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Gateway Qualifications Level 3 Diploma in Management
Principles of People Management – 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 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.
This session is very lengthy due to the amount of criteria contained within the unit. As a result, you may need to split the session into two parts depending on the size and support requirements of your group.
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
· Dictionaries
	· Activity 1 – Principles of workforce management
· Activity 2 – Equality of opportunity, diversity and inclusion
· Activity 3 – Team building and dynamics
· Activity 4 – Understand people management
· Activity 5 – Training and development
· Activity 6 – Reward and recognition
· Activity 7 – Motivation and reward
· Copy of matrix
· Belbin team roles handout
· Belbin team roles theory
· Honey’s team roles handout
· Tuckman’s development model handout
· SMART targets handout
· Workforce planning handout
· Dealing with conflict handout
· Motivation and morale handout
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	Slide
	Content
	Tutor Guidance
	Handout/Resources Required

	1
	Title Slide
	Welcome the group to the session.
Explain that the most important but difficult element of a manager’s role is the management of people. As a manager, you must lead, motivate and inspire your team.
Explain this session is designed to look at team development and the effective management of your team. 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
	What is HR responsible for?
	Ask the group if they understand what is meant by HR and explain this is the Human Resource department of a business. Explain these are sometimes referred to as a ‘People Team’ or Personnel.
Considering this, ask the group to shout out what they think the HR team does and then bring up the list on the slide.
	

	5
	What are the other key business functions?
	Explain that there are many other key functions within a business that the HR team are not directly responsible for. Bring up the list and explain this is being discussed as it relates to the next activity.
	

	6
	How do HR functions relate to other business functions?
	Split the group into pairs. Ask them to consider the functions of an HR department and those of other departments and identify how these relate to each other and are interlinked. Give 10 mins then feedback.
If the group look confused give the following example:
If the purchasing team need a new staff member what do they do? How is the person inducted? Do they need training?
Ensure each person has their own copy as they will need this for Activity 1.
	

	7
	How do HR functions relate to other business functions?
	Read through the list and identify how this matches those identified by the group in the previous activity. Explain this is just a summary and the group may have identified some additional points.

	

	8
	What is a workforce planning process?
	Ask the group if they understand what is meant by ‘workforce planning process’ before bringing up the point on the slide.
Explain the workforce planning process is the process of identifying the current and future human resource needs of a business based on the strategy of an organisation, and how the recruitment and development of staff is planned to meet these needs.
Explain that, if appropriate workforce planning is not in place, it could lead to skills gaps within an organisation resulting in an inability to achieve organisational targets and growth in the future. Explain that workforce planning will include the recruitment of new staff but could also include the succession planning of current roles and the preparation and development of current staff to move into these roles.
	

	9
	Why is workforce planning important?
	Explain that workforce planning is important for a number of reasons. Bring up the points on the slide and read through. Check everyone understands before moving on.

	

