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	[bookmark: _Toc37758444]Introduction 

	Unit code
	Title
	Training Package 

	BSBADM502
	Manage Meetings
	Business Services Training Package



For further information regarding assessment criteria including-
· Application of unit
· Elements and performance criteria
· Assessment requirements
· Modification History
· Performance Evidence
· Knowledge Evidence
· Assessment Conditions.

Please refer to: https://training.gov.au/Training/Details/BSBADM502 
[bookmark: _Toc2692395][bookmark: _Toc4067032][bookmark: _Toc4068646][bookmark: _Toc4071237][bookmark: _Toc4073272][bookmark: _Toc4076760]Understanding Assessment Terminolgy
Describe: Give a detailed account by recounting, characterising, outline and relating, in sequence, an event, situation, theory or point.
Explain/ Discuss: Clarify or elaborate on the facts.  Focus on reasons how and why things happen or a why a particular point is important in the relevant context.
List: Using dot points, list a series of points, steps or stages that relate to the question.
Outline: Leaving out minor details, give an account of thing or a process outlining the main points of a topic.
Review: Provide a summary while analysing and commenting on the evidence, argument or other relevant points.
Summarise: Identify and interpret the most relevant features of a theory, discuss issue or detail, leaving out the finer details.
Develop: Involves the creation of the materials/activities/procedures to achieve the outcome.  This is about designing and creating,
Implement: After materials/activities/procedures are developed, test all materials/procedures to determine if they are functional and appropriate for the intended audience.
Evaluate: ensures that the materials/activities/procedures achieve their desired goals and involves a detailed review including any recommendations for change and reasons.

[bookmark: _Toc2692397][bookmark: _Toc4067034][bookmark: _Toc4068648][bookmark: _Toc4071239][bookmark: _Toc4073274][bookmark: _Toc4076762]Plagiarism
While cooperative effort and the sharing of information are encouraged, you must ensure your assignments and assessments are representative of your own effort, knowledge, and skills. You must not take the work of others and present it as your own. Plagiarism may result in the assignment/assessment being deemed to be “not yet competent” by the Trainer / Assessor.
Students accused more than once of academic misconduct, including plagiarism, may be dismissed or cancelled from their course at the discretion of the Clinton Institute Director of Studies. 
Plagiarism can take several forms:
· Quoting from a book or an article without acknowledging the source.
· Handing in someone else’s work as your own.
· Stealing and passing off another person’s words or ideas and claiming them as your own.
· Giving incorrect information about the source of a quotation or idea.
· Downloading information from the internet without acknowledging the source.
· Copying a section of a book or article and submitting it as one’s own work.
· [bookmark: _Toc2692398][bookmark: _Toc4067035][bookmark: _Toc4068649][bookmark: _Toc4071240][bookmark: _Toc4073275][bookmark: _Toc4076763]Presenting as a new and original idea or produce something which was derived from an existing source.

Referencing Materials
[bookmark: _Toc2692399][bookmark: _Toc4067036][bookmark: _Toc4068650][bookmark: _Toc4071241][bookmark: _Toc4073276][bookmark: _Toc4076764]If you are unfamiliar with how to reference, we recommend that you review http://www.citethisforme.com/harvard-referencing. Two types of citations are included:
· In-text citations are used when directly quoting or paraphrasing a source. They are located in the body of the work and contain a fragment of the full citation. Depending on the source type, some Harvard Reference in-text citations may look something like this:
· "After that I lived like a young rajah in all the capitals of Europe…" (Fitzgerald, 2004).
· Reference lists are located at the end of the work and display full citations for sources used in the assignment. Here is an example of a full citation for a book found in a Harvard Reference list:
· Fitzgerald, F. (2004). The great Gatsby. New York: Scribner.*
· It is preferred that students utilises Harvard Style referencing.  Generally, Harvard Reference List citations follow this format:
· Books: Last name, First Initial. (Year published). Title. City: Publisher, Page(s).
· Journals/publication: Last name, First initial. (Year published). Article title. Journal, Volume (Issue), Page(s).
· Websites: Website name, (Year published). Page title. [Online] Available at: URL [Accessed Day Mo. Year].
Understanding your results
The great thing with competency-based training is that you either deemed 'competent' (you can demonstrate the required skills and knowledge) or 'not yet competent' (at this time you haven't been able to demonstrate required skills or knowledge). The key word is "YET”.
Your Trainer / Assessor will provide you with feedback on your assessments so that you know what you have done well in your assessment and what you need to improve upon or fix. An "NYC" result does not mean that you have failed and that is it - you have the opportunity to try again.  It could be that one question in your assessment was deemed not yet satisfactory and this is the only question that will require review.

Assessment outcomes
Each assessment task will be given an outcome of either Satisfactory (S) or Not Yet Satisfactory (NYS). You must complete all tasks satisfactorily to achieve an overall outcome of Competent (C) for a unit. If one or more of tasks are assessed as not yet satisfactory, you will be given an overall outcome for the unit of Not Yet Competent (NYC). 

You will be allowed up to two (2) reassessments attempts to complete the task and achieve a satisfactory outcome. You will be given a timeframe for resubmission and advised what you must include in the resubmission.

There is an Assessment Task # - Outcome Record at the end of each discreet assessment activity. Assessors will fill this out for each assessment activity. The summary of the outcomes will be transferred to the Overall Unit – Record of Assessment Outcomes located on the last page of this Student Assessment Booklet.


Results legend
	C
	Competent
	You have successfully completed unit and met the minimum
competency criteria and demonstrated the required skills and knowledge.


	NYC
	Not Yet Competent
	You have not met minimum competency criteria for the unit. Certain section/s require review due to not meeting the requirements and, therefore, your work is deemed not yet competent.

Note: If you have had an initial assessment, a first reassessment and then a final reassessment, you will no longer have an opportunity to resubmit.  You will receive a “NYC” and have to re-enrol in the unit.


	S
	Satisfactory 
	Individual assessment/question is satisfactory.

