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ASSESSMENT GUIDELINES FOR STUDENTS
· You need to achieve a ‘Satisfactory’ grade in ALL the assessments items to be granted a ‘Competent’ grade in the unit.
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· This unit may contain a practical assessment that must be signed off by your trainer to be able to gain competency.
Assessment 1: Knowledge Questions
Refer to the Learner Study Guide and power point presentation for this assessment
Please complete all questions below in enough detail to demonstrate sound knowledge.

[bookmark: _Hlk29743241]S1.1
1. Provide a definition of Program Stakeholders and list at least eight (8) key stakeholders common to Programs.

Stakeholders are people or organizations invested in the program, interested in the results of the evaluation, and/or with a stake in what will be done with the results of the evaluation.

Stakeholders can affect or be affected by the organization's actions, objectives and policies. Some examples of key stakeholders are creditors, directors, employees, government (and its agencies), owners (shareholders), suppliers, unions, and the community from which the business draws its resources.




2. Explain how you would negotiate clear roles and responsibilities within the program (maximum 200 words)

The results delivered by projects depend upon what you negotiate. In this paper, explore a perspective, principles, tools, and recommendations to achieve better results through the power of negotiations. Avoid being set up for failure by recognizing and developing skills that lead to greater success.

Every day involves negotiations: what to buy, how much to pay, where to go, what to do, how to solve problems, agree on requirements, get the right resources…. Are you fully equipped to get the best outcomes possible? What if you could improve your negotiating abilities by at least ten percent? Take the time now to learn ten basic “rules,” develop negotiating skills, and reap the benefits. Imagine how much better off you’ll be over the course of your lifetime when you negotiate clear success criteria and set yourself up for success instead of failure. This effort will change your life.

The objectives that this paper intends to cover help to:

Significantly improve negotiation effectiveness—with an increased ability to negotiate successful agreements within the project environment, including informal peer agreements and more formal business negotiations
Prepare for a negotiation and recognize the four forces present in every negotiation
Clearly define success and achieve win-win outcomes


S1.2
Explain how you would allocate unambiguous financial and resource authorities in the program (maximum 100 words). 
I as the project manager (PM) or portfolio manager can jump on to project planning,  PM should be doing certain ground work. As mentioned earlier you should identify


Who are the project stakeholders, who are going to be beneficiaries?
What are the outcome-benefits expected by various stakeholders?
Based on these benefits, how you can garner buy-in from senior management or customers?
High level of deliverable, skill set required to deliver those
Identify metrics: project management KPI to define project success
How project artefacts, progress, issues, deliverable will be communication i.e. communication plan

S1.3/4
3. Explain how and why you would document decisions relevant to the program (maximum 150 words). 

       The goal of process documentation is similar to that of business process management. It improves business performance and operational agility by optimizing core processes. Documenting processes during execution enables employees to learn by doing, gleaning insight from both mistakes and successes to refine processes. For eg ;

      Consistency – Mistakes are reduced and less time is spent reinventing the wheel.
     Reduce operational costs – Through process documentation, inefficient processes are uncovered and revamped, and repetitive processes are automated to maximize efficiency.
     Mitigate risk – The ability to prove that operations meet compliance regulations reduces the costly risk of noncompliance.
    Heighten employee engagement – As employees document processes and tackle problems, they begin to take ownership.
   Simplify training – Process documentation should yield a user-friendly guide for employees down the road.
   Stress-free outsourcing – When processes are well-defined, it’s easy to bring on remote workers without sacrificing consistency.


4. List the key steps for good decision-making

Step 1: Identify the decision. You realize that you need to make a decision
Step 2: Gather relevant information. 
Step 3: Identify the alternatives. 
Step 4: Weigh the evidence. 
Step 5: Choose among alternatives. 
Step 6: Take action. 
Step 7: Review your decision & its consequences.


S2.1
5. Explain how you would align systems and processes to meet program objectives (maximum 150 words). 

 Alignment planning as part of your strategic planning initiative seeks to accomplish three main objectives:

ensure strong connection among the organization’s mission and its operational resources
fine tune departmental goals and objectives and discover implementation gaps
address issues that may exist around internal efficiencies and effectiveness.
There are generally four steps to the Alignment Planning Process for the strategic planning team to engage in. These include:

· Outline the organization’s mission, programs, resources, and needed support areas
· Identify what’s working well and what needs to be adjusted
· Identify how these adjustments should be made and determine the best approach
· Include the adjustments as strategies in the strategic plan and roadmap with an alignment path

The challenge with the Alignment Planning is that you require a solid model to follow prior to applying it. You must have gone through a proper strategic planning approach to ensure your have identified and defined the direction of the organization.