	10
	Business Markets
	Ask the group what sort of activities they think an organisation may complete as part of their workforce planning. Bring up the points on the slide and check everyone understands what each one is. If necessary, provide the below information.
Skills audit – look at the current skills of the workforce to identify if any upskilling may be required. This will include identifying if additional skills will need to be brought into the business if there is a skills gap. As part of this activity, job roles will be analysed to identify if new responsibilities fit into current roles or if the current roles are still fit for purpose. This may lead to some restructuring within the organisation to ensure the appropriate skills are in place.
Job design – depending on the business plan, it may be necessary to create new roles. These will either be created to meet the specific additional needs of a business or could be an amalgamation of current roles to streamline business practices.
Talent Management – This is the identification of talent within an organisation, and how the business develops this talent to support future growth. This also includes the development of a ‘talent bank’ which could be the collection of CVs received from prospective employees who did not meet the requirements of a particular role but would be good for others within a business when they arise. In this case, it is possible HR would contact these people if a specific role comes up within a business and invite them in for interview.
Succession planning – As much as people may want to remain in a role, it is a fact of life that people move on to seek new opportunities. In preparation for this, it is important that an organisation has plans in place should a member of their management team leave. This will relate to talent management and includes identifying people’s individual career and progression goals and preparing them for this. Ideally, an organisation will have a pool of internal talent who have already undertaken some development activities in preparation for a new role to ensure any transitions are smooth.
Career planning – This is the identification of an individual’s career goals and the development of the individual in this. Once their goals have been identified, it will include the identification of training and development required to achieve these goals. An organisation will support an individual in their development, however this may be restricted to meet business needs, for example, if a high number of people want to move into a particular area, it may not be feasible for them all to complete the training as this may lead to a number of people leaving the organisation. As a result, there may be additional criteria added to identify those who are appropriate to develop at any given time.
Labour supply and demand forecasting – This is the identification of the human resource required based on the business objectives. If new contracts are won, you may need to increase staffing levels, if contracts are lost they may have to be reduced. You may also need to look at natural wastage – do you have people planning for their retirement, will they need to be replaced etc. Ideally you should be able to develop a plan for your staffing requirements before they can have a negative impact on your business.
Handout Workforce Planning
	Workforce planning handout

	11
	What legislation affects an organisations policies and practices?
	Explain that there is a large amount of legislation involved in the management of people and these need to be abided by whenever making staffing decisions. Bring up each one individually and provide a brief overview of how it impacts on employment.
Equality Act – Details the 9 protected characteristic and the behaviours considered as unlawful.
Employment Rights Act – Outlines the statutory rights of workers and employees including the need for contracts, redundancy provision, dismissal notice periods, protection of wages etc.
Flexible working regulations – Covers a worker’s right to flexible working arrangements.
Health and safety at work – Covers all work related health and safety matters.
Explain that this is only a short list and there is other legislation that may need to be considered including data protection, child safety regulations etc. dependant on the specific sector of the organisation.
	

	12
	How does employment law impact on policies and procedures?
	Ask the group how they think the legislation impacts on people management. Bring up the points and read through. Check everyone is clear on this.
	

	13
	What different types of contract are available?
	Ask the group to consider the different types of contract available to employers and employees.
Give 10 mins then feedback, collect the answers on a flip chart before moving on to the next slide.
Look for:
· Full time
· Part time
· Permanent
· Fixed term
· Zero hours
· Verbal
· Written
· Agency
· Contractors – self employed
Ensure everyone has their own list as they will need this for Activity 1.
	

	14
	What are the implications of different types of contract for an organisation?
	Read through the slide
	

	15
	What are the implications of different types of contract for an organisation?
	Read through the slide

	

	16
	What are the implications of different types of contract for an organisation?
	Read through the slide

	

	17
	What are the implications of different types of contract for an organisation?
	Read through the slide

	

	18
	What are the implications of different types of contract for an organisation?
	Read through the slide

	

	19
	What are the implications of different types of contract for an organisation?
	Read through the slide

	

	20
	What are the implications of different types of contract for an individual?
	Read through the slide

	

	21
	What are the implications of different types of contract for an individual?
	Read through the slide

	

	22
	What are the implications of different types of contract for an individual?
	Read through the slide
	

	23
	What are the implications of different types of contract for an individual?
	Read through the slide

	

	24
	What are the implications of different types of contract for an individual?
	Read through the slide

	

	25
	What are the implications of different types of contract for an individual?
	Read through the slide

	

	26
	Principles of Workforce Management
	Hand out Activity 1 – Principles of Workforce Management.
Give the group 20 mins to complete then feedback.
	Activity 1 – Principles of workforce management

	27
	Equality Act 2010
	Explain that the Equality Act of 2010 was produced as a piece of umbrella legislation which combined many pieces of individual legislation in 2010. Explain the Equality Act identifies the 9 protected characteristics and makes it unlawful to discriminate against any individual based on one of these characteristics.
The act also identified what it classed as unlawful behaviour. Check the group understand each of these forms of behaviour and provide additional information if required:
Direct discrimination – Where an individual is treated less favourably because of one of the nine characteristics
Indirect discrimination – Where a policy is introduced that puts certain people at a disadvantage
Harassment – the act of systematic or continued unwanted actions of one party towards another.
Victimisation – Treating someone badly because they have complained about discrimination on behalf of themselves of someone else.
	

