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	Title:
	Giving briefings and making presentations 

	Level:
	3

	Credit value:
	2

	Unit guided learning hours
	4

	Learning outcomes (the learner will)
	Assessment criteria (the learner can)

	
1 Be able to plan a briefing or presentation
	
1.1


1.2


	
Identify appropriate information in line with the objectives of the briefing or presentation 

Prepare a plan for the content of the briefing or presentation

	
2 Be able to conduct a briefing or presentation
	
2.1



2.2

2.3

2.4


	
Use appropriate presentation techniques and aids to enhance understanding of the topic of briefing or presentation

Present information clearly and logically

Present information within agreed time limits

Respond to questions raised accurately and clearly


	
3 Be able to evaluate a briefing or presentation
	
3.1


3.2


	
Design a simple evaluation form to gather feedback on briefing or presentation
Use feedback to identify areas for improvement in presentation skills


	Additional information about the unit
	

	Unit purpose and aim(s)
	The learner will be able to give a briefing and make a presentation in the workplace as required by a practising or potential first line manager.

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	Links to Management & Leadership 2008 NOS: E11

	Assessment requirements or guidance specified by a sector or regulatory body (if appropriate)
	

	Support for the unit from a sector skills council or other appropriate body (if required)
	
Council for Administration (CfA)

	Equivalencies agreed for the unit (if required)
	

	Location of the unit within the subject/sector classification system
	15.3 – Business Management

	Additional Guidance about the Unit

	Indicative Content:

	1
	
· Selection of relevant information content 
· How to plan and prepare effectively for briefings (account for Purpose; Audience; Content; Form)
· The value of various methods of data presentation – tables, graphs, charts, diagrams 
· Prepare visual aids to support briefing or presentation


	2
	
· Formal and informal presentation skills including platform techniques and visual aids
· Use of feedback to check understanding


	3
	
· How to evaluate briefings/presentations
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Assignment Task for Unit: Giving briefings and making presentations 
	Centre Number:
	Centre Name:

	Learner Registration No:
	Learner Name:

	TASK

The purpose of this unit is to develop your skills in giving presentations and briefings.

The task requires you to plan and deliver a briefing or presentation on a management topic of your choice, evaluate the effectiveness of your presentation and to use the feedback gathered to identify areas for improvement. It is recommended that you follow the stages in the process as set out below.

NOTE

As part of the assignment you must prepare copies of support materials including your plan, a summary of your presentation and copies of all presentation material. Copies of the evaluation forms, a summary of the feedback gathered and action points for improvement are also required.

If the content of another unit is used as the topic of the briefing / presentation, then the assessment criteria for both units apply.

You may want to relate your answers to an organisation that you work in. If you are not currently working within an organisation, then you may complete this task in relation to an organisation with which you are familiar. This could include experience working in a voluntary capacity.

You should plan to spend approximately 12 hours researching your workplace context, preparing for and writing or presenting the outcomes of this assignment for assessment. The presentation is likely to last no less than 5 minutes or more than 10 minutes.

	Please use the sub-headings shown below when structuring your Assignment
	Assessment Criteria

	Be able to plan a briefing or presentation

Complete the following when preparing your presentation:

· Select and agree a topic for your presentation. This should be a management related topic.
· Identify the objective of your presentation, for example, are you giving the audience some information, gaining their opinion or attempting to persuade.
· Research and gather information to form the basis of your presentation.
· Prepare an outline plan for your presentation including the order in which you will present your material and the timing.
· Use suitable techniques such as Power point, to prepare visual aids to help your audience to understand the content of the presentation and to support your purpose. 
· Design a suitable evaluation form to gather feedback on your presentation.
	
· Identify appropriate information in line with the objectives of the briefing or presentation (16 marks)
· Prepare a plan for the content of the briefing or presentation (12 marks)


	Be able to conduct a briefing or presentation

Complete the following when conducting your presentation:

· Deliver your presentation using your supporting material in a clear and logical manner.
· Complete your presentation within the agreed time limits.
· Check understanding of your presentation by asking for and responding to questions from your audience.

	
· Use appropriate presentation techniques and aids to enhance understanding of the topic of briefing or presentation (12 marks)
· Present information clearly and logically (20 marks)
· Present information within agreed time limits (4 marks)
· Respond to questions raised accurately and clearly (12 marks)


	Be able to evaluate a briefing or presentation

Complete the following when evaluating your presentation:

· Gather feedback on the presentation by circulating your evaluation form to the audience.
· Use the feedback from the questionnaire to identify areas for improvement.
· Reflect on and summarise those areas for improvement. 