	NYS 
	Not Satisfactory 
	Individual assessment/question is not a satisfactory result for a specific assessment activity. 


Assessment attempts and resubmissions
You will have up to three (3) attempts to achieve a satisfactory outcome for each assessment. If after three (3) attempts you cannot achieve a satisfactory result for any assessment activity, the overall outcome with be Not Yet Competent (NYC) for the unit.   

Resubmission 
You will be given the opportunity to resubmit a Not Yet Satisfactory (NYS) assessment task up to two (2) times. Following the assessment outcome, you will be given appropriate feedback on previous attempt. This will enable you to have a total of three (3) attempts. 

Timeframe 
You will be provided with an appropriate timeframe by your trainer to resubmit your work. For example, you may be given 14 days to resubmit incorrect responses to written tasks or projects. Should you be required to complete a roleplay or presentation, your assessor will make an appointment time, which suits both of you. 
 
Records
The Assessment Task # – Outcome Record at the end of each assessment activity, includes a space to record the details of any reattempts and resubmissions. Assessors must ensure that this is comprehensively detailed so that anybody reviewing the assessment record can tell exactly what occurred, when it occurred, how it occurred, who was involved and where any further evidence is located. Assessors must also make reference to ensuring that any reattempt or resubmission has been assessed in accordance with the model responses and performance descriptors included in the Assessor’s Marking Guide.

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. Make sure you sign the student declaration. 
· Your assessor will give you feedback about how well you went in each task. This will be written on the Assessment Task Cover Sheet.
Assessment appeals
You have the right to appeal an assessment decision. To make an appeal about an assessment decision, you must follow the process outlined in the Student Handbook.
Note that the Overall Unit – Record of Assessment Outcomes located on the last page of this document, contains a section which says “Does the student wish to appeal the result?     □ YES   □ NO”  
Assessors must ensure that students tick one of these boxes.

Assessment Overview 
This Student Assessment Booklet includes all your tasks for assessment of BSBADM502 Manage Meetings 
About your assessments
[bookmark: UnitTopic2]There are three (3) assessment tasks for this unit. You must satisfactorily complete all tasks to achieve competency for this unit.
	Assessment Task
	About this task

	Assessment Task 1: Written Questions 
	You must correctly answer all nine (9) questions to show you understand the knowledge of this unit. 

	
	Evidence Required 
· All completed questions

	Assessment Task 2: Case Study 
	A scenario has been provided about a specific situation.  You are required to complete a series of questions and/or tasks to demonstrate your knowledge of the unit.
We recommend reviewing: Understanding assessment terminology to support the completion of your assessment

	
	Evidence Required 
· Completed Questions (eight (8) questions)  
· Meeting Plan 
· Meeting Set-up Preparation Action Plan 
· Meeting Agenda 
· Email to Invitees 

	Assessment Task 3: Case Study & Roleplays 
	This activity requires you to chair a meetings and conduct a series of associated activities/ roleplays. You will be required to complete all activities to demonstrate your knowledge of the unit.

	
	Evidence Required 
· [bookmark: _Hlk5962165]Email to meeting participants (signed minutes attached) 
· Completed Questions (two (2) questions)  



How to submit your assessments
· When you have completed each assessment task you will need to submit it to your assessor.
· Instructions about submitting your work 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.


	[bookmark: _Toc37758445]Assessment Plan


The following outlines the requirements of your final assessment for this unit. You are required to satisfactorily complete all tasks to demonstrate competency for this unit. 
Your Trainer / Assessor will provide you with the due dates for each assessment task. Write them in the table below.
	Assessment Requirements
	Due date

	1. [bookmark: _Hlk13233478]Written Questions
	

	2. Case Study 
	

	3. Case Study & Roleplays 
	

	
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 each assessment task.

	Have you read and understood what is required of you in terms of assessment?
	   Yes
	  No

	Do you agree that the assessment process is clear? 
	   Yes
	  No

	Do you understand your rights to appeal then decisions made in an assessment?

Do you have any special needs or considerations to be made for this assessment? 
	  No           Yes
	


If yes, what are they?  

	   Yes
	


	  No

	
	



	  No






Student Name: 	
Student Signature: 	 Date: 	
Assessor Name: 	
Assessor Signature: 	 Date: 	
Assessor Note: If the student ticks ‘NO’ for any item except the reasonable adjustment, the assessor must not commence the assessment activity until the matter has been resolved and records of the resolution have been entered into the Student Management System (SMS).
If a student identifies any specific needs or considerations, assessors must provide a detailed record of how the situation was managed in the assessment outcome record for this assessment.
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	[bookmark: _Toc37758446]Assessment Task Cover Sheet – Assessment Task 1


Student: Please fill out this cover sheet clearly and accurately.  Make sure you keep a copy of your work.
	Student Name
	

	Student ID
	

	Course / Qualification
	SIT50416 Diploma of Hospitality Management  / BSB50215 Diploma of Business

	Date of submission
	

	Unit(s)
	BSBADM502 Manage Meetings  


Student declaration
I <Insert your name>		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: 	

ASSESSOR FEEDBACK

Assessors: Please provide a copy of this cover sheet to the student with assessment results and feedback. The original copy must be supplied to the office and kept on the student’s file with the evidence. 
	
	
	
	
	
	
	
	
Assessor Signature:  ………………………………………………………………………………………Date: ………………./…………………/…………….
Assessor Name: 	


This page intentionally blank





	[bookmark: _Toc37758447]Assessment Task 1: Written Questions


Task summary:
You are required to answer all nine (9) questions correctly in this task.
You will have sixty (60) minutes to complete this assessment

Resources and equipment required to complete this task
· Student Leaner Guide for this Unit 
· Computer 
· Access to the Internet 
Note: Clinton Institute provides students with access to a computer and internet 
When and where do I complete this task?
This task is to be completed in the classroom. Your assessor will advise on the date and time of the assessment.
What do I need to submit and Do?
	What do you need to do?
	What evidence is required?

	Answer all nine (9) questions.
	You will need to submit your answers to all nine (9) questions. 