	28
	What are an organisation’s responsibilities under equality legislation?
	Read through the points and check everyone understands. Give additional information if necessary:
Informed – This could be through inclusion as part of a staff induction, as part of staff handbooks and regular updates.
Checks – This may be through performance observations, open discussion etc.
Training – Again, this may be part of induction and then regular updates for all staff.
Adjustments – This includes ensuring you have access to premises etc. There may be occasions where physical changes to environment cannot be made (for example you cannot change the structure of listed buildings without permission) so you may have to look at alternative arrangements e.g. moving meetings to alternative premises, using temporary ramps etc.
Investigate – any complaint on the ground of discrimination and harassment must be investigated fully.
	

	29
	What are an organisation’s liabilities under equality legislation?
	Read though the points and explain:
Legally responsible – The organisation is legally responsible for the actions of its team members. As a result, if discrimination and harassment has been identified, the employer legally needs to take action to investigate and resolve the matter.
The responsibility is not dependent on awareness or approval – An organisation cannot simply state they were not aware of a problem if a member of staff raises a legal complaint. The Equality Act states that an organisation must train staff and monitor policies are followed, if they are not aware of a problem they have not followed this sufficiently. The organisation can be prosecuted and fined even if they were not aware of the issues.
No legal responsibility if actions have been taken – If an organisation can demonstrate they have taken the appropriate action to prevent a problem or have taken actions to deal with complaints then they are not legally responsible for them.
	

	30
	What are the benefits of effective equality, diversity and inclusion policies
	Split the group into pairs and give them 10 mins to discuss and agree the benefits.
Feedback and discuss the answers before moving on.
	

	31
	What is equality of opportunity?
	Bring up the statement and check everyone understands

	

	32
	What is diversity?
	Bring up the statement and check everyone understands
	

	33
	What is inclusion?
	Bring up the statement and check everyone understands
	

	34
	Why is equality, diversity and inclusion beneficial to organisations?
	Read through the list and check how this compares to the list the group came up with in the activity.
	

	35
	Why is equality, diversity and inclusion beneficial to individuals?
	Again read through and check how this compares with the activity.

	

	36
	How does language and behaviour support equality, diversity and inclusion? 
	Read through and check everyone understands

	

	37
	How do you measure diversity within an organisation?
	Ask the group before bringing up the points.
Read through and check the group understands
	

	38
	Understand Equality or Opportunity, Diversity and Inclusion
	Hand out Activity 2 – Equality of opportunity, diversity and inclusion
Give 15 mins to complete then feedback.
	Activity 2 – Equality of opportunity, diversity and inclusion

	39
	What is the difference between a group and a team?
	Ask the group the question before bringing up the key points of each.
	

	40
	What are the characteristics of an effective team?
	Ask the question and then bring the points and read though. Ask if the group have any more points to add and get them to note them down as they may need them for the activity at the end of this section.
	