	
· Design a simple evaluation form to gather feedback on briefing or presentation (8 marks)
· Use feedback to identify areas for improvement in presentation skills (16 marks)

	By submitting I confirm that this assignment is my own work
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MARK SHEET – Giving briefings and making presentations
	Centre Number :
	
	Centre Name :
	

	Learner Registration No :
	
	Learner Name:
	

	INSTRUCTIONS FOR ASSESSMENT AND USE OF MARK SHEET 
Assessment must be conducted with reference to the assessment criteria (AC). In order to pass the unit, every AC must be met.
Assessors will normally award marks for every AC and then total them into a percentage. However, for greater simplicity, there is the option to not use marks at all and merely indicate with a ‘Pass’ or ‘Referral’ in the box (below right). In order to pass the unit every AC must receive a ‘Pass’. 
Where marks are awarded according to the degree to which the learner’s evidence in the submission meets each AC, every AC must be met, i.e. receive at least half marks (e.g. min 10/20). Any AC awarded less than the minimum produces an automatic referral for the submission (regardless of the overall mark achieved). 
Sufficiency descriptors are provided as guidance. If 20 marks are available for an AC and the evidence in the submission approximates to the ‘pass’ descriptor, that indicates it should attract 10 marks out of 20, if a ‘good pass’ then ca. 15 out of 20. The descriptors are not comprehensive, and cannot be, as there are many ways in which a submission can exceed or fall short of the requirements.

	
1. Learner named above confirms authenticity of submission.

2. ILM uses learners’ submissions – on an anonymous basis – for assessment standardisation. By submitting, I agree that ILM may use this script on condition that all information which may identify me is removed. 

However, if you are unwilling to allow ILM use your script, please refuse by ticking the box: □


	Learning Outcome / Section 1: Be able to plan a briefing or presentation

	Assessment Criteria (AC)
	Sufficiency Descriptors
[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

	
AC 1.1
Identify appropriate information in line with the objectives of the briefing or presentation 

	Referral [ca. 4/16]
	Pass [8/16]
	Good Pass [ca. 12/16]
	








	
	· No information is found
· Information is given but is minimal or is not in line with the objectives of the briefing or presentation
	· Appropriate information in line with the objectives of the briefing or presentation is identified
	· Substantial information that is appropriate and in line with the objectives of the briefing or presentation is identified and the objectives are outlined to clarify the alignment
	

	
	
	
	· 
	/ 16
(min. of 8)
	Pass or Referral

	
AC 1.2
Prepare a plan for the content of the briefing or presentation
	Referral [ca. 3/12]
	Pass [6/12]
	Good Pass [ca. 9/12]
	Assessor feedback on AC

	· 
	· No plan is provided for the content of the briefing or presentation
· A plan is given for the content of the briefing or presentation but it is minimal or inappropriate
	· A plan for the content of the briefing or presentation is prepared although the plan may be limited
	· A thorough and detailed plan for the content of the briefing or presentation is submitted
	






	
	· 
	· 
	· 
	/ 12
(min. of 6)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 2: Be able to conduct a briefing or presentation

	Assessment Criteria (AC)
	Sufficiency Descriptors
[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

	AC 2.1
Use appropriate presentation techniques and aids to enhance understanding of the topic of briefing or presentation
	Referral [ca. 3/12]
	Pass [6/12]
	Good Pass [ca. 9/12]
	
















	
	· No evidence is given of the use of appropriate presentation techniques and aids to enhance understanding of the topic of briefing or presentation
· Evidence is given of the use of only one appropriate presentation technique and aids to enhance understanding of the topic of briefing or presentation
· Evidence is given of the use of at least two appropriate presentation techniques and aids to enhance understanding of the topic of briefing or presentation but the evidence is minimal or inappropriate and/or the techniques and aids do not have the potential to enhance understanding 
	· Evidence is given of the use of at least two appropriate presentation techniques and aids to enhance understanding of the topic of briefing or presentation
	· Ample evidence is given detailing the use of several appropriate presentation techniques and aids to enhance understanding of the topic of briefing or presentation, clarifying how the techniques and aids helped
	

	
	· 
	· 
	· 
	/ 12
(min. of 6)
	Pass or Referral

	
AC 2.2
Present information clearly and logically
	Referral [ca. 5/20]
	Pass [10/20]
	Good Pass [ca. 15/20]
	Assessor feedback on AC

