[image: ]		
	Title:
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	Level:
	2

	Credit value:
	10

	Unit guided learning hours
	36

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

	
1 Understand responsibilities for health and safety within the organisation 32
	
1.1



1.2



1.3




	
Outline the organisation’s health and safety policies, practices  8

Identify a hazard within the work area and Outline the risk associated with it 8

Outline how an incident or accident associated with this hazard should be reported in the organisation 4

Describe own responsibility in the event of a fire evacuation or first aid incident 12


	
Understand the legal requirements as a team member 28
	
2.1




2.2



2.3


	
Outline why an employment contract/agreement is necessary 8

Explain what they should do if they believe there is unfair discrimination within the team 12

Outline other legal obligations that govern the team 8


	
Know how to contribute towards solving problems 20
	
3.1



3.2



3.3

	
Outline a problem faced by a team in the organisation 4

Outline the solution agreed by the team leader and the team 8

Outline how this solution could be implemented 8


	
Communicate effectively with the team 12
	
4.1




4.2
	
Identify own strengths and weaknesses in communicating with other team members  8

Identify ways in which own ability to communicate with other team members could be improved 4


	
Understand what is required when communicating with those outside the team 12
	
5.1




5.2
	
Explain the organisational requirements when communicating with those outside the team 8

Outline what team members could do to improve communication with people outside the team 4


	
Know how to contribute to a positive work environment within a diverse team 24
	
6.1




6.2
	
Explain what they could do to contribute to a positive work environment within a diverse team 12

Describe an example of inappropriate behaviour in the team and explain what actions should be taken if this happens 12


	
Understand how to use physical resources efficiently 16
	
7.1




7.2
	
Identify the resources required for a specific team activity and explain why it is important to have appropriate levels of these resources to meet the activity 12

Outline how to obtain materials or consumable items for the team 4


	
Know how to manage yourself and your time in line with your team goals
28
	
8.1



8.2



8.3
	
Identify own strengths and areas for improvement as a team member 8

Set personal objectives to help to achieve the team’s goals or targets 8

Describe a simple time management technique they could use to help achieve their objectives 12


	
Know how to manage yourself in a stressful situation 28
	
9.1




9.2



9.3
	
[bookmark: OLE_LINK9]Outline likely causes of stress to themselves and its likely impact on the team 8

Describe what they could do to manage the recognised stress 12

Identify sources of support available to the individual in the workplace or elsewhere, to help deal with stress 8

	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop effective team members skills.

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	Links to MSC 2004 NOS: A1, D1, E5, E8, 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)
	M2.33 Developing effective team member skills

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

	Additional Guidance about the Unit

	Indicative Content:

	1
	
· Health and safety policies and legislation within own organisation
· Potentially harmful working practices within own work area and associated risks
· Difference between risk and hazard
· Reporting accidents and near miss incidents to the relevant authority within the organisation
· Compliance with fire safety and first aid legislation, including the identification, application and use of fire extinguishers and first aid procedures and provision


	2
	
· The necessity and benefits for a contract of employment
· Current legislation relating to unfair discrimination within the team
· Legal obligations that relate to a team within an organisation
· The procedure for taking disciplinary action


	3
	
· Basic methods of information gathering and retrieval to identify problems within the team
· Using success criteria that would help identify the best possible technique to resolve problems
· Implementing solutions within the team





	4
	
· Areas of strength and possible weakness in communication
· Incorporating clarity, logic, accuracy, relevance, conciseness whilst communicating with other team members within the organisation
· Effective methods of communication with those in the workplace and for those external to the workplace


	5
	
· Legal, organisational and ethical rules when providing information to those outside of the organisation
· Building and maintaining effective methods of communication with people outside the team


	6
	
· Building a positive work culture and learning environment that respects diversity
· Cultures, beliefs and value systems
· Importance of respecting differences, tolerance and inclusiveness
· Discrimination disciplinary measures
· Organisational equal opportunity and diversity policy


	7
	
· Different types of physical resources used within the team
· Importance of having sufficient resources, and the implications of shortfall
· Methods to plan and procedures for procuring necessary resources for the team
· Health and Safety requirements associated with organisations physical resources


	8
	
· Areas of strength and possible improvement
· Personal objectives in relation to team objectives
· Basic appreciation of use of SMART objectives
· Developing flexibility, responding to changing circumstances at a daily level
· Different time management techniques


	9
	
· Causes and impacts of stress within the work team
· Simple stress management techniques
· Available sources of support
· Appreciation of effective time management
· Simple action planning techniques
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