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BSBLDR403 
Lead team effectiveness
ASSESSMENT SUMMARY

The assessment activities for BSBLDR403 Lead 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. 


	Participant Name
	Lauren McKew




	Task
	Assessment Results 

	Theory Exam
	 Satisfactory 
	 Not Yet Satisfactory

	Practical Assessment
	 Satisfactory 
	 Not Yet Satisfactory

	Outcome for Unit of Competency
	 Competent
	 Not Yet Competent




	Assessor Name
	

	Assessor Signature
	
	Unit Competence Determination Date
	Click here to enter a date.
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	THEORY EXAM INSTRUCTIONS

· This exam will occur under standard assessment conditions.
· 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)
· Participants must provide enough detail in their responses to demonstrate their knowledge and skills.
· Please fill in the details below, providing your name, signature and date of assessment.
· Your signature acknowledges that this is your own work.
· Assessors are to complete marking in pen of a different colour to the Participant.
· If a Participant initially answers a question incorrectly but modifies their response, they must follow the instructions below:
· If a Participant changes their response in writing, they must put their initials next to the written change.
· If a Participant changes their response verbally, this must be noted on the exam paper by the assessor.




	Participant name
	Lauren McKew

	
	

	Participant signature
	
	
	

	Date
	16/07/2020



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.




	Number of questions
	Number of questions answered correctly
	Task outcome (Tick)

	23
	
	Satisfactory
	Not Yet Satisfactory

	
	
	
	




	ASSESSOR COMMENTS

	


Identify a team that may exist in the workplace. Consider the purpose of the team, its goals and objectives. Name and describe the roles and responsibilities for at least three (3) team members. Finally, identify at least one (1) method that will assist with monitoring progress towards the team goals. 

	Answer
	Point
	Detail
	
	
	Team purpose
	Workplace Health and Safety Team
	

	
	Goals and objectives
	The team’s purpose is to ensure the health and safety of the workplace is maintained at all times in order to keep employees and visitors safe when in the workplace. Their objective is to monitor, review and improve workplace health and safety practices.

	

	
	Team members
	Role
	Description
	Responsibilities
	

	
	
	1
	Specialist - Workplace Health & Safety Officer
	Being the expert in all things health & safety for the organisation. Responsible for providing advice and direction towards the team’s goals to keep the organisation safe and healthy.
	

	
	
	2
	Co-ordinator – Workplace Health & Safety Co-ordinator
	Supports the team by coordinating meetings, delegating tasks and overseeing team interactions.
	

	
	
	3
	Planter – Wellbeing Consultant
	Initiates new ideas for potential projects to increase health and safety practices in the workplace. Conducts research and presents innovative ideas to the team to achieve the team’s overall goals.
	

	
	Progress monitoring 
	Ensuring the team has a clear plan to follow and objectives are clearly mapped in the work plan. 
	




[bookmark: _Ref518495490]True or False (Tick your response): A team leader is more of a mentor than overseer who checks work.

	Answer
		True 
	
	
	
		False 
	
	



[bookmark: _Ref496611507]Match the leadership styles and definitions by writing the appropriate letter next to each number in the centre column.

	Answer
	Style
	Answers
	Definition
	
	
	1
	Authoritarian
	1 - B
	A
	Leaders who let the team function without much interference
	

	
	2
	Democratic
	2 - C
	B
	Leaders who fully control their team
	

	
	3
	Laissiz-Faire
	3 - A
	C
	Leaders who try to include everyone in the decision-making process
	




[bookmark: _Ref428791704]Why is it important for team leaders to include team members in the planning process?

	Answer
	Team members who are involved in the planning process have a better understanding of the project and its goals and objectives. They will understand their tasks and other team member’s tasks which will result in improved morale, better outcomes for the team and be more meaningful achievements. 
	



[bookmark: _Ref518495702]For each of the listed activities in the table below, identify two (2) methods that team leaders can use to involve team members. 

	Answer
	Activity
	Method/s to involve team members
	
	
	Goal setting
	Let team members set their own goals in relation to the team’s objectives.
Conduct brainstorming sessions with all team members to everyone is involved in goal setting for themselves and the team.  
	