	41
	What techniques can you use for team building?
	Read through the points and provide the additional information.
Membership and roles – You need to ensure the team members have the required skills to be able to contribute to the team; this may mean investing in some training for individuals. Once all team members are identified, ensure you establish leadership for the team and ensure there are clear line of authority in place to prevent confusion later in the activity.
Purpose and goals – Ensure there is a clear purpose and achievable goals so that the team members know what they need to achieve and they can work towards a common goal. Ensure all goals are clearly communicated to prevent confusion and misunderstanding.
Support and resources – Ensure there is fair and equal access to resources; if members are unable to access the resources required, they will not be able to achieve their individual goals and, as a result, the team will not be able to successfully achieve its goals. Where required, ensure team members also have access to any support they may need to enable them to achieve their targets.
Ethics and respect – Encourage the team to identify and deal with problems and challenges without complaining as this will develop them within their role and support their problem solving skills for the future; ensure you deal with any interpersonal conflicts swiftly to prevent them disrupting the team. Make sure you lead by example at all times and encourage team members to support each other to achieve their targets.
Feedback – Ensure you provide feedback at all times, as this will help the team keep their performance on track, will provide encouragement and celebrate small achievements within the team. Don’t save feedback for when there are problems as this may be too late to have a positive impact on the team achieving their goals.
Reward – Ensure you recognise good performance and provide reward in line with organisational policies. This could be done simply with a well done or may develop into bonuses etc. Ensure your recognition is genuine – don’t reward for the sake of it as this will become the norm and lose its impact.
Celebrate success – Reflect on the success of the team and review accomplishments and any lessons learnt for the future. Celebrate the success and build this into the culture of the team so that the team focuses and expects success in the future.
	

	42
	How do you motivate your team?
	Read through the points and provide additional information.
Challenging work – Ensure you clarify the value and contribution of work, relating to the organisational goals so all team members feel they are valued and the work they are completing is necessary to the success of the business. Ensure you match the scope of the work to the individuals’ capabilities and strengths so all team members are challenged with the work they are completing but are not given that is unachievable. Ensure you delegate work appropriately.
Show respect – This will ensure all team members feel valued and will also ensure you develop an environment and culture of mutual respect within the team.
Remuneration – Ensure you have appropriate pay and benefits in place. If someone feels they are not being rewarded for their skills and knowledge, they are likely to leave the organisation.
Engage in decision making – By introducing collaborative decision making where relevant, you engage and inspire your team. This will build the team and enable team members to take responsibility for the success of their targets.
Training and development – By providing access to training and development you can ensure your team is constantly developing within their role and preparing them for future roles within the organisation. You will also develop their confidence in their roles, improve job satisfaction and develop their engagement in the workplace.
Appraise and reward – This can be both with the team as a whole or with individuals. Provide regular feedback that is both supportive and positive and ensure you recognise the success of the team.
Handout Motivation and Morale
	Motivation and morale handout

	43
	Why is it important to communicate targets and objectives?
	Read through the points and check everyone agrees
	

	44
	Theories of team development
	Explain there are many different theories of team development. Bring up each one and explain this is just three examples.
Belbin – explain that Belbin identifies team roles based on a brief questionnaire. Handout Belbin Team Roles and Belbin Team Roles Theory.
Honey – Explain the Honey roles are based on the Belbin team roles.
Handout Honey’s Team Roles
Tuckman's stages of team development – Explain Tuckman linked team development against 4 stages of completing the task at hand. 
Handout Tuckman's development model
	Belbin team roles handout
Belbin team roles theory handout
Tuckman’s development model handout
Honey’s team roles handout

	45
	What are the common causes of conflict?
	Ask the group to shout out their responses before bringing up the points on the slide.
Read through the points and check everyone understands.
	

	46
	How do you resolve conflict?
	Explain there are a number of techniques for resolving conflict. Bring up each one and provide additional information.
Facilitation – Complete 1-2-1 or group discussions with those involved, clarify the facts with those involved and encourage discussion to resolve the problems
Non-intervention – Encourage the team to manage the conflict themselves or allow the conflict to run its course. This is not always appropriate as it could lead to the conflict taking over the team and could lead to more problems.
Intervention – Deal with the situation quickly to remove the problem. This could mean removing certain employees from the situation and will require follow up actions at a later point.
Official Processes – This will involve the introduction of formal disciplinary processes. You will need to ensure you explain the processes being used and why, complete full investigations into the problems and may have to escalate issues to senior management.
Negotiation – Discuss the issues with those involved, seek and agree a solution. This will mean all parties may have to make concessions to enable a resolution to be identified.
Handout – Dealing with conflict
	Dealing with conflict handout

