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BSBWOR502 
Lead and manage team effectiveness 
ASSESSMENT SUMMARY

The assessment activities for BSBWOR502 Lead and manage team effectiveness cover all aspects of the unit of competency required. To demonstrate competence in this unit, a participant must undertake all tasks and complete them satisfactorily and consistently. For Apprentices and Trainees, this includes employer completion of the Employer Record Book (ERB). 

Participants must read all the information given before starting any assessment task. The assessment tasks are intended to be equitable, fair and flexible. 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 some questions or perform some tasks, they will be deemed ‘Not Satisfactory’ for the task and ‘Not Yet Competent’ for the unit of competency. The Trainer/Assessor is able to provide the participant with additional information on interpreting the assessment outcomes and provide guidance on the participant’s options. Should a participant still be deemed ‘Not Satisfactory’ they will have the opportunity to undertake a supplementary assessment or appeal the result. 

By signing the cover page for each assessment item, the participant acknowledges they understand the assessment instructions and requirements and consent to being assessed. The participant also verifies and assures the RTO that the work submitted is their own work. 
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	THEORY EXAM INSTRUCTIONS

1.0 This exam will occur under standard assessment conditions.
1.1 An oral examination may be allowed under certain circumstances, whereby the Participant’s answers will be documented by a party other than the Participant. This must be acknowledged in writing (e.g. FT001 and Assessor Comments)
2.0 Participants must provide enough detail in their responses to demonstrate their knowledge and skills.
3.0 Please fill in the details below, providing your name, signature and date of assessment.
3.1 Your signature acknowledges that this is your own work.
4.0 Assessors are to complete marking in pen of a different colour to the Participant.
5.0 If a Participant initially answers a question incorrectly but modifies their response, they must follow the instructions below:
5.1 If a Participant changes their response in writing, they must put their initials next to the written change.
5.2 If a Participant changes their response verbally, this must be noted on the exam paper by the assessor.
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[bookmark: _Ref10546564]Discuss why a team leader should consult with their team about the team’s purpose/goals and each team member’s role.

	Answer
	Area
	Response
	

	
	Team purpose/goals
	As stated CSTC study notes, a key role of a team leader is to facilitate communication and understanding throughout the team.   Important points for each team member to know, what the team’s purpose is. How is the team’s goal to be achieved? Each team member’s role, responsibility, and the time frame for their work. In my current role as project coordinator, if find it is extremely important for / to cascade to team members purpose goals and responsibilities. I find do this brings more by-in from team members and gives the team as a whole a greater sense of drive and understanding of the overall goal.  Providing team members with information relating to purpose / and how we aim to achieve our goals will increase the ability of employees to participate in planning, problem-solving, and decision-making to better serve our clients. Increased participation in goal setting promotes a better understanding of decisions.  Goal setting in the workplace is a way to keep employees motivated and the project team on track. I find it boosts employee morale, helping to hit targets and keep the project moving in the right direction. I find individual and business goals can be linked to the company’s overall strategy. This is achieved through regular employee catch ups and documented Planning for Performance (PfP) discussions and KPI’s. Team goals should be specific, measurable, achievable, resourced and timetabled.  
	

	
	Team members’ roles
	In my current workplace, team member roles are tied in directly with team communication i.e. team member need to know, what the team’s purpose is and how the goal to be achieved and what roles do they play in that. Teams needs to agree on who is going to carry out which role (role allocation). Team roles don’t necessarily need to be fixed for the lifetime of the project, you could rotate the roles so that everyone takes a turn and gains experience of the different roles. Or like in my current role, allocate the crucial roles within the team to the people who would like to take them, are best qualified to carry them out through prior or current experience, or even to people who would like to take on an unfamiliar role in order to gain experience etc. I believe all team members should be encouraged to be open about their preferred roles and experience levels. This can help to encourage trust within your team. By sharing your strengths and weaknesses, you increase role clarity, improve communication and cooperation, and help everyone manage their expectations. Knowing everyone’s roles also help team members to support each other i.e. if skill shortages are present or alternatively too many shared strengths causing competition rather than focusing on goals / results. Teams are important because they can accomplish much more than any of the members could achieve individually.  The team leader needs to specify clearly the purpose, objective, or goal of the team, and all team members need to work together to achieve it. Team members need to understand and agree on the role of each person.   
	




[bookmark: _Ref10546565]Explain what the term ‘open communication’ means and its importance to your team. In your response, be sure to identify the link between open communication and trust.

	Answer
	Encouraging honest and open communication requires setting in place active measures that encourage an open interchange of information and ideas among employees. As stated CSTC study notes, open communication occurs when two or more people can freely share all of the information necessary to complete their tasks. In my current role I find when you communicate well within your team, it helps eliminate misunderstandings and can encourage a healthy work environment. Efficient and open communication with your team will also let you get work done quickly and professionally. Communication is intended to be a two way street, when effective communication in the workplace is slowed down, it can side track the entire project / team effort. Open communication helps maintains a culture of trust and confidence that typically leads to increased productivity. I have found an open communication within the workplace / on project sites, leads to a more engaged and trusting team of employees. Having a team that feels comfortable communicating allows employees to bounce ideas off one another and share their thoughts and ideas and try to better contribute to projects. Open communication in the workplace gives employees a chance to not only share their opinions, but also have their input acknowledged and recognised by other team members. A result of open communication and trust, employees start to feel more valuable and invested and they begin to take ownership for certain projects and get excited at the project success. When employees lack honest and open communication (no trust), low morale can quickly surface. Employees should always feel comfortable asking for clarification when they don’t understand the tasks at hand or their role within the project / workplace. Open communications promote values like, trust, transparency, conflict resolution / problem solving and innovation. When you have open communication with your employees, it builds trust and makes them feel valued.







	



[bookmark: _Ref10547306]Teams need to have a balance between similarities among team members and diversity. Discuss what this statement means.

