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Change Skills 1 
 

Session 2, 2018 

Change Skills 
 

Week 
no Week begins Units 

Assignments (% weighting and due date) 
Other activities 

Assignment 1 (30%) Assignments 2, 3 & 4 

1 4 June Unit 1   

Introductory 
online dialogue 

(non-assessable) 
Videoconference 

2 11 June* Unit 2 Dialogue 1   

3 18 June 
Units  
3 & 4 

   

4 25 June Dialogue 2   

5 2 July 

Units  
5, 6 & 7 

   

6 9 July  

Assignment 2 – analysis and 
evaluation of self-management 

skills (15%) 
due on Monday 9 July by 3.00pm 

Sydney time 

Videoconference 

7 16 July Dialogue 3   

8 23 July 

Units  
8 & 9 

   

9 30 July Dialogue 4 

Assignment 3 – analysis and 
evaluation of coaching skills 

(30%) 
due on Monday 30 July by 

3.00pm Sydney time 

 

10 6 August Units 
10 & 11 

   

11 13 August Dialogue 5   

12 20 August Unit 12 Dialogue 6  Videoconference 

13 27 August     

14 3 September   

Assignment 4 – two written after-
action reviews and  

a skills development plan (25%) 
due on Monday 3 September by 

3.00pm Sydney time 

 

 

                                                
* Monday 11 June is a public holiday in NSW 

 Course schedule 
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2 Course Overview 
 

Focus and aims of the course 
Change Skills focuses on the development of your skills as a change agent.  

This course aims to enable you to:  

• analyse, critique and strengthen your approach to skills development  
• identify a range of core skills required for leading, managing and facilitating 

change and deepen your understanding of these core skills  
• assess your competence in each skills area – recognising your strengths and 

identifying skills that you need to strengthen in order to be a more effective 
change agent  

• craft action plans for ways to handle particular change-management 
challenges more skilfully and implement some of these plans during the 
course 

• craft plans to progressively develop key skills and start to implement these 
plans during the course. 

Course structure 
Becoming a more effective change agent 

Unit 1 is an introductory Unit in which we examine a mindful approach to 
developing your skills, using the action learning cycle. This is a core learning 
method in the course. We discuss some possible impediments to skills 
development and ways of avoiding them. 

Values 

Unit 2 invites you to review the values that guide you in your work as a change 
agent, to identify your core ethical values and principles, and to examine how you 
apply your values in ethical decision-making. The Unit aims to help you 
understand the diversity of ethical perspectives that you might encounter in your 
work, including the ethical perspective that focuses on sustainability and corporate 
responsibility.  

Self-management skills 

Units 3 and 4 consider the contribution of self-management to a change agent’s 
effectiveness.  

Unit 3 focuses on skills for aligning your choices and actions with your values, and 
on skills for ensuring that you are in an enabling rather than a restrictive mindset. 

Unit 4 examines skills for managing your performance, for managing stress and 
for building important elements of ‘psychological capital’ such as resilience and 
confidence. 

  

 Course information 
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Change Skills 3 
 

Communicating to influence  

Units 5, 6, 7, 8 and 9 focus on skills for building productive relationships and 
communicating to influence.  

Unit 5 provides an overview of core communication skills, including goal-setting, 
relationship-building, advocacy, inquiry, listening and process facilitation.  

Unit 6 focuses on the use of process facilitation skills in coaching – assisting 
someone in their learning and development by facilitating their processes of 
reflection, diagnosis, solution-finding and action-planning. 

Unit 7 looks more closely at the skills involved in inquiry and active listening  

Units 8 and 9 apply and extend the ideas explored in Units 5, 6 and 7 to explore 
the challenges of communicating persuasively. They examine some suggested 
recipes for successful persuasion and how we might need to adapt our 
communication to key characteristics of the people we intend to influence – e.g. 
their decision-making styles and their cultures. Unit 9 concludes with a brief 
examination of the challenges of strategic networking. 

Dealing with differences 

Unit 10 outlines some ways of analysing and understanding the roots and 
dynamics of conflict and some alternative approaches to managing conflict, 
including the process of mediation. The Unit outlines a model of a principled, 
collaborative, problem-solving, interests-focused approach to negotiation and 
examines the skills required for using the model. 

Team skills 

Unit 11 examines a number of key factors impacting on team effectiveness. The 
Unit starts by looking at the design of the team and the taskwork processes used 
to complete its tasks; however, the primary focus of the Unit is on teamwork 
processes, i.e. the communication and interpersonal processes that a team uses 
in working together to complete its tasks and achieve its goals.  

Unit 12: Centred leadership and finding your voice 

This final Unit invites you take a helicopter view of your work as a change agent – 
looking at five basic capabilities for centred leadership and outlining a process for 
finding and expressing your own voice as a manager and leader of change. 
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4 Course Overview 
 

Key features of Change Skills 
The focus in Change Skills is on you and your skills development as a change 
agent. 

In order to gain maximum benefit from the course, it is important to: 

• use the Change Skills Audit to evaluate your skills and to obtain feedback 
from others who have seen something of your work as a change agent 

• continually apply the ideas in the course in reflecting on your skills, on ways 
of handling change-management challenges more skilfully, and on ways to 
develop your skills 

• translate these reflections into action plans and create or take opportunities 
to implement your action plans during the course. 