	47
	Team Building and Dynamics
	Hand out Activity 3 – Team Building and Dynamics.
Give 10 mins to complete then feedback
	Activity 3 – Team building and dynamics

	48
	What are the key characteristics of effective performance management systems?
	Ask the group what they understand by the phrase performance management systems. Explain these are the systems in place by which the performance of teams and individuals are measured. Bring up the points individually and check everyone understands the points.
	

	49
	What is a SMART target?
	Ask the group what they understand a smart target to be before bringing up the points on the slide.
Go through each point of the acronym and ask if the group fully understand what it means. Explain that, although people often use the phrase SMART targets, they often miss out an important point when setting the targets.
Next ask who SMART targets are for – explain that, when setting targets, a team leader will set them for the staff but must also set their own. If they have something they need to do, then they need to ensure they set themselves a SMART target or it may never be completed.
Activity – Split the group into pairs. Ask them to write down an example of a SMART target they might use at work. Once complete ask them to feedback what their SMART targets are. Don’t comment on the targets at this point, instead ask the group to review their targets against the following criteria:
Specific – is it detailed, well defined and specific?
Measurable – can you measure the progress against the target? How will you know if it is finished?
Achievable – is it achievable? May sound obvious but can the person actually do what you are asking?
Realistic – based on the resources available is it realistic to ask the person to do the task?
Time-bound – have you said when you want the task completed by?
Ask the group to review their SMART targets and judge honestly if they have actually set a SMART target.
Handout – SMART Targets
	SMART targets handout

	50
	What are the uses of SMART targets?
	Ask the group the question and allow 5 mins to shout out answers. Bring up the points and read through, check everyone agrees and give examples if necessary.
	

	51
	What is an appraisal?
	Read from the slide
	

	52
	How do you conduct appraisals?
	Explain that every manager has their own way of delivering appraisals, however there are some key element that should be completed/considered for all appraisals to be effective.
Read through the points and ask if the group agree with the points.
	

	53
	What should be considered when managing people’s wellbeing and performance?
	Explain that there are a number of factors that need to be considered when managing people and it is important for a good manager to ensure they review all factors rather than focusing on one particular element, as any one area may impact on another.
Bring up each point and provide the additional information.
Non-work – Finance, family, relationship and lifestyle matters can have an impact on an individual’s work. If their performance has dropped it could be related to non-work issues and this needs to be considered and explored.
Individual factors – Personal resilience, ability to cope, personal behaviours, experiences, attitudes, personality, physical and mental health all have an impact on an individual’s work life. You need to ensure you consider an individual’s personal factors when agreeing work targets, as it is possible you could cause additional problems.
Work environment factors – Work demands, level of support provided, role clarity, working relationships can all have an impact on the behaviour and performance of an individual. Equally, any organisational change can have an impact, if it is large and far reaching, as this can cause insecurity and worry in an individual.
Work performance – Productivity, engagement, motivation, error rate and absence all need to be considered and reviewed. As discussed, other elements can impact on these – for example, if an individual has a problem at home, this could lead to increased absence. Although work life shouldn’t be adversely affected by home life, a good manager will review this and identify steps that can be taken to support the individual – this may include suggesting they take time away from work to deal with the personal problems rather than opting for disciplinary immediately and risking losing a good member of the team.
	

	54
	What is a disciplinary and grievance process?
	Explain you are asking the question because people sometimes get the two confused or assume they are the same thing.
	

