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Candidate Details
[bookmark: _Toc449615380]Assessment – BSBSMB407: Manage a small team
The learners must complete the following activities and hand them into you for marking. This forms part of the learner’s assessment for BSBSMB407: Manage a small team. The initial activities are formative – the Skills and Knowledge and Major Activities are summative but all should show the learner’s knowledge of the unit. The activities should be completed in a suitable environment, whether that is a classroom, training environment or an appropriate workplace location. 
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: _Toc449615381]
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:		________________________________________________________
Activities
[bookmark: _Toc449615382]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?

· Full-time, part-time, permanent, temporary or casual
· Number of staff
· Responsibilities, competencies required
· Self, other owners, family and/or friends
· Sub-contractors or external advisors/consultants
· Time commitment, performance expectations

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

· About the organisation/business e.g. date established products and services
· The market and strategy
· The future e.g. goals and objectives, vision statement
· Finances e.g. how much funding? The profit you desire
· The premises e.g. location and facilities

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.

[image: ](Answers will vary). Organisation chart example:
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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.

Answers will vary and depend on choice of policy. Some examples can be found in the table below:

	Complaint and grievance procedures 

Employment conditions, equal opportunity, anti-discrimination, cultural diversity

Culturally appropriate procedures
	· Promote a working environment that is characterised by respect and which is free from discrimination and harassment. 
· Provide an internal procedure for dealing with issues and complaints of discrimination and harassment which may arise. 
· Meet the requirements of State and Federal legislation, and any current Diversity Management Plan. 
· Ensure that discrimination and harassment are dealt with in a confidential, sensitive and expedient a manner. 
· Ensure that the prevention and resolution of complaints of discrimination and harassment become an integral part of line management role and job descriptions.

	
WHS

Performance measures

Induction and training

	· Ensure a system is in place for the identification and provision of appropriate WHS information. 
· Nominate staff who are competent (through appropriate training) to deliver the induction package to new employees.
· Ensure there is an evaluation process of all employees to check their understanding of induction.
· Make sure records are maintained of the employee induction process, training modules and competencies achieved.
· Ensure core competencies for job roles are identified as part of a Training Needs Analysis process 
· A training program is developed and implemented that links to the Training Needs Analysis 
· Trainers are competent to deliver training 
· Training is assessed for suitability and adequacy on a regular basis and any identified 
· Improvements made 
· Employees receive suitable and adequate training







[bookmark: _Toc449615385]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

Demonstrated ability to be adaptive and accepting of new ideas, and a willingness to approach new challenges and adjusts plans to meet new priorities.

Demonstrates willingness and determination to set clear goals strives to attain them and is not deterred by challenges.

Proven consistency in making sound decisions, able to act given reasonable access to information and time, utilises information, knowledge and experience to analyse and form judgements. Strategic approach - Comprehends the wider contexts, developments long term goals and determines strategies and actions required to achieve such goals.



[bookmark: _Toc449615386]


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.

(Answers will vary) 

For example:

· What job would you like if you had a completely free choice?
· Why are you seeking a position with our company?
· Why do you want to be a…
· How do you cope with pressure situations? Be ready to give an example.
· Have you come across a situation like this? How did you handle it? What was the outcome?
· What are your greatest achievements to date?
· What objectives did you set yourself at the beginning of your career or study?
· Have you achieved those objectives?
· What interests you most/least about this job?
· Describe your own personality.

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?

Answers will vary but answers should demonstrate that a learner can judge a person on their attributes, qualifications and experience and come to a reasonable decision that meets both business and legal requirements. 





[bookmark: _Toc449615387]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?

Australian workplace laws have requirements for the proper conduct of induction, especially as it relates to workplace health and safety.

A well-structured and up-to-date induction program can help minimise staff resignations and increase productivity.