If that work is done, then you can benefit from bringing your strategic plans to the department and management level. You can engage them in the process of aligning the organization. Your management can help you engage the employees to avoid disconnects between your business strategy and operational reality. The final objective is to link the strategic and operations to establish employee commitment and motivation

6. Briefly describe measurement tools or processes that could be used to measure goals and monitor progress. 
       Putting performance measurement systems in place can be an important way of keeping track on the progress of your business. It gives you vital information about what's happening now and it also provides the starting point for a system of target-setting that will help you implement your strategies for growth.

       This guide sets out the business benefits of performance measurement and target-setting. It shows you how to choose which key performance indicators (KPIs) to measure and suggests examples in a number of key business areas. It also highlights the main points to bear in mind when setting targets for your business.

    The importance of measurement and target-setting
· Deciding what to measure
· Measurement of your financial performance
· Measurement and your customers
· Measurement and your employees
· Measurement against other businesses - benchmarking
· Measurement in the manufacturing sector
· How to set useful targets for your business


S2.2
7. What are management control systems and what are they used for? (Maximum 250 words). 

       A management control system (MCS) is a system which gathers and uses information to evaluate the performance of different organizational resources like human, physical, financial and also the organization as a whole in light of the organizational strategies pursued.

       Management control system influences the behaviour of organizational resources to implement organizational strategies. Management control system might be formal or informal.

       Management control systems are tools to aid management for steering an organization toward its strategic objectives and competitive advantage. Management controls are only one of the tools which managers use in implementing desired strategies. However, strategies get implemented through management controls, organizational structure, human resources management and culture.


8. What is a quality management system? Explain your answer in no more than 150 words. 

The quality management system consists of inter- related processes. Understanding how results are produced by this system enables an organization to optimize the system and its performance. Key benefits. • Enhanced ability to focus effort on key processes. and opportunities for improvement.



1. Customer focus
2. Leadership
3. Engagement of people
4. Process approach
5. Improvement
6. Evidence-based decision making
7. Relationship management




S2.3
9. Briefly explain what configuration management is and why it is important. 
List three (3) types configuration audits.

Configuration management (CM) focuses on establishing and maintaining consistency of a product's performance, and its functional and physical attributes with its requirements, design, and operational information throughout its life. CM streamlines the delivery of software and applications by automating the build out of systems quickly and efficiently. It can be used by management and engineers to check which  components have been changed and why, ensuring an audit trail of changes done to the system. This helps with quickly identifying bad configuration changes and allows for rollbacks to well-known working ones to ensure rapid restoration of service(s). This also helps developers with debugging to check if configuration changes impacts the product’s functionality.

CM does take time to setup, but if done correctly, it allows for ease of scalability and reduces the time to build out additional resources for your product without the worry of user-prone errors. CM may seem at sometimes daunting to setup and implement, but coming up with a strategy and starting out small can open the door of opportunities to remove the human abstraction layer and automate as much as possible. This allows you to really focus on making your product or service better for your customers instead of misspending time, money, and resources on maintaining your system infrastructure.

















S 2.4
10. Briefly explain how you would establish and support process efficiency and list six (6) program processes and policies suitable to most programs


















11. Explain what needs to happen for processes and policies to be effective (maximum 150 words).

Your policies and procedures should be implemented from the top down, and everyone in your organization should be expected to adhere to them. You won’t get buy-in from your entire team if the rules don’t apply equally to everyone, so don’t let employees who bring in a lot of revenue off the hook—they’ll take everyone else off track. When you deviate from your policies and procedures, you nullify their importance.



S3.1
12. What is a compliance program and what is it designed to do? (Maximum 100 words).

The purpose of the compliance program is threefold: to enable the Councils to meet their obligations under relevant laws; to help associations and their members to comply with their statutory obligations; and to enhance consumer protection.


13. Briefly explain what the Competition and Consumer Act (CCA) is and what it covers.

The Competition and Consumer Act (CCA) (formerly the Trade Practices Act 1974)
is a national law that governs how all businesses in Australia must deal with their
competitors, suppliers and customers. The law is designed to enable all businesses to
compete on their merits in a fair and open market, while also ensuring businesses treat
consumers fairly.
Consumer protection provisions are in the ACL, which is contained in a schedule
to the CCA. The ACL governs business behaviour when advertising and interacting
with consumers. It also sets out a number of consumer rights, including specific
guarantee rights.