	Answer
	As a manager, supervisor, co-worker, staff member or business owner, effective diverse workplace relationships are critical to success. Within my current workplace a lot of attention has been focused on highlighting, and appreciating the diverse needs, skills, talents, and contributions of people in the workplace. Alongside encouraging diversity within the workplace also appreciating the similarities each employee brings to the workplace is important. By acknowledging the similarities and likenesses, you can create a starting point for understanding and appreciating changeability in the workplace. As stated in the CSTC study notes, similarities between team members can help cohesiveness as similar people tend to get on well together. But diversity in teams can help a team to develop innovative solutions resulting from people from different backgrounds and with different ideas getting together. If you recognise the ways in which you are similar to your co-workers, you'll build a base of understanding and acceptance that will withstand times when there are differences in opinion, approach, or needs. I have found in my current workplace, with similar groups composed of members with similar backgrounds, personalities, knowledge, and values, there is less likelihood of conflict during a similar group's discussions, but these easy going dynamics also tend to produce mundane, unimaginative outcomes. In contrast, diverse groups (social, informational and Goals and values diversity) have greater difficulty building strong interactive relationships, but members tend to take greater risks and to be more critical of others' ideas. High-performing teams include members with a balance of skills. Every individual doesn’t have to possess exceptional technical and social skills, but the team overall needs a healthy dose of both. Diversity in knowledge, views, and perspectives, as well as in age, gender, and race, can help teams be more creative and avoid dysfunctional decision-making outcomes. Teams also need the right mix of similarities to promote positive dynamics. Acknowledging similarities among team members and diversity can help team leaders, supervisors and coordinators understand just what differences there are amongst our team members and manage these better. It provides a means of drawing on the full range of skills, abilities, educational backgrounds and experiences offered by a diverse workforce.
	


[bookmark: _Ref10546789]

[bookmark: _Ref10794125][bookmark: _Ref15031038]Describe the benefits and disadvantages of the following five (5) strategies of conflict resolution.

	Answer
	Conflict
resolution strategy
	Benefits
	Disadvantages
	

	
	Avoiding
	People just ignore or withdraw from the conflict. They choose this method when the discomfort of confrontation exceeds the potential reward of resolution of the conflict. There are no real benefits avoiding (lose–lose situation).

	People aren’t really contributing anything of value to the conversation and may be withholding worthwhile ideas. When conflict is avoided, nothing is resolved.

	

	
	Accommodating
	Accommodating is a strategy where one party gives in to the wishes or demands of another. They’re being cooperative but not assertive. Gives an opportunity to reassess the situation from a different angle. In some cases smoothing will help to protect more important interests while giving up on some less important ones

	It’s less helpful when one party accommodates another to preserve harmony or avoid disruption. It can result in unresolved issues and  negatively affect your confidence in your ability to respond to an forceful opponent. Your work mate may constantly try to take advantage of your tendency toward accommodating.

	

	
	Forcing
	It may provide a quick resolution to a conflict. Increases self-esteem and draws respect when firm resistance or actions were a response to an aggression or hostility.

	It may negatively affect your relationship with the opponent in the long run and may cause the opponent to react in the same way, even if the opponent did not intend to be forceful originally. It can escalate conflict.

	

	
	Compromising
	Fast issue resolution and may be more practical when time is a factor. It can provide a temporary solution while still looking for a win-win solution. It can lower the levels of tension and stress resulting from the conflict.

	Important values and long-term objectives can be overturned in the process and will require close monitoring to ensure the agreements are met. Compromising may not work if initial demands are too great and does not contribute to building trust in the long run.

	

	
	Consensus
	Means having the group come to an agreement, without voting. Allows all members to have control over decisions that affect them and it encourages each member to share ideas with the whole group. Everyone agrees on a solution.

	Consensus decision-making is not as effective when someone in the group blocks the process by promoting their own ideas / is not open to the ideas of others, when discussion moves off topic, or if the group has little time or patience to complete process.

	





[bookmark: _Ref10794121]As team leader, you have to help resolve the following three (3) conflicts between members of your team:
· Two team members are disputing which of them should write a report.
· Two members are arguing bitterly about Australia’s refugee policy.
· Two team members are quarrelling over which equipment will be the best for the team to purchase.

For each of these situations:
6.0 Explain what type of conflict it is
7.0 Discuss what action you would take to stop the conflict

	Answer
	Conflict number
	Type of conflict
	Resolution strategy
	

	
	1
	Process conflicts relate to the process of completing tasks such as which team member will do what task.

	Situations of process conflict can be pre-emptively minimised by adopting formal rules or policies that specify goals, decisional processes, and responsibilities. Setting out / communicate clearly roles and responsibilities within the team will stop the conflict. Assigning team members specific tasks making sure they understand the purpose of the task why it has been assigned to them and how it feeds into the teams overall goal.
.
	

	
	2
	Task conflicts involve differences based on work details and goals.

	This involves disagreements about the content and/or outcomes of the team’s task. This is the easiest type of conflict to solve, and usually excellent communication and employee debate find the remedy for the problem. I would try to engage the parties in a collaborative problem-solving process in which they brainstorm possible solutions. When parties develop solutions together, rather than having an outcome imposed on them, they are more likely to abide by the agreement and get along better in the future.
	

	
	3
	Relationship conflicts is a type of personal conflict develops over disagreements and differences between individuals or groups. The biggest difference is that this type of conflict is over personal issues and not work-related. This type of conflict can be the most difficult to diffuse and fix in an organisation.

	For me personally as a coordinator if I feel comfortable I would try to bring up the source of the tension and focus on listening to the other person’s (employees having the conflict) point of view. I would encourage the employees to resist the urge to argue or defend their position. When you demonstrate empathy and interest, he or she is likely to reciprocate. If the conflict persists or worsens, I would enlist the help of a HR professional in resolving the differences. When consulting to teams, consultants may be able to more effectively intervene if, instead of focusing on addressing the relationship conflicts between individual members, they instead focus on what matters to each member in terms of individual versus team outcomes.
	



[bookmark: _Ref10546793]Explain four (4) approaches you might implement to encourage a team to reach consensus on an issue.

	Answer
	A consensus decision results from full input of all stakeholders. It’s important that the process operates with good faith efforts to meet all stakeholders’ interests by all involved. Everyone in the group must be given a chance to be heard and must feel comfortable speaking. True consensus is achieved by teams working together to arrive at decisions that everyone believes are feasible. Ensure that you identify all key stakeholders and invite them to participate. 

Approaches for reaching consensus – 

1. Clarify the issue
2. Explore the issue and discuss alternative solutions
3. Look for developing ideas and common agreements
4. Clarify and amend the chosen proposal
5. Check for and reach agreement on the outcome
6. Implement an action plan for the tasks: nominate who, when and how they will be achieved. Set deadlines for each task. 

By doing this each party has an idea of the other’s thinking. 