	
	· No evidence is given of information presented clearly and logically
· Evidence is given of information presented but the evidence is inappropriate or minimal and/or the information is not clear and logical
· Evidence is given of information presented either clearly or logically, but not both
	· Evidence is given of information presented both clearly and logically
	· Ample detailed evidence is given of information presented both clearly and logically 
	








	
	· 
	· 
	· 
	/ 20
(min. of 10)
	Pass or Referral

	
AC 2.3
Present information within agreed time limits
	Referral [ca. 1/4]
	Pass [2/4]
	Good Pass [ca. 3/4]
	Assessor feedback on AC

	
	· No evidence is given of information presented within agreed time limits
· Evidence is given of information presented within agreed time limits but the evidence is inappropriate or minimal
	· Evidence is given of information presented within agreed time limits
	· Ample detailed evidence is given of information presented within agreed time limits
	




	
	· 
	· 
	· 
	/ 4
(min. of 2)
	Pass or Referral




	
AC 2.4
Respond to questions raised accurately and clearly
	Referral [ca. 3/12]
	Pass [6/12]
	Good Pass [ca. 9/12]
	Assessor feedback on AC

	
	· No evidence is provided of accurate and clear responses to questions raised
· Evidence is provided of only one accurate and clear response to questions raised
· Evidence is provided of at least two responses to questions raised but the evidence is inappropriate or minimal and/or the evidenced responses are inaccurate or unclear
	· Evidence is provided of two or more accurate and clear responses to questions raised
	· Ample evidence is submitted of a range of accurate and clear responses to questions raised
	









	
	· 
	· 
	· 
	/ 12
(min. of 6)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 3: Be able to evaluate a briefing or presentation

	Assessment Criteria (AC)
	Sufficiency Descriptors
[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

	
AC 3.1
Design a simple evaluation form to gather feedback on briefing or presentation


	Referral [ca. 2/8]
	Pass [4/8]
	Good Pass [ca. 6/8]
	








	
	· No evidence is given of the design of a simple evaluation form to gather feedback on briefing or presentation
· A form is given but it is unsuitable to gather feedback on briefing or presentation and/or inappropriate for evaluation
	· A form is given that, although it may be simple and limited, is appropriately designed to effectively gather feedback on the presentation for the purpose of evaluation
	· A form is submitted that is appropriately designed to effectively gather a range of detailed feedback on the presentation to enable a thorough evaluation
	

	
	· 
	· 
	· 
	/ 8
(min. of 4)
	Pass or Referral

	
AC 3.2
Use feedback to identify areas for improvement in presentation skills


	Referral [ca. 4/16]
	Pass [8/16]
	Good Pass [ca. 12/16]
	Assessor feedback on AC

	
	· Only one area for improvement in presentation skills is identified
· At least two areas for improvement in presentation skills are identified but they are based on self-assessment and/or there is no evidence on their being based on feedback
· At least two areas for improvement in presentation skills are identified but the identified areas for improvement are inappropriate and/or show no relation to the feedback

	· At least two areas for improvement in presentation skills are identified and
· the areas for improvement are based on evidence from feedback that is quoted, although the feedback may be limited 
	· Several areas for improvement in presentation skills are identified in detail and
· the areas for improvement are clearly and based on a range of detailed feedback with the link between the feedback and the identified areas made explicitly clear
	










	
	· 
	· 
	· 
	/ 16
(min. of 8)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	
	/ 100
TOTAL MARKS

	Assessor’s Decision 
	Quality Assurance Use

	Outcome (delete as applicable): PASS / REFERRAL
	Signature of Assessor:

Date:
	Outcome (delete as applicable): PASS / REFERRAL
	Signature of QA:

Date of QA check:


[image: ]						

Awarded by City & Guilds.
Mark sheet – Giving briefings and making presentations
Version 1.0 (April 2017)							1
	Title:
	Leading and motivating a team effectively

	Level:
	3

	Credit value:
	2

	Unit guided learning hours
	7

	Learning outcomes (the learner will)
	Assessment criteria (the learner can)

	
1 Know how to communicate the organisations vision and strategy to the team
	
1.1



1.2


1.3
	
Explain the importance of the team having a common sense of purpose that supports the overall vision and strategy of the organisation

Explain the role that communication plays in establishing a common sense of purpose

Assess the effectiveness of own communication skills on the basis of the above


	
2 Know how to motivate and develop the team
	
2.1



2.2



2.3
	
Describe the main motivational factors in a work context and how these may apply to different situations, teams and individuals 

Explain the importance of a leader being able to motivate teams and individuals and gain their commitment to objectives

Explain the role that the leader plays in supporting and developing the team and its members and give practical examples of when this will be necessary


	Additional information about the unit
	

	Unit purpose and aim(s)
	To enable learners to understand the need for teams to have a sense of vision and purpose that reflects the organisation’s, and the role that effective communication, motivation and individual and team development play in enabling this to happen.