DECISION MAKING RULES
Assessors will compare student responses/performance with the model responses and performance descriptors contained in the Assessors Marking Guide. Your responses do not have to be verbatim (unless otherwise specified), but must convey the same meaning as each component listed. Similarly, you do not have to perform exactly as described in the marking guide (unless otherwise specified), but you must address each performance component listed.
You must achieve a satisfactory result for every question to achieve a satisfactory result for this assessment task.
What happens if I get something wrong?
If your assessor sees that you have not completed all parts of this task satisfactorily, the details of resubmission will be advised by your Assessor in writing and discussed with you directly. 
Instructions 
· This is an open book assessment – you can use your learning materials as reference.
· You need to answer all nine (9) 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.

Assessor will tick either □ Satisfactory OR □ Not yet satisfactory for each question and sub-questions.


Assessment Task 1: Written Questions

Question 1
Provide two (2) example of each meeting style, by identifying associated meeting structure, and describe in what circumstances each meeting style and structure would be appropriate to its purpose 
	Meeting Style 
	Meeting Structure (Meeting Type) 
	Description of circumstances in which this meeting style and structure would be appropriate 

	Formal meetings
	







□ Satisfactory OR □ Not yet satisfactory
	







□ Satisfactory OR □ Not yet satisfactory

	
	







□ Satisfactory OR □ Not yet satisfactory
	







□ Satisfactory OR □ Not yet satisfactory

	Informal meetings
	







□ Satisfactory OR □ Not yet satisfactory
	







□ Satisfactory OR □ Not yet satisfactory

	
	







□ Satisfactory OR □ Not yet satisfactory
	







□ Satisfactory OR □ Not yet satisfactory

	Outcome for Question 1: □ Satisfactory OR □ Not yet satisfactory



[bookmark: _Toc505691972]

Question 2
Provide two (2) methods of despatching meeting papers to participants, and explain the benefits of each despatching method.
	#
	Methods of despatching meeting papers to participants
	Benefits of despatching method 

	1
	









□ Satisfactory OR □ Not yet satisfactory
	









□ Satisfactory OR □ Not yet satisfactory

	2
	









□ Satisfactory OR □ Not yet satisfactory
	









□ Satisfactory OR □ Not yet satisfactory

	Outcome for Question 2: □ Satisfactory OR □ Not yet satisfactory



[bookmark: _Toc505691973]
Question 3
What is the ideal lead time to despatch meeting papers to ensure participants have enough time to read them prior to the meeting? 
	








	Outcome for Question 3: □ Satisfactory OR □ Not yet satisfactory



[bookmark: _Toc505691974]

Question 4
Provide two (2) examples of legal and ethical requirements you need to be aware of, when chairing a meeting 
	Privacy and confidentiality
	1
	 




□ Satisfactory OR □ Not yet satisfactory

	
	2
	




□ Satisfactory OR □ Not yet satisfactory

	Anti-discrimination
	1
	




□ Satisfactory OR □ Not yet satisfactory

	
	2
	




□ Satisfactory OR □ Not yet satisfactory

	Conflict of interest
	1
	




□ Satisfactory OR □ Not yet satisfactory

	
	2
	




□ Satisfactory OR □ Not yet satisfactory

	Outcome for Question 4:  □ Satisfactory OR □ Not yet satisfactory




[bookmark: _Toc505691975]

Question 5
When facilitating a meeting, it’s important to enable the following areas. 
1) Participation; 
2) Discussion;
3) Problem solving; and
4) Resolution of issues.  
Briefly describe how you could encourage each area in the meeting.
	Participation 
	






□ Satisfactory OR □ Not yet satisfactory

	Discussion 
	






□ Satisfactory OR □ Not yet satisfactory

	Problem Solving 
	 






□ Satisfactory OR □ Not yet satisfactory

	Resolution of issues 
	 






□ Satisfactory OR □ Not yet satisfactory

	Outcome for Question 5:  □ Satisfactory OR □ Not yet satisfactory




[bookmark: _Toc505691976]

Question 6
Provide two (2) example of why it is important to check transcribed meeting notes.
	1
	

□ Satisfactory OR □ Not yet satisfactory

	2
	


□ Satisfactory OR □ Not yet satisfactory

	Outcome for Question 6:  □ Satisfactory OR □ Not yet satisfactory



[bookmark: _Toc505691977]Question 7
The meeting notes should reflect a true and accurate record of the meeting, what should the minutes include? 
List a minimum of seven (7) items
	1
	


□ Satisfactory OR □ Not yet satisfactory

	2
	


□ Satisfactory OR □ Not yet satisfactory

	3
	


□ Satisfactory OR □ Not yet satisfactory

	4
	


□ Satisfactory OR □ Not yet satisfactory

	5
	


□ Satisfactory OR □ Not yet satisfactory

	6
	


□ Satisfactory OR □ Not yet satisfactory

	7
	


□ Satisfactory OR □ Not yet satisfactory

	Outcome for Question 7:  □ Satisfactory OR □ Not yet satisfactory


[bookmark: _Toc505691978]Question 8
Describe the options for the following meetings, by identifying two (2) pros and two (2) cons for each option. 
	Meeting Option 
	Pros 
	Cons 

	Face-to- face 
	



□ Satisfactory OR □ Not yet satisfactory 
	



□ Satisfactory OR □ Not yet satisfactory

	
	



□ Satisfactory OR □ Not yet satisfactory
	



□ Satisfactory OR □ Not yet satisfactory

	Teleconferencing 
	



□ Satisfactory OR □ Not yet satisfactory
	 



□ Satisfactory OR □ Not yet satisfactory

	
	



□ Satisfactory OR □ Not yet satisfactory
	



□ Satisfactory OR □ Not yet satisfactory

	Web-conferencing and using webcams 
	



□ Satisfactory OR □ Not yet satisfactory
	 



□ Satisfactory OR □ Not yet satisfactory

	
	