In my current role as a last resort, if the team truly cannot reach a consensus, we generally go with the majority opinion. I recognise that consensus is not having everyone agree on everything, but rather that everyone in the group can live with the decisions.








	


[bookmark: _Ref10546798]

[bookmark: _Ref10793277][bookmark: _Ref12352996]Identify and describe each of the five (5) stages of team development.

	Answer
	Stage
	Description
	

	
	Forming
	This is where team members first meet. It’s important for team leaders to facilitate the introductions and highlight each person’s skills and background. Team members are also given project details and the opportunity to organize their responsibilities. The forming stage involves a period of orientation and getting acquainted. Uncertainty is high during this stage, and people are looking for leadership and authority. A member who asserts authority or is knowledgeable may be looked to take control. Team members are asking such questions as “What does the team offer me?” “What is expected of me?” “Will I fit in?” Most interactions are social as members get to know each other.
	

	
	Storming
	At this stage, team members openly share ideas and use this as an opportunity to stand out and be accepted by their peers. Team leaders help teams in this stage by having a plan in place to manage competition among team members, make communication easier, and make sure projects stay on track.  This stage involves conflict and competition surrounding interpersonal relationships, as team members attempt to organise their roles and responsibilities within the group environment. Individuals should find the middle ground between feelings and ideas. This commonly leads to revealing differences where some members may become more dominant and others more withdrawn from the process. A good team leader must move the team through this stage by focusing individual attention on the task and team purpose.
	

	
	Norming
	By now, teams have figured out how to work together. There’s no more internal competition, and responsibilities and goals are clear. Each person works more efficiently because he or she has learned how to share their ideas and listen to feedback while working toward a common goal. This stage can be identified by the extent of unity shown by group members. As roles are allocated and positions are clarified, people naturally become less focused on their personal needs and more focused on the team’s purpose. At this stage, the team begins to work in collaboration and differences are put aside while tasks are planned and personal work schedules are considered.
	

	
	Performing
	There’s a high level of cohesion and trust between team members. Teams are functioning at peak efficiency with less oversight from team leaders. Issues still come up, but at this point, teams have strategies for resolving problems without compromising timelines and progress. The performance of the task, project or activity occurs when members of the team contribute to the goals and desired outcomes. Measuring, monitoring and controlling this performance become the focus of the team leader during this stage. Individual differences, conflict and motivation are quickly dealt with to maintain a high performance level. Teams may cycle through the performing, storming and norming stages throughout the implementation of the project or task.
	

	
	Adjourning
	Teams complete their project and debrief on what went well and what could be improved for future projects. Afterwards, team members move on to new projects.  This is the final stage of group dynamics where the task is completed or otherwise terminated and the group disbands. Managing this stage requires good communication skills in order to explain the reasons and effectively facilitate the movement of individuals to other roles. These may include their previous roles or new roles resulting from task completion. This final stage can also include mourning. This suggests the mental withdrawal that people often display when a group disbands and can include symptoms such as feelings of isolation, sadness, sorrow, and regret.
	



[bookmark: _Ref11328106]Explain why the process in Q7. enables a team leader to understand the dynamics of team building.

	Answer
	For teams to be effective, the people in the team must be able to work together to contribute collectively to team outcomes. As a way to improve teamwork and help companies become more efficient, “Tuckman’s Stages” talks about five stages of development all teams move through over time, forming, storming, norming, performing and adjourning. Teams will go through the 5 stages of team development whether or not they have guidance, but as a coordinator (team leader) I can accelerate their progress when I know how to support them along the way. When you can identify which development phase the teams are in, it’s much easier to provide exactly the direction they need so they feel more focused and connected. As stated CSTC study notes, Understanding the five stage model of team development can help a team leader and all of its members to:

1. Observe the behaviour of a team
2. Assess what stage it is in
3. Then help the group to move towards the performing stage where the team works directly at achieving its goals.
In my current role there are various signs I can tell if the team is working effectively together as a group. The features of the team is operating as a successfully include:
· Clear communication among all members
· Regular brainstorming session with all members participating
· Consensus among team members
· Problem solving done by the group
· Commitment to the project and the other team members
· Regular team meetings are effective and inclusive
· Timely hand off from team members to others to ensure the project keeps moving in the right direction
· Positive, supportive working relationships among all team members


	




[bookmark: _Ref11748363][bookmark: _Ref10546567]Your team has been especially productive lately and you are proud to be its leader. The one area of the team’s weakness has now been addressed by the arrival of two new team members, who fill in the team’s lone ‘expertise gap’ extremely well. You are then very upset that there have been several arguments amongst team members recently, and productivity has come to a near standstill.

Use the five stage model of team development to:
1. Explain what is likely to have happened to the team
2. Decide what action you should take as team leader

	Answer
	It is not uncommon for this to take place when new team members are brought in to the group. In my current role as project coordinator and looking at the five stages, ‘storming’ is easily the most challenging, both for the team leader and team members. It can cause feelings of uncertainty from team members, conflicts and disagreements, and disruptions to the process or project due to obstacles. This phase can be chaotic, emotionally uncomfortable and unproductive. While ‘"storming" is unavoidable in any team, as a leader, you can accept that it is part of the team development process. Sometimes there is no way to bypass it (arguments amongst team members) so the best thing you can do is to prepare yourself and your team for it.
One way I have found to do this is to address the "storm" by revisiting the first stage of "forming." While in the "forming" stage, team dynamics are typically positive and polite. As a leader, you can take advantage of this to re-frame the team development process so that everyone knows what to expect the roles responsibilities and if required. I would also take the opportunity during this period (if required) to address the conflict and disagreements, to enable the group to become more mentally equipped to deal with the next phase "storming." As disagreements arise due to differing working styles, personality clashes or clashing opinions and values, reminding everyone of the overall goals/ purpose of the team can be a method of realigning the team back to the path of progress. Reiterating everyone’s specific role and responsibility serves to highlight how each team member is contributing and that everyone’s work is needed to achieve success. 
	



[bookmark: _Ref10547342]Explain why it is important that a team leader acts as a role model.

	Answer
	I believe a role model is someone other people look up to and try to emulate in terms of their behaviours and/or successes. As a project coordinator I believe anyone (team members) can be a role model or a leader without having any official leadership position title. In my current role, team leaders are essential in setting the tone for the staff. I encourage my leaders to offer guidance to all members of the team to ensure they are fulfilling their roles. Effective team leaders help ensure that team morale remains high and that workers are motivated to perform well. Guidance also involves responding to questions and resolving problems that can hinder job performance. I find the most important aspect of role modelling is to have ability to demonstrate continuity between your words and actions. Persuasive words may help to influence, but the buy-in of your employees is gained through your actions. Your credibility as a leader depends on being able to do what you say.
	




