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BSBTWK502 
Manage team effectiveness 

ASSESSMENT SUMMARY

The assessment activities for BSBTWK502 Manage team effectiveness cover all aspects of the unit of competency. For Apprentices/Trainees, this includes supervisor completion of the Apprentice/Trainee Record (ATR). 

Participants must read all the information given before starting any assessment task. The assessment tasks are intended to be fair, flexible, valid and reliable. If a Participant has any questions or requires alternative arrangements to be made such requests should be directed to their Trainer/Assessor, who should note such arrangements in the ‘Assessor Comments’ on the affected assessment. If a Participant feels they are not yet ready to be assessed, they should discuss their options with their Trainer/Assessor. 

To satisfactorily complete the assessment, the Participant is required to answer all questions correctly and demonstrate their skills to industry standards. If a Participant does not answer all questions or perform all tasks, they will be deemed ‘Not Satisfactory’ for the task and ‘Not Yet Competent’ for the unit of competency. 

The Trainer/Assessor can provide the Participant with additional information on interpreting the assessment outcomes and guide the Participant’s options. If a Participant is still deemed ‘Not Satisfactory’ they will have the opportunity to undertake a supplementary assessment or appeal the result as per the process in the Student Handbook. 

By signing below, the Participant acknowledges:
· They understand the assessment instructions and requirements, and consent to being assessed. 
· The work submitted is to be their own work – with the work of/with others needing to be clearly acknowledged and documented. 
· They consent to any photo/video recording of their work that occurs during assessment. 

	Participant name
	

	Participant signature
	


	Pre-requisite unit(s) to be achieved and authenticated prior to undertaking assessment

	 Not applicable



	Task
	Date completed
	Assessment Results 

	Workbook
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Quiz
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Practical Assessment
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Outcome for BSBTWK502
	Select Date.
	 Competent
	 Not Yet Competent



	Evidence requirements checklist (ticked by assessor and evidence supplied to RTO)

	 Quiz
 Workbook
 Practical Assessment
 Meeting agenda/minutes or emails demonstrating team purpose, roles and accountabilities
 Copy of Team Performance Plan (HO1)
	 Copy of modified or developed policies and procedures addressing roles and responsibilities
 Copy of Team Performance Review (HO2) or other document demonstrating feedback including positive feedback.



	Assessor name
	

	Assessor signature
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WORKBOOK


	Participant name
	




	FOR THE PARTICIPANT

	Instructions

	· You will complete written activities as outlined on the following pages. You must attempt all questions and provide enough detail in your responses to demonstrate your knowledge.
· The timeframe for these tasks will be established by your Assessor or Training Plan, but additional time may be allowed upon negotiation with the Assessor.
· You must complete all questions unassisted by the Assessor or other personnel but may refer to reference material as needed. All questions must be answered correctly for a ‘Satisfactory’ assessment outcome to be awarded. 
· An oral examination may be allowed under certain circumstances, whereby your answers will be documented by another party. 
· Any written questions that are incomplete, or not answered satisfactorily will need to be completed again after further training support.
· If you answer a question incorrectly but modify your response, put your initials next to the written change (or the Assessor must initial a verbal change).

	Resources required

	Pen




	FOR THE ASSESSOR

	Instructions

	· Where oral examination has occurred, ensure that this is acknowledged in writing (e.g. FT001 and Assessor Comments)
· All questions must be satisfactorily demonstrated by the Participant for a Satisfactory determination (indicated by an Assessor tick to the right of the question).
· Assessors are to complete marking in pen of a different colour to the Participant.
· If the Participant verbally modifies their response, write in the modified response verbatim and put your initials next to the written change. 




	ASSESSOR COMMENTS

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	




	ACTIVITY 1  [bookmark: _Ref35349341]

	Undertake some research on team (group) dynamics. You can access the internet, books or other credible sources to provide your response. Be sure to provide your sources as you respond to:
a) What is the meaning of team/group dynamics?
b) Examples of positive team dynamics
c) Examples of negative team dynamics
d) How can your team dynamics affect the team’s performance?



	a) What is the meaning of team/group dynamics

	

	Source of information

	

	b) Examples of positive team dynamics

	

	Source of information

	





	c) Examples of negative team dynamic

	

	Source of information

	

	d) How can your team dynamics affect the team’s performance?