The online dialogues will provide opportunities to share your reflections about 
your skills and your plans for developing them, and to support and encourage the 
skills development of your colleagues in the course.  

The three videoconferences will also provide forums in which you can report on 
your reflections on your skills, on how you have been trying out more skilful ways 
of handling challenges and on steps you have taken to progressively develop 
particular skills. 

The first two written assignments focus on the skills of analysing and 
evaluating your skills and framing plans for skills development.  

The first of these assignments asks you to review your self-management skills, 
drawing in part on the data from the Change Skills Audit.  

The second asks you to conduct two coaching sessions in which you use process 
facilitation to help someone to develop their skills. You are asked to write an 
evaluation of your effectiveness in the coaching sessions, to outline two lessons 
you have learned about process facilitation from the coaching, and to say how you 
will apply these lessons in your work as a change agent. 

In the final assignment, you will review two ways in which you have deliberately 
applied ideas from the course in your work as a change agent. Thus, it is essential 
that during the course you look for opportunities to apply course ideas to try out 
more effective ways of handling change-management challenges.  

The final assignment also includes a ‘breakthrough skills development plan’, which 
focuses on developing a skill that will unlock many possibilities for you as a change 
agent. 

The online dialogues and the written assignments will give you the opportunity 
to practically apply the ideas presented in the course in a way that is meaningful to 
you.  
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Change Skills 5 
 

Course learning goals and outcomes 
After you have completed this course, you should be able to: 

1. analyse and critique the methods that you use to develop your skills as a 
change agent and identify ways of improving your skill development practices 

2. analyse and critique the values and purposes that guide you in your work as 
a change agent 

3. use a range of concepts, frameworks and models to: 
a. understand the key ingredients in a range of core change management 

skills 
b. analyse and evaluate how skilfully you, or others, have handled particular 

challenges 
c. diagnose key factors and issues that need to be addressed to improve 

the way similar future challenges are handled 
d.  frame well-formulated plans for improved ways of handling these 

challenges  

4. write a lucid and well-argued review of how you, or others, have handled a 
particular challenge, with an improvement plan for a more effective way of 
handling it 

5. critically review your change agent skills, identifying your strengths, and the 
skills that you need to strengthen in order to be a more effective change 
agent 

6. frame well-formulated development plans for expanding and enriching your 
skills repertoire  

7. write a lucid and well-argued review of your change agent skills, with a skills 
development plan 

8. write a lucid and well-argued after-action review of ways in which you have 
used ideas and concepts from the course to improve your practice as a 
change agent. 
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6 Course Overview 
 

Assignment 1 – Contributions to online dialogues 1–6  
Description: Contributions to six online dialogues 
Weighting:  30% 
Maximum length per posting: 200 words 

Assignment 2 – Analysis and evaluation of self-management skills 
Due:  Monday 9 July 2018 (Week 6) 
Description: A written analysis and evaluation of your self-management 

skills and a plan for strengthening them 
Weighting: 15% 
Maximum length: 1,500 words 

Assignment 3 – Analysis and evaluation of coaching and process 
facilitation skills  
Due: Monday 30 July 2018 (Week 9) 
Description:  A written analysis and evaluation of your use of process 

facilitation skills in coaching, an analysis of what you have 
learned about process facilitation from the coaching, and a 
plan for applying the learnings in your work 

Weighting: 30% 
Maximum length:  3,000 words 

Assignment 4 – After-action reviews and a skills development plan 
Due: Monday 3 September 2018 (Week 14) 
Description: Two written reviews of your application of course concepts in 

your work as a change agent, and a skills development plan 
Weighting: 25% 
Maximum length: 2,500 words 

 

Further details of each assessment are in the document entitled Change Skills 
Assessment Details. 

  Assessment summary 
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Change Skills 7 
 

The program is aligned to a number of international standards, to ensure the 
courses you study are high quality. At present, this includes designing courses to: 

• meet AACSB accreditation standards, through the measurement of students’ 
program-level learning outcomes (see below) 

• align with the United Nations Principles for Responsible Management 
Education (UNPRME).  

EQUIS accreditation is also held by UNSW Business School. 
 

AACSB: http://www.aacsb.edu 
 Association to Advance Collegiate Schools of Business  

EQUIS:  https://www.efmd.org/accreditation-main/equis 
 European Quality Improvement System 

UNPRME: http://www.unprme.org 
 UN Principles of Responsible Management Education 

Program-level learning goals and outcomes 
assessed for AACSB accreditation 
The Course Learning Goals and Outcomes outlined above are what you should 
be able to do by the end of the course if you participate fully in the learning 
activities and successfully complete the assessment items. 

However, course-level learning outcomes are not sufficient to fully describe what 
you should be able to do at the end of the program, when you complete your 
qualification. So we add an additional set of Program Learning Goals. These 
specify what we want you to have achieved by the time you successfully complete 
your degree. You demonstrate that you have met these Program Learning Goals 
by achieving specific Program Learning Outcomes that are directly related to each 
goal.  

The Course Learning Outcomes will help you to achieve at least some of the 
overall Program Learning Goals and Outcomes. 