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

· School leavers – limited work experience means they are likely to need more support, instruction and supervision in the first few months
· Graduates – while they also need extra support they will be keen to apply their learning and this should be encouraged
· Career changers/mature age – induction should focus on identifying their skills while filling any knowledge gaps - try not to over-supervise their work

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

· Throughout the first three months reviews should be undertaken on training methods and progress
· Seek additional opportunities to integrate new employees into work groups and into the organisation as a whole.
· After 90 days, have the supervisor provide formal feedback on the new employee's performance and also solicit feedback from the employee. 
· Depending on the organisation's culture and policies, this meeting could involve a representative of the Human Resources Department. 
· During this meeting, any issues of concern should be addressed and accomplishments noted so that all parties are confident that the new employee is poised for success in his or her role.
· Encourage the new employee to note any ideas they may have for improving the operations, strategy, or culture of the organisation. 
· The new employee may or may not feel comfortable sharing these suggestions immediately, but it is important that the organisation be open to the impressions of someone who is coming in with fresh eyes. 
· Allow employee induction to be an iterative process, one that evolves with your organisation's growth.



[bookmark: _Toc449615388]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
	


	


[bookmark: _Toc405024975][bookmark: _Toc343576589][bookmark: _Toc343491689][bookmark: _Toc343405821][bookmark: _Toc343252884]

Students should be guided by their own views on this as every organisation will have different priorities and goals. The activity will uncover the variations in thinking by each student as to their personal view of development.

Approach to selected development:

· Each are of the small selection above, plus many others, would generally require a specific approach to carry out the development.
· For example: attendance at courses would be handled differently to coaching although it may have a unique component in the outcomes for individuals.
· As an organisation, it will be necessary to establish a list of preferred staff development programs and then implement and allocate the necessary resources.
· All staff development areas will require resources and all will need a tactical approach to achieve the desired outcomes.
· For each type of development option, this example template describes how it will be delivered, including the methods to be used, the communication medium, techniques, tools, and aids.






[bookmark: _Toc449615389]Activity 2E
	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.

The activity should encourage students to observe the details that have been discussed in this session not necessarily to be creative in designing their ad.

Ensure the job description has:

· Sufficient detail
· Required skills.

Do not:

· Too many requirements
· Impossible requirements
· Ask for personal information.





[bookmark: _Toc449615390]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?

Industrial relations may include:

· Awards and/or industrial agreements and relevant industrial instruments
· Counselling, dismissal procedures

Legal requirements and codes of practice may include:

· Award and enterprise agreements and relevant industrial instruments
· Commonwealth, state/territory and local government legislative requirements affecting business operation, especially in regard to WHS and environmental issues, EEO, industrial relations and anti-discrimination
· Relevant industry codes of practice

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

The National Employment Standards (NES) ensure that all employees are protected by a strong safety net of fair minimum conditions that can't be stripped away. 

The NES apply to all employees in the federal system regardless of industry, occupation or income and will fully effective on 1 January 2010.
The NES provide employers with the flexibility and simplicity they need while also ensuring employees' key entitlements are protected.

The NES are:

· Maximum weekly hours of work
· Request for flexible working arrangements
· Parental leave and related entitlements
· Annual leave
· Personal/Carer's leave and compassionate leave
· Community service leave
· Long service leave
· Public holidays
· Notice of termination and redundancy pay
· Fair Work Information Statement.





[bookmark: _Toc449615391]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?

Discussing workplace issues in a positive and constructive manner and attempting to reinforce the standard of work or conduct expected. Counselling can also involve professional help. However this sort of counselling should not be undertaken by untrained staff or members of management. 

2. What steps could you take to counsel staff?

Steps could include:

· A verbal warning
· Followed by written warnings, of which the number would be determined by the policy before any advanced action takes place
· A final written warning to then allow suitable disciplinary action to occur as the final step

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

· Demote the employee to a lower level position
· Various polices would refer to rates of pay and conditions in association with such as decision
· Suspend the employee without pay from work for a specified period of time
· The employee may be entitled to make application for accrued leave for whole or part of any suspension period
· Terminate the employment of the employee.