	

	Source of information

	




	Satisfactory Outcome
	
	





	ACTIVITY 2  [bookmark: _Ref35349352]

	Read the scenario and respond to the activity.

SN Auto have acquired a new computerised wheel alignment system.
One particular worker, Sam, seems to be having problems using the machine, he is taking much longer to achieve the task than others and the results are not consistent. 
Each time he is questioned, he states the he is “not doing anything different to before, it’s the machine that is the problem”.

a) How would you, as the manager best be able to ascertain where the issue lies?
b) What workplace documents might you need to check and possibly change?
c) What would be the best way to support Sam?




	a) How would you, as the manager best be able to ascertain where the issue lies?

	

	b) What workplace documents might you need to check and possibly change?

	

	c) What would be the best way to support Sam?

	




	Satisfactory Outcome
	
	





	ACTIVITY 3  [bookmark: _Ref182555327]

	Outline the strategies you will use to support team members to meet their KPIs over the next twelve months. The strategies should include any formal and informal training you may plan to provide.




	Strategies to be implemented

	




	Satisfactory Outcome
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Quiz


	Participant name
	




	FOR THE PARTICIPANT

	Instructions

	· You will complete written questions as outlined on the following pages. You must attempt all questions and provide enough detail in your responses to demonstrate your knowledge.
· It is anticipated that you should complete this assessment within two (2) hours, but additional time may be allowed upon negotiation with the Assessor.
· You must complete all questions unassisted by the Assessor or other personnel but may refer to reference material as needed. All questions must be answered correctly for a ‘Satisfactory’ assessment outcome to be awarded. 
· An oral examination may be allowed under certain circumstances, whereby your answers will be documented by another party. 
· Any written questions that are incomplete, or not answered satisfactorily will need to be completed again after further training support.
· If you answer a question incorrectly but modify your response, put your initials next to the written change (or the Assessor must initial a verbal change).

	Resources required

	Pen




	FOR THE ASSESSOR

	Instructions

	· Where oral examination has occurred, ensure that this is acknowledged in writing (e.g. FT001 and Assessor Comments)
· All questions must be satisfactorily demonstrated by the Participant for a Satisfactory determination (indicated by an Assessor tick to the right of the question).
· Assessors are to complete marking in pen of a different colour to the Participant.
· If the Participant verbally modifies their response, write in the modified response verbatim and put your initials next to the written change. 


[bookmark: _Ref396827952]

	ASSESSOR COMMENTS

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	




[bookmark: _Ref181771190]Explain why team leaders/managers should establish, and ensure member understanding of, their teams purpose within the workplace.

	[bookmark: _Hlk85785851]Answer
	
	




[bookmark: _Ref181771198]Why is it important that all team members have clearly defined roles and responsibilities within the team?

	Answer
	
	




[bookmark: _Ref181778115]Explain why a team performance plan is beneficial to achieve desired outcomes.

	Answer
	
	




[bookmark: _Ref181778386]Clarify key performance indicators KPIs) you might use to ensure your team can meet set goals and objectives.

	Answer
	
	




[bookmark: _Ref181778122]Describe how you can support your team in achieving outcomes set in performance plans.

	Answer
	
	




[bookmark: _Ref181794916]How can you support an underperforming team member?

	Answer
	
	




[bookmark: _Ref181795612]Describe three (3) important dimensions of team dynamics.

	Answer
	1. 

2. 

3. 
	




[bookmark: _Ref181866188]Describe four (4) strategies you can use to encourage and support team member participation and performance.

	Answer
	1. 

2. 

3. 

4. 
	




[bookmark: _Ref181866207]What does creating consensus in a team setting mean?

	Answer
	
	




[bookmark: _Ref181877898]In your own words, describe the purpose of a Code of Conduct policy and why every business should have one.

	Answer
	
	




[bookmark: _Ref181881862]Explain why giving feedback on tasks, even partly completed tasks is important.

	Answer
	
	




[bookmark: _Ref182473321]Why is it important to have clear policies in place that promote accountability for personal and team tasks?

	Answer
	
	




[bookmark: _Ref182484802]How can your team use brainstorming for gaining consensus about a problem?

	Answer
	
	




[bookmark: _Ref182488588]How does the behaviour of a team leader affect how the team collaborates?

