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BSBMGT502B: Manage people performance
Assessment Tasks: Assessor Guide

Assessment Documentation

This Assessor Guide is designed to provide standardised documentation and assessment
procedure for the assessment processes conducted by this RTO.

The assessment tools that are used by you (the assessor) will result in evidence being
generated by the student targeting this unit of competency. The evidence is kept by the RTO
and is required for audit purposes.

The following table summarises the types of evidence students can generate as proof of
competence. The table contains information based on the AQF (Australian Qualifications
Framework) Level for the unit BSBMGT502B: Manage people perfor
assessment tools have been suggested as a means of assisting stu
appropriate form of evidence for this unit.

ce. Sample
in generating the

&

AQF Level | Distinguishing Features Type of evidence | Sample
(Source: AQF Implementation to be used assessment tools
Handbook 2007: Guidelines)

Diploma = Demonstrate understanding !erformance

a broad knowledge base
incorporating theoretica
concepts, with substanti
depth in some are
= Analyse and plan a
to technical problem
managem [
Transfer
concepts

from a range of
areas

emonstration
Role playing a
specific
process
= Log book
= Photographs/

videos

» Third party
report

checklist for
demonstrations
/ role plays

= Case study
scenarios and
guestions with
benchmark
answers

* End product
summary
checklist

= Written/oral
guestions and
benchmark
answers

The assessm

people performance are listed below:

vities associated with the unit of competency BSBMGT502B: Manage

Assessment 1: Written

= Written answers to questions

Assessment 2: Project

= Written responses to tasks

Assessment 3: Project

= Written responses to tasks

Assessment 4: Project

= Written responses to tasks

Assessment 5: Project

= Written responses to tasks
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BSBMGT502B: Manage people performance
Assessment Tasks: Assessor Guide

Assessment Information

The candidate has been given the following information

This guide contains all of the assessment tasks required for completion of unit of
competency BSBMGT502B: Manage people performance.

Prior to commencing the assessments your assessor will explain each task to you. You will
be given the opportunity to ask questions and to seek clarification on any of the tasks, and
your assessor will remain available to support you through the assessment process.

Your assessor is also available to discuss Recognition of Prior Learning and whether this
applies to your circumstances.

Terms and conditions

Submitting your evidence portfolio

competency.
You should note that your evidence portfolio mu ' by the Registered Training
Organisation for audit purposes and will not be '
evidence, you should make a copy prior to g
make sure you clearly label each answer a ) tions of each
assessment.

If possible, you should also submit ¢
to this unit of competency. In this cas
from your employer.

place documents that may be relevant
0 gain approval to provide the copies

Ownership and plagiari
You are advised by accepting conditions you have declared the evidence
that you submit is yg your own research. By signing the
declaration below r assessment is your own and contains no material
written by another pé e reference is made. Note that if you quote any
ide a reference to the source in order to ensure that

e requirements of the unit of competency you will be assessed as

t. If your evidence does not meet the requirements of the unit of
competency assessed as Not Yet Competent (NYC). If you are assessed NYC, it
is important t S your re-submission with your assessor as you will be given one
opportunity only to revise and re-submit your evidence portfolio.

Competent (C) in this

Candidate’s declaration of original authorship
The candidate is required to sign the following declaration in the Candidate copy of this
Assessment.

| declare that this assessment is my own and contains no material written by another person
except where due reference is made. | am aware that a false declaration may lead to the
withdrawal of a qualification
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BSBMGT502B: Manage people performance
Assessment Tasks: Assessor Guide

BSBMGT502B: Manage people performance

Elements

1. Allocate work

Performance Criteria (PC):

1.1 Consult relevant groups and individuals on work to be allocated and resources available

1.2 Develop work plans in accordance with operational plans

1.3 Allocate work in a way that is efficient, cost effective and outcome focussed

1.4 Confirm performance standards, Code of Conduct and work outputs with relevant teams and
individuals

1.5 Develop and agree performance indicators with relevant staff prior to commencement of work
1.6 Conduct risk analysis in accordance with the organisational risk management plan and legal

requirements ’

2. Assess performance
Performance Criteria (PC):

2.1 Design performance management and review processes to ensure
organisational objectives and policies

2.2 Train participants in the performance management and review process
2.3 Conduct performance management in accordance with@isational prot

2.4 Monitor and evaluate performance on a continuous bas

3. Provide feedback
Performance Criteria (PC):
3.1 Provide informal feedback to staff on a re
3.2 Advise relevant people where there is poo
3.3 Provide on-the-job coaching when ne
in performance
3.4 Document performance in accordanc
3.5 Conduct formal structured feedback se

policy .

4.  Manage follow up

Performance Criteria (PC):
i en evelopment plans in accordance with

4.5 Pr iceS Where necessary
pntinue to perform below expectations and implement the disciplinary

Required Skills

RS 1. scommunication skills to articulate expected standards of performance, to provide effective
feedback and to coach staff who need development

RS 2. srisk management skills to analyse, identify and develop mitigation strategies for identified
risks

RS 3. *planning and organisation skills to ensure a planned and objective approach to the

performance management system.

Required Knowledge

RK 1. erelevant legislation from all levels of government that affects business operation,
especially in regard to occupational health and safety and environmental issues, equal
opportunity, industrial relations and anti-discrimination

RK 2. srelevant awards and certified agreements

© 2010 United Business Services (Aust) Pty Ltd
BSBMGT502B_sample-Assessment_Assessor Guide.doc Verl.0: April 2010
Page 3 of 49



BSBMGT502B: Manage people performance
Assessment Tasks: Assessor Guide

Required Knowledge

RK 3. sperformance measurement systems utilised within the organisation
RK 4. eunlawful dismissal rules and due process
RK 5. +staff development options and information.

Critical aspects of evidence

Evidence of the following is essential:

CAE 1. -documented performance indicators and a critical description and analysis of performance
management system from the workplace

CAE 2.  -techniques in providing feedback and coaching for improvement in performance

CAE 3.  +knowledge of relevant awards and certified agreements.

Employability Skills
Industry and enterprise requirements for the qualification:
ES 1. Communication
sconducting research to collect and analyse information in a rang ports
sconsulting with others to develop a range of plans and reports
sliaising with stakeholders and promoting participative workplace arr
*negotiating solutions to new and emerging issues
ES 2. Teamwork
contributing to the development of other team mem
providing feedback on team performance to colleague
ES 3. Problem solving
«applying risk management processes to busifiess*c
eassessing financial viability of new oppo i isati apability with market
needs
ES 4. Initiative and enterprise
sencouraging creative and innovati
sidentifying new and emerging o ities fi siness and developing strategies to capitalise
on them
*managing, fostering and facilitatin
ES 5. Planning and organising

managers

«developing system
eplanning for continge and systems
ES 6. Self management
ork role and ensuring all organisational polices and procedures
ES 7.
wledge and skills to improve team and individual performance
ES 8.

unication devices and processes such as internet, intranet, email to produce
and reports
ist the management of information and to assist the planning process

BSBMGT502B: Manage people performance need to complete

Candidates targeting
iviti preparation for the five summative assessment activities required

all formative
for this unit.

The candidate is provided with instructions for each of the summative assessment activities
in her/his assessment task book.

If at any stage of the assessments, you believe that the safety of anyone is in
jeopardy, you should abort the assessment session.
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BSBMGT502B: Manage people performance
Assessment Tasks: Assessor Guide

Assessment 1: Written Test

The following instructions have been provided to the candidate.

