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M&L 40 Manage a project
	Learning Outcome
	Assessment Criteria
	Guidelines and range
The candidate provides evidence that they understand:

	1.Understand the management of a project
	1.1 Explain how to carry out a cost benefit analysis for a project 



	To determine whether a project is financially justifiable a cost benefit analysis is normally conducted. Costs and benefits of the project are identified and expressed in monetary values so that conclusions may be drawn. It is usual practice to also calculate the payback period for the project.

	
	
	In this criterion the learner is required to explain how to conduct a cost benefit analysis, illustrating with an actual example should support this explanation.  

	
	1.2 Evaluate the use of risk analysis techniques
	Risk may cause a project to fail to meet objectives. The likelihood and consequences of risk and how to manage them needs to be evaluated. There are a number of risk analysis techniques - qualitative and quantitative - that can be used and these tend to be specific to particular types of projects or organisations. Typical examples might include :
· Sensitivity analysis. 
· Risk probability and impact analysis
· Decision tree analysis
· Delphi technique

To evaluate them requires a description of how they work but also a conclusion/ recommendation about the circumstances in which they should be used and why. 

	
	1.3 Evaluate project planning and management tools and techniques
	There are a range of project planning and management tools and techniques that are appropriate to particular types of project or organisation. 
Typical project planning tools and techniques are: 
· Task scheduling
· Gantt charts
· Critical path analysis

Typical project management tools and techniques, other than planning, include:
· Project initiation techniques
· Project execution techniques
· Project control techniques
· Project close out techniques
· Communication techniques
· Risk management techniques
· Leadership and team building techniques

It is suggested that you research and select at least one planning technique and two management techniques most suited to your own the project management situation. To evaluate them requires a description of how they work but also a conclusion/ recommendation about the circumstances in which they should be used and why.  

	
	
	In this criterion the learner is required to evaluate at least one project planning and two different project management techniques.

	
	1.4. Evaluate the impact of changes to project scope schedule, finances, risk, quality and resources
	
The impact of variations on project scope need also to be considered
Variations  that could impact on:
· The project scope
· Schedule
· Finances
· Risk 
· Quality
· Resources

To evaluate them requires a description of how and why they can impact on project planning. The implications and their significance should form part of the evaluation. 

	
	
	In this criterion the learner is required to identify variations that could impact on a project management situation evaluating their relative significance on project planning and management. 

	
	1.5 Analyse the requirements of project management governance arrangements
	Project governance refers to the management framework in which project decisions are made and in which accountabilities and responsibilities are set out. There are number of models that can be used depending on the type of project and organisation. An analysis requires that the essential features are described and why and how the model works should also be explained. Conclusions should be drawn on its effectiveness.

	
	
	In this criterion the learner is required to identify a project governance model and complete an analysis of its effectiveness. 

	2. Be able to plan a project
	2.1 Analyse how a project fits with the organisation’s overall vision, objectives, plans and programmes of work
	This analysis requires the identification of a specific project and the description of how and why it fits with the organisation’s overall vision, objectives, plans and programmes of work, all of which should be described. This type of analysis supports the business case for the project.

	
	
	In this criterion the learner is required to complete an analysis of how a project fits with the organisation’s overall vision, objectives, plans and programmes of work. 

	
	2.2 Agree the objectives and scope of proposed projects with stakeholders
	A project initiation document (PID) brings together all the information required to get the project started. There are different models that can be used depending on the type of project and organisation.  This document, if detailed, could provide evidence for a number of the assessment criteria in this section.

	
	
	In this criterion the learner is required to provide a project initiation document which includes at least the objectives and scope of project.  How this was prepared should be described. 

	
	2.3 Assess the interdependencies and potential risks within a project
	The potential interdependencies and risks in a project and how these will be mitigated or managed also need to be identified at the project initiation stage.
An assessment requires that some judgment is made on the relative significance and potential impact of the risk so that the appropriate and proportionate responses are planned (see 2.5 below). 

	
	
	In this criterion the learner is required to assess the interdependencies and risks associated with the project using an appropriate risk analysis technique which is presented and explained.

	
	2.4 Develop a project plan with specific, achievable, realistic and time-bound (SMART) objectives, key performance indicators and evaluation mechanisms appropriate to the plan


	Planning requires the identification of tasks to be completed through use of a work breakdown structure. A schedule is then produced to identify when each activity should be done and the sequence in which things needs to be completed. This plays a key role in all aspects of managing the project. There are a number of techniques that can be used depending on the nature and complexity of the project.

It is also important to determine at the planning stage, the ways in which project success will be measured (KPIs). Both hard and soft measures can be used. Hard measures refer to outcomes and whether they were achieved on time and budget. Soft measures include the effectiveness of the team and client satisfaction. Whether the project delivered the benefits anticipated, may also be measured.  