	Answer
	
	




[bookmark: _Ref182551633]Describe methods team leaders use to communicate information from line management to the team.

	Answer
	
	




[bookmark: _Ref182551602]How can you establish and maintain open communication processes to ensure your team has all the facts?

	Answer
	
	




[bookmark: _Ref182557065]How could you communicate unresolved issues, concerns and problems raised by team members and follow up with management?

	Answer
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PRACTICAL ASSESSMENT


	Participant name
	




	FOR THE PARTICIPANT

	Instructions

	· The tasks outlined on the following pages will require performance of normal workplace activities, as a result of a structured activity set by an Observer in the workplace or a simulated activity set by your Assessor/Observer. 
· The timeframe for these tasks will be established by your Assessor/Observer, in consideration of location conditions and industry requirements.
· You must complete all tasks unassisted by the Assessor or other personnel, unless the steps note this assistance. 
· You must attempt all tasks (and itemised steps) for a ‘Satisfactory’ assessment outcome to be awarded.
· For any observation conducted that is incomplete, or without satisfactory performance, the observation will need to be completed again after further training support.




	FOR THE ASSESSOR/OBSERVER

	Instructions

	· The following observation record should be used to judge and record your observations of the Participant as they complete the task(s) set. You must record your observations of the Participant’s performance. 
· For each occasion, indicate the task performed and whether it was a simulation or workplace-based task. 
· Any simulated assessment must ensure the Participant still performs under workplace conditions which reflect industry standards.
· In the comments, provide clear detail regarding the task that the Participant was required to do (e.g. PPE used, materials handled, attachments connected, plant types).
· All steps must be satisfactorily demonstrated by the Participant for a ‘Satisfactory’ determination (indicated by an Assessor tick to the right of each itemised step, or an Observer tick to the right of each itemised step, and confirmation by an Assessor in the Assessor Comments).
· Where you have determined that one or more task steps have not been satisfactorily demonstrated, provide the Participant with additional support and outline details of such assistance in the Assessor/Observer Comments. Allow the Participant two (2) further opportunities to demonstrate the task again to allow an opportunity for a ‘Satisfactory’ assessment outcome to be achieved. 
· If after three (3) attempts the Assessor determines that the Participant cannot demonstrate the required steps, a ‘Not Satisfactory’ outcome is to be determined.





	TASK OUTCOME

	Task
	Date
	Task Type (Tick)
	Location
	Task outcome (Tick)

	
	
	
	
	Satisfactory
	Not Satisfactory

	Task 1
	Select Date.
	 Workplace
 Simulation
	
	
	



	ASSESSOR COMMENTS: GENERAL

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	



	ASSESSOR COMMENTS: PRACTICAL TASK 1

	 Individual student (as named on cover page)
 Multiple students [ All from Attendance Report,  Specific students involved – identify students]

	Task
	Provide detail 

	1.1A. 
	Specify how team goals and objectives were determined:


	1.1A. 1.1D. 
	Specify method applied to consult team members and confirm team purpose, roles and accountabilities: 


	1.1D. 
	Specify how individual team members were supported to ensure performance outcomes were met:


	1.2A. 
	Specify strategies used to ensure all team members have input in planning, decision making and operational aspects of team work:


	1.2D. 
	Specify processes applied to ensure issues, concerns and problems identified by team members are addressed:


	1.3A. 1.3B. 
	Specify how team members were encouraged to participate in and to take responsibility for team activities:


	1.4A. 
	Specify who planned and maintained communication processes were associated with:


	1.4A. 1.4B. 
	Specify how communication processes with others were established.


	1.4C. 
	Specify how unresolved issues, concerns and problems raised by team members were followed-up with line management and other relevant stakeholders.


	1.4D. 
	Specify how unresolved issues, concerns and problems raised by stakeholders were addressed with the team.