[bookmark: _Toc449615392]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?


	









	
	
	



Consider the records like work diaries, materials received or dispatched, incidents which may be subject to investigation or query at a later date, inventory control records, drawings, plans and specifications, work schedules, standard procedures and practices, permits.

Example reporting areas:

· Industry/business
· Daily records
· Laws/legislation/compliance
· Ethical standards
· Technology/equipment


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

(Answers will vary) For example:

An electronic system is best for our organisation as it allows:

· Control over access to your computer through the use of passwords or other approved security systems
· Control over incoming and outgoing information 
· Control over processing of information
· Back-up copies of computer files and programs and the ability to recover records if your computer system fails





[bookmark: _Toc449615393]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?

· Give the employee a copy of the appraisal form or discuss the format if it is only based on an interview
· The person conducting the appraisal needs to completely understand the standards set by the organisation for appraisals so for multiple assessments there is a common benchmark.
· Prepare what to say, do and conduct the process professionally
· The feedback provided to an employee should be prepared in quantifiable measures where ever possible.
· If the appraiser is using a standard form or template, make sure they know exactly the details and why every question or point is there
· The employee and the appraiser both should be prepared to discuss and figure out the future goals and any remedial action like training needs

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

· Adding up numbers and averaging them out
· Commenting on figures or data 
· Comparing text information, e.g., feedback
· Providing references and indexing
· Comment on the relationship of one thing to another
· Contrast information by setting two things in opposition so as to show the differences

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

To complete the performance appraisal subjectively and fairly, it is advised to consult the previous supervisor or manager. If this is not possible, consult the supervisor’s superior to get their views and inputs.

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

Different input forms can be used for taking the feedback from the various sources like the superior, peers, customers, vendors and the employee himself. All the perspectives received should be combined in the appropriate manner and to get an overall, complete view of the employees’ performance. Observation can also be exercised by the superior to obtain information.

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

First of all, ensure that the employee has got a chance to review the completed appraisal form. If the employee refuses to accept that appraisal, try to sort out the problem by discussing the reasons of dissatisfaction. If the employee refuses to co-operate, then pass the documents to the HR department with a note on it that the employee has refused to accept and let them take the necessary action.

6. Should the review be confidential?

The Individual performance reviews should be kept confidential and should not be accessible to other employees. They should also be stored at a safe place with limited access. Outdated reviews should be destroyed. The appraisal can also be kept as a part of the HR records of the employee.





[bookmark: _Toc449615394]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. 

Answers will vary according to organisation.

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

· Business activity name:  
· Business activity description:
· Your recommended response to the change in staffing.

Answers will vary, however examples could include:

· Hire new members of staff or casual staff to cover holidays etc. 
· Moving staff around to cover the workload
· Promote staff members.



[bookmark: _Toc449615395]


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.

For example the rewards that are in place and what you need to do to achieve them e.g. targets, effort, spirit etc. 

Rewards could include:

· Salary
· Promotion
· Bonus
· Awards
· Events
· Applause
· Flexible work schedules
· Compassion and time off for personal issues

Discussion for work issues may include:

· Open-door policy
· Complaint procedure
· Suggestions





[bookmark: _Toc449615396]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	

Contingency plans may involve:

· Casual staff on hand
· Keep applicant information for six months
· Reduce costs
· Put aside cash reserves to cover losses

All contingencies should demonstrate how actions can contain, control and minimise the impact of the unexpected or extreme situation.






[bookmark: _Toc449615397]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?