□ Satisfactory OR □ Not yet satisfactory
	



□ Satisfactory OR □ Not yet satisfactory

	Outcome for Question 8:  □ Satisfactory OR □ Not yet satisfactory





[bookmark: _Toc505691979]Question 9a
Outline five (5) responsibilities of the chairperson during a meeting. 
	1
	


[bookmark: _Hlk37753502]□ Satisfactory OR □ Not yet satisfactory

	2
	


□ Satisfactory OR □ Not yet satisfactory

	3
	


□ Satisfactory OR □ Not yet satisfactory

	4
	


□ Satisfactory OR □ Not yet satisfactory

	5
	


□ Satisfactory OR □ Not yet satisfactory

	Outcome for Question 9a:  □ Satisfactory OR □ Not yet satisfactory



Question 9b
Outline and explain below “Group Dynamics” in relation to managing a meeting (30- 80 words) 
	









	Outcome for Question 9b: □ Satisfactory OR □ Not yet satisfactory




**** END OF ASSESSMENT TASK 1 ****
	What do I need to hand in for this task?
	Have I completed this?

	Your answers to each question
	



	[bookmark: _Toc486918293]ASSESSMENT TASK 1: WRITTEN QUESTIONS- OUTCOME RECORD

	
	Comments
	Attempt 1
Yes/No
Date:	
	Attempt 2
Yes/No
Date:	
	Attempt 3
Yes/No
Date:	

	Did the student

	Answer all written questions correctly? (Please note which questions were answered incorrectly for which attempt, if applicable.)
	
	
	
	

	If ‘no’ to the above, please detail what gaps you identified to the student and detail all reassessment arrangements. Note that the reassessment arrangements must clearly detail all aspects of the reassessment process.
OR
If ‘yes’ to the above, assessor to insert N/A in this section. 
	

	
Trainers / Assessors are required to provide feedback to the student about this task on the Assessment Cover Sheet. Keep a copy of the completed Assessment Task Cover Sheet. Please also transfer the attempt results and dates to the Overall Unit - Record of assessment outcome sheet on the last page of this Student Assessment Booklet

	Please note any reasonable adjustments for this task below.

	Assessment Task 1 Outcome
	Satisfactory 
	Not Satisfactory 
	Date:

	Student name:
	                                                                                                                                                                Student ID:

	Assessor name:
	

	Assessor signature:
	











this page intentionally blank
	[bookmark: _Toc37758448]Assessment Task Cover Sheet – Assessment Task 2



[bookmark: _Hlk37750769]Student: Please fill out this cover sheet clearly and accurately.  Make sure you keep a copy of your work.
	Student Name
	

	Student ID
	

	Course / Qualification
	SIT50416 Diploma of Hospitality Management  / BSB50215 Diploma of Business

	Date of submission
	

	Unit(s)
	BSBADM502 Manage Meetings  


Student declaration
I <Insert your name>		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: 	

ASSESSOR FEEDBACK

Assessors: Please provide a copy of this cover sheet to the student with assessment results and feedback. The original copy must be supplied to the office and kept on the student’s file with the evidence. 
	
	
	
	
	
	
	
	
Assessor Signature:  ………………………………………………………………………………………Date: ………………./…………………/…………….
Assessor Name: 	


This page intentionally blank



	[bookmark: _Toc37758449]Assessment Task 2: Case Study


Task summary:
This assessment task is in three (3) parts. 
Activity 1: You are required to answer all eight (8) case study questions 
Activity 2: You are required to develop the following documents: 
	– Meeting Plan 
	– Meeting Set-up Preparation Action Plan 
	– Meeting Agenda 
Activity 3: You are required to invite meeting attendees via Email 
You will have five (5) hours to complete this assessment 
Resources and equipment required to complete this assessment
· Computer and Microsoft Office/ Email 
· Access to the internet 
· Handout –HR Strategic Business Plan 
· Handout – HR Operational Plan 
[bookmark: _Hlk13240177]Note: Clinton Institute will provide all the forementioned to complete this assessment 
When and where do I complete this task?
This task is to be completed in the classroom. Your assessor will advise on the date and time of the assessment.
What do I need to submit and Do?
	[bookmark: _Hlk13236303]What do you need to do?
	What evidence is required?

	Complete all eight (8) case study questions 
	Completed eight (8) questions 

	Complete a Meeting Plan in required Template 
	Meeting Plan in required Template 

	Complete a Meeting Set-up Preparation Action Plan in required Template 
	Meeting Set-up Preparation Action Plan in required Template 

	Complete a Meeting Agenda in required Template 
	Meeting Agenda in required Template 

	Draft and send meeting invitation to meeting participants 
	Email with Meeting Agenda & Pre-reading supporting documents attached 



[bookmark: _Hlk10327325]DECISION MAKING RULES
Assessors will compare student responses/performance with the model responses and performance descriptors contained in the Assessors Marking Guide. Your responses do not have to be verbatim (unless otherwise specified), but must convey the same meaning as each component listed. Similarly, you do not have to perform exactly as described in the marking guide (unless otherwise specified), but you must address each performance components listed.
You must achieve a satisfactory result for every question and component to achieve a satisfactory result for this assessment activity.
What happens if I get something wrong?
If your assessor sees that you have not completed all parts of this task satisfactorily, the details of resubmission will be advised by your Assessor in writing and discussed with you directly.