BSBTWK502
Manage team effectiveness

	Practical Task 1

	Description of task:
To achieve a satisfactory result the participant must demonstrate managing the effectiveness of one work team by:
· Establishing a team performance plan
· Consult team members both orally and in writing to establish a common understanding of team purpose, roles, responsibilities and accountabilities in accordance with organisational goals, plans and objectives. (Evidence of meeting agenda/minutes and/or emails to be provided to RTO as evidence).
· Develop performance plans to establish expected outcomes, outputs, key performance indicators (KPIs) and goals for work team. (Completed performance plans to be provided to RTO as evidence)
· Support team members both orally and in writing in meeting expected performance outcomes.
· Develop and facilitate team cohesion
· Use appropriate strategies to ensure all team members participate in decision making, planning and operation aspects of the work.
· [bookmark: _Ref527982822]Modify or develop policies and procedures to ensure team members take responsibility for own work and assist others to undertake required roles and responsibilities. (Modified or developed policies or procedures to be provided to RTO as evidence)
· Provide information to team using appropriate vocabulary and body language.
· Provide oral and written feedback to team members to encourage, value and reward individual and team efforts and contributions. (Evidence of performance review or other written evidence to be provided to RTO as evidence)
· Develop processes to ensure that issues, concerns and problems identified by team members are recognised and addressed.
· Facilitate teamwork
· Encourage team members to participate in and to take responsibility for team activities including communication processes.
· Apply processes to enable team members to identify and resolve work performance problems with support.
· Use listening and questioning techniques to confirm understanding and to engage the audience.
· Act as a role model to team, modelling collaboration.
· Liaise with stakeholders.
· Plan and maintain open communication processes with team, management and others.
· Communicate information from line management to the team using appropriate conventions and protocol.
· [bookmark: _Ref527982831]Communicate unresolved issues, concerns and problems raised by team members and follow-up with line manager/management and other relevant stakeholders.
· Address unresolved issues, concerns and problems raised by stakeholders.

Tasks are at the Assessor’s Discretion, but detail of tasks undertaken must be recorded in the Assessor’s Comments (on the back of the Practical Assessment cover page).

	Resources required: 
Workplace policies and procedures, Team Performance Plan (HO1) and Team Performance Review (HO2), Meeting minute/agenda template. Office equipment and resources.



	When completing the task, did the Participant:
	Tick if satisfactorily completed. 
Provide comments if left unticked.

	1 Establish team performance plan

	[bookmark: _Ref182559447]Consult team members both orally and in writing to establish a common understanding of team purpose, roles, responsibilities and accountabilities in accordance with organisational goals, plans and objectives. (Evidence of meeting agenda/minutes and/or emails to be provided to RTO as evidence)
	
	[bookmark: _Ref182565399]Develop performance plans to establish expected outcomes, outputs, key performance indicators (KPIs) and goals for work team. (Completed performance plans to be provided to RTO as evidence)
	
	[bookmark: _Ref182565415]Provide information to team using appropriate vocabulary and body language.
	
	[bookmark: _Ref182559452]Support team members both orally and in writing in meeting expected performance outcomes.
	
	2 Develop and facilitate team cohesion

	[bookmark: _Ref182559968]Use appropriate strategies to ensure all team members participate in decision making, planning and operation aspects of the work.
	
	[bookmark: _Ref182565446]Modify or develop policies and procedures to ensure team members take responsibility for own work and assist others to undertake required roles and responsibilities.
	
	[bookmark: _Ref527983017][bookmark: _Ref182565453]Provide oral and written feedback to team members to encourage, value and reward individual and team efforts and contributions. (Evidence of performance review or other written evidence to be provided to RTO as evidence)
	
	[bookmark: _Ref527982825]Develop processes to ensure that issues, concerns and problems identified by team members are recognised and addressed.
	
	3 Facilitate teamwork

	[bookmark: _Ref182563179]Encourage team members to participate in and to take responsibility for team activities including communication processes.
	
	[bookmark: _Ref182563491]Apply processes to enable team members to identify and resolve work performance problems with support.
	
	[bookmark: _Ref182565519]Use listening and questioning techniques to confirm understanding and to engage the audience
	
	[bookmark: _Ref182565521]Act as a role model to team, modelling collaboration.
	
	4 Liaise with stakeholders

	1.4A.  [bookmark: _Ref182564053]Plan and maintain open communication processes with team, management and others.
	
	1.4B.  [bookmark: _Ref182564305][bookmark: _Ref182565556]Communicate information from line management to the team using appropriate conventions and protocol.
	
	1.4C.  [bookmark: _Ref182564523]Communicate unresolved issues, concerns and problems raised by team members and follow-up with line manager/management and other relevant stakeholders.
	
	1.4D.  [bookmark: _Ref182564656]Address unresolved issues, concerns and problems raised by stakeholders.
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