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1.1 Introduction 
 
This training course is based on the National Unit of Competency BSBFLM312 Contribute to Team Effectiveness. 
 
Frontline managers have a key role in developing efficient and effective work teams within the context of the organisation.  
 
They play a prominent part in motivating, mentoring, coaching and developing team cohesion by providing leadership for 
the team and forming the bridge between the management of the organisation and the team members. 
 
You will learn about: 
 

 Contributing to team outcomes. 
 

 Supporting team cohesion. 
 

 Participating in work teams. 
 

 Communicating with management. 
 
 

1.2 Organisational and Legislative Requirements 
 
There are numerous organisational and legislative requirements that you will need to be familiar with, as they may affect 
your business operations in some way.  
 

The following are some examples of requirements that you will need to be aware of: 
 

 Anti-discrimination. 
 

 Ethical principles. 
 

 Codes of practice. 
 

 Privacy laws. 
 

 Environmental issues. 
 

 Work Health & Safety (WHS). 
 

 Workplace policies and procedures. 
 

 Business plans. 
 
 

1.2.1 Anti-Discrimination 
 
Laws about anti-discrimination are made at both the Commonwealth and State or 
Territory levels.  
 
These laws provide a range of grounds for a person to lodge a complaint if they feel 
they have been discriminated against on the basis of: 

 
 Age.  

 
 Race. 

 
 Sex. 

 
 Disability. 
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1.2.2 Ethical Principles 
 
Ethical principles are focused on values such as trust, good behaviour, fairness and kindness. Organisations usually set 

their own ethical standards.  
 

 
 
 

1.2.3 Codes of Practice 
 
Codes of practice are a set of ethical principles guiding the way the organisation 
operates. They may use an industry code of practice.  
 
These codes are not mandatory like laws but are honorary codes.  
 
Alternatively, the organisation might have its own code of practice that it expects you to 
operate within. 
 
 
 

1.2.4 Privacy Laws 
 

There are federal and state and territory legislation and regulations surrounding 
privacy. 
 
Under these laws, you will need to be careful how you handle, store and dispose of 

personal information. 
 
You may also be required to keep certain information confidential. 
 

 
 
 

1.2.5 Environmental Issues 
 
All organisations play an important role in environmental practices. 
 
However the legislation that affects them directly differs depending on the activities 
they undertake.  
 
Federal, state and local governments jointly administer the environmental protection 
legislation in Australia through bilateral agreements. 
 
At the federal level, the Environmental Protection and Biodiversity Act 1999 covers the 
assessment and approval processes of national environmental and cultural concerns.  
 
State and territory acts can apply to certain business activities and often involve the 
issuing of environmental licenses and permits. 
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1.2.6 Work Health & Safety (WHS) 
 
Safety in the workplace is critical to every organisation. Any work needs to be undertaken in a safe manner. 

 
There are various federal, state and territory legislation and regulations surrounding Work Health & Safety (WHS). 
 
You should be aware of how these rules apply to your workplace. 
 

 
 
 

Key Elements of the Work Health and Safety Legislation 
 
The following key elements of the WHS legislation will impact the way you do your job, and the responsibilities of your 
workplace: 
 

 
 
 
The legislation also outlines requirements for: 
 

 Reporting of notifiable incidents. 
 

 Licences, permits and registrations (e.g. for persons engaged in high risk 
work or users of certain plant or substances). 

 
 Provision for worker consultation, participation and representation at the 

workplace. 
 

 Provision for the resolution of health and safety issues. 
 

 Protection against discrimination. 
 
Many specific details relating to WHS will be negotiated within the workplace in 
accordance with the legislation. 
 
It is important that you speak with your Health and Safety Representative or supervisor for more information on how 
these elements will affect your day-to-day operations, or if you have any concerns relating to health and safety. 
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1.2.7 Awards and Enterprise Agreements 
 
Awards are documents containing the minimum terms and conditions of employment in 

addition to legislated terms and conditions. 
 
They apply to particular industries or occupations and are used as a benchmark for 
assessing enterprise agreements. 
 
Enterprise agreements are agreements made at an organisational level between 
employers and employees. They set out the terms and conditions of employment. 
 
 
 
 

Review Questions 
 

1.  What are 4 examples of organisational and legislative requirements that you will need to be 
familiar with?  

 
1. 
 
 
 
2. 
 
 
 
3. 
 
 
 
4. 
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1.3 Organisational Policies and Procedures 
 
Each workplace will have its own policies and procedures, including employment terms and 
conditions.  
 
These policies and procedures will outline how the organisation operates.  
 
In order for any team to be effective, it will have to consider the organisation’s policies and 
procedures. 
 

 
The policies and procedures should include: 
 

 How information is collected and stored. 
 

 Information security and confidentiality requirements. 
 

 Disposal of information. 
 

 Presentation requirements. 
 

 Roles and responsibilities. 
 

 Resource parameters. 
 

 Reporting and accountability channels. 
 

 Information protocols. 
 

 Procedures for updating records. 
 

To contribute to team effectiveness, you will need to be familiar with your organisation’s policies and procedures. 
 
 
 

1.3.1 Organisational Structure 
 

The structure of the organisation will also affect your planning.  
 
Each department or level within the organisation will have its own roles and 
responsibilities. 
 
When delegating or planning team work activities, you will need to be familiar with 
each team member’s place in the overall structure of the organisation. 
 
Organisations can be structured in many different ways depending on their 
objectives. The structure will define the mode of operation and performance. 
 

