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Assessment Tasks Handout
Assessment Tasks Overview:
For this unit you will be required to demonstrate competence on the job, in practical demonstration; observation, question/answer and role-play situations, incorporating verbal questions and written work, including completing workplace forms, either to the RTO Trainer or Supervisor, under the guidance of the RTO Trainer.

The following tasks are to be completed to demonstrate your relevant skills for this unit.  

Part 1: Assessment Questions and Tasks 1 & 2
Part 2: Workplace observation checklist
Part 3: Documentary Evidence

Part 4: Assessor Questions

The tasks are outlined in further details on the following pages.

Part 1: Assessment Questions and Tasks
Please provide answers to the following questions and complete the following projects.  Please provide sufficient detail in each of your answers to help the assessor clearly understand the processes or examples that you outline.  Add paperwork (policies, forms, sample applications etc) that you refer to in your answers to your Portfolio of Evidence.
Please complete the following assessment questions:
Task 1

(Document answers on a separate page/s)
a) Outline how you as a leader ensure that the goals and strategies for your team are aligned in accordance with the Organisations goals, plans, objectives and relevant legislation?
b) Explain the following terms as they relate to team planning and give examples:

· KRA

· KPI

· SMART goals
c) Explain the process for identifying and negotiating work requirements and performance expectations for members of your team

d) Describe how performance output for your team is monitored against agreed work requirements and expectations

e) Outline how you communicate with your team members to gain input and agreed strategies and outcomes

f) How do you monitor and evaluate work and learning opportunities for both yourself and members of your team?

g) Describe a situation whereby you and a team member were not able to reach an agreement, explain how you dealt with this situation and what was the final outcome?

h) If you as a team leader were to implement a change into the workplace where team members would be effected in some way, how would you go about communicating and implementing this change? (if possible also provide an example)

i) Explain how you advise senior management on your teams performance and progress

j) Describe the procedure for alerting senior management of any unresolved concerns or issues within your team in an objective and timely manner according to Organisational policies and procedures.
Task 2

Scenario A

As a result of a restructure within your Council, two sections have amalgamated and you are required to manage this new team of five staff, two of whom were in your team previously.
In detailed format describe how you would determine the roles for each team member, how you would induct them into the team and how you would meet the team and organisational objectives.

(Some things to consider may include assessing individual current skills, knowledge and background, identifying any skill gaps, discussing work requirements and expectations, providing motivation, group discussions and team meetings to  work towards agreed outcomes).
Scenario B

You are conducting a performance appraisal (review) with one of your team members when they indicate to you that they feel they are being treated unfairly and are not given work or learning opportunities to further their career. You however do not agree with these comments.
State how you would react to this situation and what actions would you take to try and rectify the issue.
Part 2: Workplace observation checklist
	Units of competency:
	LGACOMP026A Provide team leadership

	Candidate name:
	

	Name of workplace:
	

	Observer’s name:
	

	Observer’s Job Title:
	

	Date/s of observation:
	

	Procedure (notes for the observer/ assessor):
	This checklist is to be completed by either a workplace assessor or person experienced in relevant tasks in the organisation.  The observer will use this checklist to record the Candidate’s demonstration of the skills listed below.  The observation will occur on the job, over a period of weeks, by observing the Candidate liaising with appropriate authorities or people, by reviewing reports and records created by the Candidate and by asking questions to clarify the Candidate’s understanding according to the standards set for this unit.
During the observation, the observer may or may not observe the Candidate using the skills listed according to the national standards.  Either way, please record your findings accurately.

When this form is complete, it can be either provided to the Candidate to submit with their assessment/evidence or be faxed to Hunter Councils (Traineeships) on 02 4966 0588 and a copy provided to the Candidate.

	During workplace observation does the candidate:
	Yes
	No
	N/A
	Notes on observation & answers to questions

	Establish standards of performance required by team and individuals in accordance with the organisation's goals, plans and objectives and relevant legislation
	(
	(
	(
	

	Clearly identify and present expectations of performance and work requirements to team members
	(
	(
	(
	

	Allocate duties, rosters and/or responsibilities in accordance with organisational requirements
	(
	(
	(
	

	Resolve conflict by negotiation
	(
	(
	(
	

	Monitor work outputs against agreed work requirements and performance expectations
	(
	(
	(
	

	Provide team members with feedback, and positive support
	(
	(
	(
	

	Effectively communicate any organisational change policies to team members
	(
	(
	(
	

	Clarify and discuss ideas to improve work practices with team members
	(
	(
	(
	

	Provides reports on team performance in accordance with organisational requirements
	(
	(
	(
	

	Represents the team's concerns and issues to management.
	(
	(
	(
	

	According to the requirements of this unit, the Candidate’s performance was:
	Satisfactory
(
	Not Satisfactory
(

	Feedback to candidate:




	Date:
	Candidate signature:
	Assessor signature:


Part 3: Documentary Evidence
Documentary evidence may be collected to demonstrate how you have applied for a number of reasons. For example, to provide:

· proof of using the skills required by this unit in the workplace (eg emails, documents you have created in the workplace, meeting minutes, etc), 

· a testimonial/ 3rd party report from a supervisor or technical expert to validate other evidence you have provided, 

· copies of relevant policies and procedures that you must comply with while carrying out the tasks required for this unit 

· and evidence gathered while completing assessment tasks.

We recommend you collect and file your evidence in your Portfolio of Evidence folder and update the folder index.  Please forward a copy of the evidence with your other completed tasks. (Note: Only the front page and contents page of detailed policies need to be sent).
Part 4: Assessor Questions
While reviewing your assessment evidence, the assessor may contact you to ask a series of questions.  This will help the assessor to ensure the evidence is consistent with answers that you are able to provide verbally and/or fill in any gaps in evidence you have provided against the requirements of the unit.

This completes the Final Assessment for this unit.

Have you completed all questions and filed all the required documents?
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