Instructions to Candidate

You are required to answer the following questions to confirm your knowledge in relation to
unit BSBMGT502B: Manage people performance.

You may refer to your training materials and other research while completing the answers.
Write your answers in the spaces below using a blue or black pen. Alt tively type a

document and provide a printed copy. If you re-type the document, at each question in
the document and type your answer under the question.

Instructions to Assessor: Written Benchmark A

The following answers are supplied for you (the asses
candidate’s work that you adhere to the prescribed an
following table are intended as a guide to ensure consis

r. Please ens ing the
s. The bench ers in the

Questions and benchmark answers Mapping
Question 1. What is the correct name of th that chccupational health
and safety in your State?,
Answers will vary according to the candida : RK 1
e Queensland: Workplace H
Question 2. What is the co 8 Act (legislation) that governs environmental
RK 1

ect nameof the Commonwealth Act (legislation) first passed in 2009
orkplace relations?

RK 1

Commonwealth legislation includes: RK 1
Disability Discrimination Act
e Sex Discrimination Act

e Age Discrimination Act

e Racial Discrimination Act
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BSBMGT502B: Manage people performance
Assessment Tasks: Assessor Guide

Questions and benchmark answers

Mapping

Question 5.
system to give new employees a Fair Work Information Statement.

When must the statement be given to the employee?

The Fair Work Act requires all employers covered by the national workplace relations

e Before, or as soon as possible after, the employee starts employment

Assessor note:Refer to www.fairwork.gov.au which states:

The Fair Work Act provides a safety net of enforceable minimum employment
terms and conditions through the National Employment Standards (NES).

From 1 January 2010, all employers covered by the national workplace rel
system have an obligation to give each new employee a Fair Work Infor
Statement (the Statement) before, or as soon as possible after, the e
starts employment.

The Statement contains information about:
o The National Employment Standards (NES)
o The effect on an employee’s NES entitilements whe
business
Modern awards
Agreement making under the Fair Work A
Individual flexibility arrangements
The right to freedom of association
Termination of employment and
Right of entry (including the prot
laws)
The role of the Fair Work Ombuds

O O O 0 O O

RK 1

Question 6. What is an aw

RK 2
CAE 3

elations system?

aational body that has responsibility for making and varying

. as responsibility for making and varying awards RK 2
ations system. . CAE 3
Question 8. modern award”?

. are those awards being created under the new national RK 2
workplace relations system. CAE 3
Question 9. How do you find out which award applies to your organisation or an employee?

e To find out which award you are covered by, you should contact the Fair RK 2
Work Infoline on 13 13 94. CAE 3
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BSBMGT502B: Manage people performance
Assessment Tasks: Assessor Guide

Questions and benchmark answers Mapping

Question 10.  Is a certified agreement:
A. a collective workplace agreement lodged with the relevant workplace authority, or
B. an individual agreement certified by a Justice of the Peace

e A. acollective workplace agreement lodged with the relevant workplace RK 2
authority CAE 3

Assessor note

The Fair Work Act website states:
Collective agreements made before 27 March 2006 were called certified
agreements and were lodged with the Australian Industrial Relations Commi
Collective agreements made after 27 March 2006 were lodged with the
Workplace Authority.

Question 11.  Some employees are covered by an agreement, not an
of enterprise agreements that can be made under the Fair

e Multi-enterprise agreements—involving t
single interest employers.

e Greenfields agreements—involving
more employers are establishing or pr
yet employed persons necessary for th
Such agreements may be a single
enterprise agreement.

nterprise that one or
and who have not
pf the enterprise.

Question 12. i nce between a “performance standard” and a

RK 3
CAE 1

Answers

the level, or quality of performance required. A
at we measure.

r (or KPI — key performance indicator) is the method
in achieving the Performance Standard. It can be
rmance measurement system.
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BSBMGT502B: Manage people performance
Assessment Tasks: Assessor Guide

Questions and benchmark answers Mapping

Question 13.  ltis illegal for an employer to dismiss an employee for a number of reasons. List 5
reasons that may be used as grounds for a claim of unlawful dismissal.

Dismissal for any of the following reasons (candidate is to list 5): RK 4

e A person's race, colour, sex, sexual preference, age, physical or mental
disability, marital status, family or carer's responsibilities, pregnancy, religion,
political opinion, national extraction or social origin (some exceptions apply,
such as where it's based on the inherent requirements of the job)

e Temporary absence from work because of iliness or injury

Trade union membership or participation in trade union activities outside

working hours or, with the employer's consent, during working hours

Non-membership of a trade union

Seeking office as, or acting as, a representative of employees

Being absent from work during maternity leave or other parental |

Temporary absence from work to engage in a voluntary emergenc

management activity

¢ Filing a complaint, or participating in proceedings against an employer.

Question 14.  Generally, legislation does not permit an em
notice.
What is the exception where sum

e Summary dismissal for misconduct. RK1, 4

In all other cases, due process must be

Question 15.

RK'5
CAE 2

Answers may vary in wording

Definition:

e 360-degree fee
feedback, or mult

an employee.

form of eedback from subordinates, peers,

er feedback, multisource
eedback that comes from all around

S in choosing the most appropriate professional
development options.
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BSBMGT502B: Manage people performance
Assessment Tasks: Assessor Guide

Questions and benchmark answers Mapping

Question 16.  List 3 staff development options that can be used for developing skills and
knowledge within the workplace, on-the-job.

On-the job coaching RK 5
Mentoring CAE 2
Team meetings and information sessions
Buddy system

Providing opportunities for practice of new skills
Job rotation and multi-skilling

Question 17.  List 3 types of external organisations that you could contact vide information
about training and staff development options.

e TAFE colleges

e Apprenticeship training organisations

e Registered training organisations under the Australian Quality Training
Framework

¢ Management consultants or other external consultants are involved in

staff development
Total Questions 17

aNS -

Assessment checklist — Assessor Note

Please complete the assessment checklist in the Candidate Guide to record the assessment
process and outcome.

The checklist contains a declaration by the candidate as follows:

The purpose and outcomes of the assessment have been explained.

I have received information about the unit of competency.

| understand the type of evidence to be collected.

The appeals system has been explained to me.

I have notified my assessor of any special needs that may need to be considered
during the assessment.

The checklist contains a section for the assessor to record the following:
e Whether RPL / Accelerated progression is required
o Whether Language / Literacy / Numeracy support is required
e Any other special needs

© 2010 United Business Services (Aust) Pty Ltd
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BSBMGT502B: Manage people performance
Assessment Tasks: Assessor Guide

Assessment 2: Project

The following instructions have been provided to the candidate.

Instructions to Candidate

This activity is related to the unit of competency BSBMGT502B: Manage people
performance. In particular, you will be required to demonstrate your skills and knowledge in
relation to this unit of competency.

You may refer to your training materials and other research if required. The activity may be
completed in the workplace or a simulated workplace.

Your assessor will use a checklist to record the assessment decisi
Overview

Below are a number of practical tasks to be completed over a period
simulated workplace where you will perform the dutie a manager. T
completion of the tasks are to be negotiated between
will reflect your ability to:

he tasks

Project: Identify organisational regdire lans for
a team, allocating work & igni

The Project Tasks table b ifi ents'that you are required to prepare and
submit in your evidence por nted in printed format in a folder or as
an electronic copy.

Ensure both your ber is clearly displayed.