 
Specifically, the organisational structure defines the decision-making responsibilities of 
individuals within the organisation.  
 

The structure of the organisation is often shown on an organisation chart. This is usually 
presented in a tree-shaped diagram illustrating the hierarchy and responsibilities of each 
person within the organisation. 
 
The senior managers are usually presented at the top of the diagram and those who report 
to them are located below them with lines showing the reporting responsibilities.  
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1.3.2 Business Plans 
 

Your organisation’s business plan should detail its: 

 
 Goals. 

 
 Objectives. 

 
 Strategies. 

 
 Resource plan. 

 
 Key performance indicators (KPIs). 

 
 Budgets. 

 
The business plan will provide you with guidance on your key objectives and targets. All 
team goals and objectives should relate to the business plan. 

 
 
 

1.3.3 Operational Plan 
 
An operational plan details how the organisation should run. It will include the answers to the following questions: 
 

 
 
The operational plan may differ depending on the type of organisation you work for.  
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Generally, the plan should cover: 
 

 Capacity. 
 

 Productivity. 
 

 Labour. 
 

 Quality assurance. 
 

 Facilities. 
 

 Location. 
 

 Improvements. 
 

 Lease/rent. 
 

 Maintenance. 
 

 Inventory. 
 

 Distribution. 
 

 Maintenance and service/order fulfilment and customer service. 
 
It is essential that you are familiar with and can apply both your legislative and organisational requirements in your 
workplace. 
 
 
 

Review Questions 
 

2.  Why do you need to know the organisational structure of the organisation? 
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3.  What are 4 details your organisation’s business plan should include? 
 

 
1. 
 
 
 
2. 
 
 
 
3. 
 
 
 
4. 
 

 
 
 

 

4.  What are 3 questions an operational plan should answer about how the organisation should 
run?  

 
1. 
 
 
 
 
2. 
 

 
 
 
3. 
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1.4 Team Purpose 
 
Teams need to be formed for a purpose. Team members need to understand what they are trying to accomplish and why.  
 
The team purpose and goals must be linked to the organisation’s goals and objectives.  
 
As well as identifying the purpose of the team, it is also necessary to identify how this purpose will be achieved. 
 
It is important that the team members are involved in establishing the team purpose and goals. This encourages them to 
take ownership. Understanding and being involved in determining the purpose of the team gives each team member a 
sense of value and commitment. 
 

 
 
 
 

1.4.1 Team Roles and Responsibilities 
 
For the team to work together effectively, members must be aware of their own roles and responsibilities within the team.  
 
Furthermore, team members must understand how their roles and responsibilities fit with the organisation’s goals and 
objectives. 
 

Team members will decide on their roles and responsibilities in different ways. Some 
team members will be elected to roles, some will volunteer, while others will naturally 
assume them. 
 
There are many different roles that can be played within teams including: 
 

 Team leader. 
 

 Facilitator. 
 

 Recorder. 
 

 Timekeeper. 
 

 Team members. 
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1.4.1.1 Team Leader 
 

The leader of the team is responsible for guiding the team to achieve its purpose. 

 
The leader will ensure that the environment allows each team member to fulfil their 
responsibilities.  
 
Where necessary, the team leader is responsible for obtaining the resources 
necessary to achieve the team’s purpose. 
 
The team leader is not always a manager or supervisor, however, they are required 
to lead. 
 
To guide the team effectively, the leader needs to keep balance, i.e. they need to 
allow the team to make decisions but also maintain team focus. 

 
 
Some of the roles of the team leader include: 
 

 Coordinating team meetings. 
 

 Recognising and rewarding accomplishments. 
 

 Keeping the team focused. 
 

 Reminding the team of how their work fits within the organisation’s goals and 
objectives. 

 
 Planning. 

 
 Liaising with others regarding the team’s progress. 

 
The leader’s role is a difficult one and as such it will require someone who is confident and able to keep the team focused. 
 
 

1.4.1.2 Facilitator 
 
The facilitator keeps everyone on track. 
 
Their role is to: 
 

 
 
The facilitator is often not a member of the team. They operate from outside the team and remain on neutral territory. 
However, when a team member is performing the facilitator role, it is often passed around. 

 

The facilitator will ensure that everyone has contributed to consultations. They will 
also establish ground rules to ensure that consultation happens in a fair manner. 
 
When conflict arises in the team, the facilitator will help to resolve it.  
 
Their role is to help neutralise potentially dominating team members. 
 
Instead of leading, the facilitator keeps the team on track by asking questions or 
making suggestions. They do not direct. 
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1.4.1.3 Recorder 
 
The recorder is the note taker. They are responsible for writing down the team’s key decisions, points and ideas. 

 

 
 
 

1.4.1.4 Timekeeper 
 

A timekeeper’s responsibilities are to: 
 

 Monitor how long it is taking for the team to accomplish its tasks. 
 

 Provide regular updates to the team on how well they are utilising their 
time. 

 
 Collaborate with the team leader and facilitator to redefine schedules. 

 
Essentially, it is the timekeeper’s role to keep the team on track. 

 
 
 

1.4.1.5 Team Members 
 
Those who are not assigned a specific role or responsibility are the team members. 
 
It is their responsibility to: 
 

 Commit to the team’s purpose. 
 

 Be enthusiastic. 
 

 Share the responsibilities of other roles. 
 

 Share knowledge and expertise. 
 

 Ask questions. 
 

 Complete delegated tasks. 
 

 Respect the opinions of others. 
 
Team members must actively participate and commit themselves in order for the team to be effective. 