S3.2
14. Explain how you would maintain audit records and data in accordance with the Corporations Act 2001.

The Corporations Act 2001 (Cth) (the Act) obliges  me to maintain written financial records that accurately record and explain the transactions, financial position and performance. These records must permit the preparation and audit of true and fair financial statements.

I would Consider correct record keeping such a fundamental task that it lists it as one of the key responsibilities of directors and company secretaries. 


15. What is a quality management system and how should it be maintained? 
A quality management system (QMS) is defined as a formalized system that documents processes, procedures, and responsibilities for achieving quality policies and objectives. A QMS helps coordinate and direct an organization’s activities to meet customer and regulatory requirements and improve its effectiveness and efficiency on a continuous basis. That is to ;
Clarify Vision, Mission, and Values. 
Identify Critical Success Factors (CSF) 
Develop Measures and Metrics to Track CSF Data.
Identify Key Customer Group. 
Solicit Customer Feedback.
Develop a Survey Tool. 
Survey Each Customer Group. 
Develop Improvement Plan.


S3.3
16. Discuss the purpose of the Australian Competition and Consumer Commission (ACCC) and list three (3) tools they use to encourage compliance? (Maximum 200 words).
The Australian Competition and Consumer Commission (ACCC) is an independent Commonwealth statutory authority whose role is to enforce the Competition and Consumer Act 2010 and a range of additional legislation, promoting competition, fair trading and regulating national infrastructure for the benefit of all Australians 

The ACCC uses a range of tools to encourage compliance and prevent breaches of the Act, including business and consumer education, and working closely with stakeholders and other agencies. The Act also provides the ACCC with a range of enforcement remedies to address contraventions of the Act, including court-based outcomes and court enforceable undertakings.


S4.1/2
17. Briefly explain how you would identify and plan the support needs for the program.
I will carefully plan my  project, as I will be ready to start the project implementation phase, the third phase of the project management life cycle. The implementation phase involves putting the project plan into action. It’s here that the project manager will coordinate and direct project resources to meet the objectives of the project plan. As the project unfolds, it’s the project manager’s job to direct and manage each activity, every step of the way. That’s what happens in the implementation phase of the project life cycle: I will follow the plan i’ve put together and handle any problems that come up.

The implementation phase is where i and my project team actually do the project work to produce the deliverables. The word “deliverable” means anything my project delivers. The deliverables for my project include all of the products or services that me and my team are performing for the client, customer, or sponsor, including all the project management documents that i put together.

S4.3
18. List three (3) skill development support systems that could be used to meet program staff needs.

Acknowledge the contribution and achievements of employees, and encourage a culture of continuous improvement

•	 foster and provide opportunities for reflective practice
for educators
•	 identify career pathways and PD opportunities for
employees
•	 improve the employee’s understanding of how
his/her performance contributes to the overall goals
of the organisation
•	 improve the understanding and communication
between employer and employees
[bookmark: _GoBack]

S4.4
19. Provide three (3) examples of policy or legal documents that should be taken into consideration when implementing support protocols.












20. Describe two instances when policies may need to be reviewed







[bookmark: _Hlk22726001][bookmark: _Hlk35611160]Assessment 2:  Skills and Performance Activity –Program Audit and Compliance Records / Systems 
[bookmark: _Hlk27477254][bookmark: _Hlk22142196]Refer to your Learner Guide, sample audit Health Check and the observation checklist to complete the assessment.  This assessment is designed to be conducted in the classroom under observation to give you the opportunity to demonstrate the necessary work skills. 
Your trainer will oversee the group activity / meeting and complete the Observation Checklist attached.  Ensure you understand the criteria in the observation checklist and cover these in your role play.
If you are unable to participate in the group activity, you may be required to submit a video of you performing a meeting for assessment; or a third-party observation, if conducted in the workplace.  Please discuss with your trainer.
 Scenario: You work in the Program Management Office (PMO) and your team is tasked to analyse and report on the results of an internal audit conducted on one of the organisations projects.  Two consecutive Health Checks were conducted six months apart to identify improvements or continued shortfalls in project processes.  You are to analyse the results and draft a report to your Program Manager outlining improvements achieved, continuing issues, recommendations for further actions and lessons learned for future projects.
[bookmark: _Hlk36645972]What you need to do 
Group Activity - Analyse the outcomes of the project audit / health checks and discuss the following areas with your team.  Take notes from your discussion and write below. 
Your trainer will provide you with sample health checks, organise you into groups and will assist in facilitating these meetings.