[bookmark: _Ref11328569]Outline four (4) ways in which you would act as a role model as a team leader.

	Answer
	There are a number of different ways I can set the right example for my employees as a team leader. Treat employees with respect. Tell them I appreciate their efforts and hard work. Provide honest and descriptive feedback to help team members improve or sustain their performance. Encourage feedback from them as well. Try my best to keep commitments, never promise to do something that you cannot deliver. Never ask someone to do something you wouldn’t do. If you make a mistake, own up to it. Don’t cover up the mistake or blame others. Be mindful of how you respond to change. Create an outlet for employees to voice their concerns, rather than participating in unconstructive gossip. Follow the rules, rules and policies are important to have, but if you do not follow them, how can you expect your team members to. Overall model what’s expected and you will find generally people acknowledge this and follow.















	




[bookmark: _Ref10546591]Your goal is to manufacture 40 brown 1 metre X 1 metre tables each week. Your manager has made sure that you have enough raw materials and staff to achieve this, though the team will have to work hard to reach the goal of 40. Consider this project as a SMART goal, by matching the goal elements with the aspects of the task by writing the appropriate letter next to each number in the centre column.

	Answer
	Element
	
	Task aspects
	

	
	· 
	Specific
	1 -  A
	· 
	Set a challenging but attainable goal
	

	
	· 
	Measurable
	2 -  D
	· 
	Each week
	

	
	· 
	Achievable
	3 -  C
	· 
	brown 1 metre X 1 metre tables
	

	
	· 
	Resourced
	4 -  E
	· 
	40
	

	
	· 
	Timetabled
	5 -  B
	· 
	enough raw materials and staff
	




[bookmark: _Ref11747919]Identify three (3) areas to be considered when designing a KPI and provide an example for each.

	Answer
	Area
	Example
	

	
	Determine strategic objectives
	Before writing KPIs, you'll first need to determine which of your organisation's strategic objectives you're trying to measure. Define what exactly you want to achieve.  As stated CSTC study notes, KPIs should measure factors that employees can control or change. In my current role strategic objectives pertain to:
· Costs.
· Project progress.
· Client satisfaction.
· Strengths and weaknesses.
· Areas of a project such as safety

An example of a strategic objective I commonly use regarding a KPI on projects is to stay within the project estimate re: costs using allocated resources in line with the organisations objectives. Cost (Project Cost) 
	

	
	Define success
	A KPI should inform how the project is performing which in turn should suggest what actions need to be taken. By defining what success looks like (objective), staying within the project estimate, deciding how I measure the success of my objective becomes a lot easier. Cost vs. budget – 
The budgeted cost of work that has actually been performed in carrying out a scheduled task during a specific time period. Success is bringing the project in on budget (under budget).
	

	
	Decide on measurement 
	My current workplace typically measure success by defining a set of key performance indicators. These are quantifiable measures used to evaluate the progress of the project over time.  Decide on measurement is where I considering how I am going measure the defined success (cost vs. budget). I generally use software to track and display my KPIs. I use various platforms like MS excel and tools across the business to measure the project costs. Knowing how I am going to measure success helps to have a clear view of my project goals and ultimately help writing the KPI. 
	




[bookmark: _Ref10546987]Define the term ‘control’ and explain its importance in a team achieving its goal.

	Answer
	Team leaders must take responsibility for the team’s guidance, monitoring and control. Teams often lose sight of the bigger picture, and the team leader needs to demonstrate their willingness to control and guide the team as it works towards its goals. It is the team leader’s responsibility to ensure measures and milestones are in place, and to produce reports required by the team and the rest of the organisation. Measuring, monitoring and controlling (at least to some extent) this performance becomes the focus of the team leader during the Performing Stage of a project. As stated CSTC study notes, control in a team involves, determining if the team has met its goals and taking any necessary corrective action to ensure goals are met.
 

	




[bookmark: _Ref15030822][bookmark: _Ref10549715]A team leader’s feedback to team members should be two-way, constructive, objective and impersonal. Explain each of these factors and why they can improve the team’s performance. 

	Answer
	Area
	Explanation 
	

	
	Two-way
	Nobody is exempt from feedback in an organisation. Not even managers, leaders. Two way feedbacks describe a feedback process that allows both the feedback giver and recipient to experience both roles in a reciprocal style. Essentially, both people fully experience the feedback process by being on the giving and receiving end of constructive criticism.
	

	
	Constructive
	Constructive feedback is providing useful comments and suggestions that contribute to a positive outcome, a better process or improved behaviours. It provides encouragement, support, corrective measures and direction to the person receiving it.
	

	
	Objective and impersonal
	By keeping it impersonal, we strive to avoid someone's personality in a way that they might find unpleasant or too pleasant. Objective and impersonal feedback means you provide examples of when the team member has performed above par or below par whilst not using personal judgment on somebody, rather stick to tasks performed and how well or not well they were accomplished. On the other hand, you also need to keep in mind the person’s personality when giving them feedback. 
	





[bookmark: _Ref11753645][bookmark: _Ref13574246]To support team members in meeting expected performance outcomes, identify two (2) examples of formal and informal learning they may undertake.

	Answer
	Learning type
	Examples
	

	
	Formal
	Classroom instruction/ Tafe / Unii
	

	
	
	Web based training
	

	
	Informal
	Networking
	

	
	
	Mentoring
	




[bookmark: _Ref10547388][bookmark: _Ref13563149]Give two (2) examples of team issues that should be immediately communicated to line managers/management.

	Answer
	In my current position and within my workplace two examples of team issues that should be immediately communicated to line managers/management include:
1. A breach code of conduct
2. Further resources (approval) required for staffing 
When communication from team leaders to management is not working the way it should (open and transparent) staff will have the impression that the organisational culture does not encourage conversation, exchange of ideas, and innovative thinking.

	




[bookmark: _Ref13569663]Outline why the examples from your response to Q17. should be reported to line managers/management urgently.