© 2010 United Business Services (Aust) Pty Ltd
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BSBMGT502B: Manage people performance
Assessment Tasks: Assessor Guide

Instructions to Assessor

The following benchmarks are supplied for you (the assessor). Please ensure when marking
the candidate’s work that you adhere to the prescribed benchmarks which are intended as a
guide to ensure consistency of assessment.

Project Tasks ‘ Mapping

The following tasks may be completed as a workplace project based on your own organisation and
job role, or as a simulated workplace project based on a fictitious organisation, or an organisation
you are familiar with.

1. For the organisation where you are the manager, identify the following: PC12,14

e Name of the organisation and a description of the type of activities j
conducts.

¢ Name of the department / team that you manage and a descr
the activities it conducts.

e Design a mission statement for the organisation.

¢ Design a mission statement for your team, which s

how your team

Chinese Restaurant in Brishane. We
ingredients and showcasing exceptio j sine, that will be so
sought after, every night our restauran k out and our

feedback from our customers will be 50

Example of a team mission s
Our Mission in the Kitchen o i se is to enable Fu
Wung’s to be the Number 1 Ch in Brisbane. We will do
this by working as a inese recipes of the

Above information.

Has the candidate met the following criteria for Task 1

The candidate’s respon
A document

e Named an organisation, (business, government or community) and sufficiently described the
activities it conducts so that its purpose can be pictured.

¢ Named the department/team within the organisation and sufficiently described its activities.

e Designed an appropriate and concise mission statement for the organisation which states its
purpose. This may include:
o What does the organisation do — what is its reason for existence?
o Who does the organisation serve — who are its customers and how do they serve them?
o What is the mission to be i.e. “the best” or “better” than what?
o What actions does the organisation wish to be distinguished for?

e Designed an appropriate and concise mission statement for the team which aligns with the
mission of the organisation and has the same structure as the organisational mission
statement.

ill vary
Organisation and Team” containing:

© 2010 United Business Services (Aust) Pty Ltd
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BSBMGT502B: Manage people performance
Assessment Tasks: Assessor Guide

Project Tasks Mapping
2. In order to design work plans for your team, it is necessary to identify PC1.2,14
specific objectives (or goals). RS 3
This step will define the performance standards for work outputs. ES 1

The mission statement that you designed for the team in Task 1 identifies
the purpose of the team in accordance with the organisation’s operational
plan.

Use the mission statement to define 5 clear objectives (or goals) for the
team. These should be worded in terms of outcomes, as opposed to
tasks.

Example of team goals for Fu Wung’s Cooking House:
Goal 1: Authentic Chinese recipes

Goal 2: Variety of menu options to suit all tastes

Goal 3: Attractive presentation of meals

Goal 4: Giving customers the meals they want

Goal 5: Prompt service

You are required to provide your assessor with the fol

e A document with the title “Team Perform
the above information.

A

Has the candidate met the following criteria for Task 2

The candidate’s response will vary

© 2010 United Business Services (Aust) Pty Ltd
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BSBMGT502B: Manage people performance
Assessment Tasks: Assessor Guide

Project Tasks Mapping
3. In order to design work plans for your team, you will need to identify the PC1.2,14
key tasks that need to be performed in order to achieve the team’s RS 3
performance standards. ES1

List 3 key tasks that need to be performed by the team for each of the 5
performance standards that you identified in Task 2. The tasks should be
stated in active verbs (not “understand” or “know” but “do”).

Example goal — authentic Chinese recipes

Task 1: Undertake research on authentic Chinese recipes

Task 2: Maintain a database or list of authentic Chinese recipes
Task 3: Use traditional Chinese cooking methods

You are required to provide your assessor with the following docume

e A document with the title “Team Key Tasks” containing the abo
information.

Has the candidate met the following criteria for Task 3

The candidate’s response will vary
A document with the title “Team Key Tasks” co

Asks to ac each performance

¢ Documented each of the 5 goals and p

standard.
e The tasks should be stated in act b pderstand” or “know” but “do”)
e The tasks must be relevant to achievihg ¥

pce standards.
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BSBMGT502B: Manage people performance
Assessment Tasks: Assessor Guide

Project Tasks Mapping
4, When developing a work plan, you will need to agree performance PC15
indicators (KPIs) with the team. RS 3
The KPIs will be designed to measure whether work output is achieving RK 3
the identified performance standards. CAE 1
The first step is to identify which performance standards comply with ES1

SMARTT criteria, and are therefore capable of being used as KPIs.
o Specific
Measurable
Achievable
Realistic
Trackable
Time Framed.

OO0 O O O

Refer to the team performance standards that you developed in
and create a document in 2 parts:

Part A: Analysis of Performance Standards

e List each of the 5 goals that you identified in Task
Standard 1: Authentic Chinese recipes)

e Under each goal, type a paragraph analysing
standard meets SMARTT criteria.

o |If you find that it does not meet SMAR
why.

Performance

Part B: Key Performance Indicat
e Choose the 3 most appropriate pe

e List the performance a paragraph that

explains:
@)
o Howity

You are required to pro

° nt with

Has the candidate met the following criteria for Task 4

~—

The candidate’s respon
A document

ill vary
eam Performance Indicators” containing:

e Used the Performance Standards from Task 2 as headings

¢ Identified how each of the goals meets the SMARTT criteria or identified why they do not

meet SMARTT criteria.

e Chosen the 3 most appropriate goals and identified how they will be measured, monitored

and time-framed.
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BSBMGT502B: Manage people performance
Assessment Tasks: Assessor Guide

Project Tasks Mapping
5. Before implementing a work plan for the team, you would need to conduct | PC 1.6
a risk analysis in accordance with the organisation’s risk management RS 2

plan and legal requirements. ES 3,5

e Design a Risk Management Plan to be incorporated in your work plan,
based on the Team Key Tasks document that you created in Task 2.
e For each of the team key tasks, you should identify:

o Any hazards associated with performing the tasks (a hazard is
something with the potential to create risk)

o The risk/s associated with the hazard (the consequences of inju
to individuals or damage to the organisation including its
operations, quality standards, timelines or reputation).

o The risk assessment (the likelihood of the risk occurring).

o The risk control measures to be implemented, or the reason
no risk control measure will / can be implemented.

You are required to provide your assessor with the following

e A document with the title “Risk Managem
above information.

Has the candidate met the following criteria for Task 5

The candidate’s response will vary
A document with the title “Risk

© 2010 United Business Services (Aust) Pty Ltd
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BSBMGT502B: Manage people performance
Assessment Tasks: Assessor Guide

Project Tasks Mapping

6. In order to allocate work to individual team members in a way that is PC1.3
efficient, cost effective and outcome focused, you need to first identify the | rg 3
skills, knowledge and work load of each team member. ES1

e Refer to your document with the title “Organisation and Team” and list
each member of your team by name and job title. You are to list at least
5 team members.

e For each team member, type a paragraph briefly describing their skills
and knowledge and current job role.

e Then refer back to your document with the title “Team Key Tasks”.
Allocate key tasks to each team member. Tasks may be shared by,
more than one team member, or each team member may have
task.

e Give a brief explanation of why you have chosen to allocate the
the team member/s.
You are required to provide your assessor with the followin

A document with the title “Team Work Allocation” con
information.

ing the above

Has the candidate met the following criteria for Task 6

The candidate’s response will vary

ost effective and efficient.
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BSBMGT502B: Manage people performance
Assessment Tasks: Assessor Guide

Project Tasks Mapping
7. You are required to design a PowerPoint presentation on the importance PC1.1,1.4-15
of communication and consultation in managing people performance. ES 1-2, 8

Your presentation should explain why it is important for a manager to:

There should be 9 slides in total:

You are required to provide yi

Consult with their team on work to be allocated.