[bookmark: _Hlk39925327]Key issues identified in the first Health Check 














Improvements and continuing issues identified in the second Health Check 














Further actions required for this project

















Lessons learned for future projects


















OBSERVATION CHECKLIST
Assessment 2 – Program audit and compliance records and systems.
You are required to participate in a discussion with colleagues to identify the issues and improvements made by a project following an internal audit.  Your trainer/assessor will assist and participate in the meetings.
Instructions – in relation to the case study:
· Analyse compliance records to identify key project process issues 
· Compare and discuss improvements over time and ongoing issues 
· Recommend further corrective actions required and
· Record lessons learned for future projects 
Your trainer/assessor will observe your performance and assess your competency using this Checklist

PERFORMANCE CHECKLIST (To be completed by your assessor)
	Did the student:
	YES/ NO
	Assessor’s comments

	Participate actively in discussion and provide relevant information using clear and detailed language

	
	

	Use active listening and questioning techniques to clarify information and elicit views and opinions of others
	
	

	Listen to alternate ideas and respect the opinion and contribution of team members

	
	

	Use language and tone appropriate to the audience 

	
	

	Effectively collaborate and negotiate agreement on decisions

	
	

	Contribute to the group to successfully identify and document project process issues 
	
	

	Consult with team members to successfully analyse audit outcomes and make recommendations for process compliance 
	
	

	Consult with team members to successfully analysis issues and record lessons learned for continual improvement  
	
	


Student Name ___________________________________________   Date  _____________________
Assessor’s Name __________________________________   Assessor’s Signature ________________ 
Results:    Satisfactory    or     Not Yet Satisfactory
Assessor Comments:

Assessment 3:  Performance Activity – Implement Program Governance 
Refer to the Learner Guide, extra reading Chapter 6 ‘Standards for Program Management PMI’ the templates provided and the case study below to complete this assessment. This assessment has three (3) parts 
Scenario - ABC IT Corporation
The Board of Directors and CEO of ABC IT Corp have recently revisited the organisation’s mission statement and strategic objectives for their new Strategic Plan.  A key focus is to gain more Government projects and build their reputation as a leader in this field.  
COMPANY PROFILE: 
Mission Statement
The mission of ABC IT Corporation is to be the Australian market leader in delivering innovative Information Technology (IT) and data security solutions to private and public sector clients.  We aim to create unprecedented value and opportunity for our customers, employees and investors.
Company Values:
Leadership:  The courage to shape a better future
Collaboration:  Leverage collective genius
Integrity:  Be real, be honest
Passion:  Use our drive and commitment to energize, engage and inspire others
Diversity:  Value different ideas, strengths and cultural backgrounds and encourage healthy debate
Quality:  What we do, we do extremely well
[bookmark: _Toc51579500]Organisational Objectives
1)  Optimise our workforce to meet current and future objectives by providing a supportive working environment and investing in the best training and staff development opportunities.
2)  Instil confidence in our clients by ensuring top level privacy and security of data through state-of-the-art data encryption technology.
3)  Provide world leading equipment, technology and facilities to support efficient delivery of IT services and encourage innovation to exceed client needs.
4)  Maintain organisational growth of 20% net value profit over 5 years.
5)  Foster collaborative relationships with private sector and government clients to build, promote and maintain an ongoing client base and stay attuned to changing client needs.
High Level Organisational Structure
[image: ]
The current state of ABC IT Corp: The organisation has grown significantly and is now undertaking more projects than ever before.  Until now all projects have been run independently, in a silo approach, with Project Managers, from different sections, running their own projects individually.  With business increasing, this has caused multiple issues such as:
· over demand on limited shared resources leading to schedule overruns and staff fatigue;
· inconsistent standards and documentation with poor record keeping;
· duplication of tasks costing the company more money than necessary; and
· the Executive Management team receiving multiple individual project risk, schedule and performance reports without having an overview of the big picture.
ABC IT Corp has just been awarded contracts to undertake three (3) government projects to begin in approximately 6 months and run consecutively (see below).
	Project 1 - Website redevelopment and hosting and maintenance services for Destination Australia
This project is for the technical upgrade of the Archives’ website Destination: Australia.  In order to ensure the best value for money and optimal functionality (for the website and related exhibition interactive) going forward, it is necessary for the website to be transferred from a proprietary CMS to a commonly available CMS (including, but not limited to, an Open Source CMS). 
The website will enable the National Archives of Australia to collect user contributed data about the photographic collection featured on the site.  The interface must be modern, engaging and user-friendly, designed to meet the needs of people of all ages, and differing levels of computer and English literacy.  The website must interact successfully with an exhibition interactive via an existing API.  There is an option for hosting, maintenance and support services to be provided from contract execution until 31 December 2019.