	
	
	In this criterion the learner is required to prepare a fully detailed project plan using a recognised planning technique and that satisfies all requirements of this assessment criterion. 

	
	2.5 Develop proportionate and targeted plans to manage identified risks and contingencies
	When risks are identified, the actions to be taken should be proportionate to the potential impact and likelihood of the risk occurring. Responses to the risk should reflect this.

	
	
	In this criterion the learner is required to take the risks identified in 2.3 and prepare a targeted plan to manage those risks explaining why this response is proportionate to the risk involved. 

	
	2.6 Apply project lifecycle approaches to the progress of the project
	The simplest project life cycle approach would consist of :
· Define
· Plan
· Implement
· Evaluate and Close

However, there are more detailed models that can be used and these tend to be specific to particular types of projects and organisations.

	
	
	In this criterion the learner is required to identify and describe a project life cycle approach and summarise what activities will fall into each stage in the progress of their chosen project. 

	3. Be able to manage a project
	3.1 Allocate resources in accordance with the project plan
	The use of a schedule and plan enables timing and allocating of resources.

	
	
	In this criterion the learner is required to explain how resources were procured and allocated to the plan. Evidence of how this occurred in the managing of the project should be included.     

	
	3.2 Brief project team members on their roles and responsibilities
	Establishing and leading the project team and establishing roles often in a cross functional situation means that roles, responsibilities and accountabilities must be clear. 

	
	
	In this criterion the learner is required to explain how the project team was put together and methods of briefing the team members on their roles and responsibilities. Evidence of how this occurred in the managing of the project should be included.     

	
	3.3 Implement plans within an agreed budgets and timescales
	Plans should be implemented within the agreed budget and timescales set.

	
	
	In this criterion the learner is required to explain how plans were implemented within agreed budgets and timescales including any significant variations and actions taken. Evidence of how this occurred in the managing of the project should be included.   

	
	3.4 Communicate the requirements of the plans to those who will be affected
	Inadequate communication is a frequent cause of project failure. Methods and timing must be considered carefully. Feedback mechanisms should be specified.

	
	
	In this criterion the learner is required to describe how the requirements of project plans were communicated to those were affected Evidence of how this occurred in the managing of the project should be included. 

	
	3.5 Revise the plans in light of changing circumstances in accordance with project objectives and identified risks

	Plans need to be revised in light of changes. 

	
	
	In this criterion the learner is required demonstrate how their plan was revised in light of changing circumstances. Evidence of how this occurred in the managing of the project should be included.     

	
	3.6 Keep stakeholders up to date with the developments and problems
	Stakeholders should be regularly updated. The frequency and nature of the updates will differ depending on the nature of the stakeholder’s involvement in the project.

	
	
	In this criterion the learner is required to describe who the main stakeholders in the project were and how they were kept up to date. Evidence of how this occurred in the managing of the project should be included.    

	
	3.7 Complete close out-actions in accordance with project plans












	The plan should contain details of how the  project will be closed out including:
· Storage of project documentation
· Reallocation of resources 
· Project review

	
	
	In this criterion the learner should describe the process of close out of the project in line with project plans. Evidence of how this occurred in the managing of the project should be included. 

	
	3.8 Adhere to organisational policies and procedures, legal and ethical requirements when managing a project
	Project management must adhere to organisational policies and procedures, legal and ethical requirements. These include such requirements as human resource management policies, data protection and health and safety.

	
	
	In this criterion the learner should describe at least two different policies particularly relevant to the project management situation and demonstrate how these were adhered to. Evidence of how this occurred in the managing of the project should be included. 

	4. Be able to evaluate the effectiveness of a project 
	4.1 Conduct periodic reviews of the progress and effectiveness of the project using information from a range of sources
	Periodic reviews should be conducted

	
	
	In this criterion the learner is required to provide evidence of reviews of the progress and effectiveness of the project. This could include project team meetings, and milestone tracking. Evidence of how this occurred in the managing of the project should be included. 

	
	4.2 Evaluate the effectiveness of capturing and managing project related information
	Effective management of the project requires that project related information is captured and managed and systems will be designed support this. This ensures that data is retained for use in future projects. An evaluation requires that the system(s) are described and conclusions/ recommendations on their effectiveness are made.

	
	
	In this criterion the learner is required describe how project related information was captured and stored and to evaluate the effectiveness of the system(s) used. 

	
	4.3 Report on the effectiveness of plans
	To ensure that a continuous improvement process is applied to project management. This will normally take the form of a post implementation review (PIR) for key stakeholders reviewing the effectiveness of the plan and its outcomes. There are several models for PIRs that can be used depending on the nature of the project and the organisation’s requirements. 

	
	
	In this criterion the learner is required prepare a post implementation report in the form of a post implementation review.  
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