Consult with Human Resources and other relevant groups on resources
available.

Discuss and explain the organisation’s Code of Conduct with the team.

Agree performance indicators with relevant staff prior to commence
of work

Take regular opportunities to give and receive informal feedb
team members

Have a structured performance review and feedback procedure

Communicate information about policy and proced decisions to thel

team

Title Slide

One slide for each bulleted item, stating
The reasons may be repeated o ( ere relevant. Fo
example — “to promote trust” ma

Summary Slide

A presentation with the ti ommunication”
printed as handouts, 6 slide

© 2010 United Business Services (Aust) Pty Ltd
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BSBMGT502B: Manage people performance
Assessment Tasks: Assessor Guide

Has the candidate met the following criteria for Task 7

The candidate’s response will vary

A printed presentation, 6 slides to a page with the title “The Importance of Communication”
containing the following information.

Wording of the presentation may vary. All major bullet points should have at least one reason
stated.

e  Consult with their team on work to be allocated.
Reasons may be:

o Team members have a different focus as they are doing the job.
o So that team members feel a sense of ownership in the work plan
o So that team members feel that they are valued

e Consult with Human Resources and other relevant groups on r.
Reasons may be:

o HR may assist with recruitment (internal or external) and sele
o Training and staff development resources may be required.

e Discuss and explain the organisation’s Code of Con
Reasons may be:

o Code of Conduct is organisational poli
ensure the team are aware
o Code of Conduct requires standare
management.

e Agree performance indicators wi ~ ior to commencement of work
Reasons may be:

o An opportunity to give credit for good performance
o An opportunity to review reasons for poor performance and achieve agreement on a
performance improvement plan

¢ Communicate information about policy and procedural decisions to their team
Reasons may be:

o To promote trust
o So that team members can implement/comply with them

© 2010 United Business Services (Aust) Pty Ltd
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BSBMGT502B: Manage people performance
Assessment Tasks: Assessor Guide

Project Task Mapping

The overall project task: ES 1,8

Compile all the above documents together. They will be assessed separately and
then assessed for overall readability, which includes use of appropriate grammar and
punctuation in sentences and paragraphs.

Has the candidate met the following criteria for the overall project task

Reports display appropriate readability by using appropriate grammar and punctuation in sentences

and paragraphs.

Assessment checklist — Assessor Note

Please complete the assessment checklist in the Candidate Guide to record the assessment
process and outcome.

The checklist contains a declaration by the candidate as follows:

The purpose and outcomes of the assessment have been explained.

| have received information about the unit of competency.

| understand the type of evidence to be collected.

The appeals system has been explained to me.

I have notified my assessor of any special needs that may need to be considered
during the assessment.

The checklist contains a section for the assessor to record the following:
o Whether RPL / Accelerated progression is required
o Whether Language / Literacy / Numeracy support is required

e Any other special needs
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Assessment 3: Project

The following instructions have been provided to the candidate.

Instructions to Candidate

This activity is related to the unit of competency BSBMGT502B: Manage people
performance. In particular, you will be required to demonstrate your skills and knowledge in
relation to this unit of competency.

You may refer to your training materials and other research if required. The activity may be
completed in the workplace or a simulated workplace.

Your assessor will use a checklist to record the assessment decisi
Overview

Below are a number of practical tasks to be completed over a period
simulated workplace where you will perform the dutie
completion of the tasks are to be negotiated between he tasks
will reflect your ability to:

Project: Provide a detailed descrip
management system, inCe
purpose and key ar

Your assessor will provide you with ins plete a checklist on which they will
record your satisfactory perfarmance of S

The Project Tasks table bel
submit in your evidence portfo presented in printed format in a folder or as
an electronic copy

Ensure both your na d ris clearly displayed.
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Instructions to Assessor

The following benchmarks are supplied for you (the assessor). Please ensure when marking
the candidate’s work that you adhere to the prescribed benchmarks which are intended as a

guide to ensure consistency of assessment.

Project Tasks

‘ Mapping

you are familiar with.

The following tasks may be completed as a workplace project based on your own organisation and
job role, or as a simulated workplace project based on a fictitious organisation, or an organisation

1. Performance management is defined as:

both the short- and long-term.

e Describe how you would design performance man
processes, including the following.

Employee duty statement — purpose ang
Induction procedure — purpose and
Performance indicators — purpose
Staff development plans — p
Recognition for performance
Feedback — purpose and met

O O O 0O O O O ©

rt with the ftitle “Designing Processes”.

A process or set of processes for establishing a shared understandi
what an individual or group is to achieve, and managing and deve
individuals in a way which increases the probability it will be achieve
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Has the candidate met the following criteria for Task 1

The candidate’s response will vary
A document with the title “Designing Processes” containing:

e Employee duty statement — purpose and how designed

o Purpose - shared understanding

o How designed — reference to organisational objectives and policies
e Induction procedure — purpose and content

o Purpose — shared understanding

o Content — OHS, organisational structure and reporting, terms and ¢
employment

e Performance indicators — purpose and how designed

o Purpose — shared understanding of organisational objectives an

o How developed — training needs analysis
feedback to and from manager — investi

Act requires Fair Work Information Statement to be provided when

— purpose and outcomes

view often linked to salary, main purpose is to evaluate performance
set performance and development goals for the following period

performance improvement plan or staff development plan.

¢ Identify the organisational documentation that you would access and refer to
o Organisational mission, vision, values
o Business plan, strategic plan, organisational plan

e Identify people that you would consult for expert advice within the organisation.
o Senior management, CEO

o HR specialists
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Project Tasks Mapping
2. For a performance management process to be effective in promoting the pC2.2
organisation’s objectives and policies, it is essential to train participants to CAE 1
understand the performance management and review process. RS 1
e Design a report that discusses the following: RK 5

o Why itis important for a manager to train their team members in: ES1-2,7
= The organisation’s objectives and policies.

= Performance standards

= Performance indicators and targets

= Code of Conduct and behavioural standards
= The performance review process

o The methods that a manager can use to train participants i
performance management and review process

You are required to provide your assessor with the following document:
e Areport with the title “Training Participants”.

Has the candidate met the following criteria for Task 2

The candidate’s response will vary

e Discussed the need for a goal/out
on tasks.

e Discussed performal
understanding of what

f an objective method of measuring
am members having input at the development stage
and applying them to their own job role.

and review process, such as:

o Instruction sheets, handouts, memorandums, notices, email
o Team meetings and presentations / training sessions

o External training by specialist organisations

o Coaching and mentoring by manager

o Presentations and training by HR specialists
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Project Tasks Mapping
3. Akey aspect of performance management is the formal performance review | PC 2.3
process, carried out according to organisational protocols and timelines. CAE 1
e Design a report on how to conduct a formal performance review, RS1,3
explaining the following: ES 1-2, 6-7

o The purpose of formal performance reviews in the context of
performance management and give at least one example.

o An example of an organisation’s protocol and timelines for
performance review.

o Instructions for the manager to follow:
= How to prepare for a formal performance review of an

individual.
= How to conduct the meeting (including a list of “do’s and
= How to complete and finalise the performance review
You are required to provide your assessor with the following document:

e Areport with the title “Conduct PM Protocols”.