	Answer
	When it comes to internal communication within an organisation, communicating with top-level management regarding issues helps to not only resolve the issues but drive engagement, trust and transparency among team members. Team issues should be communicated to line management clearly and concisely. The example issue relating to ‘further resources’ should be reported to line management as soon as possible because, stated in CSTC study notes, if issues like these are not immediately attended to, teams are unlikely to achieve their goals as resources take time to organise and deliver and the goals might change accordingly. The example issue relating to ‘breaching code of conduct’ requires in y current role urgent reporting to upper management. A breach of the Code of Conduct can lead to termination of employment; reduction in classification / re-assignment of duties, a show clause and a possible reduction in salary. Hence why it is important to engage and report immediately. Communication is no longer just from the top-down and when it comes to internal communication of issues, communicating with top-level management can lead to issues being resolved fast and effective helping to produce results. Communication is a skill that everyone should master, especially for team leaders working alongside managers and employees. By learning how to communicate with your boss, passing relevant information back to team members, and working to improve communication in general at work, your overall communication efforts will reflect well on everyone in the company. I have found within my current role and previous roles, effective communication of known and anticipated issues can help you build strong working relationships with clients and customers, team members, managers, and internal departments.  
	





[bookmark: _Ref10547375]Why should information from management, including line manager, be shared throughout a team?

	Answer
	The importance of sharing information from management, including line manager, throughout a team enables everybody to work together towards a common goal. As a team leader, it’s your responsibility to ensure that everyone tracks toward the same purpose through open lines of communication. By communicating information from management to team members / employees, you can achieve a more efficient, productive and satisfying work environment. As stated CSTC notes, a team leader needs to communicate a manager’s decision relating to issues to the team. A team meeting will usually be necessary to discuss how issues have been resolved / associated outcome, and what everybody needs to do if issues have not been determined. It is also an opportunity to facilitate two-way communication and lets employees know their ideas are important. Employees need to know that their managers are credible and are able to deal with issues and successes. Clear and open communication ensures everyone is on the same page about objectives, direction, and expectations. It means everyone knows where they stand and are in the loop.













 
	




Read the following scenario to respond to Q20. and Q21. 

Roger and Janet have to write a report to present to their manager in twelve days.

They meet for one day to plan what they will do. The project has two parts. They decide that:
7. Roger will do Part One. It will take three days for him to collect the information, and three days to write his part of the report
8. Janet will do Part Two. It will take her four days to research the topic, but only two days to write her part of the report.
9. Each will then read the reports from the other. This will take two days
10. They will then spend two days putting all the parts of the project together into a final draft.
11. They will bind the report and hand it in on the next day.



[bookmark: _Ref10548297]Explain why it is useful to use a Gantt chart to assist with team planning and control.

	Answer
	Gantt charts are useful for planning and scheduling projects. They help you assess how long a project should take, determine the resources needed, and plan the order in which you'll complete tasks. They're also helpful for managing the dependencies between tasks. It brings timelines, tasks, milestones and the other project details in one place so that you and keep your project moving. Using a Gantt chart to assist with team planning and control allows you to see at a glance -
1. What the various activities are
2. When each activity begins and ends
3. How long each activity is scheduled to last
4. Where activities overlap with other activities, and by how much
5. The start and end date of the whole project
Gantt charts help all team members clearly see task progress and how each task relates to each other. This in itself helps communication between teams and team members. A Gantt chart consists of:
· Timeline – it shows the duration according to hours, days, weeks, months and quarters
· Vertical lines – they divide the time into various units (hours, days, weeks or months) and a separate vertical dotted line indicating the current date
· Arrows – they show how tasks are dependent on one another
· Milestones – they show a due date, or the finishing of an important phase of a project
· Bars - they show the full duration of a task
· Bar colours – these are predefined colours that indicate if the tasks are active, overdue or completed
Gantt Charts are an easy way to schedule the tasks, they are easy to understand, show a clear and visual representation of time frames. Gantt charts provide a way to clearly communication, helping to create a sense of accountability, transparency, trust and teamwork amongst your team. I find in my current position the use of a Gantt chart helps the team as a whole be conscious of employee roles responsibilities and project timelines.

	





[bookmark: _Ref10548294]Create a Gantt chart for Roger and Janet. You may either use the template below, or insert an image on the following page.
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Read the following scenario to respond to Q22. 
	Simon is having his first performance feedback from his team leader, John. John began by asking Simon how he thought his performance was. Simon had put a lot of thought into this before the interview, and spent a few minutes going through his thoughts. Every time that Simon looked up, John seemed to be gazing into space.

As soon as Simon had finished, John told him that Simon had better improve his performance if he wanted to stay in the team. Simon asked John which areas of his performance John was most unhappy with, and if John could give him some specific examples. John’s reply was that if Simon didn’t know what he was doing wrong, Simon was even more useless than he thought he was. When Simon tried to repeat some of the points about his performance that he thought he had done well, John stopped him and told him he was not interested in excuses. He told Simon that he did not like him and had not wanted him in the team in the first place. Furthermore, he had already discussed Simon with two other members of the team who shared John’s opinion about Simon. Simon thought that he was good friends with all of his other team members, and asked Simon who the two were. John told him it was none of his business.

John then told Simon that he had better not be late for work again after Simon had been late twice the last week. Simon said that he had not held the team up when he was late, and had made the time up, and that he thought it was ok to be late as John was often late, and had even held up a rare team meeting by an hour the week before when John had been late. John replied that he was a leader, so it was acceptable for him to be late. It was, however, not acceptable for lowly team members to be late.

He was worried that the team would not meet its goal now that John’s line manager had moved the team’s deadline forward a week, and he blamed Simon. Simon said that no one in the team apart from John knew about this change. John replied that as team leader he was the only one who had to know about such information, and that he did not believe in meetings which a waste of time when he could email each team member what they were expected to do. Simon then said that he had not received John’s weekly control report the week before that also would have given him feedback about such issues. John replied that he had been too busy last week to prepare it, and that Simon had better be very careful if he tried to criticise his team leader.

He said that Simon was failing in meeting his KPI of assembling and painting 40 elite computer desks a week. Simon said that he had two problems – Ed was not providing him with the drawers on time, and not enough paint was available. John said that Ed was an old schoolmate of his, so he knew Ed was doing a good job, and that Simon had better make do with the paint he had, and that John had no intention of asking his line manager for more.