· Technical and Functional Expertise: Teams must contain the skills necessary to complete the task at hand. For example, a product development group with only marketing experts is less likely to succeed than a group comprised of marketing experts and engineers. The complementary skills of both groups will enable the team to function.
· Problem solving and decision-making skills: Teams must be able to make decisions and identify the onset of a problem or opportunity, evaluate the opportunity and decide on an appropriate course of action. Team members usually possess some level of these skills and develop them more on the job.
· Interpersonal Skills: Skills which enable effective communication and management of any conflict arising will enable the team to develop common understandings of purpose and function. This could include risk taking, helpful criticism, objectivity, active listening, giving the benefit of the doubt, support and or recognizing the needs of others.

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

Answers will vary, for example:

· Create a form of direction for the momentum for the team to begin operating.
· Ensure you set measurable goals and outcomes have been formulated





[bookmark: _Toc449615398]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?

· Specific performance goals allow broad objectives to be broken down into measurable units of achievement. 
· Specific measurables facilitate clear communications and constructive conflict within the team. A specific goal allows the team to focus on or reconsider whether a goal should be changed to fit the outcome desired. 
· The attainability of specific goals allows the team to focus on achieving and often creates compelling reasons to commit to the team.

2. What is mutual accountability?

Mutual accountability creates a team; until this is present the group will remain simply that, a group. This accountability underpins two critical aspects of teams, commitment and trust. 

By holding ourselves accountable to the team goals we earn the right to have a say in the team activities or functional performance and we receive a fair hearing when doing so. This in turn creates trust between participating team members.





[bookmark: _Toc449615399]Activity 6C
	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).

· Small enough in number?
· Can you convene easily and frequently?
· Can you communicate with all members easily and frequently?
· Are your discussions open and interactive for all members?
· Does each member understand the others’ role and skills?
· Do you need more people to achieve your ends?
· Are sub teams possible or necessary?

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

Questions learners may choose to answer include:

· Does it constitute a broader, deeper aspiration than just near term goals?
· Is it a team purpose as opposed to a broader organisational purpose or just one individual’s purpose (e.g. the leaders)?
· Do all members understand and articulate it the same way? And do they do so without relying on ambiguous abstractions?
· Do members define it vigorously in discussions with outsiders?
· Do members frequently refer to it and explore its implications?
· Does it contain themes that are particularly meaningful and memorable?
· Do members feel it is important, if not exciting?





[bookmark: _Toc449615400]Activity 6D
	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?

· Is the approach concrete, clear and really understood and agreed to by everybody? Will it result in achievement of the objectives?
· Will it capitalise on and enhance the skills of all members? Is it consistent with other demands on the members?
· Does it require all members to contribute equivalent amounts of real work?
· Does it provide for open interaction, fact based problem solving and results based evaluation?
· Do all members articulate the approach in the same way? 
· Does it provide for modification and improvement over time?
· Are fresh input and perspectives systematically sought and added, for example, through information and analysis, new members and senior sponsors?

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

So that you can improve morale and maintain and improve performance.

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

Answers will vary but could include:

· Meetings – involve a group of people who come together to discuss their progress, solve issues and present information.
· One-to-one sessions – involve two people conversing about elements of work one in a more senior role than the other giving guidance and advice.
· Drop-in sessions – involve one or more people who are seeking support, advice, a quick word with a manager (there is usually a set time for drop-in sessions e.g. a manager will set 30 minutes aside every Tuesday to answer questions and discuss issues).
· Brainstorming sessions – is a creative process involving a group of people who come together to share their ideas and solutions to problems
· Suggestion boxes – can provide an opportunity for staff to anonymously confront problems or issues. 






[bookmark: _Toc449615401]Activity 6E
	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: _Toc418845747][bookmark: _Toc345158794]Forming – transition from individual to member status. 
Feelings: Excitement, anticipation, tentative, anxiety, pride 
Behaviours: Tries to find group norms, may complain about the company, may find it difficult to define problems, impatience with discussion.
Raising the questions? 
What are we supposed to do? 
Where are the goals? 
Where do I fit in? 
Where do I go for the answers/help? 
What information needs to be gathered? 