	
	Decision making
	Encourage team members to be involved in all aspects of the tasks of the team to have a better understanding of objectives to aid with making decisions.
Give team members authority to make decisions within their capabilities to encourage responsibility and ownership. 
	

	
	Work allocation
	Distribute tasks evenly between team members making use of individual’s strength or identifying if there are areas of development required where task allocation could assist. 
Allow members of the team to allocate their own tasks/activities to promote autonomy and encourage discussion/problem solving amongst each other.
	




[bookmark: _Ref462905126]True or False (Tick your response): Diverse teams produce more creative results than teams in which members are from a similar background.

	Answer
	
	True 
	
	
	
		False 
	
	



Q1.  [bookmark: _Ref462900394]Provide two (2) examples of how the knowledge, skills and background of team members can enhance team practices.

	Answer
	Bringing together a diverse team with different skill sets and backgrounds can lead to broader and more effective outcomes due to the wide range of knowledge and information being shared. For example, a team member who has a great deal of experience in the project can share their knowledge with a newer member of the team to assist them in effectively working towards the team’s goals. Similarly, involving a specialist with a background in the team’s task can assist in diversifying the other member’s knowledge and skill set on a particular topic, thus increase effectiveness of outcomes for the current goals and objectives and also for future projects. 
	



[bookmark: _Ref518496113]Provide two (2) reasons that responsibilities must be carefully delegated within the work team.

	Answer
	Delegation must be carried out effectively as providing increased responsibility and autonomy amongst team members is an effective way to improve morale, empower your team and create job satisfaction. A leader must be mindful however to ensure that team members are given tasks that they are adequately able to do and that are in line with their skill set to ensure they are able to perform the tasks required and can continue developing. Delegating tasks that are outside of a member’s skill set can lead to frustration and disruptions to other team members which will ultimately result in less desirable outcomes for the team. Similarly, ensuring responsibilities are communicated and delegated appropriately is important, otherwise key tasks and goals may not be able to be achieved. If a team member is assigned too many responsibilities or not enough this could lead to disengagement and poor outcomes for the team.  
	



[bookmark: _Ref518496120]Describe what innovation brings to the workplace. Provide one (1) example of innovative practice.

	Answer
	Innovation introduces new processes, services or products to improve the efficiency of the workplace. Innovation is vital to a business’ success as it allows it to continue developing and remain competitive. Businesses who do not innovate and grow as markets change tend to fall behind and miss important opportunities which is why it is vital for businesses to invest in innovation. Such investments could include automating a manual process. For example, this could be investing in equipment which reduces the requirement for physical labour in a packing line. This equipment would allow increased production output for that business and could provide it with the innovative edge over its competitors who continue to use a traditional, manual packing line in their production outflow. 
	



[bookmark: _Ref518496137]Explain how encouraging team members to assist each other in undertaking their roles and responsibilities can improve productivity.

	Answer
	It is the responsibility of the team leader and also the team members to encourage, support and assist one another whilst undertaking their roles. They can do this by communicating effectively and openly, following the team’s rules, regulations and obligations and ensuring deadlines are being met which will lead to an improved output of work. By encouraging team members to assist one another, the team will be more likely to take more responsibility for their individual work in the team effort and reach the team’s overall goals and objectives together. 
	



[bookmark: _Ref497317156]Which of the following are likely outcomes from involving team members in all aspects of a job? Tick all that apply.

	Answer
	Choice
	Possible Answers
	
	
		Causes members to resent the team
	

	
		Makes the work more meaningful
	

	
		Improves self-esteem of team members
	

	
		Improves team morale
	

	
		Team members take more responsibility for their individual work
	




[bookmark: _Ref518496604]Explain how providing feedback to team members can encourage and motivate team members – building trust and positive working relationships.

	Answer
	Taking time to provide feedback to team members is important to ensure the health of the team is maintained and progress towards the team’s goal is monitored. Providing team members with feedback acknowledges where they have helped achieve goals and also helps identify areas they can improve in. When feedback is given effectively, it can encourage the team member to continue to grow and develop their skills which shows that the team is invested in their continued development. Also, providing feedback is an excellent opportunity to foster open communication between leaders and team members which is paramount in building positive working relationships.