Simon also tried to say that he had been worried about completing his task as soon as John had allocated him his role in the team. As team leader, John had allocated tasks and duties to each team member and emailed these to each. Both Simon and Jane, another team member, had felt that each was suited to the other’s role. They had both emailed this point to John, who had not replied. Simon had also sent an email to John asking to do a training course he thought he needed to do to successfully finish his tasks, as well as asking for Jane to spend some time training him. John’s only reply was that Jane was too busy to train Simon.

John told Simon to leave his office and improve his performance or leave. 





[bookmark: _Ref10548671][bookmark: _Ref13563943]Write a report assessing John’s performance as a team leader. Refer to the Sample Report Structure for reference. Attach your response here.

	
Sample report structure


6. INTRODUCTION
3. Outline the objectives of your report and why the issue is important

7. BODY
4. A step-by-step explanation of each of the following issues:

· Consulting team members to establish a common understanding of team purpose, roles, and individual responsibilities
· Open communication and facilitating trust in the team
· Assessing a fair and SMART KPI
· Supporting team members in meeting their expected performance outcomes and addressing performance problems
· Allowing team members to have input to planning and decision making
· Ensuring that team members are fully prepared to take on their roles and responsibilities and are able to take responsibility for their own tasks
· Encouraging team members to participate in team activities
· Acting as a role model for the rest of his team
· Communicating information from his line manager to the team
· Communicating unresolved issues raised by team members to line managers
· Evaluating team performance and taking any corrective action necessary to ensure that the team would meet its goal.

8. CONCLUSION
5. A summary of your finding.

9. RECOMMENDATIONS
6. A list of actions that you believe that John should take in order to improve his performance as a team leader.

TIPS:
7. For each point in the body:
8. Briefly explain the issue and its importance
9. Go through the case study looking for an example of this issue which you compare with your explanation of the issue
10. Write your answer to this question
11. Write in simple English. This usually results in the clearest answers.



	· INTRODUCTION

	Leadership and performance feedback conversations are an important process, when use productively and effectively, they enable workplaces and team members to building stronger professional relationships. I will be facilitating an open two way conversation around John’s strengths, and what skills he needs to develop to perform even better.  This performance review will allow me to gain an understanding of my team members' views on job satisfaction, morale and communication. The leadership and performance feedback conversation will help to provide me a snapshot of the current climate within my team. I will be highlighting current and expected standards of performance for the team as a whole, and John as team member. We will be discussing ways to develop performance individually and as a team to match expectations and align performance with the future direction of the business. I will hope to be able to identify training methods that will build upon my team members' strengths and lift their performance in critical areas, whilst also obtain an insight into the team from Johns' perspectives. Throughout  my  performance feedback conversation there will be an overall focus on Johns: 
· Strengths and Talents.
· Opportunities for Growth.
· Learning and Development.
· Innovation and Continuous Improvement.