Assessment Task 2: Case Study
Students Instructions:
	Case Study – Background Information 
You are employed by Grow Management Consultants (GMC), based in Melbourne. 
The company’s meeting policy requires the following: 
1) Meeting Agenda and supporting documentation should be distributed to all attendees, two (2) weeks prior to commencement of meeting via email. 
2) All formal meetings to be recorded in the form a Meeting Minutes.
3) Chair must ask meeting attendees to declare any potential conflicts of interest at the commencement of the meeting and ensure no conflicts of interest apply prior to proceeding with the meeting. 
4) Meeting Minutes are to be stored in the meeting minute’s folder for audit and future reference. 
5) Meeting minutes should be signed by the chair and distributed within one (1) week of the meeting and distributed to all Attendees via email.  
6) The CEO requires the meeting organiser to report meeting outcome in the form of an action list within 10 working days.  
GMC, has its Strategic Planning Meeting coming up with the Board of Directors, and you have been given the task to organise and this meeting. Meeting information is as followed: 
Meeting Details
Meeting type: Strategic Planning Meeting 
Department: Governance 
Attendees: Board of Directors (total of six (6) directors) 
Chairman: CEO 
Guest Speaker: Terry White (strategic planning specialist) 
Date: Tuesday 24th November 20XX
Time: 9:30am – 4:00pm 
Budget: $2,000.00 
Pre-reading documentation: HR Strategic Business Plan & HR Operational Plan   

Additional Information 
All six (6) directors all hold voting rights according to the company constitution. A quorum of four (4) or more is required to pass any decisions/ resolutions. 
Director meeting are usually held in the boardroom at the company's offices but this room is unavailable and alternative arrangement will need to be make.  
One (1) of the directors will be coming from interstate to attend in person, whilst two (2) will participate via teleconference. It is company policy to give a minimum notification of two (2) weeks for all director meetings. 
As the meeting organiser you have access to the directors’ electronic diary, to confirm individual availability.
The guest speaker would like to show a video via his laptop which will need to be projected onto a central screen and talk on emerging technological changes.  
Morning tea (30 mins) and lunch (60 mins) will be catered for on the premises.
In the afternoon, following lunch the attendees will divide into 3 groups to develop ideas and consider their strategic needs for the upcoming year.
The next meeting will be on the 15th January, which will be back in the board room for a regular board meeting 2:00pm – 4:00pm.




Activity 1 
Complete the following Case Study Questions 
Question 1
Identify and list below the meeting participants for the meeting in the case study.
	






	Outcome for Question 1:  □ Satisfactory OR □ Not yet satisfactory



Question 2
[bookmark: _Hlk25236297]Confirm meeting arrangements, by outlining what you need to do for each tasks based on the case study meeting requirements: 
	Booking an appropriate venue
	 




□ Satisfactory OR □ Not yet satisfactory

	Deciding on process for recording of meeting
	 

□ Satisfactory OR □ Not yet satisfactory

	Identifying any specific needs of participants
	 

□ Satisfactory OR □ Not yet satisfactory

	Organising accommodation and transport
	 


□ Satisfactory OR □ Not yet satisfactory

	Organising appropriate communication technology
	 



□ Satisfactory OR □ Not yet satisfactory

	Catering requirements 
	 
□ Satisfactory OR □ Not yet satisfactory

	Timeframe for meeting attendees to receive relevant documentation 
	
□ Satisfactory OR □ Not yet satisfactory

	Scheduling date and time for the meeting
	 


□ Satisfactory OR □ Not yet satisfactory

	Outcome for Question 2:  □ Satisfactory OR □ Not yet satisfactory



[bookmark: _Toc505691987]Question 3
[bookmark: _Hlk4146933]Based on the information from the case study, where are you required to store the meeting minutes.
	






	Outcome for Question 3:  □ Satisfactory OR □ Not yet satisfactory



[bookmark: _Toc505691988]Question 4
[bookmark: _Hlk4146944]Based on the information from the case study, who would you distribute the minutes to? How would you distribute them? And in what timeframe would you distribute them.
	











	Outcome for Question 4:  □ Satisfactory OR □ Not yet satisfactory



[bookmark: _Toc505691989]Question 5
[bookmark: _Hlk4146954]Based on the information from the case study, how would you report outcome of the meeting and to whom would you report. 
	






	Outcome for Question 5:  □ Satisfactory OR □ Not yet satisfactory



[bookmark: _Toc505691990]Question 6
[bookmark: _Hlk4146964]Based on the information from the case study, in what timeframe would you would you report meeting outcomes. 
	







	Outcome for Question 6:  □ Satisfactory OR □ Not yet satisfactory



[bookmark: _Toc505691991]
Question 7
Describe the following meeting requirements and how they might apply in the case study (60-80 words)
	Conflict of interest provisions
	 





□ Satisfactory OR □ Not yet satisfactory

	Quorum requirements
	



□ Satisfactory OR □ Not yet satisfactory

	Outcome for Question 7:  □ Satisfactory OR □ Not yet satisfactory



Question 8
Outline below a draft meeting budget ensuring you don’t exceed the maximum budget of $2,000.00 
	Meeting Item 
	Budget 

	Venue Hire 
	$

	Morning Tea catering 
	$

	Lunch Catering 
	$

	Computer hire 
	$

	Projector hire 
	$

	Screen Hire 
	$

	One (1) night accommodation in Melbourne 
	$

	One (1) return flight Hobart to Melbourne 
	$

	Stationery for note taking 
	$

	
TOTAL BUDGET 
	
$

	Outcome for Question 8:  □ Satisfactory OR □ Not yet satisfactory





Activity 2 
Prepare three (3) Meeting Documents 
For this task you are required to use the provided templates and case study background information to develop the following documents: 
· Meeting Plan  
· Meeting Set-up Preparation Action Plan 
· Meeting Agenda
Develop/ Complete the following three (3) documents to ensure that all the preparations for the meeting will be correctly organised and the purpose of the meeting is clear.

	
Meeting Plan 

	Chairperson/host:
	

	Department:
	

	Meeting name:
	

	Guest Speaker 
	

	Attendees: 
	

	Meeting details

	Date
	
	Time
	

	Location
	
	Budget
	

	Meeting format

	Purpose
	



	Agenda
	 



	Participants
	Internal
	External 

	
	

	

	Presenter/ Speaker/s
	 



	Seating arrangements
	 


	Video or teleconference requirements
	 

	Supporting materials

	Pre-reading
	





	Meeting documentation
	

	Equipment requirements
	 







	Hospitality requirements

	Catering requirements (Including for how many) 
	 







	Accommodation requirements
(Including for how many)
	 

	Other requirements

	Special needs of attendees
	 



	Other specific requirements
	
 



[bookmark: _Toc15461560]

	Meeting Set-up Preparation Action Plan

	Meeting name:
	

	Meeting date:
	

	Chairperson/host:
	

	Preparation required 
(Action/ Activity) 
List a minimum of five(5) activities 
	By whom 
(Individual who is responsible) 
	By when 
(Timeframe) 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




	[bookmark: _Toc15461561]Meeting Agenda
	
	
	


 date		 time
	Meeting name:
	

	Location:
	 

	Dial-in/ teleconference information:
	 

	Meeting Purpose
	 

	Agenda item/ Running order 
List a minimum of five (5)
	Presented by
Name of person who will present agenda item.
	Duration
Assigned length of presentation and discussion.