  
	



[bookmark: _Ref518496679]Identify one (1) issue, concern or problem that may be identified by team members. Describe the signs that you would recognise to identify the issue and how the matter could be resolved by internal team negotiation. 

	Answer
	Question
	Response
	
	
	Signs
	Underperformance – a sign of underperformance which could be recognised by team members would be a deadline not being met which impacts upon the next person in the team’s role. For example:- a team member is required to provide detailed data reports in relation the previous month’s income and expenses to allow the team’s budget analyst to make strategic decisions towards the next month’s goals for the team.  
	

	
	Solution via negotiation
	Negotiating a solution with the team member would require communicating the issue with them and how it impacts the team and then identifying why this is an issue for that team member. This would help identify if more resources are required for the team member, if they require further training or if their workload is potentially too big and some of their tasks could be delegated to another team member. It could also identify whether they require closer monitoring to ensure work tasks are being completed. By communicating the issues and identifying how they impact on the team and identifying where improvements need to be made, the leader and the team member can effectively come up with a solution  
	





[bookmark: _Ref518496681]Identify one (1) issue, concern or problem that would need to be resolved by an external party. Describe the signs that you would recognise to identify the issue and who the matter should be referred to. 

	Answer
	Question
	Response
	
	
	Signs
	An issue that could arise in a team could be disrespect within the team. Signs of disrespect within the team could be identified by team members arguing, talking over the top of each other, disregarding other’s feelings/opinions and general lack of team cohesiveness which is impacting on the team’s objectives and goals. 
	

	
	Referred to
	Although this type of issue could potentially be resolved within the team itself, once the disrespect has caused numerous issues within the team it might be time to look at some external options to work through team issues and bring the team back together. This could come from a referral to an external counsellor or mentor who could implement strategies for team members to respect one another’s opinions and provide tools for overcoming differences when they arise. This would lead to reduced conflict and disrespect within the team as team members would be able to implement strategies provided  
	




[bookmark: _Ref518496942]Identify three (3) ways that the team leader can serve as a role model to, and motivate, the team.

	Answer
	A team leader can lead by example to show the team how best to perform their tasks and contribute to the team’s goals. This can be done by using effective communication including active listening and providing feedback, recognising needs of team members and encouraging ongoing professional development as required. Finally, ensuring the leader is setting and communicating clear, effective goals and tracking progress towards the goals is an excellent way to keep the team focused and motivated.   
	



[bookmark: _Ref518496944]For each of the following areas, provide one (1) example of how the team leader’s contributions to the work team can enhance the organisation’s image:
· Internally, within the work team and the organisation
· Externally, with clients/customers

	Answer
	Question
	Response
	
	
	Within the work team and organisation
	As a team leader is a member of the team themselves as well as a mentor and advisor, by actively being a productive part of the team and leading by example the team leader can inspire and motivate other team members to perform their tasks to the best of their abilities. They can encourage growth within the team and positive outcomes which ultimately leads to confidence in the organisation as a whole and promotes an image of trust.
	

	
	With clients and customers
	By leading and inspiring team members to promote and endorse their organisation, clients and customers can see that the team members value where they work and therefore associate the organisation with quality outcomes and honest transactions. 
	




[bookmark: _Ref518497259]Provide three (3) communication methods that a team leader may encourage the team to use and situations that each communication method would be suitable for.

	Answer
	Method
	Suitability
	
	
	Spoken Communication
	Suitable for providing other team members with instructions on the next steps required to be taken towards the team’s goals. This communication must be clear, concise, concrete, correct, courteous and complete to ensure that the instruction is received clearly and accurately. 
	

	
	Active Listening
	Suitable for when team members are receiving feedback on actions taken towards the team’s goals. The active listening must involve concentration and focus on the messages being delivered and can involve asking questions to clarify messages and ensure what is being conveyed is completely understood.
	

	
	Non-Verbal Communication
	Suitable for encouraging a customer to become excited about your organisation’s product or service. Facial expressions are closely tied to emotions and if a team member is excited, shows enthusiasm, is animated and smiles when they talk, it gives the receiver confidence that the team member believes in their organisation and what they offer. 
	




