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ASSESSMENT OVERVIEW   
This Student Assessment Booklet includes all your tasks for assessment of BSBADM502 Manage meetings.  
About your assessments  
This unit requires that you complete two assessment tasks.   
You must complete all tasks to achieve competency for this unit.  
	Assessment Task  
	About this task  

	Assessment Task 1: Written questions   
	You must correctly answer all 12 questions to show that you understand the knowledge required of this unit.   

	Assessment Task 2: Project  
	There are two parts to this task:  	  
· Part A: Students must prepare for and run a formal meeting.  
· Part B: Students must run a short informal meeting.  


How to submit your assessments  
When you have completed each assessment task you will need to submit it to your assessor.  
Instructions about submission can be found at the beginning of each assessment task.  
Make sure you photocopy your written activities before you submit them – your assessor will put the documents you submit into your student file. These will not be returned to you.  
Assessment Task Cover Sheet  
At the beginning of each task in this booklet, you will find an Assessment Task Cover Sheet. Please fill it in for each task, making sure you sign the student declaration.   
Your assessor will give you feedback about how well you went in each task, and will write this on the back of the Task Cover Sheet.  
Assessment appeals  
You can make an appeal about an assessment decision by putting it in writing and sending it to us. Refer to your Student Handbook for more information about our appeals process.   
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ASSESSMENT PLAN  
The following outlines the requirements of your final assessment for this unit. You are required to complete all tasks to demonstrate competency for the unit in this topic.   
Your assessor will provide you with the due dates for each assessment task. Write them in the table below.  
	Assessment Requirements  
	Due date  

	1.  Written questions  
	  

	2.  Project  
	  


  
AGREEMENT BY THE STUDENT   
Read through the assessments in this booklet before you fill out and sign the agreement below. Make sure you sign this before you start any of your assessments.  
	Have you read and understood what is required of you in terms of assessment?  	   Yes  
	  No  

	Do you understand the requirements of this assessment?     	  	   Yes  
	  No  

	Do you agree to the way in which you are being assessed?  	   Yes  
	  No  

	Do you have any special needs or considerations to be made for this assessment?  If    Yes  yes, what are they?    
 __________________________________________________________________________   
	  No  

	Do you understand your rights to appeal the decisions made in an assessment?  	   Yes  
	  No  


Student name:  ____________________________________________________________________________________   
Student signature:  ____________________________________________________   Date:  _____________________  
Assessor name:  ___________________________________________________________________________________   
Assessor signature:  ___________________________________________________   Date:  _____________________   
  
  	  
ASSESSMENT TASK COVER SHEET – ASSESSMENT TASK 1  
Students: Please fill out this cover sheet clearly and accurately.  Make sure you have kept a copy of your work.  
	Name:                                                                                                  Date of submission:  

	Unit:   
BSBADM502 Manage meetings  

	                                                                             Assessor to complete  
	 

	Assessment Task  
	Satisfactory/Not Satisfactory  
	Date  
	Was this a re-submission? Y/N  

	Written questions  
	  
	  
	  


STUDENT DECLARATION  
I  ________________________________________________________ declare that these tasks are my own work.   
· None of this work has been completed by any other person.  
· I have not cheated or plagiarised the work or colluded with any other student/s.   
· I have correctly referenced all resources and reference texts throughout these assessment tasks.   
· I understand that if I am found to be in breach of policy, disciplinary action may be taken against me.  
  
Student signature:  ____________________________________________________   Date:  _____________________   
  
 ASSESSOR FEEDBACK 
 

Assessors: Please return this cover sheet to the student with assessment results and feedback.  A copy must be supplied to the office and kept in the student’s file with the evidence.   
 __________________________________________________________________________________________________   
 __________________________________________________________________________________________________    __________________________________________________________________________________________________   
  
Assessor name:  ___________________________________________________________________________________   
Assessor signature:  ___________________________________________________   Date:  _____________________   
   