	Project 2 – Re-development of Intranet
A redevelopment of the Clean Energy Regulator staff Intranet into SharePoint 2013 which will take approximately six months



	Project 3 - Database for community engagement - Software As A Service Customer Relationship Management system (SAAS CRM)
The National Radioactive Waste Management Facility project is currently in Phase 2, best described as the technical assessment and continued community consultation phase.  One site has been chosen to progress to this stage while other yet unknown sites may also progress to this stage.  The project team requires a database (Customer Relationship Management system) to effectively and confidentially manage large volumes of data including names, addresses, opinions of community members and contact details.  This will assist in ongoing community engagement. 
The system must be fully operational (tried and tested) within two months of the commencement of the proposed contract.  The project, and related community engagement, will be ongoing for years.  Ongoing access to maintenance and advice will be desirable.



The Chief Executive Officer (CEO) supports the Chief Information Officer’s (CIO) recommendation to move towards a Program Management Framework to increase efficiency and enhance their Project maturity.  As a Senior Manager in his team you are assisting in implementing the Program Management Office and you are responsible for drafting the Program Governance Plan.
It has been decided that the CIO is best placed to oversee the new Program section and the Program Manager will report directly to the CIO.



Part 1 – Program Governance Plan
What you need to do
Considering the 3 projects above to be developed concurrently, develop a draft program governance plan.  The governance plan must:
· document program role and responsibilities
· determine finance and resource authorities
· compare decision making processes and outcomes against organisational objectives
· identify alternative program management systems
· design a program records and configuration system
· compare types of effective program policy
· identify ways to support program implementation.
To achieve this task, develop a full governance plan for the program that includes all the templates attached.


Program Summary
	Program Name 
	

	SRO 
	

	Program Manager
	

	Date
	dd/mm/yy
	Version
	0.01
	Status
	First draft

	Date
	
	Version
	
	Status
	

	Date
	
	Version
	
	Status
	



Purpose: 
The Program Summary is an outline definition of what a Program is expected to achieve in terms of benefits, outcomes, scope and objectives.  The contents of the Brief, once approved by the Program’s sponsoring group, will be the basis for developing the detailed Program definition, benefits profiles, business case, plans and governance arrangements.  

	1. Outline Vision Statement

	A picture of a better future – the end goal of the Program.  A high-level description of the capability the organisation seeks from the changes to its business/operations and, potentially, to the operations/behaviours of its partners/customers.





	2. Program outcomes benefits

	An outline description of the outcomes and benefits that should be achieved because of the new capability and the alignment to business objectives and strategy.





	3. Risks and issues

	Any Program level risks and issues that threaten achievement of the vision and the desired outcomes/benefits.  Assumptions, conflicts, lack of stakeholder support and commitment should be recorded here.  This could be in table format.





	4. Constraints

	All known constraints (e.g. time, budget, regulation, process).





	5. Projects

	A list of candidate projects, workstreams and activities with an indication of their sequence and timing.  This should include a description of any existing projects that it might be sensible to bring under the management control of the Program.





	6. Estimated Program cost, effort and timescales

	Estimates of $, effort and time needed to set up and manage the Program and to deliver the required outcomes and benefits.  An indication of the degree of certainty should be given (e.g. +/- %).  (The length of the Program will be the sum of the combined projects plus start up and closure / evaluation stages)





	7. Outline Business Case

	Strategic context – why the Program is required and the corporate objectives the Program will contribute towards.  Other related initiatives that will be running in parallel with the Program.





	8. Impact on current operations

	An assessment of the current business operations (including partners/customers) and an indication of those that are likely to be positively or negatively impacted by changes introduced by the Program.





	9. Policies and procedures  

	An assessment of the current business policies and procedures and a list of new program specific policies and procedures to be developed.