As an example of Program Learning Goals and Outcomes, for the Teamwork 
learning goal we specify: ‘Our graduates will be effective team participants’. The 
related outcomes include: ‘participate collaboratively and responsibly in teams’.  

The MBAX Program Learning Goals (and related outcomes) used across the 
three streams of Change, Social Impact and Technology, are as follows: 

  

 Program quality assurance 
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8 Course Overview 
 

1. Knowledge 
Our graduates will have current disciplinary or interdisciplinary knowledge applicable in local and global 
contexts. 
Learning outcome: Students should be able to identify and apply current knowledge of disciplinary or 
interdisciplinary theory and professional practice to business in local and global environments. 

2. Critical thinking and problem-solving 
Our graduates will have critical thinking and problem-solving skills applicable to business and 
management practice or issues. 
Learning outcome: Students should be able to identify, research and analyse complex issues and 
problems in business and/or management, and propose appropriate and well-justified solutions. 

3. Communication: 
Our graduates will be effective communicators in professional contexts. 
Learning outcome for 3a – Written Communication: Students should be able to produce written 
documents that communicate complex disciplinary ideas and information effectively for the intended 
audience and purpose. 
Learning outcome for 3b – Oral Communication: Students should be able to produce oral presentations 
that communicate complex disciplinary ideas and information effectively for the intended audience and 
purpose. 

4. Teamwork: 
Our graduates will be effective team participants. 
Learning outcome: Students should be able to participate collaboratively and responsibly in teams, and 
to reflect on their own teamwork, and on the team’s processes and ability to achieve outcomes. 

5. Ethical, social and environmental responsibility: 
Our graduates will be aware of ethical, social, cultural and environmental implications of business issues 
and practice. 
Learning outcome for 5a – Ethical, social and environmental responsibility: Students should be able to 
identify and assess ethical, environmental and/or sustainability considerations in business decision-
making and practice.  
Learning outcome for 5b – Social and cultural awareness: Students should be able to consider social 
and cultural implications of business. 

6. Leadership: 
Our graduates will have an understanding of effective leadership. 
Learning outcome: Students should be able to reflect upon their own personal leadership style and on 
the leadership needs of business and of teams. 

 

These program-level learning goals and outcomes will be measured in the 
capstone course for your degree program. 
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Program Learning Goals & 
Outcomes that this course will 
help you achieve 
[see above for a description of 
these] 

Course Learning 
Outcomes contributing 
to each Program 
Learning Goal 
[see above for a 
description of these]: 

Course Assessment Items 
assessing each Learning Goal 

Knowledge 3, 6, 7, 8 1, 2, 3, 4 

Critical thinking and problem 
solving 1-8 1, 2, 3, 4 

Written communication 4, 7, 8  1, 2, 3, 4 

Teamwork  2, 3, 4, 6, 7 1, 4 

Ethical, social and environmental 
responsibility 2 1, 4 

Social and cultural awareness 2 1, 4 

Leadership 1–8 1, 2, 3, 4 

 

  

 Links between assessment 
and learning goals and 
outcomes 
DR

AF
T



10 Course Overview 
 

Our courses are revised each time they run, with updated course overviews and 
assessment tasks. All courses are reviewed and revised every three years and 
significant course updates are carried out in line with industry developments. 

The AGSM surveys students each time a course is offered. The data collected 
provides anonymous feedback from students on the quality of course content and 
materials, class facilitation, student support services and the program in general. 
This student feedback is taken into account in all course revisions. 

Student evaluations from the last presentation 
of the course 
Students commented favourably on the opportunities that the course gave to 
reflect on their practice and on themselves, and on the sense of being in a 
learning community in the course. Students also commented favourably on the 
resources provided in the course materials and on the ways in which the 
dialogues had helped stimulate and support their learning.  

Three students suggested additional videoconferences, for increased contact with 
the class facilitator. Another suggestion was for more active facilitation of the 
dialogues to encourage earlier participation by contributors. 

Coordinator’s response 
The timing and frequency of videoconferences is constrained by student workload 
considerations. At present, the videoconferences are programmed in weeks when 
there is no pressure from an online dialogue or an imminent deadline for 
submitting an assignment. Increasing the number of videoconferences would 
further increase workload for students in weeks in which they are already fully 
occupied with other study activities. 

In Session 2, 2018 we will introduce a number of initiatives to encourage earlier 
participation in the online dialogues. 

 

           Continual course 
improvement 
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In Change Skills, the following resources are available to you: 

• the online classroom 
• course materials 
• the Change Skills Audit, through which you will obtain feedback about your 

skills 
• your class facilitator 
• your learning partner or study group 
• your mentor 
• the online dialogues 
• videoconferences. 

The online classroom 
To access Moodle and the online classroom go to: 
https://moodle.telt.unsw.edu.au/login/index.php 

Login with your student zID (username) and zPass (password). 

Course materials 
The Change Skills course materials are presented in Units, as outlined in the 
section on course structure above.  

Each Unit comprises outlines of a variety of topics, with exercises and readings. 
The outlines and readings provide concepts, frameworks and theories to help you 
reflect on your skills and devise plans to improve your effectiveness as a change 
agent. The exercises in the Units encourage you to continually apply the course 
ideas to yourself and to your work as a change agent, and to explore their 
practical implications for your development.  