  	  
ASSESSMENT TASK 1: WRITTEN QUESTIONS  
TASK SUMMARY:  
You are to answer all the questions in this task.  
WHAT DO I NEED IN ORDER TO COMPLETE THIS ASSESSMENT?  ▪ Access to textbooks and other learning materials.  
· Access to a computer and the Internet (if you prefer to type your answers).  
WHEN DO I DO THIS TASK?  
If you’re a workplace-based student you will do this task in your own time.  
If you’re a classroom-based student you will do this task in the classroom or as homework – your assessor will advise.  
Write in the due date as advised by your assessor:  _____________________________________________   
WHAT DO I NEED TO SUBMIT?  
Your answers to all the questions.   
WHAT DO I NEED TO DO IF I GET SOMETHING WRONG?  
If your assessor marks any of your answers as incorrect, they will talk to you about resubmission. You will need to do one of the following:  
· Answer the questions that were incorrect in writing.  ▪ 	Answer the questions that were incorrect verbally.   
Instructions to students:  
· This is an open book test – you can use your learning materials as reference.  
· You need to answer all 16 questions correctly.   
· You must answer the questions by writing in the space provided.   
· If you need more space, you can use extra paper. Make sure you write on each extra piece of paper your name and the question number/s you are answering.  
· You may prefer to use your computer to type your answers. Your assessor will let you know if you can email your answers as a Word file, or if you must print and submit hard copies.  
  
  
  
  
  
  
QUESTION 1  
List five meeting types.  
	1.  

	2.  

	3.  

	4.  

	5.  


QUESTION 2  
List two meeting methods.  
	1.  

	2.  


QUESTION 3  
Discuss three advantages of the first meeting method you chose.  
	1.  

	2.  

	3.  


QUESTION 4  
Discuss three advantages the second method you chose.  
	1.  

	2.  

	3.  


QUESTION 5  
List three reasons why a workplace meeting can be held.  
	1.  

	2.  

	3.  


QUESTION 6  
List five items that should be included in an agenda.  
	1.  

	2.  

	3.  

	4.  

	5.  


QUESTION 7  
List two responsibilities of a Chairperson prior to a meeting.  
	1.  

	2.  


QUESTION 8  
List five important aspects of a Chairperson’s job during a meeting.  
	1.  

	2.  

	3.  

	4.  

	5.  


QUESTION 9  
Why is it important for the Chair to monitor the participation of all those involved in a meeting?  
	  


QUESTION 10  
Describe how as a Chair you would manage someone who is dominating the meeting.   
	  


QUESTION 11  
Describe how as a Chair you would manage someone who is too shy to contribute to a meeting.   
	  


QUESTION 12  
Briefly discuss how you would manage two people who are having a private conversation within a meeting?  
	  


QUESTION 13  
Explain the stages of group development below.  
	Forming  
	  

	Storming  
	  

	Norming  
	  

	Performing  
	  


QUESTION 14  
Just because you have called a meeting with a group of people who have lots of useful skills and knowledge, you can’t always expect things to run smoothly – and even for everyone to work well together during the meeting!  
Describe how each item below can impact on how a meeting progresses. ▪  A participant likes to cause conflict:   
	  


· A participant has trouble speaking up and contributing:   
	  


· A participant withholds information as they do not like to ‘share’:  
	  


QUESTION 15  
There are many different ways in which meetings can be held. For each of the meeting types below, describe how the meeting is held, when the meeting type would be best used (the pros) and any challenges, issues or negatives with the type of meeting (the cons).  
	Web/video conference  

	How is this meeting held (such as, how do you  run it, what will you  need?)  
	  

	Pros:  
	  

	Cons:  
	  


  
	Teleconference  

	How is this meeting held (such as, how do you  run it, what will you  need?)  
	  

	Pros:  
	  

	Cons:  
	  


  
	Face-to-face   

	How is this meeting held (such as, how do you  run it, what will you  need?)  
	  