ABC IT Corp Program Roles and Responsibilities

The Program Governance Structure
(This can take many forms - an example structure is below)

NB The precise nature of relationship between the Program Manager and each ‘project’ within the programme would need to take into account such things as:
· the management approach adopted in the project’s parent organisation,
· the scale and nature of the change,
· the criticality of the project to the achievement of  program objectives,
·  the interdependencies with other parts of the program,
· the degree of control required from the centre,
· the importance and needs of stakeholders.
Business Change Manager(s) 

Program Support

Sponsoring Group/Program Board

Chair and Senior Responsible Owner (SRO): ?
Senior representatives from : A		  ?
B		  ?
C		  ?
D 		  ?
E		?
Program Manager



Program Assurance

SRO

Project Boards
(if appropriate)
Project Managers

Line Managers

Workstream Leaders

























The Program Roles and Responsibilities 
This may be in the form of a table or written text. The roles must match those in your governance structure.

For your information only – please delete 
The SRO, Manager, Business Change Managers and key project/workstream executives will form the working level management team and will meet frequently to organise the Program and deal with issues arising. (NB In MSP this management team that supports the SRO is called the Program Board and it sits below the Sponsoring Group with the SRO being the bridge between the two groups).
There will also be Program support and assurance functions the precise shape and structure of which will depend on the size, complexity and context of the Program.
Role and Responsibilities
The Sponsoring Group (some call it the ‘Program Board’)
The Sponsoring Group/Program Board has responsibility for ensuring that the benefits required from XYZ are realised. Membership of the Board should include senior representatives from all the organisations that must implement significant changes to enable the new regulations. 
The XYZ Program Board must:
a) create an environment where the Program can succeed in delivering the changes necessary for the benefits from XYZ to be realised
b) set the direction for the Program and to approve key milestones
c) approve the XYZ Program Plan
d) ensure the appropriate resources required by the projects within the Program are made available when required
e) take decisions as necessary throughout the life of the Program
f) give the XYZ Program Manager authority to lead the Program on a day to day basis.

Senior Responsible Owner (SRO)
The SRO is the Program’s owner and champion and is ultimately accountable for delivery of the XYZ Program. The SRO must:
a) provide leadership and direction to other members of the Sponsoring Group/Program Board and to the Program Manager
b) take ownership of the Program’s business case and hence be accountable for the achievement of the required benefits
c)  ensure that all key stakeholders are committed to the Program and adequately represented in the Program’s organisation structure
d) ensure that budget holders and resources owners are committed to the Program and  that the necessary funds and other resources are made available when required
e) ensure that Program governance arrangements of appropriate rigour are put in place
f) brief senior stakeholders (Ministers?) on the current and forecast status of the Program
g) receive, consider and act on reports/briefings from the Program Manager
h) ensure that all members of the Sponsoring Group/Program Board understand their roles the commitments they must make in order that the required benefits from the XYZ Program are achieved
i) empower the Program Manager lead the Program on a day to day basis
j) ensure that the Program Manager understands the limits of her/his authority and understands that risks and issues outside those limits must be escalated to the SRO at the earliest opportunity.

Senior representatives from stakeholder organisations (members of the Sponsoring Group/Program Board)
Membership of the XYZ Program Board must include senior representatives from A,B,C and D  Each representative must have authority to:
a) commit to making the agreed changes in their organisations in accordance with the delivery schedule and transition plans described in the agreed Program Plan
b) commit resources from their organisation to the XYZ Program as described in the agreed Program Plan
c) participate in taking decisions that affect the direction of the XYZ Program and would have an impact on their parent organisation.

During the execution of the XYZ Program they must:
a) represent their organisation at all meetings of the Sponsoring Group/Program Board
b) inform the SRO, the other members of Sponsoring Group/Program Board and the Program Manager immediately they identify any risk or issue that could jeopardise achievement of the Program Plan but which cannot be managed within their part of the organisation alone
c) monitor the development of XYZ capability within their organisation and ensure that it will be delivered fit for purpose and in accordance with the  Program Plan
d) analyse and act on the regular, frequent status reports from the Business Change Manager in their part of the organisation
e) support the Business Change Manager in their organisation in dealing with issues that could jeopardise achievement of the planned delivery of XYZ capability

