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Teacher’s Introduction

This course companion is for core content section 2: People.
it forms part of Paper 1 of the Technical Gualification in Management and
Administration, which is assessed externally by City and Guilds.

Always checl the exam board
wehbsite for new information,
inciuding changes to the
specification and sample
assessment material,

Students are introduced to different types of legislation in the workplace and
how it regulates the conduct of both employers and employees,

The unit also explores the methods and procasses involved in recruitment, which enable crganisations to recruit
and employ suitable employees who can meet the aims and objectives of the organisation. The workplace
consists of diverse individuals who need to be acknowledged for their unigue characteristics, contributions and
skills. Employers aiso need to monitor the well-being of their employees to ensure that they remain resilient in
the workplace. Students will learn about different leadership and management styles as well as the impact of
organisational structures and staffing on leadership and management. When organisations train and develop
their staff, they will be more successful in retaining them. The last topic focuses on the different types of teams
that exist in the workplace as well as team roles, dynamics and successful teamwork.

The material has relevant workplace examples, which students can discuss in class, as well as further research
activities which will allow students to apply and discuss theoretical concepts. The use of mind maps, diagrams
and matching activities will further enhance students’ learning experience and will assist them in retaining
information and key concepts.

Suggested answers for all activities can be found at the end of this course companion in addition to a glossary of
key terms for easy referencing when studying.

June 2023
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Learning objectives checklist

L4 Regulations vs legislation
Ld  The meaning of ‘duty of care’
LI Overview and charocteristics of legis)
employees in the workplace
3 _‘ and employees
L Gyers to discipline or
Introduction

Employers and employees need to be aware of the different types
of legislation which govern the workplace during an employee’s
fife cycle and which protect both employers and employees from
unfair work practices and ensure that an employee works in a safe
working environment free from conflict and discrimination. This

topic will look at the differences between regulations and

legislation, as well as the duty of care that an emplover legally has
to offer its employees. The main focus of this section will be to

introduce students to the different types of employment
legistation impacting both employer and employee. Both

Rules which are written by organisations to explain how
laws will be enforced.

Laws established
Parliament and le

Private agencies or organisations control how laws from
government bodies and regulators are enforced within
the prganisation by setting standards, specifications, and
reqguirements to be followed by employees.

Regulators such a
departments desi
principles of legis|

Liability for not following regulations within an
arganisation cannot always be enforced legaliy.

Course Companion for T Level in Management and Administration: Unit 2
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The meaning of ‘duty of care’

Ermployers have a duty of care to ensure the health and safety of their
employees. This means that employees should not be harmed while employed a3
an organisation. This harm inciudes the physical health and safety of employees
as well as their psychological well-being. Areas of care include a safe working @
environment and equipment, reasonable working hours frotection against
harassment. The duty of care is enforced legally thug icus types of '
workplace legislation. An employees will by : : a grievance or seek
compensation from an organisati Bf ‘duty of care’ has

been breached,

Health {Safe WC;

{Acceptable working hours, ane
fair pay and stress o :
management}

Mental &
Support E

Course Companion for T Level in Management and Administration: Unit 2 Page 3 of
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Legislation protecting employees in the workplace

Within the workplace, employers must be aware of the different types of :
employment legislation which apply at the start of the recruitment and selection
process of new candidates through to the appointment, development, retention§
and resignation or retirement phases of employees, sagnaihng the terrination ot
their life cycle at an organisation.

Eguality and diversity legisiation
r equality and diversity is the
ployers and employees against unfair

The most important legislation w
Equality Act 2010, thr
treatment iy
reassignmey
partnership.
an egual and inclusive workforce,

pregnancy and maternity, disability, marriage and civil

Health and safety at work legisiation and regulations

The Health and Safety at Work Act 1974 and the Management of Health and Saf&\g

cover overall standards and regulations for health and safety in the workplace.

Health and Safety at Work Act 1974 {HSWA)
Overview and characteristics: 5
The Act wants to ensure that employers of organisations offer employees a work
healthy and that ensures thelr welfare. The legisiation also oversees the prevent§

possession of dangerous substances in the workpliace, as well as controlling c:lamg;3

of buildings.

Regulations and duties of employers:
¢  Maintaining plants and syst ;
®  Safe handling, stor
®  Trainingt :

: orking order
t of articles and substances
s Health and safety of employees
place of work as well as safe access and exit

¢ Maint
e  Adequa vision of facilities 1o ensure welfare at work
e Arevised written statement of 2 health and safety policy made available by

the employer to empioyees

e Appointment of safety representatives to represent employees

e Safety representatives who form a committee (o review health and
safety measures

Responsibilities of employees:

e Take responsibility for their health as well as that of other people who mlgh‘

he affected by their actions in the workplace 5
e  Towork with their employer to ensure that the health and safety legislatiory

d on the characteristics of sex, race, age, gende*‘i?f

& characteristics will also be discussed in topic 3 when looking &

Course Companion for T Level in Management and Administration: Unit 2 Page 4 of 5
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Management of Health and Safety at Work |
Overview and characteristics: :
This piece of legisiation gives empioyers the rasp\
health and safety risks in the workplace.

