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Principles of Leadership and 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.
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 effective decision making
· Activity 2 – Leadership styles and models
· Activity 3 – The role, function and process of management
· Activity 4 – Performance measurement
· Activity 5 – Additional analysis
· Copy of matrix
· Leadership styles handout
· SWOT handout
· PESTLE handout
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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 the students have an understanding of decision making processes within their role and how to gather information in order to make effective decisions. 
Explain this session is designed to look at how to provide direction and leadership to a team in order to ensure the team is successful. 
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 meant by ‘objectives’, ‘scope’ and ‘success criteria’?
	Begin by explaining the phrases ‘objectives’, ‘scope’ and ‘success criteria’ are used a lot in management so you first want to check everyone has an understanding of what is meant by these phrases.
Give a few minutes for people to shout out their responses then bring up each on individually.
	

	5
	Why must objectives be well defined?
	Ask the question before bringing up the points on the slide. If required, provide additional information.
Provide focus – everyone knows what they need to do.
Decision making – If you know what you need to achieve you can identify the steps required and make the appropriate decisions to ensure these are achieved.
Success criteria – If you know your objectives you can identify the appropriate measures to determine if the objectives have been achieved.
Effectiveness – If you are focused on the objectives you are more likely to be more effective and direct with your decision making. 
Reference point – The overall objective remains the key factor supporting the decision making process.
	

	6
	Why must the scope of decisions be well defined?
	Again, ask the question before reading through the points on the slide. Check everyone understands and provide additional information if required.
Right people – By identifying who has the scope to make decisions it will ensure the decisions are made by the correct person. Decisions can be made at all levels but it is important someone doesn’t take action they are not authorised to do.
Identify objectives and success – The person making the decisions can best identify the objectives and success criteria as they know what they expect the outcome to be and this is what they have based their decisions on.
Efficient decision making – By identifying who can make decisions, you can ensure there are not too many disruptions to the decision making – ever heard the phrase too many chiefs?
Supported by data – The person making the decisions will have all the data required to do so, someone who does not have the scope to make decisions may not have the access to the relevant data and as a result could make the wrong decisions.
	

	7
	Why must success criteria be defined?
	Ask the question and bring up the points. Explain the success criteria need to be identified so that decisions can be made to support the achievement of objectives.

	

	8
	Why is it important you analyse the impact of decision making?
	Explain that, when making decisions, it is important you weigh up all the options and analyse the data to support the process. Bring up the points on the slide and read through.
	

	9
	What information should be analysed when making decisions?
	Split the group into pairs and ask them to think about the information they would need when making important decisions in their roles. Give 10 mins then flip chart their answers.
Look for:
· Cost/benefit
· Cost effectiveness
· Risk probability
· Capability
· Ethics
· Sustainability
	

	10
	Why is it important you have sufficient information to make decisions?
	Explain that, when making decisions, it is important you have enough valid information. This means the information must be accurate, accessible, reliable, timely, fit for purpose and relevant.
Bring up the points on the slide and read through.
	

	11
	Why must you align decisions with burins objectives, values and policies?
	Explain that, when making decisions, we must consider the objectives and values of the organisation in which we work as the decisions we make may impact on the overall organisation.
Ask the question and bring up the points on the slide. Read through and check everyone understands and agrees.
	

	12
	How do you validate the information used in decision making?
	Explain that, although you need to use information when making decisions, you also need to ensure you have checked the information is appropriate to use. Ask the group how they suggest doing this. Give them a few minutes to shout out before bringing up the points on the slide.
Confirm accuracy – You need to check for any mistakes in the evidence, this could be in the form of grammatical or spelling errors; consider if a poorly written document has been provided to you, would you trust the information? If you are supplying the information you need to make sure it is accurate if you want it to be considered. Check if the evidence has any supporting material to back up what is being said; this could be in the form of additional research completed or facts and figures. Have sources used been stated on the document? If someone says ‘I read it somewhere’ would you trust the information more or less than if they state ‘The specification manual states’? Finally, is the information comprehensive? If there are gaps in the information, you need to consider if they have been omitted on purpose or does the data not exist.
Relevance – What is the purpose of the information you have been provided; is it relevant to the decision you are trying to make? Who is the intended audience? This can make a difference to whether it is relevant to your decision making. Finally, when was the information produced? Times change and a report written 10 years ago may not be as relevant now as it was then.
Credibility – Is the information from a trustworthy source – remember websites like Wikipedia can be altered by anybody so the information may not be as accurate as information from a formal, industry site. Alongside this, you may want to check the credibility of the author – what is their background, experience and reputation? You will also want to check if there is evidence of quality control  - has the evidence been checked and approved by peers?
Reasonableness – Finally, you need to check if the evidence is reasonable to use. You may want to consider if the information is objective and there is no conflict of interest from the person providing the information.
	