	· BODY

	Consulting team members to establish a common understanding of team purpose, roles, and individual responsibilities.
After spending some time with John discussing how he consulted team members to establish a common understanding of team purpose, roles, and individual responsibilities, I found John lacked the knowledge to undertake these tasks successfully. John has demonstrated / shown poor understanding of the five (5) stages of team development forming, storming, norming, performing and adjourning. John has demonstrated he has not been undertaking the key role of a team leader, to facilitate communication and understanding throughout the team.  John seems to not understand the importance of his role and the responsibilities associated with how he communicates important points to team members. John has demonstrated little knowledge of what the team’s purpose is, how is the team’s goal to be achieved and each team member’s role, responsibility, and the time frame for to complete their work. 
Open communication and facilitating trust in the team
I spoke with John about encouraging honest and open communication requires setting in place active measures that encourage an open interchange of information and ideas among employees. I find when you communicate well within your team it helps eliminate misunderstandings and can encourage a healthy work environment. John and I talked about his responsibilities around managing a team that feels comfortable communicating allowing employees to bounce ideas off one another and share their thoughts and ideas and try to better contribute to projects. Currently Johns team members feel like there is little or no communication and trust between what they are relying to john and how he is dealing with issues. Open communication in the workplace gives employees a chance to not only share their opinions, but also have their input acknowledged and recognised by other team members. I relayed my concerns around John’s current ability and willingness to promote values like, trust, transparency, conflict resolution / problem solving and innovation through his communication. When you have open communication with your employees, it builds trust and makes them feel valued.
Assessing a fair and SMART KPI
I asked John to outline how he views and assesses Smart KPI Specific Measurable Achievable Resourced Timetabled with in his current project / team. John was unable to clearly outline what exactly he wanted to achieve. John’s team members were also unclear on what and how to achieve their KPI’s with little support from management. I explained to John KPIs should measure factors that employees can control or change. Assessing employees KPI based on a task which they have not been allocated the tools or hardware to complete is not in line with company police and procedures.
Supporting team members in meeting their expected performance outcomes and addressing performance problems
John’s role is tied in directly with team communication i.e. team members need to know, what the team’s purpose is and how the goal is to be achieved and what roles do they play in that. It is clear from talking with john’s team members they are not currently where I would like them to be re: meeting their expected performance targets. John as a team leader is a role model and is someone other people look up to and try to emulate in terms of their behaviours and/or successes. John needs further training to enable him to better understand the importance his role plays in supporting team members in meeting their expected performance outcomes and addressing performance problems. John needs to start treating his employees with respect. Tell them he appreciates their efforts and hard work when warranted. Provide honest and descriptive feedback to help team members improve or sustain their performance. Encourage feedback from them as well. Try his best to keep commitments, never promise to do something that he cannot deliver. Never ask someone to do something he wouldn’t do. Don’t cover up the mistake or blame others and be mindful of how you respond to change. John needs to understand and be put through training to enable him to understand that performance issues should always be based on behaviours that were actually seen, not on characteristics that you or someone else senses or intuits about the employee's personality. When John first expresses a performance issue to an employee, say what you noticed and would like to see instead, consider special circumstances and make notes about the first meeting and its results, and keep it in a HR file. John will be required to undertake further performance review of his team members as required. Within any team environment, personality conflicts and territorial disputes will arise, and you have to either overcome or eliminate any potential roadblocks to team success. As a result, your first goal as a team leader or manager is to minimise these potential conflicts by ensuring that your team is structured for maximum participation and collaboration.
Allowing team members to have input to planning and decision making
John needs to do better when it comes to allowing team members to have input to planning and decision making. John and I talked about as a team leader you have to make a lot of decisions. Even though you are the head honcho and have the most knowledge about the workings of the business, you might lack knowledge in some areas.  Involving staff in decision making can make your business stronger. When you let employees help with decisions, it shows that you trust them. Even if you only let employees give input to assist you in making the final decision, you still show that you value their opinions. John and I made reference for the need for John to get the employees involved in making decisions as they gain a professional and personal stake in the organisation and its overall success. This commitment leads to increased productivity as employees are actively participating in various aspects of the company and wish to see their efforts succeed overall. This is not only beneficial to company growth, but is also on-the-job training for workers. The increase in responsibility expands employee skill sets, preparing them for additional responsibility in the future.
Ensuring that team members are fully prepared to take on their roles and responsibilities and are able to take responsibility for their own tasks
John acknowledged he understands the importance of ensuring that team members are fully prepared to take on their roles and responsibilities and are able to take responsibility for their own tasks. I asked John to give me an example of when and how he was doing this. John admitted he is not currently defining roles and responsibilities, I touched on how it would help him move the team from "storming" to "norming", or help "performing" teams who've lost their way get back on track. I asked John when he leaves to go back to working with his team on a project, use a ‘Responsibility Assignment Matrix’ to help keep assignments and make everyone’s responsibilities clear. I suggested he may also want to use a Team Charter to define everyone's roles and responsibilities within the team. I mention to John as team leader he should be aware team members could also be disengaged or dissatisfied because they're not in the right role. Take some time to discover their strengths and weaknesses, and analyse whether or not they're using their strengths. If not, they might be better suited in a different role.
Encouraging team members to participate in team activities
I spoke with John about the significance of participation and how it is the key to team results. John has been using his position to intimidate team members instead of team members to participate in activities. In practical reality, it takes a team to complete a project. John needs further training and understanding around leading an individual, team or an entire department, your ability to motivate that team to success is critical. Team commitment and results are dependent upon active participation, to cultivate good team participation you must have a good handle on your goals. I asked John if he wanted to achieve optimum team participation and explained he needed to let his team members know what he expected from them. We spoke about being direct and asking for participation. Set the ground rules to encourage active team participation and push for active participation and engagement from the very start of the project.
Acting as a role model for the rest of his team
John is currently not acting as an effective role model for his team, an example of this is dismissing team members concerns around a number of issues. I engaged John in conversation and his thoughts around how team leaders are essential in setting the tone for the staff. I encourage John to offer guidance to all members of the team to ensure they are fulfilling their roles. Effective team leaders help ensure that team morale remains high and that workers are motivated to perform well. I spoke to john about how acting as a role model for the rest of his team involves providing guidance and responding to questions and resolving problems that can hinder job performance. I find the most important aspect of role modelling is to have ability to demonstrate continuity between your words and actions.
Communicating information from his line manager to the team
Through johns actions I believe john needs further training around understanding communication between managers and employees as it is one of the most important factors of any successful business. As I am only now learning of some of the issues the team has been facing it is apparent John is not fulfilling his responsibilities as a team leader. Clear and open communication ensures everyone is on the same page about objectives, direction, and expectations. It means everyone knows where they stand. I asked john to start to conduct weekly meetings. Weekly team meetings can help break down any communication barriers between managers and employees by giving each team member an opportunity to talk openly about topics. John and I spoke about how improving communication between managers and employees is one of the most important steps the company can take towards creating a move cohesive and collaborative workplace.  
Communicating unresolved issues raised by team members to line managers
John has shown rather than encouraging communication of unresolved issues raised by team members to line managers he dismisses employee issues and does not affectively raise. Unresolved issues raised by team members are one of the greatest causes of employee stress. I explained to John taking simple steps to resolve conflict immediately can prevent many workplace conflicts from escalating. Employee stress, and many related health complaints, as well as workers’ compensation and bullying claims, can be prevented by managers acting quickly to resolve issues between co-workers, or between themselves and co-workers. Never let poor communications between your team and the line managers become the cause of an issue not being dealt with. Communicate unresolved issues, concerns and problems related to the team/team members raised by line managers/management to the team and ensure follow-up to action is taken.
Evaluating team performance and taking any corrective action necessary to ensure that the team would meet its goal. 
John and I discussed evaluating team performance and if required taking action to rectify poor team performance. I spoke with john about how every team is going to run into problems which impede their ability to complete what it is they set out to do. Some of those problems will be small and simple in nature, while others will be major hurdles to overcome. How you confront those problems as a team can have a great impact on your performance, especially your effectiveness as a team. I spoke with john around how I believe corrective action is a process of communicating with the employee to improve unacceptable behaviour or performance after other methods such as coaching and performance appraisal have not been successful. I asked john to start to practice when his team is faced with problems, don’t look at it as a negative; instead, look at it as a team building opportunity.


	· CONCLUSION

	[bookmark: _GoBack]After a healthy honest conversation with john about how he is currently performing as Team Leader and the organisations expectations for a team leader, we have put together an action plan of tasks john is required to work on to enable him to better understand and perform in his role as team leader. Throughout the performance feedback conversation john was asked to demonstrate his leadership abilities relating to -
• Leading and enabling teamwork
• Actively communicating with management
• Managing communication within the team
• Working with bringing team members together to achieve a common goal
• Implementing the organisations performance management systems
• Handle problems
It became apparent to both john and myself, John need to familiarise himself with organisational policies and procedures -
• Organisational goals, objectives and plans at both tactical and strategic levels
• Organisational structure including organisational chart
• Learning and development options available within and through organisation
• A general understanding of the principles and techniques of group dynamics and processes, motivation, planning and cooperation.
John needs to work on his ability to relate to people from a range of social, cultural and ethnic backgrounds and physical and mental abilities. I have asked john to reflect on practicing his -
• Communication skills, including listening
• Basic training skills, including mentoring and coaching
• Planning and organising skills
• Problem solving skills
• Attributes including – empathic, communicative, self-aware, supportive, trusting, open, flexible, accommodating, initiating, loyal, fair and adaptable.
John’s biggest takeaway from our performance feedback conversation is he can influence a group to accept his ideas without being forceful. Contributing to the group in a positive and supportive way can do this. When people work together they are happier and more productive they will also work harder to reach difficult targets, and will be proud of what they achieve together. Teamwork also gives people the opportunity to share their ideas. Communicate unresolved issues, concerns and problems related to the team/team members raised by line managers/management to the team and ensure follow-up to action is taken.
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	PRACTICAL ASSESSMENT INSTRUCTIONS

8.0 The following practical assessment will require the Participant to complete work related activities.
9.0 The Assessor will conduct observations of the Participant’s work to determine whether they display sufficient practical skills and knowledge. 
10.0 Please fill in the details below – providing your name, signature and date of assessment.
10.1 The Participant’s signature acknowledges that the Assessor provided clear instructions and the Participant understood what was required to complete this assessment.
11.0 The Assessor may substitute a Practical Task with an alternate task of equal value.
11.1 Alternate tasks must be fully documented by the assessor in the Assessor Comments area.