	
	
	

	
	
	

	
	
	

	

	
	

	

	
	

	Total meeting duration: ………………………………………….

	Next meeting: ________________________ 








Activity 3 
Invite Meeting Attendees (Via Email) 
You have managed to book an ideal meeting room, which is fully catered within budget at: Hotel Lindrum: 26 Flinders Street Melbourne 3000.  
For this task you are required to notify meeting attendees of the scheduled Strategic Planning meeting in accordance with the organisations procedures as outlined in the Case Study Background. 

Write an Email 
Your assessor will provide you with an email address, so you can submit this assessment activity to your assessor. 

In this email, you must include each of the following: 
1) Address email to meeting invitees   
2) Information about the meeting: Date, time & location 
3) Attach Meeting Agenda and pre-reading documentation 
You must email your assessor, to the email address they nominate and print a copy of the email and attachment to also submit in hard copy. 


**** END OF ASSESSMENT TASK 2 ****
	What do I need to hand in for this task?
	Have I completed this?

	Activity 1: Completed eight (8) Questions 
	

	Activity 2: 
· Meeting Plan 
· Meeting Set-Up Preparation Action Plan 
· Meeting Agenda  
	

	Activity 3: Email to Meeting invitees    
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	[bookmark: _Toc486918295]ASSESSMENT TASK 2: CASE STUDY– ACTIVITIES 1-3- OUTCOME RECORD

	Relevant Performance Criteria
	Comments
	Attempt 1
Yes/No
Date:	
	Attempt 2
Yes/No
Date:	
	Attempt 3
Yes/No
Date:	

	Did the student:

	Satisfactorily complete all requirements of Activity 1: 
· Case Study Questions (eight (8) questions) 
	
	
	
	

	Satisfactorily complete all requirements of Activity 2: 
· Meeting Plan 
· Meeting Set-up Preparation Action Plan 
· Meeting Agenda  
	
	
	
	

	Satisfactorily complete all requirements of Activity 3: 
· Email to meeting invitees  
	
	
	
	

	If ‘no’ to the above, please detail what gaps you identified to the student and detail all reassessment arrangements. Note that the reassessment arrangements must clearly detail all aspects of the reassessment process.
OR
If ‘yes’ to the above, assessor to insert N/A in this section.
	
	
	
	

	
Trainers / Assessors are required to provide feedback to the student about this task on the Assessment Cover Sheet. Keep a copy of the completed Assessment Task Cover Sheet. Please also transfer the attempt results and dates to the Overall Unit – Record of assessment outcome sheet on the last page of this Student Assessment Booklet

	Please note any reasonable adjustments for this assessment below.



	Assessment Outcome Activity 1 
	Satisfactory 
	Not Satisfactory 
	Date:
	Assessment Outcome Activity 2
	Satisfactory 
	Not Satisfactory 
	Date

	Assessment Outcome Activity 3 
	Satisfactory 
	Not Satisfactory 
	Date:
	

	Student name:
	                                                                                                                                                                                  Student ID:

	Assessor name:
	

	Assessor signature:
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	[bookmark: _Toc37758450]Assessment Task Cover Sheet – Assessment Task 3  Case Study & Roleplays


Student: Please fill out this cover sheet clearly and accurately.  Make sure you keep a copy of your work.
	Student Name
	

	Student ID
	

	Course / Qualification
	SIT50416 Diploma of Hospitality Management  / BSB50215 Diploma of Business

	Date of submission
	

	Unit(s)
	BSBADM502 Manage meetings


Student declaration
I <Insert your name>		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: 	

ASSESSOR FEEDBACK

Assessors: Please provide a copy of this cover sheet to the student with assessment results and feedback. The original copy must be supplied to the office and kept on the student’s file with the evidence. 
	
	
	
	
	
	
	
	
Assessor Signature:  ………………………………………………………………………………………Date: ………………./…………………/…………….
Assessor Name: 	
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	[bookmark: _Toc37758451]Assessment Task 3: Case Study and Roleplays  


Task summary:
You are required to complete all four (4) activities satisfactorily for this task.
You will have two (2) hours to complete this assessment
Resources and equipment required to complete this assessment
· Student Leaner Guide for this Unit 
· Computer/ Email software 
· Access to the Internet 
· Handout: Coffee Bags Café Meeting Policy & Procedure
Note: Clinton Institute provides students with access to a computer and internet 
When and where do I complete this task?
This task is to be completed in the classroom. Your assessor will advise on the date and time of the assessment.
What do I need to submit and do?
	What you need to do:
	What evidence is required:

	Conduct an Emergency Meeting 
	Nothing, however your assessor will complete an observation checklist  

	Review transcribed minutes 
	Sign the minutes are true and accurate 

	Distribute meeting minutes via email 
	Email to meeting attendees 

	Complete two (2) case study questions 
	Completed two (2) questions 

	Conduct a Management Meeting 
	Nothing, however your assessor will complete an observation checklist  


DECISION MAKING RULES
Assessors will compare student responses/performance with the model responses and performance descriptors contained in the Assessors Marking Guide. Your responses do not have to be verbatim (unless otherwise specified), but must convey the same meaning as each component listed. Similarly, you do not have to perform exactly as described in the marking guide (unless otherwise specified), but you must address each performance components listed.
You must achieve a satisfactory result for every question and component to achieve a satisfactory result for this assessment activity.
What happens if I get something wrong?
If your assessor sees that you have not completed all parts of this task satisfactorily, the details of resubmission will be advised by your Assessor in writing and discussed with you directly.