	Pros:  
	  

	Cons:  
	  


  
QUESTION 16  
You are planning to run a meeting that will go for the whole day. You need to organise morning tea, lunch and afternoon tea.  
You have a catering budget of $150.  
These are the items that you want to buy and how much they cost:  
	Item  
	Quantity  
	$ each  

	Assorted packet of biscuits   
	2  
	4.95  

	2 litres of orange juice   
	2  
	4.80  

	2 litres of lite reduced fat milk   
	2  
	3.00  

	2 litres of full cream lite milk   
	1  
	3.00  

	Sandwich platter  
	1  
	58.00  

	Fruit platter  
	1  
	35.00  

	Jar of coffee   
	1  
	12.50  

	Box of crackers   
	1  
	3.30  

	Cheese platter  
	1  
	16.50  


Add up the items and write down the total cost below.   
	  


You will find that your total is over budget. Work out what you can remove form the budget to keep it between $145–$150. Remember to make sure you still have a good range of food and drinks and the item/s you remove make sense.  
	  


  
	What do I need to hand in for this task?  
	Have I completed this?  

	Your answers to each question  
	  

	ASSESSMENT TASK COVER SHEET – ASSESSMENT TASK 2  


Students: Please fill out this cover sheet clearly and accurately.  Make sure you have kept a copy of your work.  
	Name:                                                                                                  Date of submission:  

	Unit:   
BSBADM502 Manage meetings  

		Assessor to complete  	 

	Assessment Task  
	Satisfactory/Not Satisfactory  
	Date  
	Was this a re-submission? Y/N  

	Project  
	  
	  
	  


STUDENT DECLARATION  
I  ________________________________________________________ declare that these tasks are my own work.   None of this work has been completed by any other person.  
· I have not cheated or plagiarised the work or colluded with any other student/s.   
· I have correctly referenced all resources and reference texts throughout these assessment tasks.   
· I understand that if I am found to be in breach of policy, disciplinary action may be taken against me.  
  
Student signature:  ____________________________________________________   Date:  _____________________   
  
 ASSESSOR FEEDBACK 
 

Assessors: Please return this cover sheet to the student with assessment results and feedback.  A copy must be supplied to the office and kept in the student’s file with the evidence.   
 __________________________________________________________________________________________________   
 __________________________________________________________________________________________________    __________________________________________________________________________________________________   
  
Assessor name:  ___________________________________________________________________________________   
Assessor signature:  ___________________________________________________   Date:  _____________________   
  	  
ASSESSMENT TASK 2: PROJECT  
TASK SUMMARY:  
In this task you will need to show that you can prepare for and conduct meetings.  
This task has two parts:  
· Part A – prepare for and chair a formal meeting, and write a short report about the experience.  
· Part B – run an informal meeting.  
WHAT DO I NEED IN ORDER TO COMPLETE THIS ASSESSMENT?  
Part A:  
· A computer that has:  
· Microsoft Word installed  
· an Internet connection  
· an email program (may be Outlook, Gmail, Hotmail etc).  
· The Meeting Agenda Template Word file (your assessor will provide you with the file).  
· The ABC Retail Meetings Policy document (your assessor will give you a hard copy).  
· Some classmates to participate in the meeting (your assessor will divide you into small groups).  Part B:  
· Two classmates to play the role of team members (your assessor will choose the classmates in your group). ▪  	Your assessor, who will play the role of a team member.  
· A quiet area where the meeting can be held.  
· A pen and notebook to take notes.  
WHEN DO I DO THIS TASK?  
· Classroom-based students will run their meetings in the classroom with a group of classmates. Your assessor will observe your performance and also participate in the meeting.  
· You can complete your short report and other written parts during class time or as homework if time permits.  
· If you are a workplace-based student, your assessor will talk to you about ways in which you can do this task – for example, you may need to organise a time where you can meet in person with other students doing this course, or even run the meeting via Skype or other video conferencing tool. Alternatively, you may be able to organise (with your supervisor’s permission) a time during which you can run your meetings at work.  
· Write in the due date as advised by your assessor: __________________________________________________  
WHAT DO I NEED TO SUBMIT?  
· Email to staff with agenda and work-life balance policy attached.  
WHAT DO I NEED TO DO IF I GET SOMETHING WRONG?  
If your assessor sees that you have not completed any part of the task completely and satisfactorily, the details of resubmission will be discussed with you when your assessor provides you with the outcome for this task. You will only need to redo the parts of the task that are incorrect (for example, you may need to run the meeting but not rewrite the agenda); however you will need to resubmit the entire assessment.  
  	  