All course materials are posted in Moodle, in your online classroom. In Moodle, 
you will also find other important resources such as: 

• the AGSM Learning Guide, which will help you learn more about effective 
study practices and techniques 

• Moodle guidelines  
• guidance about assignments, including marking rubrics, sample assignments 

and referencing guidelines. 

Readings are available via active hyperlinks or URLs. Please note that you may 
be required to enter your UNSW zID and zPass in order to access hyperlinked 
readings. 

  Resources 
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12 Course Overview 
 

The Change Skills Audit 
The Change Skills Audit, outlined below, will provide a systematic way for you to 
evaluate your skills and obtain evaluative feedback from others about your skills.  

Class facilitator 
Your class facilitator will: 

• facilitate the introductory online dialogue and the six assessable online 
dialogues 

• facilitate three videoconferences with small groups of students  
• mark your assignments and provide feedback on them 
• respond to your academic enquiries, and offer assistance where appropriate. 

Your class facilitator can be contacted by email or via Moodle, and can assist you 
with any matters to do with course content or the learning processes in the 
course. The facilitator does not provide technical advice about the online learning 
system; details on how to access assistance in these matters are set out below. 

Learning partner or study group 
Your learning partner/study group can add a great deal of value to your learning in 
the course.  

You are encouraged to seek out a learning partner or study group. In forming your 
learning partnership/study group, it will be helpful to read the introductions that 
members of the class have posted in the online classroom. 

It is best to find a learning partner/study group in your geographic area so that you 
have an opportunity for face-to-face contact. 

The timing and frequency of meetings is for you to decide. Weekly meetings can 
be helpful in providing an incentive to read a Unit each week and to discuss it with 
your partner/group. Meetings also provide an opportunity to discuss: 

• the feedback you have received in the Change Skills Audit and its 
implications for your skills development  

• your progress in implementing your skills development plans during the 
course.  

Once you have selected a learning partner/study group, spend some time 
discussing your learning goals for the partnership/group and the ways you will be 
working together, as well as the timing and location of your meetings. 
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Remember that you are a learning resource for your learning partner/study group 
– a source of support, insight and challenge. It would be good to reflect on the 
contributions you can make as an effective learning partner.  

Mentor 
Your mentor’s role is to assist you in linking your learning to the workplace.  

The Change Skills Mentor’s Handbook, also in Moodle, outlines the mentor’s role. 
It will give you an idea of what might be expected from your mentor and may 
influence your decision about whom to approach. When you approach someone 
to be your mentor, please provide them with a PDF of the Handbook. 

In your initial contact with your mentor, you will need to discuss your 
arrangements for further meetings and what you expect from them. 

You should also discuss your mentor’s expectations of the mentoring relationship. 
This is a learning opportunity for them too, and an opportunity to discuss the latest 
thinking about change management. In return for the wisdom, guidance and 
support provided by your mentor, make sure that they receive intellectual 
stimulation from you.  

After the initial contact with your mentor, six mentoring sessions are suggested for 
the duration of the course, with specific topics for each session.  

A suggested schedule of meetings is presented below. You may wish to adapt this 
schedule in the light of your learning goals and your mentor’s availability.  
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14 Course Overview 
 

Week No. Week begins Purpose of contact and topics for discussion  Unit 

1 or 2  
4 June  
or 
11 June 

 
Methods of skills development  
Values and values-based approaches to change 
management and leadership 
 

Units 1 & 2  

3 or 4  
18 June 
or 
25 June 

Self-management skills and techniques  
Managing mindset, emotions, performance and stress 
Building psychological capital  

Units 3 & 4  

6 or 7  
9 July 
or 
16 July 

Communicating to influence people, build commitment 
and respond to resistance 
The use of coaching skills in change management 

Units  
5, 6 & 7  

8 & 9  
23 July 
or 
30 July 

Persuasive communication  Units 8 & 9  

10 or 11  
6 August 
or  
13 August 

Conflict resolution and negotiation 
The use of team skills in leading and managing change  

Units 10 & 
11  

12  20 August Your skills development during the course  
Your skills development plans for the future  Unit 12  

Online dialogues 
There are six assessable online dialogues in Change Skills, counting towards 
30% of the grade.  

The dialogues provide opportunities to discuss:  

1. the concepts, frameworks and theories in the course and their application to 
your work as a change agent  

2. your analysis and evaluation of your skills, referring to your Change Skills 
Audit results  

3. your skills development plans and your progress in implementing them during 
the course.  

Each online dialogue is an important forum for sharing your ideas, experiences 
and learning with fellow students and with your facilitator.  

Your facilitator will post some topics in each dialogue. However, feel free to make 
contributions on other topics in the Units covered in the dialogue.  
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The schedule of assessable dialogues is as follows. 

Week No.  Week begins Assessable online dialogues Dialogue topics 

2 11 June Dialogue 1 Units 1 & 2  

4 25 June Dialogue 2 Units 3 & 4  

7 16 July Dialogue 3 Units 5, 6 & 7  

9 30 July Dialogue 4 Units 8 & 9  

11 13 August Dialogue 5 Units 10 & 11  

12 20 August Dialogue 6 Unit 12  
 

The non-assessable introductory dialogue in Week 1 will provide opportunities to 
explore the dialogue process before the first assessable dialogue in Week 2. 
Advice about how to get the most value from the online dialogues will be posted in 
the online classroom.  

