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Lecture Assessment 1

Individual Activity & Written Assignment 

	Unit: 
	BSBSMB404 Undertake small business planning

	Qualification:
	BSB42615 Certificate IV in New Small Business 

	Training Package
	BSB Business Services

	Due date
	Week 4
	Assessment Type: Individual Activity & Written Assignment 

	Student Name:
	
	Student No:
	


By submitting this Assessment I acknowledge my understanding of plagiarism 
	Plagiarism

All work must be done individually. Copied work will not be accepted and could lead to an “academic non-performance” rating. Plagiarism by a student will result in an automatic ‘NYS’, and as well as being recorded, may result in further disciplinary action such as a student’s exclusion from a course.  Plagiarism is presenting and using someone else’s work, writings or ideas as your own with or without their consent. 



Assessment submission rules and conditions
I have read and agree to the assessment guidelines conditions below. 

1. The purpose of this activity is to assess your knowledge and skills of the unit.

2.  If you have any considerations that may affect your performance in the assessment please inform your assessor immediately. Your assessor will provide you with a suitable alternative to complete this assessment.

3.  To gain competency for this assessment, demonstrate competency in activity tasks by the due date.

4. Student downloads the assessment through Moodle.

5. Student completes the assessment cover page ensuring they have written their name and student number. Online submission opens one week prior to the due week and cut off date is set on Saturday at 11:55pm in the week of due date. 

6. In case of late submission, the student is only able to submit the assessment with permission. The Student is first required to see student services and make late submission fee payment before submitting the assessment after due date. The student service officer issues the receipt and student is required to see their Trainer to submit the assessment. The trainer will grant an extension on Moodle for the student to re-submit their assessment. 

7. The student will receive results within 2 weeks from the due week, resulting in a determination of Satisfactory (S) or Not Yet Satisfactory (NYS) for the task and this result will be displayed on Moodle. 

8. In case of ‘NYS’ (not yet satisfactory) result of the assessment, the student is given an opportunity to re-attempt and submit the assessment by an agreed date with their assessor or as soon as possible within the duration of the unit. The trainer will grant extension on Moodle for the student to re-submit their assessment, cut off date of re-submission is Saturday at 11:55pm in week 8. Re-attempted assessments submitted during the term will not incur penalty. 

9. The re-attempted work must address the specific performance tasks beyond doubt for the assessor to issue a satisfactory (S) result. The system allows the student to re-attempt online  twice within the duration of the unit. The Student is required to meet their assessor before submitting the third re-attempt. The assessor will grant extension manually only by request. A repeat NYS outcome could lead to an administration fee. 

10. Any re-submission or late submission occurring during week 8, the student is required to see their trainer before submitting the late or re-assessment. The trainer will grant an extension on Moodle by request only and the submission will be closed on Saturday at 11:55pm in week 8. 

11. Any re-submission or late submission occurring during week 9, the student is required to see their trainer before submitting the late or re-assessment. The trainer will grant extension on Moodle by request only for 15 minutes. Therefore students should be ready to submit their assessment before going to see the trainer.
12. All work must be done individually. Copied work will not be accepted and could lead to an academic "non-performance” rating. See below about Plagiarism. 

	Plagiarism

Plagiarism by a student will result in an automatic ‘NYS’, and as well as being recorded, may result in further disciplinary action such as a student’s exclusion from a course.  Plagiarism is presenting and using someone else’s work, writings or ideas as your own with or without their consent. 

Some examples of plagiarism as follows

· Presenting work by another individual as one’s own unintentionally 

· Handing in assessments markedly similar to or copied from another student 

· Handing in assessments without the sufficient acknowledgement of sources used, including assessments taken totally or in part from the Internet


13. Appeal process - If you feel the decision made by your assessor was incorrect please refer to your Student Handbook for information on assessment appeals for the required steps to appeal this decision. Download the assessment you want to appeal and complete the appeal box in Feedback Evaluation Sheet by signing as to whether you wish to appeal. You are required to hand the hard copy in to student services. 

Submission requirements 

If an assessment is not submitted in accordance with the submission requirements then it will be deemed as being non-compliant. Non-compliant submissions result in pending on being marked and /or recorded NYS.

· All submissions must be done by PDF file. The Student is required to convert word file assessments, PowerPoint presentation and other attachments to PDF before submitting unless the evidence is required to submit its original format (eg. word or excel). 