PART A: FORMAL MEETING  
INSTRUCTIONS:  
A messy workplace!  
You are the manager of the accounting department at ABC Retail. Your workplace has a number of different departments and you all work together in one big building, sharing the kitchen and bathroom facilities.   
There have been some housekeeping issues in the past, with so many staff in one place, but sending out an email to everyone used to work and things would be cleaned up.  
Lately, with more staff on board and people being so busy, the workplace cleanliness has not been as good as it used to be.  
· People are leaving their handbags, work bags and jackets on desks and on the floor.  
· Rubbish bins are overflowing – each person has their own small rubbish bin for food, take away coffee cups and general rubbish. However, people are throwing their printed work documents and other paper rubbish into their bins and they are getting full very quickly.   
· The fridge sometimes smells if people have left their food in there for too long.   
· The dishwasher is often not run and is also not emptied when it does get run.   
· It is summer at the moment and some people are walking around barefoot because they are wearing slip-on shoes.   
· The bathroom often runs out of toilet paper and paper towel. These are stored in one of the stationery cupboards.  
· Dishcloths are being left in the kitchen sink.  
· Some people aren’t cleaning up after themselves in the kitchen – food scraps are being left in the plug hole, crumbs and food spilled on the table aren’t getting wiped away, and dishes are left in the sink when the dishwasher is either full or hasn’t been emptied.   
· The rubbish bin in the kitchen often smells because it isn’t emptied.  
· There is no doormat at the foyer and people are bringing in mud, dirt and leaves.  
· Coffee cups and plates are sometimes left on desks overnight or even for a couple of days.  
· People keep changing the temperature control of the air conditioning system and tempers are getting short – not everyone likes to be so cold!  
· Deliveries are often left near the reception desk and not taken care of straight away.  
The Administrative Officer has been trying to do as much as they can, but they have their own work to do as well.  
You have decided to call a formal meeting with the other department heads of the company. You want to: ▪ talk about each area in the workplace and its problems (one agenda item per office area)  
· discuss what can be done to fix the problem (you are to talk about resolutions once you have discussed the topic)   
· come to an agreement for each issue.  
1. Preparing for your meeting.  
Your assessor will organise you into groups – those in your group will be the attendees of your meeting.   
Your assessor will play the role of a department head and will also take the minutes of your meeting. You need to do the following before you run your meeting:  ▪ 	Read the ABC Retail Meeting Policy and familiarise yourself with how the company likes to run its meetings and how it manages its meeting documents.   
· Use Microsoft Word to fill out the Meeting Agenda Template. Use today’s date as the day you create your agenda. Follow the procedures to help you fill out the template.   Note: your meeting must run between 15–20 minutes at most.  
· Follow ABC’s file management instructions to save your agenda to a USB drive using their folder structure.   
· Send an email each of your attendees notifying them of the meeting. Follow the procedure when you do this. Make sure your email is written in a professional manner.  
· Print copies of each notification email – you will need to submit these.  
2. Running your meeting.  
Now it is time to run your meeting. Your assessor will have arranged for an area in which you and your group can meet.  
You should review the meeting policy and remind yourself of your responsibilities as Chair of the meeting. Your assessor will take the minutes of the meeting. You must clearly brief them about what the minute taker is required to do will give you a copy afterward.  
Bring to the meeting a copy of the agenda for each attendee and yourself. Follow your agenda and make sure that all of your topics are discussed and resolutions are found.   
You may like to also bring a pen and notebook to the meeting so you can take some brief notes.   
Make sure you demonstrate professional, appropriate practice that meets the requirements set out by ABC Retail. For example:  
· let everyone have a chance to speak  
· encourage brainstorming of ideas to make the workplace cleaner, safer and healthier for all  
· get the group to come to an agreement on the best ideas  
· keep the meeting on track  
· role model professional and appropriate behaviour  
· consider how you are communicating with others – do they understand what you are saying, can they hear you, how does your body language come across?  
Remember to thank your meeting attendees when you adjourn the meeting!  
3. Reviewing the minutes.  
Your assessor will email you the Word file of the meeting minutes.  
Your job is to review the meeting minutes and ensure that the minute taker has documented a true and accurate record of your meeting, and that ABC Retail’s procedures have been followed.  
If you identify any issues with the minutes, you will need to make the appropriate changes. Use the Track Changes feature in Word or use a different font colour to show what you have done.  
When you have finished reviewing your minutes and are satisfied that it accurately reflects your meeting and its outcomes, proofread the document and make sure it makes sense and is free of errors.   You must save a copy of the file to your USB drive – follow ABC Retail’s file management requirements.  
Make sure that you submit your minutes to your assessor within ABC Retail’s timeframe.  
4. Reflection.  
You are required to write a short report about your experiences during Part A of this task.   
Your report is to be typed in Microsoft Word and be no more than 500 words. You will need to email your assessor this report.   In your report, you should write about the following:  
· Is there anything would improve/change for next time you have to chair a meeting? Was there anything you found challenging in your responsibilities as a chair?  
· What types of meeting-specific terminology did you use?   
· Identify the different stages your group went through during the meeting. Describe any strategies you used to guide the meeting back on track, defuse disagreements or arguments, and encourage participation and problem solving to come to a resolution.  
  	  
