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Candidate Details
[bookmark: _Toc449619870]Assessment – BSBSMB407: Manage a small team
Please complete the following activities and hand in to your trainer for marking. This forms part of your assessment for BSBSMB407: Manage a small team.
Name: 		_____________________________________________________________
Address:	_____________________________________________________________
		_____________________________________________________________
Email:		_____________________________________________________________
Employer:	_____________________________________________________________
Declaration
I declare that no part of this assessment has been copied from another person’s work with the exception of where I have listed or referenced documents or work and that no part of this assessment has been written for me by another person.
Signed:		____________________________________________________________
Date:		____________________________________________________________
If activities have been completed as part of a small group or in pairs, details of the learners involved should be provided below:
This activity workbook has been completed by the following persons and we acknowledge that it was a fair team effort where everyone contributed equally to the work completed. We declare that no part of this assessment has been copied from another person’s work with the exception of where we have listed or referenced documents or work and that no part of this assessment has been written for us by another person.
Learner 1:	____________________________________________________________
Signed:		____________________________________________________________
Learner 2:	____________________________________________________________
Signed:		____________________________________________________________
Learner 3:	____________________________________________________________
Signed:		____________________________________________________________


[bookmark: _Toc449619871]Competency Record to be completed by Assessor
Learner Name:		_______________________________________________________
Date of Assessment:	_______________________________________________________
The learner has been assessed as competent in the elements and performance criteria and the evidence has been presented as:
	
	Assessor Initials

	Authentic
	

	Valid
	

	Reliable
	

	Current
	

	Sufficient
	



Learner is deemed: 		COMPETENT		NOT YET COMPETENT (Please circle)

If not yet competent, date for re-assessment:		____________________________________

Comments from Trainer / Assessor:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Assessor Signature:		________________________________________________________
Observation/Demonstration

Throughout this unit, you will be expected to show your competency of the elements through observations or demonstrations. Your instructor will have a list of demonstrations you must complete or tasks to be observed. The observations and demonstrations will be completed as well as the activities found in this workbook. An explanation of demonstrations and observations:
Demonstration is off-the-job
A demonstration will require:
Performing a skill or task that is asked of you
Undertaking a simulation exercise
Observation is on-the-job
The observation will usually require:
Performing a work based skill or task 
Interaction with colleagues and/or customers
Your instructor will inform you of which one of the above they would like you to do. The demonstration/observation will cover one of the unit’s elements.
The observation/demonstration will take place either in the workplace or the training environment, depending on the task to be undertaken and whether it is an observation or demonstration. Your instructor will ensure you are provided with the correct equipment and/or materials to complete the task. They will also inform you of how long you have to complete the task.
You should be able to demonstrate you can:
1. Develop staffing plan
2. Recruit, induct, train and retain team
3. Comply with industrial relations obligations
4. Maintain staff records
5. Manage staff
6. Review team performance
You should also demonstrate the following skills:
Reading
Writing
Oral communication
Numeracy
Navigate the world of work
Interact with others 
Get the work done
[bookmark: _Toc449619872]Activities
[bookmark: _Toc449615382][bookmark: _Toc449619873]Activity 1A
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to determine staffing requirements to allow the business to run effectively, in accordance with requirements outlined in the business plan and identify and compare existing skills of owner/s and staff with business requirements to identify any gaps.  

	Activity
	1. What might staffing requirements include?











2. List the areas that a business plan would typically include in relation to staffing requirements. Give examples with your answer.












3. [bookmark: _Toc243809446][bookmark: _Toc243816960][bookmark: _Toc243887262][bookmark: _Toc243887460][bookmark: _Toc243887496][bookmark: _Toc243887532][bookmark: _Toc243887569][bookmark: _Toc243887606][bookmark: _Toc243888593][bookmark: _Toc243888711][bookmark: _Toc243889705][bookmark: _Toc243893179][bookmark: _Toc243901085][bookmark: _Toc243904621][bookmark: _Toc243904695][bookmark: _Toc243904741][bookmark: _Toc243904781][bookmark: _Toc243967861]Create an organisational chart specific to your organisation’s team.
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[bookmark: _Toc449619874]Activity 1B
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to develop policies and procedures for owner/s and staff, in accordance with the business plan.

	Activity
	1. Using your organisation’s (or an example) business plan develop ideas for a policy and procedure for one of the following:

· Complaint and grievance procedures
· Culturally appropriate entitlements e.g. Funeral leave, national/religious days
· Culturally appropriate procedures e.g. How business will enact cultural requirements for relationships between owner/operator, employees and service providers
· Employment conditions, equal opportunity, anti-discrimination, cultural diversity
· Induction and training
· WHS
· Recruitment and selection
· Performance measures
· Professional development.
































