[image: ]
			
[bookmark: _GoBack]Assignment: BRIEFING THE WORK TEAM
	Centre Number:
	Centre Name:

	Learner Registration No:
	Learner Name:

	TASK

The purpose of this unit is to enable you to develop your skills in giving team briefing.

To complete this task you need to prepare and present a briefing to your team. The topic of the briefing should relate to a work issue that you and your team will be required to participate in – e.g. reviewing production figures with the aim of improving production or a forthcoming team building event. The briefing is likely to take between 5 - 10 minutes to deliver.

Note: Alternatively you can prepare a briefing on a work related topic and present this to an independent group not necessarily from the workplace.

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.
You should plan to spend approximately 4 hours 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 headings shown below when writing up your assignment
	Assessment Criteria

	
Understand how to plan for a team briefing
In order to complete this part of the task you will need to prepare a short summary which states why you are holding the briefing and what you hope to achieve. You need also to include details of who will be attending the briefing and what their needs or expectations from the briefing will be. 
You will also need to prepare a short agenda or list of the topics you intend to cover and the order in which you will present them. You may also want to prepare some visual aids to support your briefing. When doing this consider the amount of time you have available for the briefing. 

Be able to deliver a team briefing
Prior to delivering your briefing you will need to check the venue and resources available and notify those attending of the briefing of the topic, time and location. 

Conduct your  briefing including answering any questions that may arise as a result.

Note: Your assessor may be observing or recording the briefing if not you should prepare a  summary of the content of your briefing and queries handled and submit this with the planning notes.

When you have completed your briefing you will need to prepare a summary of how you intend to ensure that the team has understood the briefing.

Be able to report back on team briefing
The final part of this task also requires you to  prepare a summary that states how the outcomes of the briefing can be reported back to management.

	

· State the aim(s) of the team briefing (8 marks)
· Anticipate the needs/ expectations of the team prior to the briefing (8 marks)
· Define the objectives of the team briefing its structure and content (12 marks)





· Prepare the location for the team brief ensuring relevant equipment is sourced (12 marks)
· Communicate the location and any relevant information to the team prior to the briefing (12 marks)
· Conduct a team briefing effectively responding to any enquiries during/after the team briefing (24 marks)

· Outline how to ensure the team’s understanding of the team brief (12 marks)


· State how outcomes of the briefing can be reported back to management (12 marks)
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