	55
	Why is it important to follow disciplinary and grievance processes?
	Bring up the points and provide the additional information.
Ensure standards – by ensuring the processes are followed, you ensure the appropriate standards are in place for all colleagues.
Reduces breach of contract – if the processes are followed correctly, it should mean there is no possibility for breach of contract claim against the organisation.
Adherence to process – If a claim is brought against an organisation, the tribunal will consider how the organisation followed its own processes when making its decisions.
Impact on pay-out – The processes in place and how these have been followed can have an impact on any amounts awarded should the organisation be found at fault. This can be between 0 and 25% of the amount awarded.
	

	56
	Understand Performance Management
	Hand out Activity 4 – Understand Performance Management
Give 15 mins to complete and feedback.
	Activity 4 – Understand performance management

	57
	What are the benefits of employee development?
	Split the group into pair and ask them to consider the benefits of employee development. Ask them to produce a list. Five 10 mins then feedback.
Look for:
· Improve productivity
· Improve efficiency
· Engage and motivate the workforce
· Build employee loyalty
· Attracts new recruits
Ensure each student keeps their own list as they will need to refer to this in the activities.
Explain you will look at these in more detail on the next slide.
	

	58
	Benefits of employee development
	Explain that, as discussed, these are some of the benefits of employee development. Bring up the points individually and provide the additional information.
Improved productivity – by developing your employees you can encourage improved productivity as the team are abler to complete their tasks. This leads to increased output and improved levels of customer service.
Engage and motivate workers – by investing in workforce development, you are likely to improve job satisfaction, improve motivation in the team, increase morale and reduce absenteeism
Build loyalty – As with increased motivation, you are likely to improve staff retention, reduced recruitment and training costs.
New recruits – If your organisation is seen as one which invests in the development of its team members, it is likely to be seen as an employer of choice. This will mean you attract talented people to your organisation and build a positive reputation.
Improve employee growth – by developing your team you will improve their problem solving capabilities and prepare them for future roles including their possible promotion.
	

	59
	What types of training and development activities are available?
	Split the group into pairs and ask them to agree a list of formal and informal development activities. 
Give 10 mins then feedback. Look for:
· Workshops
· Training sessions
· Work shadowing
· Online learning
	

	60
	What are examples of formal and informal development methods?
	Bring up the types of development. Explain the different methods have been discussed as part of the previous activity so this is a consolidation of this.
Read through the points and explain you will go through the advantages and disadvantages of each method over the next few slides
	

	61
	What are the advantages and limitations of formal training methods?
	Ask the group what they consider to be the advantages and limitations of formal training. Bring up the points and read through the slide.
	

	62
	What are the advantages and limitations of informal training methods?
	Ask the group what they consider to be the advantages and limitations of informal training. Bring up the points and read through the slide.
	

	63
	What is the role of targets and objectives in staff development?
	Ask the group before bringing up the points on the slide.
Provide additional information if required
	

	64
	What is the role of feedback in staff development?
	Ask the group before bringing up the points on the slide.
Provide additional information if required
	

	65
	Personal development plans
	Read through the slide and ask if the group have used or have their own development plan, if they don’t, suggest they look at their own performance and identify their own plan for future development.
	

	66
	How does a PDP support the development of individuals?
	Based on the information contained within a PDP, ask the group why they think a PDP is important. Bring up the points and provide additional information.
Targets needs – A PDP identifies specific actions to improve performance and how these actions will be completed, setting SMART targets for the actions.
Structured framework – A well devised plan will provide a clear structure for improvement and the actions to take to achieve this.
Suitable learning opportunities – Part of the development of a PDP is the identification of suitable activities to improve performance. These will take into account the preferred learning styles of the individual and the skills and knowledge that need to be developed.
Self-directed learning – The PDP will support self-directed learning as the individual works towards the achievement of their goals.
Review and evaluate – As actions are completed towards the completion of the PDP, their progress is reviewed and evaluated. This will identify if any actions have been completed or if additional actions are required.
	

	67
	What are learning styles?
	Explain what a learning style is. 
Explain there are four key styles of learning, Visual, Auditory, Reading and Kinaesthetic – VARK
Explain that, although people will tend towards one learning method, in reality they are likely to use all four for different activities.
	