Videoconferences 
There will be three videoconferences with your class facilitator during the course, 
with about six participants in each videoconference. The first videoconference in 
Week 1 will provide an opportunity to clarify course requirements, learning 
processes and resources.  

The schedule below is provided as a guide only and could change depending on 
the needs of your class. Your class facilitator will advise of any changes.  

Week No. Week beginning Videoconference topics  

1 4 June 

Your learning goals and expectations of the course.  
Course requirements, including assignment requirements.  
Learning processes in the course, including the online dialogues 
(Assignment 1).  
Guidance about Assignment 2 – the review of your self-management 
skills.   

6 9 July 

Debriefing the first three online dialogues.  
Your learning in the course so far.  
Your Change Skills Audit profile.  
Guidance about Assignment 3 – analysis of your coaching and 
process facilitation skills.  
Guidance about the after-action reviews that you will be writing for 
Assignment 4.  

12 20 August 
Your skills development during the course.  
Your plans for future skills development.  
Guidance about Assignment 4.  
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16 Course Overview 
 

Other resources 

UCo 
UCo is AGSM’s Campus in the Cloud, a social platform that connects students, 
staff and faculty – enabling you to engage with each other across your courses 
and the AGSM outside of the formal Moodle setting. AGSM also uses this private 
network to communicate with you about extracurricular opportunities and events, 
and general updates on programs and courses. Enrolled students can access 
UCo using their zID and zPass at https://uco.agsm.edu.au/ 

BusinessThink 
BusinessThink is UNSW’s free, online business publication. It is a platform for 
business research, analysis and opinion. If you would like to subscribe to 
BusinessThink, and receive the free monthly e-newsletter with the latest in 
research, opinion and business then go to 
http://www.businessthink.unsw.edu.au. 
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The Change Skills Audit provides you with an opportunity to evaluate your skills 
as a change agent and to collect feedback from others who know something of 
how you work. The Change Skills Audit questionnaire has been developed by 
Faculty at AGSM MBA Programs and by Leaderskill Group Pty Ltd.  

The survey will be accessed on the internet. We will provide Leaderskill with your 
name and email address. These are for use with the Change Skills Audit only and 
there is a strict privacy policy regarding all information.  

Leaderskill will email you with your password and details of how to log in to your 
Participant Control Centre. Through this portal you can:  

1. fill in your self-questionnaire  
2. enter your respondents and email their passwords  
3. monitor the completion of questionnaires and send reminders  
4. download and print your profile when complete.  

There are four steps to completing the feedback survey:  

Step 1   

Read the section ‘Ethical considerations’, which follows.  

Step 2  

Complete the self-questionnaire during Week 1. 

Step 3 

Invite colleagues from whom you would like to receive feedback about your skills 
as a change agent. These colleagues can include your ‘boss’, peers and staff who 
report to you. They need to complete the questionnaire as quickly as possible – 
ideally by the end of Week 2 and certainly by the end of Week 3. 

Step 4 

Download a self-only copy of your profile as soon as you complete your self-
questionnaire for use in Week 1 (note this profile doesn’t include staff and/or peer 
data even if some of them have completed).  

Later, download your full profile with staff and/or peer data for use from Week 4 
onwards. 

  

  Change Skills Audit 
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Step 1: Ethical considerations 
We would like you to take note of a number of ethical considerations.  

In order for the feedback process to be effective and for everybody involved to be 
treated fairly and with respect, we recommend that the following principles of 
appropriate disclosure, informed consent and confidentiality be observed. 

Disclosure: appropriate disclosure of information gathering and storage 
processes.  

The information you and your work colleagues give will not be disclosed to 
anybody except you and your class facilitator. The database is kept by Leaderskill 
and will not be accessed by anybody other than you and your class facilitator. 
However, an overall statistic of all students is maintained.  

Informed consent: informed consent by all the parties involved.  

Everybody who responds to this survey must give their consent for the information 
to be used in the way in which it will be used within this course. Make sure they 
are aware of the format of the profile that you will receive, and obtain their 
acceptance of this. This is particularly important for your ‘boss(es)’, as their 
responses will be individually identifiable.  

Confidentiality: the practice of appropriate confidentiality, and assurances of this 
to respondents (boss, peers and staff). 

A fundamental ethical requirement is to treat the feedback that you receive as 
confidential and to give your respondents this assurance. In the case of some of 
the feedback, e.g. from your ‘boss’, you will be able to identify the respondent and 
it is important that you do not disclose the feedback you have been given by a 
particular individual to anyone else. For example, complaining to others at work 
about the feedback from your ‘boss’ is not appropriate.  
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Step 2: Complete the self-questionnaire 
Leaderskill will email you with details of how to log in to your Participant Control 
Centre.  

It is best to complete your self-questionnaire by the middle of Week 1, so that 
you can discuss the results of your self-evaluation in the introductory dialogue.  

• The questionnaire takes about 20 minutes to complete. 
• If you need to leave the questionnaire before you finish, you can manually 

save it to log in again later.  
• Your questionnaire will not be submitted until you click the ‘Submit’ button at 

the end and see the ‘successful sent’ message. 