	13
	What issues might prevent the achievement of targets and quality standards?
	Split the group into pairs and ask them to consider what they think might prevent them achieving their targets. Ask them to write a list. Give 10 mins then feedback.
Look for:
· Staff lacking skills and knowledge
· Limited physical resources
· Poor performance management
· Lack of communication
· Unmotivated staff
· Ineffective leadership
· Unrealistic targets
· Lack of processes
	

	14
	How do you deal with issues preventing the achievement of targets?
	Explain that, as part of the previous activity, the group identified some issues that can prevent the targets and standards being achieved. You now need to look at how you can deal with these issues. Ask the group how they think they can deal with the issues before bringing up the points on the slide. Read through the points and check everyone agrees and understands. If there are any they are not sure of provide more detail.
	

	15
	Principles of effective decision making
	Hand out Activity 1 – Principles of effective decision making
Give the group 20 mins to complete then feedback.

	Activity 1 – Principles of effective decision making

	16
	What is the difference between a ‘leader’ and a ‘manager’?
	Explain that, although leadership and management are often discussed together, they are actually very different behaviours, and the behaviour you adopt will impact on how your team reacts to you.
Ask the group if they know what the difference is between leadership and management before bring up the points.
Read through and check everyone understands the difference between leadership and management
	

	17
	Different leadership styles
	Explain there are a number of recognised leadership styles’ the two main theorists in this area are recognised as Kurt Lewin and Daniel Goleman.
Bring up the different identified leadership styles and read through the bullet points. 
Hand out the leadership styles handout and give 10 mins to read through. Explain it is clear to see there is an overlap between the styles identified by different theorists.
Explain that there is no perfect leadership style as each style will work in different situations. A good leader will be able to identify when to apply each style rather than always adopt a set style.
	Leadership styles handout

	18
	When do you use different leadership styles?
	Bring up each style of leadership and explain that there is an appropriate time for all styles to be used. Explain this will depend on a number of factors including the type of setting, the experience of staff members, the culture of the organisation, the pressures applied at any given time, the motivation of staff members and the availability of experts.

	

	19
	What impact do different leadership styles have?
	Read through and check if everyone agrees

	

	20
	What impact do different leadership styles have?
	Read through and check if everyone agrees

	

	21
	What impact do different leadership styles have?
	Read through and check if everyone agrees

	

	22
	What impact do different leadership styles have?
	Read through and check if everyone agrees

	

	23
	Theories and models of motivation
	Explain this is a very brief overview of the main theories and models of motivation and the students will need to complete some additional research of their own to complete the activity on this topic.
Maslow – The theory states that employees are motivated by satisfied needs. These needs are demonstrated in a hierarchy and the lower order needs must be satisfied before moving on to the higher order.
Herzberg – The theory states that job satisfaction and dissatisfaction act independently of each other and these are dependant on 2 factors; Motivator factors including recognition and status, opportunity for promotion and a sense of achievement, Hygiene factors including working conditions, job security, relationships with colleagues and wages or salary.
Mayo – The theory states that staff can be better motivated by meeting their social needs including managers taking more interest in staff and treating workers in a caring or humane manner.
Frederick Taylor – The theory identifies people are motivated by money and that pay should be linked to the amount of work produced.
	