	Participant name
	

	
	

	Participant signature
	
	
	

	Date
	Click here to enter a date.



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.





	Task
	Task outcome (Tick)

	
	Satisfactory
	Not Yet Satisfactory

	Task 1
	
	





	ASSESSOR COMMENTS

	


BSBWOR502
Lead and manage team effectiveness

	Practical Task 1

	Description of task:
A suitable observer is to verify the participant’s ability to lead teams in the workplace and to actively engage with the management of the organisation. 

The participant is to gather evidence of how they have completed each component of the Practical Task, which is to be submitted with this Practical Assessment sheet. Examples can be found on the following pages. The observer is to provide detailed comments on the tasks completed by the participant. The assessor is to verify the observer’s comments in the Assessor Comments section, and provide the Practical Assessment outcome on the front cover of this document.

	Resources required: 
Project documentation, Office equipment and resources.

	Assessment of task

	Name of participant:
	

	Name of observer:
	

	Role of observer 
(Confirm suitability to sign)
	

	Email address of observer
	

	Signature of observer:
	
	Date:
	Click here to enter a date.
	When completing the task, did the participant:
	Tick if satisfactorily completed. 
Provide comments if left unticked.

	1 Establish team performance plan

	1.2A.  [bookmark: _Ref527982775]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.
	
	1.2B.  [bookmark: _Ref527982818]Develop performance plans to establish expected outcomes, outputs, key performance indicators (KPIs) and goals for work team.
	
	1.2C.  [bookmark: _Ref527983010]Support team members both orally and in writing in meeting expected performance outcomes.
	
	2 Develop and facilitate team cohesion

	1.4A.  [bookmark: _Ref527982820]Develop strategies to ensure team members have input into planning, decision making and operational aspects of work team.
	
	1.4B.  [bookmark: _Ref527982822][bookmark: _Ref387224637]Develop policies and procedures to ensure team members take responsibility for own work and assist others to undertake required roles and responsibilities.
	
	1.4C.  [bookmark: _Ref527983017]Provide oral and written feedback to team members to encourage, value and reward individual and team efforts and contributions.
	
	1.4D.  [bookmark: _Ref527982825]Develop processes to ensure that issues, concerns and problems identified by team members are recognised and addressed.
	
	3 Facilitate teamwork

	· [bookmark: _Ref527983023]Encourage team members and individuals, both orally and in writing to participate in and to take responsibility for team activities including communication processes.
	
	· [bookmark: _Ref527983025]Support the team in identifying and resolving work performance problems.
	
	· [bookmark: _Ref527983028]Ensure own contribution to work team serves as a role model for others and enhances the organisation’s image for all stakeholders.
	
	4 Liaise with stakeholders

	Q1.  [bookmark: _Ref527983030]Establish and maintain open communication processes with all stakeholders both orally and in writing.
	
	Q2.  [bookmark: _Ref527982830][bookmark: _Ref12354704]Communicate information from line manager/management to the team both orally and in writing.
	
	Q3.  [bookmark: _Ref527982831][bookmark: _Ref12354743]Communicate unresolved issues, concerns and problems raised by team members and follow-up with line manager/management and other relevant stakeholders both orally and in writing.
	
	Q4.  [bookmark: _Ref527982777]Evaluate and take necessary corrective action regarding unresolved issues, concerns and problems raised by internal or external stakeholders.
	
	The Participant’s performance was:  Satisfactory     Not Satisfactory




EXAMPLE EVIDENCE

The following are examples of types of evidence that may be collected:

1. A student diary that could include:
1. The team’s purpose, a list of team members and the roles, responsibilities and accountabilities of each member
1. How the team purpose etc., relates to organisational goals and plans

1. Other documentation which shows: 
1. How you consulted team members to help all team members have a common understanding of the team’s purpose and the individual roles and responsibilities of each team member.
1. Plans and KPIs developed by the team
1. Examples of your support of team members to meet their performance expectations 
1. How you supported team cohesion, participation and performance
1. How you helped the team achieve consensus or tied to and if, consensus was not achieved, what other strategies you used.
1. Issues that you resolved and the strategies you used to resolve them.
1. Strategies you used to make sure that team members were involved in planning, decision making and the operating of the team
1. Policies and procedures used to ensure team members take responsibility and fulfil their roles
1. Processes to make sure that issues raised by team members are addressed
1. Processes to resolve performance issues
1. How you provided feedback to team members to encourage them
1. How you encouraged team members to take responsibility for team activities
1. Any team performance problems encountered and how you supported the team to identify and resolve them.
1. How you acted as a role model and any affect you noted on team members
1. Issues brought up by team members and how you communicated them with management.
1. Other stakeholders you interacted with and communication processes you established and used to liaise with them.



	OBSERVER COMMENTS
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Task Scheduled

Mode + | Task Name | Start ~  Scheduled Finish | Actual Duration v | ResourceNamesv|| S s M T W T F s S M T W T F S S M T WTFs

= Report Plan Mon 20/04/20  Mon 20/04/20 1day Roger Janet = Roger Janet

- PartOne Collect Infomation  Tue 21/04/20  Thu 23/04/20 3days Roger s Roger

= Part one Write Report Fri24/04/20  Tue 28/04/20 3days Roger = s Roger

= Part Two Reaserach The Topic  Tue 21/04/20  Fri 24/04/20 4days Janet e Janet

= Part Two Write Report Mon 27/04/20  Tue 28/04/20 2days Janet mmm Janet

- Read Report Wed 29/04/20 Thu 30/04/20 2days Janet,Roger = Janet,Roger

= Putting Together Final Draft  Fri1/05/20  Mon4/05/20 2days Janet,Roger = = Janet Roger

- Bind Report Tues/05/20  Tues/05/20 1day Janet,Roger = Janet Roger
Hand In Report Wed 6/05/20  Wed 6/05/20 1day Janet,Roger = Janet,Roger





