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Gateway Qualifications Level 2 Diploma in Business Administration
Develop Working Relationships with Colleagues – Lesson Plan
Tutor Guidance	
This session is designed to provide some of the knowledge and understanding to support the completion of this unit of the Level 2 Diploma in Business Administration. As you work through the session, activities are provided to support the collection of evidence for the knowledge unit with guidance as to the criteria they cover. This session is designed to be delivered after session 4 – Manage Personal Performance and makes reference to some of the points within this session.
Although this lesson plan refers to ‘group’ the lesson may well be delivered to one learner at a time.
	Resources Required 	
	Handouts Required

	· Laptop and projector
· Pens and paper
· Copy of slides and procedures
· Highlighter pens and complaints
	· Activity 1 – Understand the principles of effective team working
· Copy of matrix
· SMART targets handout
· Dealing with conflict handout
· Additional activities
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	Slide
	Content
	Tutor Guidance
	Handout/Resources Required

	1
	Title Slide
	Welcome the group to the session.
Explain that it is important that you develop good working relationships with colleagues as you will be spending a lot of time with them throughout your career.
Explain this session is designed to deliver a level of understanding on the principles of effective team working. Explain the students will complete activities throughout the session which will provide some evidence for the unit.
Hand out a copy of the slides and the unit matrix
	Laptop and projector
Pens and paper
Copy of slides
Unit matrix

	2
	Aims of the session
	Discuss the aims of the session and agree these with the group.
	

	3
	Agenda
	Read through the points of the agenda. Explain the session is designed to develop an understanding of the key points contained within the unit.
	

	4
	Have you ever had a negative experience working with a colleague?
	Icebreaker
Split the group into pairs.
Ask the group to identify a negative experience they have had working with a colleague, what caused the problem, how it was resolved and what would they do differently next time.
Give 10 mins then feedback.
	

	5
	What are the benefits of effective teamwork?
	Ask the group the question and split to the headlines. Bring up the points on the slide and relate to how each point is beneficial to the organisation and individual.

	

	6
	Why is constructive feedback important?
	Ask the group if they understand what constructive feedback is and explain that this is feedback that enable the person receiving it to improve their performance and identify what they are doing well.
Bring up the points and give the information;
Identifies good behaviour – Explain feedback is not just about telling people how to improve, it is also about identifying what people are doing well and celebrating the positives. This will reinforce good behaviour and performance.
Improves undesirable behaviour – It is important to identify what needs to be improved, but also to identify how this can be done. There is no point telling someone something needs to improve if you can’t advise them how to go about this.
Builds relationships – By giving and receiving feedback regularly and acting on the feedback you can build the relationships within the team.
Improves performance – If feedback is acted on it will improve the overall performance of the individual and the team.
	

	7
	How do you give feedback?
	Explain that giving feedback is a skill that everyone has to learn, if it is done incorrectly it could cause offence or not be effective.
Bring up the points and provide additional information.
Have a purpose – You need to ensure you are giving feedback for a reason, it could be on the completion of a certain task or as part of regular reviews 
Use appropriate timing – It is important you provide feedback as close to the event as possible. If you wait weeks or months, the impact of the feedback will be limited and if you need to take action based on the feedback you risk appeals against decisions
Handout – SMART Targets
	SMART Targets handout

	8
	What are the possible causes of team conflict?
	Ask the group to reconsider the icebreaker activity, were there any similar issues and what were their causes?
Bring up the points and provide additional information.
	

	9
	Dealing with conflict
	Explain that the students will have to deal with conflict within a team at some point and that this will need to be done before it causes a problem within the team.
Read through the points and explain that it is important these stages are followed for all conflict to not only resolve the current conflict but also to prevent any re-occurrence.
Handout – dealing with conflict.
	Dealing with conflict handout

	10
	Why is discussing work progress important?
	Ask the question and bring up the points.
Keep to schedules – It is important to review the progress in order to ensure the team is on target to achieve schedules, if there is a problem you will have time to put corrective actions in place to ensure you achieve the targets
Identify problems – If you are able to identify problems you can explore the possible solutions and implement them in order to ensure the team can achieve its targets. If there will be a problem achieving targets you will have time to inform those who need to know.
Maintain responsibilities – By reviewing the progress you can ensure everyone is on top of their responsibilities. If someone is struggling, you can identify help for them in a timely manner.
Motivate the team - If you review progress you can celebrate achievements and motivate the team.
Value contribution – This links in to motivating the team, if you demonstrate you value the contribution team members have made you will ensure the team are working well together and targets are met.
Develop skills – by reviewing progress you can identify any support areas and support the development of skills for individual team members 
	

	11
	Why is it important to discuss any issues arising?
	Ask the group the question and bring up the points on the slide.
Avoid misunderstandings – By discussing problems as they arise you can deal with the issue easily and prevent any misunderstandings that may affect the team and their work objectives at a later date.
Agree actions – By discussing the issues early you can identify actions required to rectify the problem. This will be easier to do the earlier the issue is identified.
Develop skills – By discussing the issues you can identify any development needs of team members and appropriate development opportunities can be identified to enable the team to develop their skills.
Allow early intervention – As mentioned, by identifying the issues early and discussing them you can allow early intervention which will prevent the issue becoming a larger problem which could have a negative impact on the team.
	

	12
	Why is it important you warn colleagues of problems that may affect them?
	Ask the question then bring up the points. Check the group understands the points and explain that by identifying issues early and ensuring the team is aware you can ensure you develop and maintain effective working relationships within the team.
	

	13
	Why is change important?
	Hand out activity 1 – Understand the principles of effective team working.
Give 15 mins to complete then feedback.
	Activity 1 – Understand the principles of effective team working.

	14
	Aims of the session
	Review the session aims and agree if these have been met.
Hand out the assignment brief. Explain additional activities are now required to demonstrate how the students have communicated verbally and in writing.
	

	15
	Any questions
	Check if anyone has any additional questions.
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