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	Links to Management & Leadership 2008 NOS: B5, B6, D1, D13, E11

	Assessment requirements or guidance specified by a sector or regulatory body (if appropriate)
	

	Support for the unit from a sector skills council or other appropriate body (if required)
	
Council for Administration (CfA)

	Equivalencies agreed for the unit (if required)
	
M3.36 – Leading a team effectively

	Location of the unit within the subject/sector classification system
	15.3 – Business Management

	Additional Guidance about the Unit

	Indicative Content:

	1
	
Why organisations or projects need a vision, mission and strategy and what they mean for first line leadership
How to develop team objectives that support overall strategy and vision
The importance of a team having a common sense of purpose that links to vision and strategy 
The role that effective communication plays in conveying the overall mission of the organisation or project and how the collective work of the team and it’s individual members support this
Effective techniques for communicating vision, goals and objectives in terms of:
· choosing effective times and places to communicate with the team and individuals
· selecting appropriate communication methods
· communicating clearly and accurately
· active listening skills
· receiving and responding appropriately to feedback


	2
	
The critical importance of teams and individuals being motivated and committed to their objectives
Alternative theories of motivation, for example (select as appropriate):
· Maslow’s Hierarchy
· MacGregor’s Theory X and Theory Y
· Herzberg’s Two Factor Theory
· Vroom’s Expectancy Theory
· McClelland’s 3-Needs Theory 
Motivational factors that are available to the leader, for example:
· safety and security
· sense of belonging and common purpose
· respect
· empathy
· recognition of achievement
· involvement in decision making
· sense of fulfilment
· self-development 
· material rewards
· sanctions
An appreciation of how these factors can apply to different situations, teams and individuals
How to select and use appropriate motivational factors
Giving feedback on performance
Basic support needs that individuals may have and how to meet these
The importance of continuous development for the team and individual members
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Assignment Task for Unit: Leading and motivating a team effectively
	Centre Number:
	Centre Name:

	Learner Registration No:
	Learner Name:

	
TASK

The purpose of this unit is to understand the need for teams to have a sense of vision and purpose that reflects the organisation’s, and the role that effective communication, motivation and individual and team development play in enabling this to happen.

In order to demonstrate your knowledge of this you need to respond to all of the questions listed below.

NOTE:
You may want to relate your answers to an organisation that you work in. If you are not currently working within an organisation, then you may complete this task in relation to an organisation with which you are familiar. This could include experience working in a voluntary capacity.
[bookmark: OLE_LINK1][bookmark: OLE_LINK2][bookmark: OLE_LINK3]You should plan to spend approximately 9 hours researching your workplace context, preparing for and writing or presenting the outcomes of this assignment for assessment. The 'nominal' word count for this assignment is 1000 words: the suggested range is between 800 and 1500 words.

Check your assignment carefully prior to submission using the assessment criteria.


	Please use the sub-headings shown below when structuring your Assignment
	Assessment Criteria

	Connect the team with vision and strategy 
Briefly describe an organisation and the identified team’s role within it, outlining:

· its vision and strategy
· the importance of having such a vision and strategy
· how the vision and strategy has been translated into objectives for the team

Explain how you can communicate to team members the team’s objectives and how these will contribute to fulfilling the goals of the organisation.

Assess how effective you were in communicating this common sense of purpose to the team, using feedback from team members and other evidence to help identify your strengths and areas for improvement.

	· Explain the importance of the team having a common sense of purpose that supports the overall vision and strategy of the organisation (16 marks)
· Explain the role that communication plays in establishing a common sense of purpose (16 marks)
· Assess the effectiveness of own communication skills on the basis of the above (12 marks)











	Motivate and develop the team 
Describe how you would:
· motivate a whole team to achieve agreed goals (using a specific theory or model of motivation to help you to explain your actions);
· motivate an individual member of a team to achieve agreed goals, (using a specific theory or model of motivation to help you to explain your actions);
· support an individual team member, giving practical examples of why this may be necessary;
· develop a whole team, to work effectively together as a team , giving practical examples of why this may be necessary;
· develop an individual team member to enable him or her to perform more effectively , giving practical examples of why this may be necessary.