Assessment Task 3: 
	Case Study – Background Information 
You are the Operations Manager of Coffee Bag’s Café. Coffee Bags is a well-known local brand and has five (5) store locations, and has recently expanded its mobile food truck fleet to three (3) mobile food trucks. 
It is Thursday afternoon and one of the Mobile food trucks has broken down and at the mechanics to be repaired. You have been advised that the truck will not be back in service for one (1) week and all three trucks have booking for this coming Saturday night.  
The General Manager has asked you to chair an emergency meeting with all three (3) mobile food truck operators, with the aim to resolve the issue and maintain all three (3) bookings without causing customer disruption. 
Booking for Saturday night are as following: 
1) 50th Birthday (Private house) 7pm – 11pm 
2) Sporting Event (Street location) 4pm – 10pm 
3) Nightclubs (Street Location) 9pm – 3am  



[bookmark: _Toc34043565]Activity 1
[bookmark: _Hlk35878088][bookmark: _Hlk29566246]Conduct an Emergency Meeting (roleplay)
For this task, you are required to access the Handout: Coffee Bags Café Meeting Policy & Procedure, review the document and Chair an Emergency Meeting with the three (3) Mobile Food Truck Operators to discuss, problem-solve and establish a resolution to the current issue to ensure customer bookings are not disrupted, in accordance with the Meeting Policy & Procedure. 

You must brief the minute-taker prior to the meeting on the method for recording the meeting notes in accordance with the Meeting Policy & Procedure for an Emergency Meeting. You will need to ensure the meeting is focused, time efficent and achieve the required outcome. 

You must: 
a) Brief the minute –taker prior to the meeting 
At the meeting, you must ensure each of the following: 
b) Discuss the issue (Two (2) trucks and three (3) bookings) 
c) Outline the desired resolution (customer bookings are not disrupted)
d) Discuss potential solutions which maintain legal and ethical requirements 
e) Ensure all attendees actively participate 
f) Ensure verbal exchange uses appropriate style, tone and vocabulary for attendees 
g) Listen to specific information during the meeting 
h) Ask questions and listen to responses to clarify understanding 

Your assessor will play the role of the minute-taker and ask other students (not being assessed during the simulated meeting) to play the role of the three (3) Mobile Food Truck Operators.    

Your assessor will provide a general script for each individual assisting in the roleplay

Roleplay Cast: 
As a minimum the following individuals will be at the meeting; 
· Minute-taker (Assessor) 
· Mobile Food Truck Operators #1 (Classmates)  
· Mobile Food Truck Operators #2 (Classmates)  
· Mobile Food Truck Operators #3 (Classmates)  


EMERGENCY MEETING  
Roleplay Observation Checklist
	Date of meeting:
	

	Name of student being assessed (Chair): 
	

	Location of meeting: 
	

	Name of other student, present at the meeting: 
	Mobile truck operator #1: 

	
	Mobile truck operator #2: 

	
	Mobile truck operator #3: 

	Assessor are to write “S” or “NYS” for each line item (row). If the student gets the item correct on the first attempt, the second and third attempt columns do not have to be completed. If a student gets the item correct on the second attempt, there will be a “NYS” on the first attempt, a “S” on the second attempt and the third attempt will be left blank. Students are allowed a total of three attempts.
Note that to obtain a satisfactory outcome for this assessment activity, students must achieve a satisfactory outcome for every line item and each sub point. 

	Date:
	
	 
	

	Did the Student: 
	Attempt 1 
	Attempt 2
	Attempt 3

	A)
	Brief the minute –taker prior to the meeting 
	 
	
	

	B) 
	Discuss the issue (Two (2) trucks and three (3) bookings) 
	
	
	

	C)
	Outline the desired resolution -customer bookings not disrupted
	 
	
	

	D)
	Discuss potential solutions which maintain legal /ethical requirements 
	 
	
	

	E)
	Ensure all attendees actively participate 
	 
	
	

	F)
	Ensure verbal exchange uses appropriate style, tone and vocabulary for attendees 
	
	
	

	G)
	Listen to specific information during the meeting 
	
	
	

	H)
	Ask questions and listen to responses to clarify understanding 
	
	
	


	Outcome for Task:  □ Satisfactory OR □ Not yet satisfactory

	Assessors Comments (Assessors must insert a comment to explain any instance where a student does not achieve a satisfactory outcome for a specific item). 

	





	Assessors Signature: 
	
	Date: 
	


[bookmark: _Toc34043568]

[bookmark: _Hlk35878440]Activity 2
[bookmark: _Hlk29567839]Review transcribed meeting minutes 
You are required to request a copy of the recorded Minutes for the Emergency Meeting in Activity 1 from the minute-taker. Check the transcribed meeting notes to ensure they reflect a true and accurate record of the meeting and are formatted in accordance with the organisations Meeting Policy & Procedures.  
Distribute meeting minutes via email 
Once satisfied, you must sign the meeting minutes to confirm they are a true and accurate record of the meeting and distribute minutes via email to meeting participants. 
Write an Email 
Your assessor will provide you with an email address, so you can submit this assessment activity via email to your assessor. 

In this email, you must include the following: 
1) Address email to meeting attendees  
2) Find attached meeting minutes for your reference 
3) Attach signed meeting minutes 
You must email your assessor, to the email address your assessor nominates and print a copy of the email and attachment to also submit in hard copy. 
[bookmark: _Toc34043570]Activity 3 
Complete the following Questions
Question 1
Where will you store the meeting minutes following distribution to meeting attendees 
	







	Outcome for Question 1:  □ Satisfactory OR □ Not yet satisfactory




Question 2
Following the Meeting, the General Manager has requested an update on the outcome of the meeting. Outline below the resolution of the meeting for the General Manager. 
	