XYZ Program Manager
The XYZ Program Manager will be responsible for day to day execution of the XYZ Program Plan and for dealing with issues that might affect achievement of the Program plan. The Program Manager must:
a) design the Program’s governance arrangements 
b) prepare the XYZ Program Plan  taking into account the plans from the different projects/workstreams, 
c) identify, analyse and communicate to the Sponsoring Group/Program Board and other key stakeholders all interdependencies between the different projects/workstreams in the XYZ Program, plus any external dependencies and how they will be managed,
d) submit the Program Plan to the Sponsoring Group/Program Board for approval,
e) monitor progress of the XYZ Program and identify and take action to deal with any potential/actual exceptions that might jeopardise achievement of the XYZ Program’s objectives,
f) monitor the progress of the projects/workstreams within the Program and take action to deal with any exception situations that might jeopardise achievement of the Program Plan,
g) actively manage risks and issues using resources and approaches within his/her delegates authority -  maintain the  XYZ Program Risk and Issue Registers,
h) escalate to the SRO recommendations for risk mitigations actions outside the scope of her/his delegated authority,
i) report progress to, and take advice from, the SRO at regular, frequent intervals (precise details to be agreed between SRO and Program Manager),
j) manage stakeholder communications (in accordance with an agreed  Program Communications Plan).

Business Change Managers (BCM)
BCMs have responsibility for ensuring the timely and fit for purpose delivery of major elements of the overall XYZ capability. A BCM is responsible for projects/workstreams/transition activities within their part of the organisation and must:
a) work with the Program Manager to identify projects/workstreams, resources and schedule of events necessary to implement the changes to their business area ,
b) communicate the transition plan(s) for the project/workstreams in their business area the to the Program Manager at the earliest opportunity for incorporation in the overall Program Plan,
c) possess a clear understanding of the interdependencies between the work they are responsible for and the work of the other BCMs,
d) manage the execution of their transition plans and report progress towards and achievement of milestones to the Program Manager on a regular, frequent basis (as agreed with the Program Manager),
e) ensure that the required capability is fit for purpose and is implemented in their organisation in accordance with the agreed Program Plan,
f) brief the representative of their organisation who is a member of the Sponsoring Group/ Program Board,
g) report to the Program Manager any forecast exceptions to the delivery schedule,
h) report to the Program Manager any risks/issues that might jeopardise the achievement of the XYZ Program’s objectives,
i) monitor and measure the realisation of benefits in their business area.

Program Support and assurance functions
There will also be Program support and assurance functions the precise shape and structure of which will depend on the size, complexity and context of the Program



.

Program Quality Management Strategy
	Program Name 
	     

	SRO 
	     

	Program Manager
	     

	Date
	[bookmark: startdate]     
	Status
	[bookmark: Enddate]     



Quality Management Strategy
Purpose:  To define and establish activities for managing quality across the XYZ Program.
	1. Program success criteria

	Specific measurable criteria agreed by the Sponsoring Group and Program Board




	2. Which aspects of the Program will be subject to quality assurance and control and the quality criteria that will apply

	E.g.  It might be appropriate to formally address the quality management of some or all of the following:
· Business Case development and maintenance
· Program planning and control 
· Specific project outputs
· Transition management and culture change 
· Benefits Management
· Stakeholder engagement and communication
· Supplier/Partner contract management
· Risk management
· Issues resolution
· Change control
· Compliance with corporate standards (e.g. project management standards, use of PRINCE2)
· Compliance with external standards (E.g. ISO 9000)
· Other Program-specific aspects





	3. Roles and Responsibilities for Quality Management

	Responsibilities within and beyond the Program should be covered. E.g. the involvement of any corporate Quality Assurance function should be defined




	4. Quality management activities, their triggers and guidance on their use

	E.g. Depending on the purpose and context of the Program some of the following may be appropriate: 
· Program Audits
· Project Audits
· Supplier Audits
· Compliance Audits
· OGC Gateway Reviews
· Healthchecks
· Quality Reviews of specific project outputs
· Readiness reviews prior to transition being approved

Some triggers will be time-based (e.g. perhaps half-yearly Program audits to ensure compliance with corporate Program Management standards). Others will be linked to events and milestones in the Program: e.g. the SRO/Sponsoring Group might wish for a Healthcheck or Gateway to be carried out prior to any decision concerning a financial commitment above a threshold value. 