	
· Describe the main motivational factors in a work context and how these may apply to different situations, teams and individuals (16 marks)
· Explain the importance of a leader being able to motivate teams and individuals and gain their commitment to objectives (20 marks)
· Explain the role that the leader plays in supporting and developing the team and its members and give practical examples of when this will be necessary (20 marks)


	By submitting I confirm that this assignment is my own work
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MARK SHEET – Leading and motivating a team effectively
	Centre Number :
	
	Centre Name :
	

	Learner Registration No :
	
	Learner Name:
	

	INSTRUCTIONS FOR ASSESSMENT AND USE OF MARK SHEET 
Assessment must be conducted with reference to the assessment criteria (AC). In order to pass the unit, every AC must be met.
Assessors will normally award marks for every AC and then total them into a percentage. However, for greater simplicity, there is the option to not use marks at all and merely indicate with a ‘Pass’ or ‘Referral’ in the box (below right). In order to pass the unit every AC must receive a ‘Pass’. 
Where marks are awarded according to the degree to which the learner’s evidence in the submission meets each AC, every AC must be met, i.e. receive at least half marks (e.g. min 10/20). Any AC awarded less than the minimum produces an automatic referral for the submission (regardless of the overall mark achieved). 
Sufficiency descriptors are provided as guidance. If 20 marks are available for an AC and the evidence in the submission approximates to the ‘pass’ descriptor, that indicates it should attract 10 marks out of 20, if a ‘good pass’ then ca. 15 out of 20. The descriptors are not comprehensive, and cannot be, as there are many ways in which a submission can exceed or fall short of the requirements.

	
1.	Learner named above confirms authenticity of submission.

2.	ILM uses learners’ submissions – on an anonymous basis – for assessment standardisation. By submitting, I agree that ILM may use this script on condition that all information which may identify me is removed. 

However, if you are unwilling to allow ILM use your script, please refuse by ticking the box: □


	Learning Outcome / Section 1: Know how to communicate the organisations vision and strategy to the team

	Assessment Criteria (AC)
	Sufficiency Descriptors
[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

	
AC 1.1
Explain the importance of the team having a common sense of purpose that supports the overall vision and strategy of the organisation

	Referral [ca. 4/16]
	Pass [8/16]
	Good Pass [ca. 12/16]
	

















	
	· An explanation of the importance of the team having a common sense of purpose is not given or, if given, the supporting of the overall vision and strategy of the organisation is not included
· The importance of the team having a common sense of purpose that supports the overall vision and strategy of the organisation is merely stated, as opposed to explained or, if explained, is incorrect, inappropriate or minimal
	· The importance of the team having a common sense of purpose that supports the overall vision and strategy of the organisation is correctly and appropriately explained although the explanation may be limited and the link to organisational vision may be more implicit than explicit
	· A thorough and detailed explanation is given of the importance of the team having a common sense of purpose and its link to the overall vision and strategy of the organisation is made explicitly clear 
	

	
	
	
	
	/ 16
(min. of 8)
	Pass or Referral

	

AC 1.2
Explain the role that communication plays in establishing a common sense of purpose

	Referral [ca. 4/16]
	Pass [8/16]
	Good Pass [ca. 12/16]
	Assessor feedback on AC

	
	· The role that communication plays in establishing a common sense of purpose is not explained or is merely outlined as opposed to explained 
· The role that communication plays in establishing a common sense of purpose is explained but the explanation is incorrect or minimal
	· The role that communication plays in establishing a common sense of purpose is explained although the explanation may be limited

	· A thorough and detailed explanation is given of the role that communication plays in establishing a common sense of purpose and an outline of how, in contrast, inappropriate communication may damage a common sense of purpose 
	








	
	
	
	
	/ 16
(min. of 8)
	Pass or Referral

	
AC 1.3
Assess the effectiveness of own communication skills on the basis of the above

	Referral [ca. 3/12]
	Pass [6/12]
	Good Pass [ca. 9/12]
	Assessor feedback on AC

	
	· Own communication skills in establishing a common sense of purpose are not assessed against appropriate criteria or are merely listed or described 


	· Own communication skills in establishing a common sense of purpose are assessed against appropriate criteria although the criteria may be limited
	· Own communication skills in establishing a common sense of purpose are thoroughly assessed in detail against a range of appropriate criteria and a judgement on self is made
	





	
	