Should you require further assistance, please contact Student Experience by 
phone +61 2 9931 9400, or for technical support, contact Leaderskill via email 
(support@leaderskill.com.au) or phone +61 2 9449 7737.  
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20 Course Overview 
 

Step 3: Identify colleagues and distribute 
questionnaires 
The next step is to identify work colleagues who will fill in a similar questionnaire 
about your change-agent skills. Invite both ‘fans’ and ‘critics’. 

The four categories of self, ‘boss(es)’, staff and peers are shown separately on 
your profile. 

Depending on who is available, you can include just staff or just peers, or both. 
Note that:  

• to show the staff category in your profile, you must have three staff (to 
ensure the anonymity of their responses). Aim to include all your staff/direct 
reports (up to 20) 

• to show the peer category, you must have three peers (to ensure the 
anonymity of their responses). Four to six is usual (and up to 20 is possible). 

Four or more respondents in either category will allow you to see the raw scores 
in the results for that category. If you have only three people in a staff or peer 
category, you will see only the average scores for that category (you won’t see the 
range of responses).  

If you have fewer than three in either category, nothing will be displayed unless 
you request Leaderskill to combine staff and peer responses in one category. 

You can include up to two ‘boss(es)’. Note that, since a separate analysis of 
‘boss’ feedback is presented in the profile, it is not possible to preserve ‘boss’ 
anonymity.  

Respondent options  
In the absence of enough direct reports, we recommend that you use:  
• current indirect reports, i.e. the next level down, but no further  
• ‘dotted line’ reports.  

When selecting peers, choose people who know you well enough to be able to 
respond. If you can’t find three peers, you can use only staff, or arrange to have 
staff combined with peers.  

If you are not able to meet the minimum for staff or peers, and you have at least 
three responses in total, they can be combined into a single category.  
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Briefing respondents 
Aim to brief your respondents face-to-face, or at least by telephone, so you can 
deal with any concerns and questions at once. Before sending the emails, make 
sure they know why you are asking them to complete the questionnaire and that 
they agree to do so.  

Ask each colleague if they are prepared to spend some time on the questionnaire 
in order for you to develop your skills. When talking to them about their 
participation, explain the process and discuss the following:  

• they have been chosen because they are familiar with you at work  
• their responses will be very valuable to you, but only if they are totally honest  
• their responses are completely anonymous and confidential and you will not 

be able to see the questionnaire they fill in, nor identify their individual 
responses on the final profile (except for your boss).  

Since the responses from your ‘boss’ are the only ones that are individually 
identifiable, you must make sure this is clear to your ‘boss’ before he or she 
agrees to participate.  

Deadline for completion of the questionnaires  
In each online dialogue, you will be invited to reflect on the feedback you have 
received from others. So, it will be important to ensure that your respondents 
complete as quickly as possible – ideally by the end of Week 2 and certainly by 
the end of Week 3.  

Thank your colleagues in advance for their time and support.  

Entering respondents and sending passwords  
Once you have selected your respondents, you need to enter their details through 
your 360 Facilitated® Participant Control Centre. You will need to select which 
category (‘boss’, peer or staff) they are responding in, and their names and email 
addresses.  

By clicking on ‘Send Emails’, an email will be sent to each of your respondents, 
including details of how to log into the questionnaire, and their password. 

Monitoring progress and sending reminders  
Through your Participant Control Centre, you can check on the progress of your 
respondents. The ‘Follow up Respondents’ page will show you which of your 
respondents have completed their questionnaires. You can send reminders if 
appropriate.  
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Step 4: Download your Profile 
Use your Self-only Profile from Week 1 
The online dialogues that begin in Week 1 will invite you to reflect on your 
evaluation of your skills. So, you will get most benefit from the process by 
completing your self-questionnaire right away. 

You will be able to download your self-only profile directly from your Participant 
Control Centre as soon as you complete the self-questionnaire. Your self-only 
profile can also include responses from up to two ‘bosses’ (optional), but will not 
show any staff or peer data, even if some of their questionnaires have been 
completed.  

Use your Full Profile from Week 4 
From Week 4 onwards, the online dialogues will ask you to reflect on the feedback 
you have received from others. So, it will be important to ensure that your ‘boss’, 
peers and staff complete the questionnaires as quickly as possible – ideally by the 
end of Week 2 and certainly by the end of Week 3. When they have completed, 
you will be able to download a final profile that includes ‘boss’, staff and/or peer 
data.  

Support 
Email: support@leaderskill.com.au at any time 
Phone: 02 9449 7737 – 9am to 5pm AEST/AEDT 
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AGSM delivers courses in a number of modes and these vary between courses 
from session to session. The following gives a general description of each mode. 

Weekly face-to-face 
Course delivery includes one class per week over the 12-week session. Course 
materials are accessible in the online eLearning platform Moodle. 

Intensive 
Course delivery occurs over the same 12-week period as for face-to-face delivery, 
but weekly classes are normally replaced with four full days, two blocks of two 
consecutive days, running from 9am to 5pm each day. Intensives may also 
include teleconferences or videoconferences in Week 1. Students are required to 
complete coursework and readings prior to attending each intensive block. 
Intensives require 100% attendance. Course materials are accessible in the online 
eLearning platform Moodle. 

