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STRUCTURED QUESTIONS - PLANNING AND MONITORING WORK
Learner name:
Learner registration number:
	Note: Learners must satisfy all the assessment criteria by achieving at least 50% of the marks available 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.



UNDERSTAND HOW TO WORK WITHIN THE ORGANISATIONAL GUIDELINES TO ACHIEVE TEAM GOALS. 

1. Identify an organisational policy that can have an effect on the planning and allocation of work   (8 marks) 











2. Give an example of a target or objective that a team is working to achieve (12 marks)










UNDERSTAND HOW TO PLAN AND ALLOCATE WORK 

3. List the key stages when planning and allocating work. 	(8 marks)


















4. Describe how work is allocated to meet team objectives 	(20 marks)











5. Describe how to check that team members understand their allocated work
(16 marks)









UNDERSTAND HOW TO MONITOR A TEAM’S PERFORMANCE AGAINST THE PLAN

6. Outline a method to monitor the team’s performance against the plan			(16 marks)











7. Describe an action the  team leader could take to rectify underachievement against the plan 								(20 marks)











Learners must achieve at least 50% of marks available for each learning outcome. In some instances learning outcomes may be covered by more than one question.
Learning outcome 1:   Questions 1and 2 combined 
Learning outcome 2:   Questions 3 - 5 combined
Learning outcome 3:  Questions 6 and 7 combined



Awarded by City & Guilds
SAQ – Planning and monitoring work
Version 1.0 (April 2017)										1
image1.jpeg
A City & Guilds Group Business