$)

V'

Has the candidate met the following criteria for Task 3

The candidate’s response will vary
A document with the title “Conduct PM Protocols” g

or group is to achieve, and man
the probability it will be achieve

e Identified some common purposes
o Evaluate how well the employe

de:
ecords of previous performance and any performance agreements
ant of KPIs

nt time and private location

Give employee equal time for speaking

Listen and respond

Stick to facts

Consider how the employee can be supported
Acknowledge and celebrate excellence

e Don'’t for the meeting
o Patronise or lecture
o Go in with a fixed opinion
o Concentrate on personalities and make judgements

e Conclude with a performance agreement — negotiated and signed
o If disagreement, advise of appeals process
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Project Tasks Mapping
4. Itis important that employees fully understand the performance review PC22,23
procedure and see it as a benefit to them. CAE 1

RS 1,3
e Design a performance management protocol and timelines instruction RK 5

sheet which you could give to each member of your team..
ES 1-2, 6-7

e The document should state:

o Each team member’'s name and a date for their review (either end
of probationary period or annual review date).

A statement clarifying the purpose of the review.

A checklist for the team member, explaining how to prepare fo
review (note: there is no need to provide a performance revij
form)

An explanation of the way the meeting will be conducted
Suggestions to the team member on ways to prepare for the re

An explanation of the procedure for finalising t
of the meeting.

reached on outcomes.

You are required to provide your assessor with
¢ A document with the title “PR Instguctio

Has the candidate met the following criteria for Task 4

The candidate’s response wil,
A document with the title “PR Ins

Antaining:

e |dentified:
The date

eting will be conducted

the team member on ways to prepare for the review.

re for finalising the review at the end of the meeting.

The dispute resolution process, if agreement is not reached on outcomes.
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Project Tasks Mapping

5. Regular performance reviews are insufficient alone for effective PC2.4
performance management. A manager should monitor and evaluate CAE 1
performance on a continuous basis. RS 1-3

Case Study: ES1,3,56

You are the senior manager of a warehousing company, with a warehouse in
each capital city in Australia. You are located in Brisbane. The warehouse
supervisors report directly to you.

There have been several Workers Compensation claims for back injuries in the
past 6 months, the majority from the Sydney warehouse.

You need to put in place a procedure for monitoring compliance with OHS
requirements in each warehouse.

e Design a procedure for you to monitor:
o Training and induction processes in each warehouse
o Supervision of activities and safety procedures j
o Records of injuries or unsafe work practices in

e Your procedure should state:
o The records to be kept
o A schedule for reporting the infor

e State what you will evaluate in r : s, and the
performance standard required.

e Design a memorandu
instructing them as t

upervisor,

ollowing document:

vary

“O onitoring Procedure” containing:

. riate monitoring procedure for the senior manager.

Identified recor
work i

be kept (training, induction, records of supervision/observation of safe
inutes of team meetings, records of incidents / accidents.

o |dentified a regular reporting schedule (eg monthly)

e Stated performance standards — all employees are fully trained in safe work practices,
supervisor observes on a daily basis, regular team meetings (eg weekly), safe work
practices are used at all times, incidents and accidents are dealt with immediately to
minimise further injury, reports on incidents / accidents state the reason it occurred and the
control method put in place to prevent recurrence.

e Designed an instruction memorandum to the warehouse supervisors, clearly stating
requirements.
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Project Task Mapping

The overall project task: ES 1,8

Compile all the above documents together. They will be assessed separately and
then assessed for overall readability, which includes use of appropriate grammar and
punctuation in sentences and paragraphs.

Has the candidate met the following criteria for the overall project task

Reports display appropriate readability by using appropriate grammar and punctuation in sentences

and paragraphs.

Assessment checklist — Assessor Note

Please complete the assessment checklist in the Candidate Guide to record the assessment
process and outcome.

The checklist contains a declaration by the candidate as follows:

The purpose and outcomes of the assessment have been explained.

| have received information about the unit of competency.

| understand the type of evidence to be collected.

The appeals system has been explained to me.

I have notified my assessor of any special needs that may need to be considered
during the assessment.

The checklist contains a section for the assessor to record the following:
o Whether RPL / Accelerated progression is required
o Whether Language / Literacy / Numeracy support is required

e Any other special needs
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Assessment 4: Project

The following instructions have been provided to the candidate.

Instructions to Candidate

This activity is related to the unit of competency BSBMGT502B: Manage people
performance. In particular, you will be required to demonstrate your skills and knowledge in
relation to this unit of competency.

You may refer to your training materials and other research if required. The activity may be
completed in the workplace or a simulated workplace.

Your assessor will use a checklist to record the assessment decisi
Overview

Below are a number of practical tasks to be completed over a period
simulated workplace where you will perform the dutie
completion of the tasks are to be negotiated between he tasks
will reflect your ability to:

Project: Identify and analyse techg
coaching for improveme

The Project Tasks table b ifi ents'that you are required to prepare and
submit in your evidence por nted in printed format in a folder or as
an electronic copy.

Ensure both your ber is clearly displayed.
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Instructions to Assessor

The following benchmarks are supplied for you (the assessor). Please ensure when marking
the candidate’s work that you adhere to the prescribed benchmarks which are intended as a
guide to ensure consistency of assessment.

Project Tasks | Mapping

The following tasks may be completed as a workplace project based on your own organisation and
job role, or as a simulated workplace project based on a fictitious organisation, or an organisation
you are familiar with.

1. Staff members who receive frequent (at least weekly) feedback from thei
superiors are more likely to remain goal centred.

o Design a report that outlines the reasons why it is essential fo
manager to provide frequent feedback, and the communication
that a manager needs in order for feedback to be effective.

o Discuss how feedback helps an employee to a
standards.

1-2,7

for managers.
o Describe an example of a manager gi

o Explain why it is important t
performance, rather than foc
o Explain how correct use of que
effective.
o Explain the impo i dback, and give
an example that hi i

You are required to j i llowing document:
e Adocument i

3,

'S response ary
A doc [ e ck and Communication Techniques” containing:

employee to achieve performance by focusing on goals and outcomes,
standing of performance requirements.

olves concentrating on what is said and repeating back the key points to

e Example of constructive criticism — “this is an area where you can improve”.

o Example of destructive criticism — “you did that task badly, yet again”

o Keeping to a factual level encourages objectivity. Inappropriate feedback example “you
have a personality problem and just can’t get along with the rest of the team”

e Focusing on past outcomes is negative, focusing on future gives an opportunity to change
and improve. It explains the manager’s expectations and promotes a shared
understanding.

e Questioning is a key part of active listening — you can ask open ended questions so that the
employee can respond in such a way that you know they understood.

e Follow up is essential, particularly where improvement is required, in order to ensure that
the employee is meeting performance standards. Also for the employee to appreciate the
importance of improvement.
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Project Tasks Mapping

2. Informal feedback is a key aspect of regular monitoring. A manager must PC3.1
be aware of issues and resolve them as soon as possible, in order to CAE 2
prevent the problem escalating. RS 1

e Design a report that discusses the strengths and weaknesses of the ES1-2,7

four main leadership styles:

o Directing

o Problem Solving
o Developing

o Delegating

e Discuss the ways that each type of leader would monitor performa
and give feedback.

