance management system




	Your implementation plan for compliance management system to fulfil organisational requirements should be in the following format:
1. INTRODUCTION
a. Purpose 
b. System overview
c. Implementation plan summary
2. COMPLIANCE MANAGEMENT SYSTEM OVERVIEW
2.1 COMPONENTS
· Determine and document specifications of various components/ elements of the system. 
2.2 DOCUMENTATION
· Determine relevant documentation to support deliverables.
2.3 MANAGEMENT INFORMATION SYSTEMS
· Identify and document management information systems requirements for effective and efficient operation. 

3. IMPLEMENTATION SUPPORT
3.1 PERSONNEL
· determine personnel requirements for staffing
· select suitable personnel from those available within the case study
· assign key responsibilities to each position.
3.2 TRAINING
· training requirements for implementing 
· suitable training options for staff. 
· a strategy for developing a compliance management culture 

	3.3 PROCESSES 
3.3.1 a complaints management system
3.3.2 a strategy for developing a compliance management culture 
3.3.3 processes and procedures for identifying and managing compliance breaches, including integration with existing policies and procedures
3.3.4 processes and procedures for meeting compliance reporting requirements.
3.3.5 performance indicators to be measured by the system so that it can be objectively evaluated, for example:
3.3.1.1 individual compliance/non-compliance
3.3.1.2 training numbers
3.3.1.3 numbers of complaints
3.3.1.4 numbers of breaches 
3.3.1.5 ratio of payroll errors/breaches to number of transactions.
3.4 ADMINISTRATION
3.4.1 the budget required to resource implementation (including human resources for developing, implementing, reviewing and maintaining the proposed compliance management system)
3.4.2 an action schedule outlining target milestones for all aspects of implementation, including training, review and maintenance.
Role Play (Part 1) as an External Consultant and present your implementation plan to the CEO or relevant internal approval authority to seek approval explaining your implementation strategy and facilitating a compliance management culture in the organisation.
 Note: If you are basing your assessment on the Charity-Care case study, assume your assessor to be the CEO of the organisation. 



	Scenario 2: External approval

	As in the above scenario, you are an external consultant hired to conduct research on the compliance management system of an organisation or that of Charity-Care by obtaining, interpreting and reviewing current compliance management system and propose a better compliance management system for the organisation.
The CEO or relevant internal approval authority, has now approved your implementation plan for your compliance management system. 
In order to build credibility for the organisation among clients, customers and suppliers as well as government and regulatory authorities, you have been asked to meet with an External Auditor (representing an accredited certification body) to take the first steps towards certifying the organisation with respect to for example, AS 3806:2006 Compliance programs, AS ISO 10002:2006 Guidelines for complaints handling, AS/NZS ISO 31000:2009 Risk Management – Principles and Guidelines or AS ISO 15489:2004 Records management.
You will now need to satisfy the auditor that the planned implementation will be compliant with the principles set out in the relevant standards. Example questions that an auditor could ask with respect to AS 3806:2006 Compliance programs, for instance, could include:
· How does the planned implementation of the compliance management system:
· Ensure commitment by top management to effective compliance throughout the organisation?
· Ensure the compliance policy aligns with business goals?
· Ensure appropriate resources are allocated to the compliance program?
· Ensure endorsement by top management?
· Ensure compliance obligations are identified and assessed?

	· Ensure responsibilities for compliance are set?
· Ensure training needs are met?
· Ensure appropriate behaviours are encouraged?
· Ensure controls are put in place to achieve desired behaviours and outcomes?
· Ensure performance of the compliance program is monitored, measured and reported?
· Ensure that the organisation can demonstrate compliance through documentation?
· Ensure the program is continuously reviewed and improved?[footnoteRef:1] [1:  Adapted from AS 3806:2006 Compliance programs, Standards Australia, p. 7.] 

Verbal Questioning: You will need to answer the auditor’s questions with specific reference to the implementation plan for the compliance management system.
Role Play (Part 2) as an External Consultant and present your implementation plan to an External Auditor to seek approval and to build credibility explaining how the proposed system meets regulatory requirements.
Note: If you are basing your assessment on the Charity-Care case study, assume your assessor to be an External Auditor for the organisation for this part of the role play.


Procedure
1. Consider two scenarios given above in view of your recommended Compliance Management System in Assessment Task 1. 
2. Prepare an Implementation plan in the form of a report with specific sections as listed above. Also prepare a presentation for the same.
3. Role play (Part 1 & 2) to your assessor presenting your implementation plan for approval and agree on a relevant standard to be audited against for external approval.
4. Participate in verbal questioning session following the role play Prepare to answer questions on your proposed plan from your CEO, or other internal approver, (who may be your assessor) on how your planned system adheres to budgetary constraints set in Assessment Task 1 and contributes to an organisational culture of compliance.
5. Submit documentation as per specifications below. Keep copies for your records. You will need to draw on this documentation to complete Assessment Task 3.
Specifications
You will be assessed against performance objectives mentioned in this assessment task. Before you submit your work to Assessor, check to include the following:
You must submit: 
1. a completed Implementation plan with sections listed above.
2. Role Play (Part 1) as an External Consultant and present your implementation plan to the CEO or relevant internal approval authority to seek approval explaining your implementation strategy and facilitating a compliance management culture in the organisation.
Note: If you are basing your assessment on the Charity-Care case study, assume your assessor to be the CEO of the organisation. Your assessor will be looking for:
Duration: 15 Minutes
3. Role Play (Part 2) as an External Consultant and present your implementation plan to an External Auditor to seek approval and to build credibility explaining how the proposed system meets regulatory requirements.
Note: If you are basing your assessment on the Charity-Care case study, assume your assessor to be an External Auditor for the organisation for this part of the role play.

Duration: 15 Minutes
4. Participate in Verbal questioning session with your assessor.
Duration: 15 Minutes

You will be assessed by your assessor on: 
· your ability to contribute to a positive culture of compliance within an organisation
· interpersonal skills to relate to internal and external personnel
· literacy skills to write reports containing complex concepts
· knowledge of relevant Australian and international standards
· knowledge of elements of compliance program/management systems 
· knowledge of relevant organisational policies and procedures. 
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