	5. Thresholds and mechanisms for escalation of quality issues

	From operational management and project management to Program management
From Program management to the SRO/Sponsoring Group
From Program to Corporate body 





	6. Adherence to Standards (Corporate and external)

	Which standards and tools will apply for such things as:
· Project management 
· Program management
· Design of/change to operational processes and procedures (particularly where they are accredited by an external body such as ISO, UKAS, IIP etc.
· Infrastructure (e.g Desktop, IT, Networking)
· Presentation of corporate image
· Communication with external bodies
· Web site content management 
· Information Management
· Configuration management

The strategy should also specify which subject matter experts will be required to support quality management in these areas.




	7. Information Management

	How will the Program maintain, control and make accessible Program information:
· Scope (what information will be covered)
· Standards that will apply to Program information
· Systems and tools that will be used (e.g. Data repository, Matrix, Intranet, Extranet site, Internet site
· Responsibilities for management and maintenance of Program information
· Information security, integrity, levels of confidentiality, availability, accessibility
· Change control procedures and authorities 
· Information audit arrangements
· Links to corporate configuration management





	8. Resources required for Quality Management

	Staff skills and effort
$
Facilities
Tools and technology





Quality Management Plan
Purpose
· To provide a schedule of Quality Management activities including implementation of the quality management strategy. 
· To specify the resources for quality activities/audits/reviews etc.
· To show how and when quality work will be monitored.

The plan will be refined throughout the program to ensure it is consistent with the Program Plan and individual Project Plans and reflects any changes to the Quality Management Strategy.
	Id:
	Subject:
	Method:
	Criteria
	Target date:
	Owner:
	Resources:
	Result:

	PROGRAM LEVEL

	PG001
	Program Definition
	Formal Quality Review
	· Is the PDD Complete?
· Are the Program Objectives specific and measurable?
· Are the criteria for Program Success clearly defined?
· Are roles and responsibilities clearly defined and agreed?
· Is the Business Case sufficiently thorough, precise and accurate?
· Do the anticipated benefits justify the cost?
· Are proposed governance arrangements sufficiently rigorous for this type of initiative in this business context? 
· Is Program Management likely to add value?
· Is it clear that the initiative has senior commitment?
· Have key stakeholders been engaged?
· Have lessons from any similar Programs/projects been taken into account?
	dd/mm/yy
	Program Manager
	SRO; 
Prog. Office Manager;
Business Change Manager;
Key stakeholders with influence over the shape of the Program.
	

	PG002
	Program Plan
	
	· Is the Program Plan credible, resourceable and achievable?
· Does the plan identify interdependencies between projects?
· Does the Projects Dossier clearly define the outputs/deliverables required from each project?
· Are required change management and transition activities defined? (where they are not in scope of any particular project(s))

	
	
	
	

	PG003
	Benefits Realisation Plan
	
	· Is the schedule of benefits management and review activities consistent with the Program Plan and the timeline for project delivery?
	
	
	
	

	PG004
	Stakeholder Engagement Strategy

	
	
	
	
	
	

	PG005
	Communications Plan
	
	
	
	
	
	

	PG006
	
	
	
	
	
	
	

	PG007
	
	
	
	
	
	
	

	PG008
	
	
	
	
	
	
	

	PG009
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	





[bookmark: _Hlk39931186]Part 2 – Program Compliance Report
For the program as outlined in Task 1, research and outline the relevant compliance standards that would be applicable to the program.  Once the compliance standards are determined, develop a compliance checklist for audit purposes.  
Ensure the compliance checklist addresses any relevant legislation as is applicable to the specific projects embedded in the program.
Your trainer will provide examples of program compliance / audit checklist, alternatively research various styles as a baseline. 
This should be in table form inserted here or as an attachment.


Part 3 – Program Skills Development and Support Systems
Program management is a new concept to the organisation.  Some external expertise may be hired such a Program Manager and Change Manager perhaps unless internal personnel have the expertise.  However is expected many the roles in the PMO will be filled by existing staff members.
For the program governance structure as outlined in Task 1, identify and establish a relevant skills development and support system for three program personnel.





















		
BSBPMG622 Implement Program Governance Assessment Pack – June 2020 Page 1 of 27
STUDENT NAME:  ___________________________________________________________  STUDENT ID: ________________
	
ASSESSMENT RECEIPT DATE: ________________________  RECEIVED BY: ________________________ (Protea staff to sign) 			

Page 27 of 27   BSBPMG622 Implement Program Governance Assessment Pack – June 2020

image1.png
Board of Directors

CEO

Clo CCoO
Design & Security & Finance Administration
Development Solution Architect
Operations BA & Testing Procurement Human Resources





image2.jpg