[bookmark: _Toc449615385][bookmark: _Toc449619875]Activity 2A
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to develop job or position descriptions, competencies required and selection criteria to meet business’ needs.

	Activity
	1. Provide definitions on the following attributes identified as appropriate and relevant to the level and type of position.

· Flexibility
· Achievement Oriented:
· Decisiveness










































[bookmark: _Toc449615386][bookmark: _Toc449619876]Activity 2B
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to judge information obtained from each candidate against specified selection criteria, and select according to business needs and legal requirements.  

	Activity
	1. In pairs/groups create a set of interview questions that will help you to judge and select candidates.
















2. Create a persona each (instructors or learners could provide personas) and using these personas and questions role play an interview situation where each learner has a turn at being the interviewer and interviewee.

Who would you select and why?
























[bookmark: _Toc449615387][bookmark: _Toc449619877]Activity 2C
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to induct new staff members in accordance with policies and procedures of the business and make team members aware of their responsibilities and performance requirements as soon as practicable, and take opportunities to coach team members who are unfamiliar with procedures of the business.  

	Activity
	1. Why is it important to induct new staff members?













2. Explain the diverse needs of school leavers, graduates and career changers/mature individuals as regards their induction.












3. Effective employee induction continues past the first week. What should you plan for in the coming months?















[bookmark: _Toc449615388][bookmark: _Toc449619878]Activity 2D
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to develop and implement a staff development program and career paths based on requirements of business and staff competencies.  

	Activity
	1. Individually or in groups express your views on the priority of the suggested staff development examples detailed below. Base you views on experience from your workplace. 

	Development area
	Priority?
Why
	Not a priority?
Why?

	Attendance at courses
	




	

	Career planning
	




	

	Coaching

	




	

	Flexible learning

	




	

	Job rotation

	




	

	Mentoring

	




	

	On-the-job training

	




	

	Professional development

	




	

	Staff exchanges
	




	

	Succession planning
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to advertise staff vacancies appropriately in accordance with staffing plan.

	Activity
	1. Design an advertisement for the following position:

Product Manager, 40 hours/week.
· Oversee a team of three
· Manage product development and release
· Key duties include problem solving and presenting information.











































[bookmark: _Toc449615390][bookmark: _Toc449619880]Activity 3A
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to clarify workplace rights and obligations of employers and employees, in accordance with legal requirements and codes of practice.  

	Activity
	1. What is the difference between industrial relations and legal requirements?



















2. What are the National Employment Standards, who do they apply to and how can they protect employees?
























[bookmark: _Toc449615391][bookmark: _Toc449619881]Activity 3B
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to counsel staff, if required, in a positive and constructive manner and record outcomes accurately.

	Activity
	1. What is involved in counselling?













2. What steps could you take to counsel staff?














3. What final decisions might you have to make after several counselling sessions?
















[bookmark: _Toc449615392][bookmark: _Toc449619882]Activity 4A
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to develop staff records system to provide timely and accurate information, in accordance with confidentiality, legal and taxation requirements and monitor and accurately maintain system for recording and retrieving personnel and payroll information, and seek specialist advice where required.

	Activity
	1. Complete the following table. List all of the records that you keep specifically related to your job as well as a summary of others that you know are kept in the business and comment as to why the records are kept. 

	What records do you keep applicable to your work?
	Why do you keep the records?

	What other records are kept in the business? 
	Why are these records kept?


	









	
	
	



2. What type of system best suits your organisation’s requirements and why?















[bookmark: _Toc449615393][bookmark: _Toc449619883]Activity 5A
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to regularly review contribution and skills of self and other team members to ensure performance is in line with agreed performance measures.  

	Activity
	1. How should you conduct an appraisal?














2. What methods can you use to analyse the appraisal data to come up with a rating score?













3. How should the ratings be given if there has been a change of supervisor or manager during the period of the appraisal?













4. How can input/feedback be collected for the appraisal process?















5. What if the employee refuses to agree or/and accept the review?















6. Should the review be confidential?



















[bookmark: _Toc449615394][bookmark: _Toc449619884]Activity 5B
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to monitor and adjust staffing requirements to respond to any changes in tasks and functions required by the business

	Activity
	1. List four business activities that must be performed to ensure your business continues to operate effectively and would need you to respond/take action because a key member of staff resigned and left immediately. 

















2. For each business activity listed above, complete the following:

· Business activity name:  
· Business activity description:
· Your recommended response to the change in staffing.
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[bookmark: _Toc449619885]Activity 5C
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to support and encourage staff, and acknowledge and reward their contribution and regularly provide opportunities for staff to discuss work related issues. 

	Activity
	1. You have been asked to write an article for the company newsletter on what policy and steps are in place to:

· Support and encourage staff performance 
· Regularly provide opportunities for discussion on work related issues

The article should be no more than 600 words and focused on your personal work experiences or if not, those of the notes and session.






































