

[image: ]
M&L 23 Participate in a project
	Learning Outcome
	Assessment Criteria
	Guidelines and range
The candidate provides evidence that they understand:

	1. Understand how to manage a project 
	1.1 Explain the features of a project business case 




	A project is temporary in that it has a defined beginning and end in time, and therefore defined scope and resources. It is unique in that it is not a routine operation, but a specific set of operations designed to accomplish a singular goal.
The features of the business case for the project will detail the fundamental characteristics of the project including the background to and the objectives of the project.


	
	
	In this criterion the learner is required to provide a full and detailed explanation of the features of a project business case.

	
	1.2 Explain the stages of a project lifecycle 

	There are a number of steps involved in the lifecycle of any project and the key stages include:
· Project definition
· Project planning
· Project implementation
· Project completion
· Project evaluation



	
	
	In this criterion the learner is required to provide a full explanation of each stage of the lifecycle of a project.

	
















	1.3 Explain the roles of people involved in a project

	The roles of people involved within a project will vary depending on the nature and scope of the project. There are two types of members:
Core members will be with the project from beginning to end and normally have a broad range of skills which will be applicable throughout the project.
Non-core members may also be brought in where specific skills are needed for a short period or to carry out a particular task.
Examples of roles include:
· Project sponsor
· Project manager
· Team members
· Customer representatives
· Stakeholders


	
	
	In this criterion the learner is required to provide a detailed explanation of the roles of people involved within a project.

	
	1.4 Explain the uses of project-related information 

	There are a wide variety of sources of information available to be gathered and analysed when working on a project. It is important to ensure that any information gathered and used is accurate and relevant to the project requirements.


	
	
	In this criterion the learner is required to provide an explanation of the use of two or more pieces of information related to a project.

	
	1.5 Explain the advantages and limitations of different project monitoring techniques 
	The monitoring of projects is very important in ensuring that the project is delivered on time and within scope and budget. In order for this to be successful, the monitoring techniques should be incorporated in the early planning stages of the project.
There are a wide variety of project management monitoring techniques available for use and the technique chosen will depend on the nature and size of the project.
Examples include:
· Gantt charts
· Critical path analysis
· Milestone slip charts
· Progress reports


	
	
	In this criterion the learner is required to provide an explanation of both the advantages and limitations of two or more project monitoring techniques.

	
	1.6 Analyse the interrelationship of project scope, schedule, finance, risk, quality and resources
	It is important and necessary to understand how related and interdependent activities of a project can affect its success. If you change any one of the variables of scope, time, costs, quality and risk then some of the others will have to change also. For example, if you want to deliver the project in less time, either the costs will rise or the quality will be reduced and the scope will need to be altered.

	
	
	In this criterion the learner is required to examine in detail the interrelationship of the project scope, the project schedule, the finance, the risk, the quality and the resources of the project.
 In order to meet this criterion all interrelationships listed must be covered in the response.

	2. Be able to support the delivery of a project 
	2.1 Fulfill their role in accordance with a project plan 
	Every role within a project team is important to its success, so it is necessary that individuals are clear on their project roles and responsibilities and ensure that any work undertaken as part of this is delivered within scope, on time and within budget.


	
	
	In this criterion the learner is required to state what their role within the project was or is and provide evidence that demonstrates how they have fulfilled this role.

	
	2.2 Collect project-related information in accordance with project plans 

	The type and amount of information available as outputs of project planning are varied and will depend on the nature and scope of the project being delivered.
Examples of information to be collected are:
· Time management records: that track and record time spent on tasks against the project plan
· Cost management records: that identify and record costs against the project budget
· Quality management records: that review the quality of the deliverables and management processes
· Change management: that review and implement requests for changes to the project
· Risk management records: that assess the level of project risk and actions taken to minimize it
· Communications management records: that keep stakeholders informed of project progress, risks and issues


	
	
	In this criterion the learner is required to provide evidence of   information that they have collected in line with the project plan requirements. 

	
	2.3 Use appropriate tools to analyse project information 
	It is important and necessary to be aware of the range of basic project analysis tools available to monitor, control and review project progress and to be able to select the most appropriate tool for the situation.
Examples of some tools used for analysis include:
· Value analysis
· Project Evaluation Review Techniques (PERT)
· Critical path analysis
· Risk analysis


	
	
	In this criterion the learner is required to provide evidence of two or more tools they have used to analyse project information and demonstrate how these were the most appropriate tools for the analysis.

	
	2.4 Report on information analysis in the agreed format and timescale
	The format used to report on the analysis of information will vary between organisations and on the type and complexity of the project being undertaken
Examples of formats include:
· Written reports
· Presentations
· Team briefings
· Briefing papers
· Progress papers


	
	
	In this criterion the learner is required to provide evidence of the format used to report the analysis of the required information and to demonstrate that they have actioned this within the agreed timescale for the project.

	
	2.5 Draw issues, anomalies and potential problems to the attention of project managers

	It is important to know how and when to report potential problems, issues or anomalies in the project to the project manager. 

	
	
	In this criterion the learner is required to provide evidence that two or more issues and anomalies and potential problems are reported to the project manager.

	
	2.6 Adhere to organisational policies and procedures, legal and ethical requirements in supporting the delivery of a project
	Organisational policies and procedures will vary depending on the type and nature of the organisation, however, it is important and necessary to comply with all relevant organisational procedures and legal and ethical requirements in supporting the delivery of a project.
Examples include:
· Budgetary controls
· Confidentiality agreements
· Requisitioning and order placing procedures
· Levels of authority
· Employment of contractors



	
	
	In this criterion the learner is required to provide evidence of where during their involvement within the project they have adhered to organisational policies and procedures and legal and ethical requirements
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