· The first page in the file must be cover page. Both the cover page must contain student name and student number. 

· The Student is allowed by default to upload up to five documents on each submission. You must upload each file separately. You must not upload zip file. 

· Submissions from overseas are not allowed as students are required to be in Australia to attend their regular classes. 
Late submission

Late submission arises in two cases.

1. Student does not submit the assessment in time because of their own fault. In this case, the student is required to make late submission fee of $50 before submitting the assessment after the due date. 

2. Student has approved leave. In this case, the student is exempted from the late submission fee payment. The student is required to show their deferment approval letter from the college to their trainer. The trainer will re-open the submission on Moodle for the student. 
I have read and agree to the assessment guideline conditions above. 

This is an individual assessment.  

Part A - Start a business plan 
Start to draft a small business plan and imagine you run a small business. This small business may sometimes be called ‘your organisation’ during this assessment and class.  Your assessor will give you feedback on your draft as it develops into a full business plan. 
Enter the following data to start the draft of your business plan.  
1. What is the type of your business? 
	


2. What industry does it belong to and who is the industry regulator or advisory body? 
	


3. What will be the business goals and objectives? How will success be measured? 
	


4. What are the reasons for setting goals and objectives?

	


5. Why is it important to monitor the progress of your goals/objectives and the plan?

	


6. What is the purpose of this business plan?

	


7. What are the key parts that make up a business plan?
	


8. Which parts of business plan will you review?  Why? 
	


9. How often will you monitor the business plan?

	


10. List the steps you would go through in creating a business plan.
	


11. What is a SWOT analysis and how can it be of use to your plan?

	


12. List the specialist services/sources of advice that you think may be relevant to your proposed business venture. For each service, indicate the type of information/assistance provided. 
	


Part B - Continue developing the draft Business Plan 
Use one of the electronic Business Plan Pro-forma listed in the websites (below) to create the main parts of your business plan.
· NSW Small Business information website http://www.smallbusiness.nsw.gov.au/supporting-business, or
· Australian government’s principal business resource for planning, starting & growing businesses website http://www.business.gov.au/Pages/default.aspx.    

Keeping in mind the business goals and objectives:

· What research resources will be needed

· what are the legal and compliance requirements

· identify the workplace health and safety (WHS) and duty of care requirements

· what are the relevant industry codes of practice

· how much and what type of market research will you need

· how will you research the market size and potential

· identify the marketing strategies to be used to promote your market exposure

· identify methods/means of production/operation from the production/operations plan to fit with and reach the business goals and objectives (the targets)
· identify the staffing requirements needed to produce/deliver products/service

· identify which specialist services and sources of advice will be required and cost them
· identify the sources of finance and the costs associated with each source. What does the financial plan say about the expected liquidity and profitability targets?
At the end of completing Part B of this Assessment - Create a draft “Executive Summary” including the key points of the plan.
NOTE:  ALL BUSINESS PLANS MUST BE WORD PROCESSED AND PRINTED.  HAND WRITTEN SUBMISSIONS ARE NOT ACCEPTABLE.
Lecture Assessment 1
Individual Activity & Written Assignment -  Feedback Evaluation Sheet 
	ASSESSOR’S NAME:
	

	UNIT NAME:
	BSBSMB404 Undertake small business planning

	Has the learner proven?
	YES
	NO

	Identify the purpose of a business plan?
	
	

	Identify the essential components of the business plan?
	
	

	Identify business goals and objectives as a basis for measuring the business performance?
	
	

	Understand the planning process?
	
	

	Understand the need for revising the business plan?
	
	

	Understand the reasons for, and benefits of, business planning?
	
	

	Identify specialist services and sources of advice, where required? 
	
	

	FEEDBACK TO STUDENT:



	Assessment Outcome 
	( Satisfactory
	( Not  Yet Satisfactory
	( Re-assessment required

	Assessor Signature 
	ASSESSOR’S DECLARATION: 

I hereby certify that the above student has been assessed by myself and all assessments are carried out as per the Academy’s Assessment Policy & Procedure.

____________________________ Date: ______________

ASSESSOR SIGNATURE


APPEAL PROCESS:  
	I would like to appeal the outcome of this assessment as per the appeals procedure in the Student Handbook


	Student’s signature: _______________________  Date: __________________


RTO 90982


CRICOS 02599C
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