¢ |dentify what you consider the best mixture of leadership style
enable a manager to provide effective informal feedback to staff
regular basis.

You are required to provide your assessor with the followin
e A document with the title “Regular Feedback Leader

Has the candidate met the following criteria for Task 2

The candidate’s response will vary

A document with the title “Regular Feedb tyles” containing:
e Directing

o Strengths: Gives p

o Weaknesses: Do

of others, and over

¢ Problem Solving

xplanations and honest feedback.
unnecessary, interrupting the efforts

ver-accommodating. They could agree with anything and bend over
e supportive, even when the requests are inappropriate or do not make

o Strengths: Empowers members of the group to make decisions and take action in
areas where they have the ability or expertise

o Weaknesses: Need to take responsibility themselves when appropriate or they may risk
team members becoming frustrated at having things “dumped” on them and lose
respect.

Directing leader may supervise more than required.

Problem solving leader may not provide sufficient monitoring and supervision.

Developing leader may not monitor or actively give feedback.

Delegating leader may not monitor sufficiently and only give broad “big picture” feedback

Final paragraph should identify the need for a manager to be a mixture of all 4 leadership

styles depending upon circumstances.
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Project Tasks Mapping
3. An essential aspect of performance management is for a manager to deal PC 3.2
effectively with poor performance. CAE 2
e Design a report explaining: RS1
ES 1-2, 6-7

o The importance of prompt action to resolve poor performance
issues, and an example of a situation where poor performance
escalated because the manager did not take prompt action.

o The actions that the manager should have taken in the example.
o The importance of keeping documented records of poor
performance and advising relevant people.

You are required to provide your assessor with the following document
o A document with the title “Poor Performance and Necess

Action”.
L N

Has the candidate met the following criteria for Task 3

The candidate’s response will vary
A document with the title “Poor Performance andfN€cessar

e Provided a real-life or realistic example'@fipoor per,
the manager does not take pro i

o |dentified the actions the manage

o Prepare for the meeting

o State the facts — clar le and clarify what is acceptable

explore the reasons
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Project Tasks Mapping
4. The main role of a manager is to facilitate the team in achieving the PC 3.3
organisation’s objectives. This places them in a similar role to a sporting CAE 2
coach, who does not actually play the game, but facilitates the players. RS1 3
e Design a report explaining the following. Give examples in each caseto | RK 5
illustrate your explanations: ES1-2 4.7

o The two meanings of “coaching”
= recognising and finding opportunities to use talent

= on-the-job coaching to build knowledge, skills and give practic

o Contrasting “coaching” with “mentoring”.

o Explain how a manager can use coaching to confirm excell

o Explain how a manager can use coaching to improve perf

You are required to provide your assessor with the following document:

¢ A document with the title “The Role of Coaching”

N

Has the candidate met the following criteria for Task 4

The candidate’s response will vary
A document with the title “The Role of C
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Project Tasks Mapping
5. An effective performance management system implies keeping and PC 3.4
regularly reviewing documented records, and reporting as necessary. CAE 1

¢ Design a checklist of the documents that a manager would need to keep | RS 3
in accordance with the organisational performance management ES 6
system. Identify the purpose of the document, how the information
would be recorded and how it would be reported and retained.

o Documents that would be retained by Human Resources in the
employee’s file, as part of the performance management and review
system.

o Documents that the manager would retain as a record of
performance management activities.

You are required to provide your assessor with the following document:
o A document with the title “Performance Management Records

Has the candidate met the following criteria for Task 5

The candidate’s response will vary
A document with the title “Performance Manag nt Record

¢ Identified HR performance managemen
o Records of performance revi

o Performance agreements

pication with HR experts and other consultants
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Project Tasks Mapping
6. Formal structured feedback sessions are an integral part of the policy of PC 35
many organisations. These may be regular performance reviews or CAE 2

counselling sessions to correct poor performance issues. RS 1, 3
When conducting a formal structured feedback session, a manager should: | g5 1.2, 7
o Prepare for the meeting
o Allow sufficient time and private location
o Give the employee equal time for speaking

o Listen and respond using active listening and questioning

o Stick to facts rather than personalities and emotions

o Consider how the employee can be supported

o Acknowledge and celebrate excellence

o Negotiate agreement.

e Design a report that explains the reasons why a m r should do all

of the above. Give an example to illustrate your reas

You are required to provide your assessor with the

e A document with the title “Conducting
Sessions”

Has the candidate met the following criteria for Task 6

The candidate’s response will vary
A document with the title “Con i ack sions” containing:

| of the following, and provided a real life

equal time for speaking (to avoid dominating or “lecturing”)

d using active listening and questioning (to ensure a shared

ther than personalities and emotions (to maintain objectivity)
he employee can be supported (self-evaluation by the manager)
e and celebrate excellence (motivating the employee)

o Negotiate agreement (ensuring commitment by the employee to the outcome)
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Project Task Mapping

The overall project task: ES 1,8

Compile all the above documents together. They will be assessed separately and
then assessed for overall readability, which includes use of appropriate grammar and
punctuation in sentences and paragraphs.

Has the candidate met the following criteria for the overall project task

Reports display appropriate readability by using appropriate grammar and punctuation in sentences

and paragraphs.

Assessment checklist — Assessor Note

Please complete the assessment checklist in the Candidate Guide to record the assessment
process and outcome.

The checklist contains a declaration by the candidate as follows:

The purpose and outcomes of the assessment have been explained.

| have received information about the unit of competency.

| understand the type of evidence to be collected.

The appeals system has been explained to me.

I have notified my assessor of any special needs that may need to be considered
during the assessment.

The checklist contains a section for the assessor to record the following:
e Whether RPL / Accelerated progression is required
o \Whether Language / Literacy / Numeracy support is required
e Any other special needs
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Assessment 5: Project

The following instructions have been provided to the candidate.

Instructions to Candidate

This activity is related to the unit of competency BSBMGT502B: Manage people
performance. In particular, you will be required to demonstrate your skills and knowledge in
relation to this unit of competency.

You may refer to your training materials and other research if required. The activity may be
completed in the workplace or a simulated workplace.

Your assessor will use a checklist to record the assessment decisi
Overview

Below are a number of practical tasks to be completed over a period
simulated workplace where you will perform the dutie
completion of the tasks are to be negotiated between he tasks
will reflect your ability to:

Project: Identify methods of manag
legislative requirements,
organisational polici

Your assessor will provide you with ins plete a checklist on which they will
record your satisfactory perfoarmance of S

The Project Tasks table bel i ts that you are required to prepare and
submit in your evidence portfo presented in printed format in a folder or as
an electronic copy

Ensure both your na r is clearly displayed.
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Instructions to Assessor

The following benchmarks are supplied for you (the assessor). Please ensure when marking
the candidate’s work that you adhere to the prescribed benchmarks which are intended as a
guide to ensure consistency of assessment.

Project Tasks | Mapping

The following tasks may be completed as a workplace project based on your own organisation and
job role, or as a simulated workplace project based on a fictitious organisation, or an organisation
you are familiar with.

