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BSBLDR403 
Lead team effectiveness


	THEORY EXAM INSTRUCTIONS

· This exam will occur under standard assessment conditions.
· An oral examination may be allowed under certain circumstances. 
Answers will be documented and FT003 (Oral examination declaration form) must be completed.
· 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.
· 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.
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	Raymond Perry
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	Assessor signature
	



	Date
	Click here to enter a date.




	Number of questions
	Number of questions answered correctly
	Satisfactory?

	23
	
	Yes
	No

	
	
		

	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
	To Identify Risks / Hazards; Correctly Detail and Report them
	

	
	Goals and objectives
	To Identify Risks / Hazards in the workplace and have a reactive plan of action to implement a course to reduce said Risk / Hazard
	

	
	Team members
	Role
	Description
	Responsibilities
	

	
	
	1
	Project Manager
	Fill in the Site Safety Log Book weekly any issues brought up from the team.  Seek advice or offer advice to End Risks that are not finalised by the WSHO.
	

	
	
	2
	Site WSHO
	To Listen and Respond appropriately of the Issues brought up by the HSR Team. Report any Issues not able to be Swiftly Dealt with to the Project Manager.
	

	
	
	3
	HSR Team
	To Report any Risks / Hazards / Site Issues that arise during their weekly Monitoring of the Job
	

	
	Progress monitoring 
	HSR Meeting Minutes – given to Project Manager; Log Book of Site Issues / Incidents / Reports; HSR Safety Walks to Identify New Risks / Ensure old Risks are Concluded.
	




[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
	Get to know the Team (Experience of Individuals, Trust, Team Cohesiveness); Increased Productivity (Know their Roles, Morale Boosting)
	



[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
	Brainstorming Sessions – Gets everyone thinking about the Project and their Role in the Project, Understanding Goal
Performance Review – if they’re doing a Good / Bad Job; Understanding Timeframe of Project / Job 
	

	
	Decision making
	Allow Freedom – If member is confident in outcome, back their confidence, faster resolve.
Implement a Social Media Group – Include everyones ideas – validation, ideas, assist others with ideas
	

	
	Work allocation
	Interviews – knowing who to allocate to where can boost productivity.
Qualatative Feedback – knowing how members are with Team Cohesiveness can boost Productivity.
	




[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
	Better way for task outcome
If law is involved, know then correct approach.
	



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

	Answer
	To ensure the member is dealing with something familiar
To ensure members have even responsibility
	



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

	Answer
	With introduction of New Technology (WhatsApp), you can increase Productivity, Team Cohesiveness, Validity, no down-time concerning needing meetings.
	



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

	Answer
	Brainstorming between 2 individuals can result in better ways of doing things and the team may learn something.
Can Identify additional Risks overseen by 1 member.
	



[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
	A Performance Review can point out if something can be improved; how they compare with their peers, whilst still showing what they’re doing right; acknowledge their hard work; show their value to the team.
Increased Morale and Confidence to speak up about issues for other team members.
	



[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 negotation. 

	Answer
	Question
	Response
	
	
	Signs
	Management has reported we are falling behind;
Other Members are waiting for other Members to finish before they can continue on.
	

	
	Solution via negotiation
	Help Struggling Member along; Get other worker to Help; Ask Management for an extension; Put Other Worker onto another Task
	





[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
	Received an e-mail about the Site Smoko Shed.  Workers sitting outside of Shed / Eating on site
	

	
	Referred to
	Upper Management to Sign off on getting another Shed
	




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

	Answer
	Speak Clearly and Consisely; Be Accountable for Own Actions; Communicate Current Team Progress so team feels Validated (more focus / committed to Goal).
	



[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
	Promote Positive Feedback to Team when received from Upper Management so team feels more Motivated.
	

	
	With clients and customers
	Prepare a Team Report so they can see Current Progress / feels more Confident in Team Assigned.
	




[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
	
	
	E-mails
	If Member has Concerns for anything it can be made aware privately
	

	
	Weekly Meeting
	Be able to hear the other members’ and voice their own progress of their Task
	

	
	Have a White Board with All Tasks Associated with the Said Project with a clear Time Frame of Over-all Completion
	Can see how the team is progressing, takes accountability for Time Frame itself.
	




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

	Answer
	Weekly Report;
Up-to-date Logbook containing Currant / Past Issues and if and by Whom they were Resolved.
	



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

	Answer
	Goal Dead Lines
Needing Outside Specialty Personnel eg. engineering
	



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

	Answer
	Reports of Progress towards Goals with consideration given to Issues / Reasons why it has Resulted in Goal Dead Lines not met; Follow up with Follow-up Progress Reports.
Offer Evidence why Specialised Personnel are required.
Give Positive Feedback if Suggested path is followed.
	



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

	Answer
	1) E-mails from Builder regarding Quality of Job; Positioning of Personnel; Ongoing Problems from the Builder (not getting paid)
2) 3x Workers on Workers Comp due to House Cleaning; Risks that should be addressed are not getting Fixed (possibility of more); Insurance going up, Paying more workers Workers Comp 
	



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

	Answer
	1) Photo Evidence of Improvement; Assigning a Quality Assurance Personnel
2) Employ more Site Labourers; Have a meeting with the Foreman / Workers to discuss Site Cleanliness.  Photo Evidence and a weekly Report given to Upper Management.
	



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

	Answer
	[bookmark: _GoBack]Time Frame Given – If more Personnel is Required to make Dead Line, Overtime of Workers; evidence as to why the Team is Behind.
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