[bookmark: _Toc449615396][bookmark: _Toc449619886]Activity 5D
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to develop contingency plans to cope with unexpected or extreme situations and take appropriate corrective action as required.

	Activity
	1. Describe your views on the essential areas to address for putting in place contingency plans for:

· An environmental issue that breaches Australian environmental laws
· An unpredicted customer demand during a busy period
· An unpredicted staff shortage	








































[bookmark: _Toc449615397][bookmark: _Toc449619887]Activity 6A
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to develop positive and constructive relationships with and between team members.  

	Activity
	1. Teams must develop the appropriate mix of skills to complete the tasks assigned to that group. These skill requirements fall into three categories. What are they?


















2. How can you create a common, meaningful purpose to develop cohesion between team members?

























[bookmark: _Toc449615398][bookmark: _Toc449619888]Activity 6B
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to review and update team objectives in support of business goals on a regular basis in consultation with team members. 

	Activity
	1. What is the purpose of specific performance goals?




















2. What is mutual accountability?
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to identify strengths and weaknesses of team against current and expected work requirements. 

	Activity
	1. What are the strengths and weaknesses of your current team? (or one you have worked with recently).



















2. Think about a goal that you tried to achieve with this team and assess whether it had a truly meaningful purpose.
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	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to schedule time, on a regular basis, for team members to review work operations to maintain and improve operational.

	Activity
	1. What questions can you ask to review your approach to work operations?













2. Why is it important to allow time to do this?

















3. What can you do to schedule time for staff to review work opportunities? Think about providing opportunities for discussion and feedback.
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to encourage team members to monitor their own performance, suggest improvements and identify professional development needs, in accordance with personal and business requirements.

	Activity
	1. What are the four stages of team development (Tuckman’s model)? Give the feelings, behaviours and questions surrounding each stage.











































[bookmark: _Toc449619892]Activity 6F
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to monitor and review staff turnover rate

	Activity
	1. Why is it important to monitor and review staff turnover rate? 



















2. How can you monitor staff turnover rate?




























Skills and Knowledge Activity
	Estimated Time
	90 Minutes

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the foundation skills, knowledge evidence and performance evidence.

	Activity
	Complete the following individually and attach your completed work to your workbook.

The answers to the following questions will enable you to demonstrate your knowledge of:
· Reading
· Writing
· Oral communication
· Numeracy
· Navigate the world of work
· Interact with others 
· Get the work done
· Discuss legislative requirements relating to the business operation
· Explain work health and safety responsibilities and procedures for managing hazards
· Summarise relevant industry awards/enterprise agreements
· Outline approaches to staff development and career planning
· Training course options
· Summarise staff counselling, grievance and disciplinary procedures
· Identify unfair dismissal legislation and procedures.

Answer each question in as much detail as possible, considering your organisational requirements for each one.

1. Create a template for a multiple employee/candidate competency check.

2. Create a job profile including a summary of the position and selection criteria.

3. What other aspects of induction have you encountered? Discuss with the group.
In particular discuss any experiences that the class may have had with two other induction processes:

· Online induction systems 
· Visitor induction systems

Complete the following table based on your discussion.

	Online benefits
	Your comments and views

	Create and edit employee induction courses as you need them
	





	Build as many subsequent training courses as you need 
	





	Service remote sites and multiple divisions from a central location
	





	Provide access to as few or as many managers as you like
	





	Control all content, including images, video and audio
	





	Download and collect inductee data
	





	Receive reports on course and question effectiveness
	





	Safety induction systems
	





	Site induction systems
	






4. Outline workplace health and safety legislation. What does it cover?

5. Where the employee is failing to meet that required standard, what are your organisation’s procedures?

6. Give examples of staff development pathways. 
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[bookmark: _Toc449619893]Major Activity								
	Estimated Time
	90 Minutes

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the entire unit.

	Activity
	This is a major activity – your instructor will let you know whether you will complete it during class or in your own time.
Attach your completed answers to the workbook.
You must individually, answer the following questions in full to show your competency of each element:
1. Develop staffing plan
2. Recruit, induct, train and retain team
3. Comply with industrial relations obligations
4. Maintain staff records
5. Manage staff
6. Review team performance

1. Develop a staffing plan based on your workplace experience.

1. Put together and use an example induction training checklist.

1. How do you deal with an average or non-performer?

3. Conduct a team performance review to answer the following question: How are you working as a team?

· WELL: In your team, what do you do really well, which directly affects your results and achievements?
· IMPROVE: In your team, what needs improving so that you can realise your potential as a team and maximise your performance.
· STRATEGY: Now that you have listed what needs improving, what steps do you need to take to ensure that this area will be improved in the future?
· HOW: How are you going to implement these strategies into your team? Who is going to assist you? When are you going to start and complete the above listed strategies? 
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