1. Part of the process of performance management is to agree upon
performance development plans for individuals. Many employers
encourage employees to draft their own performance developmen
and this often goes hand in hand with a change management pr

¢ Design a performance development plan for yourself, as manage

your team, which incorporates:

o A statement of your job role in terms of how yo
mission of the team and the organisation as a

o A summary of the measurable performance stan
need to enable your team to achieve.

o The method/s you will use to measure
standards are achieved.

o A statement of the behavioural pe
modelling that you need to achieve.

o The key skills that you need i
position.

o The key knowledge that you ne
your position

o Your personal ca

o Areas where there 3 i ge and/or skills and
the training or other me yoUwi pridge the gaps.

romote the

that you

formance in your

performance in

o A docume

A do ' ance Development Plan” containing:
le in terms of how it promotes organisational goals.

onsibility to facilitate team performance outcomes and at least one
performance standard (KPI) — including how it will be measured.

¢ Identified key behavioural performance standards, setting an example for the team and
acting as a role model.

o |dentified key skills involving communication, analysis, problem solving, innovation,
empathy, self-management and prioritising.

¢ Identified key knowledge involving legislative and organisational requirements, knowledge
of performance management organisational procedures, theory and practice, awards and
employment conditions.

o |dentified personal career aspirations and methods of self-development through training or
other methods.
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Project Tasks Mapping

2. A Performance Improvement Plan is an Action Plan, designed to assist in PC4.1
overcoming poor performance problems. It is usually part of the RS 1,3
organisational procedure for counselling on poor performance issues. Itis CAE 2
a signed agreement between the employer (represented by the manager) ES 1.0 5 7

and the employee.

Case Study:

You are the senior manager of a warehousing company, with a warehouse in
each capital city in Australia. You are located in Brisbane. The warehouse
supervisors report directly to you.

There have been several Workers Compensation claims for back injuries in th
past 6 months, the majority from the Sydney warehouse.

As a result, you put in place a procedure for monitoring compliance with
requirements which involved the warehouse supervisors preparing a
report on:

=  OHS training completed

=  OHS inductions completed
= Observation checklist completed daily by warehouse s
= Minutes of team meetings

= Records of incidents / accidents

The Sydney warehouse supervisor's monthly rep
was incomplete. There were no records of traj

o Draft a performance improvement
supervisor. Note that i i
close of the counselli iew. epare’the plan as a
draft for negotiation. i

o

(@]
o Outcome
o Schedule f¢ nd final outcome.

You are i Ur assessor with the following document:
itle “Performance Improvement Plan”

Has the candidate met the following criteria for Task 2

The candidatv will vary
A document with the title “Performance Improvement Plan” containing:

e Performance objectives: Conduct required OHS training report monthly. Conduct weekly
team meetings and document minutes. Observation must be completed before work every

day. Ensure monthly report is delivered within 2 days of month end.

e Strategies: Complete a training needs analysis of all staff for OHS knowledge and skills.
Arrange weekly team meetings and document minutes. Attend work early and complete
observation checklist every day. Prioritise work load so that report is completed at the end

of month.

e Outcomes sought — accurate monthly report on time with all elements correct. Reduction of

incident/accident rate. By the end of the month.

e Schedule — end of first month and end of second month. Final outcome end of third month.
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Project Tasks Mapping

3. Managers should seek assistance from human resources specialists where | PC 4.2
appropriate. ES1,6

e Design areport, indicating the ways that a manager would use HR
specialists in the following areas. Use examples to illustrate your
points.

o Recognition of excellence
o Poor performance

o Terms of employment

o Legislative requirements

o Training and professional development.

o Disciplinary procedures and termination

You are required to provide your assessor with the following document:
o A document with the title “The role of HR”

Has the candidate met the following criteria for Tasﬁ

The candidate’s response will vary
A document with the title “The role of HR” con

e Provided real life or realistic exa here HR would be used:

o Recognising excellence — ad tional policy and procedures
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Project Tasks Mapping
4. A good performance management system will do more than resolve poor PC 4.3
performance issues. It will also reinforce excellence through recognition ES 1-2, 4

and continuous feedback.

e Design a report that explores the ways that an organisation can
reinforce excellence in performance. Discuss the following areas and
your opinion of their effectiveness as an incentive:

o Financial rewards
o Professional development
o Team and individual reward/incentive schemes

o Praise and acknowledgement

You are required to provide your assessor with the following document:
o A document with the title “Reinforcing Excellence”

Has the candidate met the following criteria for Task 4

The candidate’s response will vary
A document with the title “Reinforcing Excellence’

¢ Identified salary increases, bonuses,
¢ Identified giving opportunities for

e Discussed incentive schemes an
goals.

e Explained the need fo
exceptional performal
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5. Poor performance issues always have a reason. All employees wish to PC4.4
perform well. A manager needs to coach and monitor poor performers and | rg 1
support them to improve.

RK 5
Case Study CAE 2
Fu Wung’s Chinese Restaurant has employed a new food purchasing officer ES1-2,7

(Lee). Lee previously worked as a kitchen hand for the restaurant. The
previous food purchasing officer has moved back to China. The mission of Fu
Wung’s Restaurant is to provide high quality Chinese food using the freshest

ingredients. Lee is buying fish and seafood at the markets which is not fresh
enough for the chef’s high standards.

¢ Design a report explaining how the restaurant manager can re
Lee’s poor performance by coaching and monitoring, bearing
that:

o The only person who understands the chef’s requirements is the
chef himself.

able to identify freshness in seafo€
actively question the chef.

As the restaurant manager, you
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6. A manager should provide support services for their employees where PC 45
necessary, in order to resolve any issues that may cause poor RS 1
performance. CAE 2

Case Study ES1-2,6

Frank is a purchasing officer for and import/export company on the 22nd floor of
a building in Brisbane. He has worked there for a little over five years and has
always performed satisfactorily. His work is mainly routine, but there is a high
daily throughput required, and he has achieved this consistently in the past.

Two months ago, his teenage daughter was tragically killed when she was a
passenger in a car crash. Frank was given leave after the event, and retur
to work two weeks after the accident.

Since he returned to work, his performance has been poor and he is ¢
behind schedule, needing help with his work load. He also does not h
same attention to detail and is making small mistakes.

him leaving his desk and descending in the lift to the groun
a day, reducing his working time further.

e Design a report that identifies the support se

o ldentify the ways that the m
organisational policy for pro
o ldentify the types of support tl
provide, in terms of:
= |nternal suppo.
= External sup

roviding Support Services” containing:

e Key pr : behind schedule, needing help with work load, leaving work 5 times a

e Explain the problem: Performance has fallen below Frank’s previous standard. Problem

needs to be resolved. Let’s discuss the reasons and what we can do about it.

e Expert advice: HR experts within organisation will be able to advise on compassionate or

stress leave, reassigning roles and any funding for employee support.

e Internal support: Change of working hours — perhaps reduce lunch break to allow for
smoke breaks. Assign a mentor. Regular monitoring and coaching by manager, stress

leave.
e External support services: Quit smoking help, grief counselling.

e Conclusion: Change of working hours and stress leave may be realistic options. Employer
should be understanding of the problem and co-operate with Frank in resolving it, within the

limits of organisational policy.
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7. Individuals who continue to perform below expectations should be PC 4.6
counselled. If they fail to improve, it may be necessary to implement RS 1
disciplinary procedures. CAE 2
Whereas coaching is used for improving skills and knowledge, counselling ES 1.0 7

is used where there is poor performance due to the individual’s attitude.
This is often caused by a situation in the employee’s private life.
o Design a report that explains the reasons for the following statements:

o ltis not appropriate for a manager to approach employees
regarding issues in their private life.

o Where the manager identifies a problem, they must deal with i
immediately.

o A counselling meeting should be private with sufficient tim

o The manager should prepare all the facts before the meeting
have them available as documentary evidence.

o The manager should use open-ended questio

o The employee needs to acknowledge the beh
unacceptable.

o The manager needs to clarify the b

improvement.

o The employee needs to unde eir behaviour, and
how they will do so.

o The manager ne
be monitored.
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Has the candidate met the following criteria for Task 7

The candidate’s response will vary
A document with the title “Counselling for continued poor performance” containing:

Manager’s approach should be to discuss work performance and behaviour only.