[bookmark: _Ref518497402]Identify two (2) ways that the team leader can maintain open communication with management.

	Answer
	The team leader can ensure that they provide regular, up to date reports to management demonstrating the team’s performance. They must report on both positive and negative achievements which will assist in providing advice to the team to continue moving forward. Asking management for feedback is also a good way to keep communication lines between management and the team open as it allows for transparency, encouragement and continued development within the team.  
	



[bookmark: _Ref518489611]Identify two (2) issues, concerns and problems that may be raised by the team to management.

	Answer
	Conflict within the team could be an issue that the team may be required to notify management of. This ensures that management can assist with addressing the reason for the conflict and allows them to provide tools for overcoming the conflict before it has a greater effect on the team and its performance. 
Another concern that the team could raise to management could be lack of funding to complete a project assigned to the team. If the team communicate this to management in a timely and researched manner, management may be able to assist in allocating required resources to the team or they may be able to identify savings in other areas to allow the team to continue on with their project. 
	



[bookmark: _Ref518497284]For the matters raised in Q19. , identify how the team leader could ensure follow-up action is taken.

	Answer
	For the conflict issue, a team leader can set up regular meetings for the team where the conflict issues can be discussed in an open and safe manner. Ensuring the meetings are consistent and the team is committed to attending them will aid in erasing the issues causing the conflict in the team.
For the funding issue, the team leader would need to ensure that project costings are planned for and continuously monitored. This could be implemented through regular reporting and meetings with the team to ensure funds are being allocated to the right places tasks and appropriate amounts have been budgeted for in the planning phase. 
	



[bookmark: _Ref518489630]Identify two (2) issues, concerns and problems related to the team that may be raised by management back to the team.

	Answer
	An issue that management could have with the team is deadlines not being met. This would be identified by management when goals or objectives are not achieved by the designated time and would mean management would need to raise the issue to find out why that has happened and identify ways to improve on delivery by the team,
Another problem that management could raise with the team could be overspending on allocated resources. If the team are not conscious of their budgets and key targets they may mis-use or unintentionally exhaust resources before their project is completed. This can be a big problem for management if they have not budgeted for overspends on the project and is a problem that must be addressed with the team. 
	



[bookmark: _Ref518497287]For the matters raised in Q21. , identify how the team leader could ensure follow-up action is taken.

	Answer
	The team leader would need to ensure that deadlines are clearly conveyed to all team members to ensure that it does not become an issue again in the future. The team leader would need to implement tracking on key deliverables which contribute to the goal at the deadline and ensure that they are continuing to monitor and follow up with team members throughout the process to ensure another deadline is not missed. This can also help them identify where there has not been enough time allowed for by management and could assist in negotiating a different deadline between the team and management.
Continual monitoring of spending and budget tracking by the team leader as a method of follow up will ensure that key resources are being utilised in the appropriate and budgeted for areas of the project. It will also ensure the team is on track and using funds in the right way so that the project meets budget targets. The team leader must continually identify if there are issues with allocation of resources or overspending of resources to ensure that the balance and budget is appropriate for the task at hand. 
	



[bookmark: _Ref518497294]Describe one (1) situation where the team leader may have to negotiate with management on behalf of the team.

	Answer
	If management are applying too much pressure on the team and not allocating enough resources for them to complete the tasks and achieve the desired outcomes within the specified timeframe, a team leader may need to approach management and negotiate more realistic targets for the team. The leader would need to be equipped with evidence and reasonable requests to effectively negotiate a healthier outcome for their team with management.
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	PRACTICAL ASSESSMENT INSTRUCTIONS

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





	Participant name
	Lauren McKew

	
	

	Participant signature
	
	
	

	Date
	16/07/2020



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.





