Gateway Qualifications Level 3 Diploma in Management
Manage Team Performance – Lesson Plan
Tutor Guidance	
[bookmark: _GoBack]This session is designed to provide some of the knowledge and understanding to support the completion of this unit of the Level 3 Diploma in Management. 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.
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
	· Copy of matrix
· Communication techniques handout
· Activity 1 – Managing team performance
· Additional activities
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	Slide
	Content
	Tutor Guidance
	Handout/Resources Required

	1
	Title Slide
	Welcome the group to the session.
Explain that as part of their management role, it is important they understand how to manage the performance of their team. This includes setting and maintaining standards through benchmarking. 
Explain this session is designed to look elements that make up the effective management of team performance. Explain the students will complete activities throughout the session which will provide some evidence for the unit and that an assignment brief will be issued at the end of the session to support the completion of 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
	What is a benchmark?
	Ask the group if they understand what is meant by benchmarking before bringing up the definition.
Read out the definition and provide an explanation if required. Discuss that every business within every sector has benchmarking in place for all activities, this could be in the form of service standards for delivery, KPI measures for performance etc.
	

	5
	Why use benchmarking?
	Before bringing up the points on the slide, ask the group the question and give them a few mins to shout out answers. Bring up the points and provide additional information.
Maintain team performance – The use of benchmarking means you can monitor your team’s performance against set organisation or industry guidelines. This may be in the form of set KPI’s which you can use to measure either individual or team performance against and can be used to form the basis of individual or team performance management.
Identify areas for improvement – By using benchmarking, you can identify areas for improvement and can set targeted improvement activities. This will enable you to develop the team and improve performance in general.
Set standards for rewards – If you are looking to introduce performance related pay or bonus schemes, you are likely to use benchmarking to set the standard which must be achieved/over achieved in order to achieve the bonus.
Evaluate effectiveness – If you have introduced performance initiatives, you will use benchmarks to identify if these have been successful. By using the benchmark to measure previous performance, you can identify if it has had the desired effect following the activities.
	

	6
	Why use team performance management?
	Ask the group why they use performance management activities with their teams. Being up the points and talk through with them.
Establish performance goals – by setting performance goals, you can measure how well your team is performing and enable the team to know what is expected of them in their roles.
Identify gaps in performance – Once you have set the goals, you use performance management to identify any gaps in performance and you can take action to minimise these gaps. This can be through development activities or performance improvement activities.
Plan, implement and monitor change – If you are looking to introduce change to the team you may use performance management to identify how to do this and to subsequently monitor the effect the changes are having. If they have a negative impact on performance you will need to review and adjust the changes.
	

	7
	What techniques can you use to manage team performance?
	Split the group into pairs and ask them to consider the techniques they might use to monitor team or individual performance.
Give 10 mins them feedback.
	

	8
	What techniques can you use to manage team performance?
	Following on from the previous activity, bring up the list of different techniques for managing performance. Review how many match the list produced by the students.
Explain that each of these have their strengths and limitations but all can be effective quality management techniques to manage team performance if used correctly.
	

	9
	What can affect a team’s ability to amend priorities and plans?
	Explain that a key aspect of the performance of a team is the ability to adapt to change and amend priorities and plans dependent on a business’s needs at the time. However, there may be constraints that affect the ability of a team to make changes to plans.
Bring up the points and read through. Check everyone understands how these can affect a team and provide further explanation if necessary.
	

	10
	Managing team performance
	Hand out Activity 1 – Managing Team Performance
Give the group 20 mins to complete then feedback
	Activity 1 – Managing team performance

	11
	What are the key factors to consider when allocating work?
	Split the group into pairs and ask them to identify the factors they consider when allocating work to their teams.
Give 10 mins then feedback; collect the answers on a flip chart before moving on to the next slide.
	

	12
	What are the key factors to consider when allocating work?
	Refer back to the previous exercise.
Read through the lists and check if there are any more than the group identified.
	

	13
	Communication techniques
	Explain that, as part of their managerial role, the students will need to communicate effectively with their team members. This could be using both verbal and non-verbal methods, and it is important that the correct method of communication is selected for each activity.
Read through the points on the slide and explain these are just some key points to consider when communicating with team members.
Hand out Communication Techniques
	Communication techniques handout

	14
	Aims of the session
	Review the session aims and agree if these have been met.
Explain that the activities completed can be referenced into the student portfolio.
Hand out the assignment brief and explain the activities are required to complete the unit.
	Assignment brief

	15
	Any questions
	Check if anyone has any additional questions.
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