[bookmark: _Toc418845748][bookmark: _Toc345158795]Storming – Possibly the most difficult stage. 
Feelings: Resistance to the task and preferring to do the tasks as before 
Changes and fluctuations in attitude. 
Behaviours: Arguing, defensiveness, establishing of unrealistic goals, a tendency to things the way they have always been done. 
Raising the questions? 
What were they thinking appointing him/her to the team? 
How can I establish myself as a "power" in the team? 
How do they think we will ever achieve this task? 
Don't they know how much work is involved here?
There's no way that we are going to get this stuff done!
[bookmark: _Toc418845749][bookmark: _Toc345158796]
Norming – Teams opportunity to make up
Feelings: Ability to express feelings, openly criticise, acceptance as team member, a sense of relief that things will work out. 
Behaviours: Friendliness, cohesion, establishing the ground rules and “norms”. 
Raising the questions? 
How can we achieve harmony within the team? 
How can I help other team mates and how can they help me? 

[bookmark: _Toc418845750][bookmark: _Toc345158797]Performing – The team is functioning well and producing measurable outcomes.
Feelings: Better understanding of each other, satisfaction with team progress, pride with team progress.
Behaviours: Modelling of team behaviours, work through problems, close attachment to the team.
Raising the questions?
What improvements can be made?
How can we go about making these changes?



[bookmark: _Toc449615402]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? 

Monitoring and reviewing it allows you to discover why it is happening, and enable you to control and forecast it. You may be able to identify and solve any underlying problems and causes of dissatisfaction. 

2. How can you monitor staff turnover rate?

You can aim to monitor staff turnover rate through exit interviews, surveys and honest discussions. You should analyse the data for emerging or recurring patterns. 






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.

All answers will vary depending on the learner and the organisation they work for but the learner should be able to answer each question competently.

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

	Competency #1

	Competency #2

	Competency #3

	Employee
Name:
	No Evidence of competency
	Marginally competent
	Exceeds competency Expectations

	Greatly Exceeds competency

	
	1 
2 
3 
	1 
2 
3 
	1 
2 
3 
	1 
2 
3 



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

· The position profile should outline the basic details of the position including, the position title, position number, department the position is in, salary, superannuation, employment type as well as who to contact for any queries.
· The summary should be around 2-4 sentences in total, and should briefly explain the purpose of the position, the reason position exists, the relevance and intention of the role.
· Ensuring the selection criteria and key responsibilities are appropriately linked at this point assists in laying the foundations for future conversations around conditions, expected performance KPIs and career path opportunities in a more objective, fair and effective manner.
· The selection criteria provides structure to assist a selection committee if one is in place, developing effective interview questions and in identifying the applicant(s) best suited to perform the role.  
· Applicants need to measure their own suitability against accurate selection criteria. To be most effective, the criteria needs to be validated with the applicants?

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
	






For example: Visitor inductions:
	· Oriented to facilities (e.g. Tea room, toilets)?
· Shown specific work area?
· Introduced to key people e.g., Supervisor?
Health and Safety
· Informed of evacuation procedure?
· Shown first aid facilities and procedures?
· Provided with information on hazards and controls in the workplace?
· Shown hazard and incident reporting procedures, including location of forms?
· Shown incident/injury/near miss reporting procedure including location of forms?
· Advised of emergency procedures, including emergency exits, assembly points and who to contact?
· Discussed general housekeeping procedures?
· Informed of security procedures?
Conducted by:___________________________  
Signature:__________________________

(Inductor)
Volunteer/visitor:_________________________	
Signature: _________________________




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

· Employers have a duty to provide a safe and healthy workplace for all employees and other people who attend the workplace.
· Employers must provide work systems that are safe and without risk to health.
· Employers should train employees to work in a safe and competent manner.
· Requirements to take steps to prevent injury, illness and disease.
· Requirements to consult with employees and their representatives over WHS matters.
· Provisions for workplace inspectors to visit workplaces investigate accidents and enforce provisions of the legislation.