	
	
	/ 12
(min. of 6)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 2: Know how to motivate and develop the team 

	Assessment Criteria (AC)
	Sufficiency Descriptors
[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

	AC 2.1
Describe the main motivational factors in a work context and how these may apply to different situations, teams and individuals 

	Referral [ca. 4/16]
	Pass [8/16]
	Good Pass [ca. 12/16]
	












	
	· The main motivational factors in a work context are merely stated as opposed to described The main motivational factors in a work context are described but the description does not apply to different situations and teams and individuals and/or the description is incorrect, inappropriate or minimal
	· The main motivational factors in a work context are described, although the description may be limited, and
· the description applies to different situations and  teams and individuals although the emphasis placed on each of these factors may be imbalanced 
	· A thorough and detailed description of a range of the main motivational factors in a work context is given which clearly applies to different situations and teams and individuals
· Examples may be provided to enhance the description given
	

	
	
	
	
	/ 16
(min. of 8)
	Pass or Referral




	
AC 2.2
Explain the importance of a leader being able to motivate teams and individuals and gain their commitment to objectives

	Referral [ca. 5/20]
	Pass [10/20]
	Good Pass [ca. 15/20]
	Assessor feedback on AC

	
	· The importance of a leader being able to motivate teams and individuals is merely stated as opposed to explained
· An explanation of the importance of a leader being able to motivate teams and individuals is given but does not explain how their commitment to objectives might be gained and/or the explanation is incorrect or minimal

	· The importance of a leader being able to motivate teams and individuals and gain their commitment to objectives is explained although the explanation may be limited
	· A thorough and detailed explanation of the importance of a leader being able to motivate both teams and individuals, outlining the different approach to teams and individuals, and gain their commitment to objectives is given and 
· an outline of how, in contrast,  a leader’s disregard of the importance motivation could undermine the gaining of team or individual commitment to objectives

	








	
	
	
	
	/ 20
(min. of 10)
	Pass or Referral

	
AC 2.3
Explain the role that the leader plays in supporting and developing the team and its members and give practical examples of when this will be necessary

	Referral [ca. 5/20]
	Pass [10/20]
	Good Pass [ca. 15/20]
	Assessor feedback on AC

	
	· An explanation of the role that the leader plays in both supporting and developing the team and its members is merely stated as opposed to explained, or if explained, is incorrect, inappropriate or minimal
· No more than one practical example of when this will be necessary is given
	· A correct and appropriate explanation of the role that the leader plays in both supporting and developing the team and its members is given although the explanation may be limited
· At least two practical examples of when this will be necessary is are given
	· A thorough and detailed explanation of the role that the leader plays in both supporting and developing both the team and its members is given and is supported by several practical and relevant examples of when this will be necessary

	








	
	
	
	
	/ 20
(min. of 10)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	
	
/ 100
TOTAL MARKS

	Assessor’s Decision
	Quality Assurance Use

	Outcome (delete as applicable): PASS / REFERRAL
	Signature of Assessor:

Date:
	Outcome (delete as applicable): PASS / REFERRAL
	Signature of QA:

Date of QA check:
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Leading and motivating a team effectively
STRUCTURED ANSWER QUESTIONS 

Learner name:
Learner registration number:
	Note: In order to achieve each Learning Outcome, learners must satisfy all of the related assessment criteria by obtaining a minimum score of 50% for each criterion.  
The ‘lines/box’ below a question is for guidance purposes only. Marks are not deducted for writing more. It is perfectly acceptable for all answers to be continued on additional forms provided they are attached to the assignment when making a submission. The availability of the form electronically allows learners to expand the ‘lines/box’ as required.



KNOW HOW TO COMMUNICATE THE ORGANISATION’S VISION AND STRATEGY TO THE TEAM

1.1 Explain the importance of the team having a common sense of purpose that supports the overall vision and strategy of the organisation (16 marks)

















1.2 Explain the role that communication plays in establishing a common sense of purpose (16 marks) 
















1.3 Assess the effectiveness of own communication skills on the basis of the above
(State your findings below) (12 marks)

















KNOW HOW TO MOTIVATE AND DEVELOP THE TEAM

2.1 Describe the main motivational factors in a work context and how these may apply to different situations. teams and individuals (16 marks)















2.2 Explain the importance of a leader being able to motivate teams and individuals and gain their commitment to objectives (20 marks)
















2.3 Explain the role that a leader plays in supporting and developing the team and its members and give practical examples of when this will be necessary (20 marks)
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