	What do I need to hand in for Part A of this task?  
	Have I completed this?  

	A USB drive that has the following documents saved to it:  
· your meeting agenda  
· your meeting minutes.  
	  

	A hard copy of the meeting notification sent to each attendee.  
	  


  
PART B:  INFORMAL MEETING  
  
A social calendar  
As the manager of ABC Retail’s accounting department, you like to make sure your staff are happy and work well as a team.   
You have decided that you want to set up a social calendar so your team can do some fun things out of work hours to build team morale.  
You have told your team that you want to meet today and get some ideas. They should be inexpensive (under $30 per person) and not too far away from your local area.  
You have decided that each social activity will be held on the last Friday of the month. You want to trial this for the next three months to see how it goes.  
1. Running the meeting.  
You are required to run an informal meeting with two of your classmates and your assessor, who will play the role of your team members.  
The purpose of this meeting is to set up a social calendar for your team. You will need to research the Internet and find two social activities that might be fun for your team to do after work. Print out copies of your suggested activities so you can distribute them at the meeting to each of your team members. During the meeting you will need to:  
· explain the purpose of the meeting   
· put forth your findings and hand out your copies  
· encourage your team to brainstorm a range of different ideas (try to get at least two ideas from each person)  
· take note of each idea that is put forth  
· take a vote of the three best ideas  
· take note of the three chosen activities  ▪ 	be professional and respectful at all times  
· keep the meeting on track (even though you don’t have an agenda, it is important not waste time!) ▪  adjourn the meeting.  
Note: Even though this is an informal meeting and you do not need to run to an agenda or have someone  
take minutes, you should still stick to your responsibilities as the Chair. Remember to use good communication strategies, such as clarifying anything that is not clear, giving your team your full attention, encouraging people to contribute and being positive and supportive of your team’s suggestions.  
  
  
2. Notifying attendees of the outcome.  
You are really happy with the three activities your team has chosen. Now it is time to make sure everyone knows when each activity will be held.  
Draft an informal email to your assessor that briefly details what happened at your meeting. Make sure you list each date of your social activity and what your team will be doing.  
Proofread your email and make sure it is free of errors and accurately reflects your discussions and outcomes, then send it to your assessor.   
	What do I need to hand in for Part B of this task?  
	Have I completed this?  

	You do not need to submit anything   
	NA  
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