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

· A suitable review period issued for monitoring the employee’s performance
· The severity of the situation determined
· Whether disciplinary action will follow should the employee’s work performance or conduct not improve.

6. Give examples of staff development pathways. 

Staff development pathways may include:

· Attendance at courses
· Career planning
· Coaching
· Flexible learning
· Job rotation
· Mentoring
· On-the-job training
· Professional development
· Staff exchanges
· Succession planning.






[bookmark: _Toc449615403]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 – you should let the learners know whether they will complete it during class or in their own time.
Completed answers should be attached to the workbook.
They must individually, answer the following questions in full to show their 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.

The learner should:

· Determine staffing requirements to allow the business to run effectively, in accordance with requirements outlined in the business plan  
· Identify and compare existing skills/competencies of owner/s and staff with business requirements to identify any gaps 
· Develop policies and procedures for owner/s and staff, in accordance with the business plan

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

Example template for induction:

	
Induction Checklist
Employee Name: _________________________________ 
Date of Commencement: _______________

Position:___________________________________________________________________________

Employment Type:  Full-Time   Part-Time   Volunteer   Contractor 
(tick appropriate box)

	1. Welcome new employees
Welcome new employee to the organisation.
Provide copies of:

· Employee Handbook
· Occupational Health and Safety Policy

	1. Introduction
Provide an overview of the Organisation, including: 
· Size
· Organisational structure
· Number of Employees
· Services provided
· Introduce employee 

	3. Provide information about conditions of employment
· Position description
· Relationship of job to other jobs within the Organisation
· Leave entitlements
· Remuneration and Superannuation
· Professional image
· Training and development
· Organisational policies 
Including:	Equal employment opportunity
			Harassment
			Code of conduct
			Grievance procedures
· Worker’s Compensation

	4. Occupational health and safety overview
· Occupational Health And Safety Policy
· Safe work practices and rules
· Manual Handling
· General housekeeping
Fire Safety: 
· Explain and/or demonstrate the fire warning system
· Fire evacuation procedures
· Assembly point for evacuation
· Types and locations of fire extinguishers
· Fire wardens
Injury and Incident Reporting:
· Process for reporting injury, incidents or hazards
· Location of first aid facilities
· First aid and occupational health and safety representatives

	5. Put new employees at ease with their new environment
Conduct office tour, including:
· Toilets
· Tea room/canteen
· First aid facilities
· Car Parking
· Noticeboards
Overview of local area:
· Local shops/facilities
· Public transport 
Introduce new employee to:
· Managers and Supervisors
· Employees
· Occupational health and safety representatives
· First Aiders
· Fire Wardens

	6. Assign a mentor for the next two/three weeks:
· Mentor name _________________________________________________
· Distribute Induction Evaluation for the employee to complete within three weeks

	1. Confirmation of completed induction
Employee Name: ____________________________________________
Employee Signature: _________________________________________
Date: ______________________________________________________
Manager/Supervisor Name___________________________________
Manager/Supervisor Signature: _______________________________
Date: ______________________________________________________




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

· Provide constructive feedback and try to motivate the employee
· Keep the focus on the performance, not the personality of the employee
· Provide training and development opportunities to the employee
· Discuss and take the employee’s inputs on how to solve the problem
· Plan the course of action and standards in agreement with the employee
· If no improvement takes place, inform the human resources or your superior about the problem.

4. 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? 

Answers will vary. For example:

WELL: We have good team skilled people
IMPROVE: The quality of communication we have within our team.
STRATEGY: Implement a regular communication process.
[bookmark: _GoBack]HOW:
· Each Tuesday morning we are going to have a meeting to cover key issues relating to our direction and team goals.
· Then as of next month we are going to conduct a personality analysis, so that people can get a better understanding of their peers.
· Organise a folder of information that relates to our team to be placed in a central location.
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