	Outcome for Question 2:  □ Satisfactory OR □ Not yet satisfactory


[bookmark: _Toc34043572]Activity 4 
	Background information 

It is now Monday Morning, following the Saturday night with three (3) bookings. 
You have been asked by the General Manager to hold a quick informal meeting (no minutes required) to establish the outcomes (success/ lessons learnt) from Saturday night. 

All mobile truck operators are currently in the office and available for a quick chat. 



Conduct a Follow-up Meeting (roleplay)
For this task, you are required to conduct an informal follow-up meeting with Mobile Food Truck Operators to discuss the outcome/s from the event on Saturday night. 

During the meeting you must: 
1) Request for information and feedback from the event from Saturday night 
2) Use active listening techniques to establish outcomes 

Your assessor will play the role of the Mobile Food Truck Operator #1, and ask other students (not being assessed during the simulated meeting) to play the role of Mobile Food Truck Operator #2 and Mobile Food Truck Operator #3. 

Your assessor will provide a general script for each individual participating in the roleplay. 

Roleplay Cast: 
As a minimum the following individuals will be at the meeting; 
· Mobile Food Truck Operator #1 (Assessor) 
· Mobile Food Truck Operator #2 (Classmates)  
· Mobile Food Truck Operator #3 (Classmates)  

General instructions for all role players include:
· Participate in/ acknowledge information provided 



Follow-up Meeting 
Roleplay Observation Checklist
	Date of meeting:
	

	Name of student being assessed (Chair): 
	

	Location of meeting: 
	

	Name of other student, present at the meeting: 
	Mobile truck operator #2: 

	
	Mobile truck operator #3: 

	Assessor are to write “S” or “NYS” for each line item (row). If the student gets the item correct on the first attempt, the second and third attempt columns do not have to be completed. If a student gets the item correct on the second attempt, there will be a “NYS” on the first attempt, a “S” on the second attempt and the third attempt will be left blank. Students are allowed a total of three attempts.
Note that to obtain a satisfactory outcome for this assessment activity, students must achieve a satisfactory outcome for every line item and each sub point. 

	Date:
	
	 
	

	Did the Student: 
	Attempt 1 
	Attempt 2
	Attempt 3

	1)
	Request for information and feedback from the event from Saturday night 
	
	
	

	2) 
	Use active listening techniques to establish outcomes 
	
	
	


	Outcome for Task:  □ Satisfactory OR □ Not yet satisfactory

	Assessors Comments (Assessors must insert a comment to explain any instance where a student does not achieve a satisfactory outcome for a specific item). 

	







	Assessors Signature: 
	
	Date: 
	


****END OF ASSESSMENT TASK 3****
	What do I need to hand in for this task?
	Have I completed this?

	Activity 2: Email to meeting participants 
	

	Activity 3: Completed two (2) questions answered correctly
	



	[bookmark: _Toc486918296]ASSESSMENT TASK 3: ACTIVITIES  

	Relevant Performance Criteria
	Comments
	Attempt 1
Yes/No
Date:	
	Attempt 2
Yes/No
Date:	
	Attempt 3
Yes/No
Date:	

	Did the student:

	Satisfactorily complete all requirements of Activity 1: 
· Conduct Emergency Meeting (See observation checklist)
	
	
	
	

	Satisfactorily complete all requirements of Activity 2: 
· Email to meeting participants  
	
	
	
	

	Satisfactorily complete all requirements of Activity 3: 
· Completed Questions 
	
	
	
	

	Satisfactorily complete all requirements of Activity 4: 
· Conduct Follow-up Meeting (See observation checklist)
	
	
	
	

	If ‘no’ to the above, please detail what gaps you identified to the student and detail all reassessment arrangements. Note that the reassessment arrangements must clearly detail all aspects of the reassessment process.
OR
If ‘yes’ to the above, assessor to insert N/A in this section.
	
	
	
	

	Assessors are required to provide feedback to the student about this task on the Assessment Cover Sheet. Keep a copy of the completed Assessment Task Cover Sheet. Please also transfer the attempt results and dates to the Overall Unit - Record of assessment outcome sheet on the last page of this Student Assessment Booklet


	Please note any reasonable adjustments for this task below.



	Assessment Outcome Activity 1 
	Satisfactory 
	Not Satisfactory 
	Date:
	Assessment Outcome Activity 2
	Satisfactory 
	Not Satisfactory 
	Date

	Assessment Outcome Activity 3 
	Satisfactory 
	Not Satisfactory 
	Date:
	Assessment Outcome Activity 4 
	Satisfactory 
	Not Satisfactory 
	Date

	Student name:
	                                                                                                                                              Student ID:

	Assessor name:
	

	Assessor signature:
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	[bookmark: _Toc486918298][bookmark: _Toc37758452]OVERALL UNIT - RECORD OF ASSESSMENT OUTCOMES:


This section records the outcome of each task/assessment requirement so that the final assessment outcome can be determined for BSBRSK501 Manage risks 
Student must achieve a satisfactory outcome in each of the three (three) assessment tasks to be deemed competent in the unit. There is space to record up to three attempts at each assessment task.
A not satisfactory result for any discreet assessment task (after the student has had three attempts), will result in the student being deemed not yet competent.
	Assessment Tasks
	Unit Outcome

	· 
	Satisfactory (S)
Not satisfactory (NS)
Please note (N/A) where further attempts are not required
	Date
	Assessor initials

	Assessment Task 1: Written Questions 
	Attempt 1
	

	
	

	
	Attempt 2
	

	
	

	
	Attempt 3
	

	
	

	Assessment Task 2: Case Study 
	Attempt 1
	

	
	

	
	Attempt 2
	

	
	

	
	Attempt 3
	

	
	

	Assessment Task 3: Case Study & Roleplay 
	Attempt 1
	

	
	

	
	Attempt 2
	

	
	

	
	Attempt 3
	

	
	

	Final Assessment Results
	Result (C/NYC)

	BSBADM502 Manage meetings
	Competent □   Not Yet Competent □

	Student Name:


	Student ID:


	Does the student wish to appeal the result?     □ YES   □ NO

	Assessor Name:


	Assessor Signature:

	Date:   	    /       /
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