	24
	Leadership styles and models
	Hand out Activity 2 – Leadership styles and models
Give 15 mins to complete then feedback.
	Activity 2 – leadership styles and models

	25
	What are the responsibilities of managers when planning work
	Explain that managers are responsible for the planning, coordinating and controlling of work and you will look at these individually.
Ask the group what they believe are the main responsibilities when planning work. Bring up the points individually and go through with the group. 
Strategic, tactical and operational planning – depending on the activity required, managers will need to ensure they use the appropriate planning methods to achieve the required outcome.
Environmental analysis – when completing planning, managers need to ensure they have reviewed all the elements that may impact on the outcome of the proposed activities.
Hand out SWOT and PESTLE handouts.
Stakeholder engagement – it is important a good manager develops good relationships with all stakeholders and engages with them regularly as their activities may impact on work being completed.
Decision making – it is important managers make decisions when required to ensure any set targets and objectives can be achieved.
	SWOT handout
PESTLE handout

	26
	What are the responsibilities of managers when coordinating work?
	Bring up each point and provide additional information as required.
Identify tasks – You will need to identify the specific tasks that need to be completed to achieve the goals and targets
Resource planning – You will need to ensure you have identified the resources required to complete a task. This will include people, physical resources and financial resources so will need considering before any activities can begin.
Identify staff required – You will need to complete the appropriate recruitment and selection of staff members, ensure they have the appropriate knowledge and skills required to complete the tasks or provide the training and development to ensure they have these.
Resources - Once you have all the resources available, you will need to ensure you allocate them appropriately to ensure all objectives can be achieved.
Roles – Finally, you will need to assign roles and responsibilities to the team so everyone knows what they need to do to achieve their gaols. This will include setting up appropriate lines of communication and establishing lines of authority.
	

	27
	What are the responsibilities of managers when controlling work?
	Bring up the points on the slide. 
Explain that once the planning stage has been complete, the work will be undertaken. At this point managers need to ensure they monitor and control the work being completed. This will involve setting performance standards by which to measure the team and then monitoring progress against these standards. If there are any problems, you may have to take corrective or preventative actions to ensure the overall objectives can still be achieved.
	

	28
	How do managers ensure team objectives are met?
	Ask the group the question before bringing up the points on the slide.
Check everyone agrees with the points
	

	29
	How does a manager’s role contribute to the organisation’s mission and objectives?
	Bring up the points on the slide and read through. Check the group agrees these are ways the manager’s role contributes to the organisation and ask if they have any others.
	

	30
	What are the main theories and models of management?
	Explain that, again this is a brief overview of the different theories and models and that the group will need to complete additional research in order to complete the activities.
Frederick Taylor – The theory identifies that economic efficiency can be improved through labour productivity. This includes scientifically training, teaching and developing employees, setting strict rules and procedures for completing tasks.
Henri Fayol – The theory identifies that productivity improvements are made using a top down approach using six functions of management (forecasting, planning, organising, commanding, coordinating and controlling)
Max Weber – The theory identifies that the most efficient form of organisation is a bureaucratic one, using a management by rules approach.
	

	31
	What are the limitations of these theories?
	Explain that, although the students need to carry out their own in depth research, these are some of the limitations or criticisms of the theories identified.
Read through the points on the slide and explain the students may identify their own criticisms as they complete their research.
	

	32
	How does the application of these theories guide a manager’s actions?
	Bring up the points and provide the additional information.
Six functions – as described in the previous slide, the six functions of forecasting, planning, organising, commanding, coordinating and controlling are now widely recognised as key functions for all managers
Redesigned processes – A review of processes used within organisations based on the theories has resulted in many changes over time which have resulted in improved efficiencies.
Remuneration – An introduction of bonuses or performance related pay relates directly to the theories discussed.
Lines of communication – by applying Mayo’s human relations theory, communication lines have been developed with staff, leading to better information flow and a more motivated staff.
Team – The identification of the social needs of workers led to the development of teams and increased productivity.
Lines of authority – by ensuring there are clear lines of authority, staff know what they need to do and who they are accountable to.
	

	33
	What operational constraints are imposed by budgets?
	Explain that, budgets have a large impact on the ability of a team to achieve its goals. Ask the group what operational constraints are imposed by budgets and give 5 mins to shout out answers. Explain that constraints can be split into two key areas, staffing and production. Bring up the points on the slide and discuss with the group.
	