Online 
Course delivery occurs asynchronously over the 12-week session, through the 
online eLearning platform Moodle. Readings, learning activities and assessments 
are accessible in Moodle and students are expected to log on to the course site 
on a regular basis, i.e. several times each week. Students are required to 
participate in online engagement with their peers and facilitator throughout the 
course. This online participation is normally assessed. Some online courses 
include pre-scheduled teleconferences or videoconferences. 

 

           AGSM course delivery  
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Academic integrity and plagiarism 
The University regards plagiarism as a form of academic misconduct, and has 
very strict rules regarding plagiarism. For UNSW policies, penalties, and 
information to help you avoid plagiarism see: 
https://student.unsw.edu.au/plagiarism as well as the guidelines in the online 
ELISE and ELISE Plus tutorials for all new UNSW students: 
http://subjectguides.library.unsw.edu.au/elise. 

To see if you understand plagiarism, do this short quiz: 
https://student.unsw.edu.au/plagiarism-quiz. 

For information on how to acknowledge your sources and reference correctly, see: 
https://www.business.unsw.edu.au/Students-Site/Documents/referencing.pdf. 

Student responsibilities and conduct 
Students are expected to be familiar with and adhere to university policies in 
relation to class attendance and general conduct and behaviour, including 
maintaining a safe, respectful environment; and to understand their obligations in 
relation to workload, assessment and keeping informed.  

AGSM MBA Programs and UNSW policies 
Information and policies can be found in the ‘A–Z Student Guide’: 
https://my.unsw.edu.au/student/atoz/A.html. See, especially, information on 
‘Attendance and Absence’, ‘Academic Misconduct’, ‘Assessment Information’, 
‘Examinations’, ‘Student Responsibilities’, ‘Workload’ and policies such as 
‘Occupational Health and Safety’. 

UNSW policies apply to staff and students of AGSM MBA Programs. Where there 
are additional points or procedures which apply specifically to AGSM MBA 
Programs they are set out on the AGSM website: 
https://www.business.unsw.edu.au/agsm/students/resources/students- 
rights-responsibilities. 

If students are in doubt about the policy or procedure relating to a particular matter 
they should seek advice from AGSM Experience. 

  

 Key policies, student 
responsibilities and support  
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Workload 
It is expected that you will spend 10–12 hours per week studying this course. This 
time should be made up of reading, research, working on exercises and problems, 
and attending classes. In periods where you need to complete assignments or 
prepare for examinations, the workload may be greater. 

Over-commitment has been a cause of failure for many students. You should take 
the required workload into account when planning how to balance study with 
employment and other activities.  

Attendance 
For information on UNSW policy, see: https://student.unsw.edu.au/attendance  

General conduct and behaviour 
You are expected to conduct yourself with consideration and respect for the needs 
of your fellow students and teaching staff. Conduct which unduly disrupts or 
interferes with a class, such as ringing or talking on mobile phones, is not 
acceptable and students may be asked to leave the class. More information on 
student conduct is available at: 
https://my.unsw.edu.au/student/atoz/BehaviourOfStudents.html. 

Occupational health and safety 
UNSW Policy requires each person to work safely and responsibly, in order to 
avoid personal injury and to protect the safety of others. For more information, see 
http://safety.unsw.edu.au/. 

Keeping informed 
You should take note of all announcements made in class and on the course 
website. From time to time, the University will send important announcements to 
your university email address without providing you with a paper copy. You will be 
deemed to have received this information. It is also your responsibility to keep the 
University informed of all changes to your contact details. 
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Special consideration and supplementary examinations 
Any student dealing with exceptional circumstances due to illness, misadventure 
or business critical work/travel that affects submission of assessments or exams 
(performance or attendance), should complete an application for Special 
Consideration via the UNSW online system – see: 
https://student.unsw.edu.au/special-consideration. 

A Professional Authority Form also needs to be completed prior to the online 
submission – see: 
https://student.unsw.edu.au/sites/all/files/uploads/group47/forms/ProfessionalAuthority.pdf. 

These applications are assessed by AGSM Experience. 

Applications for Special Consideration must be received no later than three 
working days after an assessment task due date, or exam date. 

Note that work, family, sporting and social commitments are not generally seen as 
being beyond a student’s control, and so would not normally be accepted as 
grounds for special consideration. 

If your course has an exam, please note that students who are unwell are advised 
to not attend the exam, and instead obtain documentation from their doctor 
supporting their need to be absent from the exam. UNSW advises use of the 
Professional Authority Form – 
https://student.unsw.edu.au/sites/all/files/uploads/group47/forms/ProfessionalAuthority.pdf  
– in this instance. They can then apply for Special Consideration to sit the 
Supplementary Exam (usually held seven days later). Once students see an 
exam, they cannot re-sit the exam for that course in the same session. 
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eLearning 
To access Moodle, go to: https://moodle.telt.unsw.edu.au/login/index.php  

Login with your student zID (username) and zPass (password). 