	Task
	Task outcome (Tick)

	
	Satisfactory
	Not Yet Satisfactory

	Task 1 (Occasion 1)
		
	Task 1 (Occasion 2)
		



	ASSESSOR COMMENTS

	


BSBLDR403
Lead team effectiveness

	Practical Task 1 (2X)

	Description of task:
On two (2) occasions, a suitable observer is to verify the participant’s ability to lead team effectiveness, including:
· Developing a team work plan that provides – 
· Documentation of how it was generated and how it will be monitored
· Incorporation of innovation and productivity measures
· Communicating with team members and management to – 
· Identify and establish the team purpose, roles, responsibilities, goals plans objectives
· Consult, encourage, support and provide feedback 
· Model team leadership behaviours and approaches
· Resolve problems

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. Evidence to be submitted may include: 
· Meeting minutes (e.g. subcontractor meeting, HSE committee meeting)

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: 
Nil

	Assessment of task

	Name of participant:
	Lauren McKew

	Name of observer:
	Paul Kelly

	Role of observer 
(Confirm suitability to sign)
	Manager

	Email address of observer
	paul@kellydevelopment.com.au

	Signature of observer:
	
	Date:
	15/07/2020
	When completing the task, did the participant:
	Tick if satisfactorily completed. 
Provide comments if left unticked.

	
	1st
Occasion
	2nd
Occasion

	1.A.  [bookmark: _Ref515351350][bookmark: _Ref495661944]Lead and consult with the team to document work plan, incorporating:
· Team purpose, roles, responsibilities, goals, plans and objectives
· Innovation and productivity measures
· Notes on how the work plan was generated and how it would be monitored
		
	1.B.  [bookmark: _Ref495662059]Lead team to develop cohesion, including:
· Providing opportunities for input of team members into planning, decision making and operational aspects
· Encouraging and supporting team members to take responsibility for own work and to assist each other
· Providing feedback to team members to encourage, value and reward individual and team efforts and contributions
		
	1.C.  [bookmark: _Ref518045749]Participate in and facilitate work team, including:
· Leading and supporting team members in meeting expected outcomes, through delegation and work allocation
· Actively encouraging team members to participate in and take responsibility for team activities and communication processes
· Giving the team support to identify and resolve problems, issues and concerns
· Acting as a role model to enhance the organisation’s image
		
	1.D.  [bookmark: _Ref518045750]Maintain open communication by passing information from management to the team and vice versa (including issues, concerns and problems) and ensuring follow-up action was taken.
		
	The Participant’s performance was:  Satisfactory     Not Satisfactory



	OBSERVER COMMENTS

	Lauren has shown on multiple occasions that she is able to be an effective member of a team. In recent weeks we have been involved in a number of meetings with our clients and subcontractors for a turn-key hotel construction project which we are currently managing. As part of our role in this project, we are required to be part of multiple teams. There is our own team which consists of myself and Lauren and our support staff in our office. We are also teamed with the Hotel Operator who will be taking over the property once it is completed. Our role within that team is to ensure the construction of the hotel meets the Operator’s requirements and deadlines. On 7th July 2020, we were involved in a virtual meeting with the Operator’s senior management and project management team in which Lauren contributed effectively and ensured the progress of the project was clearly communicated to all members. She liaised with the other members at the meeting as to roles and tasks still to be completed by different parties, communicated expected outcomes and contributed to resolving problems the team identified together. The meeting was documented by the Operator in a subsequent email summary and agreement was made that the team will continue to meet fortnightly until completion of the project in early September 2020. Lauren will continue working towards the Operator’s desired outcomes by liaising with the subcontractors and ensuring key tasks are completed as required by the Operator.

As part of this project, we are also involved in fortnightly meetings with the building team and their subcontractors. Lauren has been an effective member of these meetings and has represented our team at these meetings in a professional and positive manner. Lauren is able to identify issues arising within the project, identify solutions and communicate these effectively with all members of our contractors meetings. She has also been able to provide constructive feedback and helpful suggestions to contractors throughout the building process to ensure the desired outcomes for the clients is being achieved. More recently, Lauren was involved in co-ordinating and documenting a meeting with the builder’s senior supervisory team. Lauren displayed excellent organisation, communication and leadership skills during this meeting and was able to delegate required tasks to the contractors and sub-contractors and contributed to problem solving a number of issues that had recently arisen during the construction process. Meeting minutes have been documented and are available if required.
 
Lauren is an asset to our team and is able to effectively contribute towards the many different teams that we are part of as part of our usual occupation. Lauren is professional and thorough and is a valuable member of our team at Kelly Development.  
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