	68
	How do you make use of different learning opportunities?
	Explain that there will be many learning opportunities available to an individual and these may be planned or unplanned.
Bring up the points on the slide and discuss.
	

	69
	How do you support the learning and development of individuals?
	Ask the group the question then bring up the points. Read through and check everyone agrees.
	

	70
	Understand Training and Development
	Hand out Activity 5 – Understand Training and Development
Give 20 mins to complete then feedback.
	Activity 5 – Understand training and development

	71
	What is meant by ‘total reward’?
	Read through the definition and check everyone understands
	

	72
	What can make up ‘total reward’?
	Ask the group what sort of things they think are used to make up total rewards. Give a few minutes to shout out some answers then bring up the points on the slide.
	

	73
	What is the relationship between motivation and reward?
	Explain there are two key theories based on motivation and reward:
Maslow's Hierarchy of Needs Theory and Herzberg's Two Factors Theory
Explain this is a very brief overview of the two theories and the group will need to complete more research to gain a full understanding.
Bring up the points on Maslow and read through. Explain the hierarchy is usually display as a pyramid and the hierarchy is made up of the following needs – physiological, safety, love and belonging, self-esteem, self-actualisation. Explain that junior and lower paid staff are more motivated by higher monetary reward but, as this becomes less important, or as people earn more so improve their financial security, other rewards become more effective.
Bring up the points on Herzberg. Explain that motivator factors include recognition and status, opportunity for promotion, stimulating work and a sense of achievement. 
Explain the hygiene factors include working conditions, job security, relationships and fringe benefits. Herzberg identifies that financial reward is a temporary reward but that achievement and recognition for work completed is a more effective, long term motivator.
	

	74
	What are the different types of pay structures available?
	Ask the group if they can identify different types of pay structure. Bring up each one and provide additional information.
Narrow graded – There are a large number of grades with different job roles slotted into each/ Progression is made through the grades with service.
Broad graded – There are a fewer number of grades with a greater scope for individuals to progress along a pay grade dependant on activities they undertake and the experience they gain.
Broad banding – There are a small number of pay bands in place which allow greater flexibility between grades.
Pay spines – Similar to narrow graded pay, these have long grading structures based on a number of incremental points and allow for service related pay.
Career grade structures – These have an emphasis on career paths and progression and the pay grades reflect this
	

	75
	What are the risks involved in reward schemes?
	Ask the group if they believe there are any risks when using reward schemes. Explain there are 4 key areas of risk. Bring up each one and provide the additional information.
Strategic – There could be a misalignment between the reward and the organisational goals. This could lead to adverse publicity for the organisation, conflicts with other departments and an inability to attract and retain the right employees. Consider, have you ever heard of employees of an organisation receiving large bonuses when the organisation is actually not performing to the required industry standard?
Behavioural – If there is a misalignment between the reward strategy and the needs and behaviours of an employee, this could result in employee disengagement and a lack of motivation. If rewards are inappropriate, it can create division among employees.
Financial – If not correctly managed, the rewards in place may not result in value for money and as a result could lead to a reduced profitability and the potential that the organisation cannot actually financially meet the reward payments. This would have severe implications for the organisation.
Operational – If there is poor implementation, it could result in a negative impact on the overall operational targets. Use of inaccurate benchmarking could lead to the failure of the rewards. Consider if you have ever heard of rewards being allocated to certain targets and not others; what was the result of this? 
	

	76
	Understand Reward and Recognition
	Hand out Activity 6 – Reward and Recognition.
Give 10 mins to complete then feedback.
	Activity 6 – Reward and recognition

	77
	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. Explain there is one additional activity that requires additional research to complete. Hand out Activity 7 – Motivation and Reward and explain this will need to be handed in to their assessor upon completion.
	Activity 7 – Motivation and reward

	78
	Any questions
	Check if anyone has any additional questions.
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