Moodle eLearning support 
Should you have any difficulties accessing your course online, please contact the 
eLearning support below: 

For login issues: 

UNSW IT Service Centre 
Hours: Monday to Friday: 8am – 8pm  

 Saturday and Sunday: 11am – 2pm 
Email: ITServiceCentre@unsw.edu.au 
Phone: Internal: x51333 

 External: 02 9385 1333 
 International: +61 2 9385 1333 

For help with technical issues and problems: 
External TELT Support 
Hours: Monday to Friday: 7.30am – 9.30pm 

 Saturdays and Sundays: 8.30am – 4.30pm 
Email: externalteltsuppport@unsw.edu.au  
Phone: Internal: x53331 

 External: 02 9385 3331 
 International: +61 2 9385 3331 

Administrative and eLearning support 
AGSM Experience 
If you have administrative queries, they should be addressed to AGSM 
Experience. 

AGSM Experience 
AGSM MBA Programs 
UNSW Business School 
SYDNEY NSW 2052 
Phone: +61 2 9931 9400 
Email: studentexperience@agsm.edu.au  
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Additional student resources and support 
The University and the UNSW Business School provide a wide range of support 
services for students, including:  

• AGSM – Digital Resources and Tutorials 
https://www.business.unsw.edu.au/agsm/digital-tools 

• Business School Learning Consultations 
https://www.business.unsw.edu.au/students/resources/learning-
support/consultations  
Book a one-to-one or small group consultation with a learning 
assistant/advisor with expertise in numeracy, literacy or accounting. Get 
feedback on your writing, understanding of specific assignment requirements 
or general approach to and techniques in studying. 

• Business School Learning Resources 
https://www.business.unsw.edu.au/students/resources/learning-support  
Provides up-to-date details on resources and services available to 
support your studies, e.g. communication resources, a Moodle site 
dedicated to Business students’ needs, including critical thinking, 
argument mapping, academic writing, preparing to present orally and 
participating in debates. 

• UNSW Learning Centre 
www.lc.unsw.edu.au 
Provides academic skills support services, including workshops and 
resources, for all UNSW students. See website for details. 

• Library services and facilities for students 
https://www.library.unsw.edu.au/study/services-for-students 

• UNSW Counselling and Psychological Services 
https://student.unsw.edu.au/wellbeing 
Provides support and services if you need help with your personal life, 
getting your academic life back on track or just want to know how to stay 
safe, including free, confidential counselling. 
Office: Level 2, East Wing, Quadrangle Building;  
Phone: +61 2 9385 5418. 

• Disability Support Services 
https://student.unsw.edu.au/disability 
Provides assistance to students who are trying to manage the demands of 
university as well as a health condition, learning disability or have personal 
circumstances that are having an impact on their studies. 
Office: Ground Floor, John Goodsell Building;  
Phone: 9385 4734; Email:  disabilities@unsw.edu.au 
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Course coordinator 
Each course has a Course Coordinator who is responsible for the academic 
leadership and overall academic integrity of the course. The Course Coordinator 
selects content and sets assessment tasks, and takes responsibility for specific 
academic and administrative issues related to the course when it is being offered. 
Course Coordinators oversee Class Facilitators and ensure that the ongoing 
standard of facilitation in the course is consistent with the quality requirements of 
the program. 

The Course Coordinator is: 

Geoff Mortimore 
MA, BPhil (Oxford), BSc (ANU) 

Email: geoff.mortimore@agsm.edu.au 

Geoff Mortimore has 35 years’ experience in tertiary education and management 
consultancy. His academic career has involved curriculum design and program 
delivery at Lancaster University in the UK, the Australian National University 
(ANU), and AGSM.  

He has taught at the AGSM for more than 15 years. Courses taught include 
Foundations of Managerial Skills, Managing People and Organisations, Managing 
Change, Leadership and The Executive Blueprint in the MBA (Executive) and 
Approaches to Change and Change Skills in the Graduate Certificate of Change 
Management and the MBA (Change). 

He has won two AGSM awards for excellence in teaching and, in 2012, the 
School of Management’s Teaching Mentor of the Year award. In 2012, he and an 
AGSM colleague won the Academy of Management award for best paper in 
management education. 

Geoff also has an adjunct position at ANU, where he presents programs on 
leadership to academic and professional staff. 

As well, Geoff contributes to programs on leadership and management for 
organisations including, in recent years, BHP Billiton, KPMG, Westpac and the 
Australian Public Service Commission. 

  

  Course staff 
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Class facilitator 
The role of your Class Facilitator is to support and enhance your learning by: 

• encouraging interaction between members of the class 
• providing advice and guidance about the content of the course and about 

course learning processes e.g. the online dialogues 
• providing advice about assignment requirements 
• giving constructive feedback about assignments.  

Class Facilitators comprise academics and industry practitioners with relevant 
backgrounds. 

You will be notified of your Class Facilitator’s name and contact details in your 
class confirmation email sent by AGSM Experience.  

Your Facilitator will send you an introductory email shortly before you are given 
access to the online classroom.  

Course authors 
Since the initial offering of Change Skills, the following have contributed to course 
revisions: 

• Geoff Mortimore MA, BPhil, BSc 
• Peter Heslin PhD, MPsych, MA, BA (Hons) 
• Gary Peacock MBA, MSc, BEng, GCCM 
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