Behavioural problems escalate and can affect the whole team if the manager turns a blind
eye.

Privacy and time are essential for the employee to feel secure and able to discuss issues
openly.

The meeting should focus on facts rather than attitudes and the manageér should have them

available for reference in order to keep on track.

Open ended questioning will lead the employee to explore the
conclusion — rather than just “telling them” with yes or no ans

The employee needs to see what they are doing wrong and be m
behavioural issue.

Clarifying the required behaviour ensures the emp

problem seriously.

Employee must agree to commit to a ¢ Al o about it, dealing

does not improve.

ansparency and for their own reference.
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8. Disciplinary measures may be appropriate where an employee breaches PC4.6
the organisation’s code of conduct. This constitutes misconduct, as RS 3
opposed to poor performance. RK 1, 4
Organisational procedures for a breach of the code of conduct would ES 1,6

usually include:
= Involving human resources experts
= Conducting an investigation into the breach
= Giving the employee an opportunity to explain their point of view

= Providing a formal report on the outcome of the investigation a
recommending disciplinary measures or other action.

= Conducting a disciplinary interview with the employee (us
HR expert assisting)

= Advising the employee of their rights of appeal or review.

¢ Design a report that discusses disciplinary measur
following:

o The role of positive discipline and role m
o Reprimands, suspensions, fines, dg

o Legislative requirements (name of
Work Ombudsman

o Examples of minor miscondu

o Examples of serious miscondu

You are required to provide yo i ing document:
e A document with the title
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Has the candidate met the following criteria for Task 8

The candidate’s response will vary
A document with the title “Disciplinary Measures” containing:

e Positive discipline is where the employee knows the behaviour required and complies with
the requirements without further action by the manager. The manager’s responsibility is to
ensure the employee knows the requirements.

e Reprimands, suspensions, fines, demotion or dismissal are all possible disciplinary
measures, depending on seriousness of the breach. Must use the formal investigation,
counselling, reporting and monitoring process according to organisational policy and

co-workers.
e Fair Work Act 2009 — Fair Work Ombudsman — role is

o offer people a single point of contact for them to get accura
information about Australia’s workplace relations system

o educate people working in Australia about their

o investigate complaints or suspected contraventi
agreements

o litigate to enforce workplace laws and > i the community.

o caused a serious and immine

o caused a serious
Employer's busin
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9. An employer may terminate staff for poor performance or misconduct as PC 4.7
long as their organisational procedures comply with legislative RS 3
requirements. RK 1, 4
In order to ensure that an employee has no grounds for an appeal to the ES6

Fair Work Ombudsman for unfair dismissal, it is essential to follow the
procedures very carefully.

e Design a report that explains the correct organisational procedures for
termination, according to legislative requirements. Your report should
be in 2 parts:

o PART A: Termination for continued poor performance.

o PART B: Termination for serious misconduct.

e Explain the correct procedure in both cases.

o Explain how you ensure that employees are made aware of the
rules at the outset.

o ldentify the procedure for counselling for poor p

ance, written
warnings and final written notice and tera i

You are required to provide your assessor with
o A document with the title “T; inati dures”

The candidate’s response wil,
A document with the title “Term

e PARTA:
o iti i i greed, signed performance improvement plan
o

— if no improvement, written warning — involve HR at this

ust be taken into account — then written notice of termination giving
d of notice or payment in lieu of notice.
e PARTB:

o Summary dismissal for misconduct — involve HR

o Termination interview required — employee must be given an opportunity to put their
point of view and this must be taken into account. Then written notice of termination
effective immediately.

Assessor note: The Fair Work Ombudsman web site has a template letter for summary dismissal.

http://www.fairwork.gov.au/small-business-assistance/Documents/Letter-of-termination-serious-
misconduct-summary-dismissal.doc
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10. The Fair Work Act sets out different procedures for termination in the case PC 4.7
of small business — the Small Business Fair Dismissal Code. RS 3
The Fair Dismissal Code applies to small business employers with fewer RK 1 4
than 15 full-time equivalent employees. Es 6,

e Design a report that explains why there are different rules for small
business, and the key elements of the code.

o You may copy wording from the code, or summarise the code in
your own words.

You are required to provide your assessor with the following document:
e A document with the title “Small Business and Termination”

Has the candidate met the following criteria for Task 10

The candidate’s response will vary
A document with the title “Small Business and Termination” containing:

e Reasons why there are different rules:

o They recognise that small businesses usually:
= Don’t have big human resource departments
= Can't afford lost time
= Can't find other positions for emp

o Key elements:

o Small business employees canno

months following their eng

issal in the first 12
dloyee is dismissed after this period

e dismissal will be deemed to be fair.
o Summary Dismissal: It is fai to dismiss an employee without notice
or warning when the employer

conduct is sufficie serious to i iate dlismissal. Serious misconduct

safety procedures.
essential, that an alle d or violence be reported to the police. Of

ble grounds for making the report.

verbally or preferably in writing, that he or she risks being

no improvement. The small business employer must provide the

opportunity to respond to the warning and give the employee a

e to rectify the problem, having regard to the employee’s response.

plem might involve the employer providing additional training and

ployee knows the employer’s job expectations.

o n: In discussions with an employee in circumstances where dismissal is

i mployee can have another person present to assist. However, the

n cannot be a lawyer acting in a professional capacity.

o Evidence in claims for unfair dismissal: A small business employer will be required
to provide evidence of compliance with the Code if the employee makes a claim for
unfair dismissal to Fair Work Australia, including evidence that a warning has been
given (except in cases of summary dismissal). Evidence may include a completed
checklist, copies of written warning(s), a statement of termination or signed witness
statements.

Assessor note: The Fair Work Ombudsman website provides the code and a checklist at the
following address:
http://www.fairwork.gov.au/Termination-of-employment/Pages/Small-Business-Fair-Dismissal-
code.aspx?role=employers&friendlyURL =1
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The overall project task: ES 1,8

Compile all the above documents together. They will be assessed separately and
then assessed for overall readability, which includes use of appropriate grammar and
punctuation in sentences and paragraphs.

Has the candidate met the following criteria for the overall project task

Reports display appropriate readability by using appropriate grammar and punctuation in sentences
and paragraphs.

Assessment checklist — Assessor Note

Please complete the assessment checklist in the Candidate Guide to record the assessment
process and outcome.

The checklist contains a declaration by the candidate as follows:

The purpose and outcomes of the assessment have been explained.

I have received information about the unit of competency.

| understand the type of evidence to be collected.

The appeals system has been explained to me.

I have notified my assessor of any special needs that may need to be considered
during the assessment.

The checklist contains a section for the assessor to record the following:
e Whether RPL / Accelerated progression is required
e Whether Language / Literacy / Numeracy support is required
e Any other special needs

v

© 2010 United Business Services (Aust) Pty Ltd
BSBMGT502B_sample-Assessment_Assessor Guide.doc Verl.0: April 2010
Page 49 of 49