	34
	The role, function and process of management
	Hand out Activity 3 – The role, function and process of management.
Give 10 mins to complete then feedback
	Activity 3 – The role, function and process of management

	35
	What is the relationship between business objectives and performance measures?
	Bring up the first point and explain this is a brief description of business objectives. 
Bring up the second point and explain this is a brief explanation of performance measures.
Ask the group how they think the two are related, give a few minutes for a response. Explain that performance measures are related to the business objectives and are used to measure the progress of a team or individual towards these objectives.  
	

	36
	What is a performance measurement system (PMS)? 
	Ask the group what their understanding of a performance measurement system is. Bring up the definition on the slide and check the group understands what this is.
Explain that a PMS is usually identified as a set of performance measures used to measure the efficiency of actions or to measure the performance of teams or individuals.
	

	37
	What are the key features of a PMS?
	Bring up the points and provide the additional information.
Results orientated – A PMS focuses on the outcomes and outputs of teams and individuals and links these to the organisational goals and objectives.
Selective – A PMS concentrates only on the most important performance measures relevant to the organisation, as a result only the required information is used to enable objective review. The PMS balances financial and non-financial measures to identify overall performance.
Useful – The PMS system provides information to decision makers which is of value to the organisation and supports the decision making process.
Accessible – A good PMS system is accessible to the appropriate members of the organisation and provides periodic information about results.
Reliable – PMS systems provide accurate, consistent information over a long period of time which enables up to date information as well as an ability to monitor trends.
	

	38
	How do you set key performance indicators (KPIs)?
	Ask the group if they understand what is meant by a KPI; if they seem unsure, explain that these are the performance measures identified by an organisation as critical success factors for the achievement of their objectives.
Bring up the points on the slide and read through, check everyone understands.
	

	39
	What tools and processes can you use to report on performance?
	Ask the group what they currently use to report on performance. Bring up the points and provide the additional information.
Planning and budgeting – using appropriate planning and budgeting you can monitor the cost of activities and can use this to report on the effectiveness of actions being taken.
KPIs – Using effective/achievable KPIs you can monitor the performance of your team and individuals; you can then report on this performance to senior management and identify areas for improvement.
Balance scorecards – These use four perspectives to review performance, financial, customer, internal processes and learning/growth; by reporting on each of these you can provide a balanced view of the team performance as a whole.
Benchmarking – Comparing your team performance with industry best practice, you can gain a better understanding of your performance in context; for example, if your team is performing badly, this could be related to the industry performance as a whole so benchmarking will support the identification of this.
Performance appraisals – These can be used to monitor the performance of individuals at regular intervals and should contain 360 degree reviews to support self development and improvement as well as being used for individual targets.
	

	40
	How can you use timetabling to report on business performance?
	Bring up the points on the slide.
Explain that, as a manager, you will be required to provide reports to senior management teams. Explain that, the nature of the activity or the information to be reported will determine how regularly you have to provide the reports. Explain to the group that, once they know when reports are required, they can use diary systems to timetable the production of these reports – however it is important they do not just timetable when the report deadlines are due but they also need to include time to produce the reports so they are of the required standard.
	

	41
	How are management accounts used in performance management?
	Explain that management accounts contain a large amount of information including financial and non-financial data related to business processes and activities. This includes information on product sales and distribution, employee records, customer transactions and information on any creditors or debtors. Explain these are produced at regular intervals to match business needs and are used to support predictions for the future of the organisation.
Bring up the points on the slide and read through. Check everyone understands.
	

	42
	How are management information systems used in performance management?
	Explain that Management information systems (MIS) are usually computerised information processing systems that are designed to support and improve the quality and efficiency of business operations. These systems turn raw data into information that can be used at different management levels.
Bring up the points on the slide and read through. Check everyone understands.
	

	43
	What is the difference between outcomes and outputs?
	Ask the group if they understand the difference between outcomes and outputs. Bring up the two points on the slide and read through, check they understand the difference.
	

	44
	Performance Measurement
	Hand out Activity 4 – Performance Measurement
Give 20 mins to complete then feedback
	Activity 4 – Performance measurement

	45
	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.
	

	46
	Any questions
	Allow time to ask additional questions.
Explain there are some additional activities required due to additional research needed. Hand out Activity 5 – Additional analysis and explain these questions need to be completed and handed in to their assessor.
Once complete, dismiss the group
	Activity 5 – Additional analysis
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