Regulations and duties of employers:
e Evaluating, elimin

avoiding risks i
s, choice of equip
imise the risk to an employee’s
ment of dangerous practices and &
An overall ‘prevention policy” should be in p
& Health and safety training should take placeé

Responsibilities of employees:

Organisations should offer . .
their employees training on s Safe and responsible use of equipment an
how to use work and safety during training
equipment. & Informing employer or feliow employees ofi

pose a potential health and safety risk

0%

Data Protection Act 2018 {implementation of the General Data Protectic
GOPR is a European law that has replaced the previous Data Protection
Act of 2018. It specifies requirements on the handling of personal data as
well as providing guidance to individuals when their data is held.
Crganisations need to have regulations in place to ensure that the data
of their employees and customers is protected against unlawful access.

COPYRIGHT
PROTECTED
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The following table indicates additional legislation that has been developed to
and safety in specialised areas:

Workplace {Health,
Safety and Welfare}
Regulations 1992

Maintains a safe workplac
equipment, devicess

@ @ B 8

Ventilatio
workspace
materials,
Seating, tr
Falling obj
Windows, §
Facilities ¢

Ensures fire safety and standards in
the workplace

@

Fire preca
firefighting
routes and;
fire training

Manual Handling

Applies safety measures when

Regulations 1982

g::;f:;?;rfs 1992 manually handling equipmentinthe | e Trainingin
Amended 2002 workplace lpads han
Health and Safety

{Display Screen Maintains the health and safety of e Workstati
Equipment) DSE users users, waor

COSHH {Control of
Substances Hazardous
to Health) 2002

Protects workers against exposure o
harmful substances in the workp!
which may affect their heg

dust, gase
other biol
substance
with accid

Personal Protective
Eguipment at Work

. otective
protect employeas

; health and safety risks in
the workplace

Provision
a558S5iNg ¢

injuries, Diseases and
Dangerous
Gcourrences

Regulations {1995})

Allows for the reporting and
recording of injuries and accidents in
the workplace

e Suyitability
Provision and Use of maintenar
Work Equipment Lays down regulations for the safe assessme
Regulations 1998 use of equipment in the workplace machinery
{PLRWER) when usin
and lightin
s  Working h
Working Time Ensuring workers’ saf hours. for
Regulations 1998 the numbe: * Working h
& hours fo

A0-hour w
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Employment legisiation

The aim of employment legislation is to protect the relationship between the
employer and the employee as well as the rights of both parties. It also
ensures that the stages in the employee’s life cycle, including recruitment and
appointment through to separation from the organisation, happen fairly.
Guidelines and regulations surrounding the employment legisiation which will

§ f wages, zero-hours workers, working
“and unfair dismissal.

in arder to determine the rights that &
it should be noted that according to t
there is a difference between the em
‘workers’ and ‘self-employed’. Emplg
consistently and have regular workin
rights and responsibilities than worke
regular or guaranteed working hours
him/herself and works on a more cas
ar casual workers often fall under the
‘Self-employed’ workers provide spec
are aften owners of their own busine
organisation to get paid — they will ng

According to the Employment Rights Act, employees, worker seff-amploved in

Access to g written state
{job description} that ou

Access 1o a written stateme

particularsand e employse the person’s duties
e Recei : s  Being paid National Minky
®  Workint ights which include daily and Wage
waekly rest breaks as well as a working e Receiving a payslip ,
week of not more than 48 hours = Working time rights whic
e Freedom from discrimination inciude daily and weekly
Health and safety at work breaks as well as a worki
¢ The following types of leave and pay: week of not more than
sick, maternity, parental, adoption and 48 hours
annual leave e Protection against
s Allowance for flexible working hours discrimination
e Minimum notice period # Health and safety at work COPYRIGHT
+  Whistle-blowing protection ¢ Annual leave and pay
e No detrimental or unfair treatment because | ® No detrimental or unfair. PROTECTED

of unfair working conditions trg nt because of an
e Getting paid for trade union and antenatal ioyee fearing unsafe
care duties working conditions :

Whistle-blowing pma*tec‘ti"f*E
s Representation duringa ¢
disciplinary or grievance ..

s TUPE protection (Transfer o
{Protection of Emp

e Represgy OFf
grieva ' re procedure

® Protect ainst unfair dismissal and ® Automatic enrolment oni
redundancy pay after two years of pension scheme
continuous service

e Automatic enrolment onto a pension scheme

Course Companion for T Level in Management and Administration: Unit 2 Page 7 of 5




Wages

National Minimum Wage Act 1998

The National Minimum Wage Act 1998 ensures that employers pay
workers a minimum hourly rate based on their age. The National
Minimurm Wage is reviewed and amended in April every year.

The projected National Minimum Wage {April 2023
groups is given below:®

t age

23 andover | £10.42
2322
1820

Under 18 °

Pensions

Pensions Act 2008
It is the responsibility of each emplover to provide thelr workers and employee:
called automatic enrolment.

it is the duty of employers to enrol thei
workers and employees ont
pensiossches

An employer must automatically enrol a
pension scheme if: f

\ Thei loyment status falls d
» Or?;?xopyzgnen status falls unde

15,000 or more :
itk it the UK (immigration rég

The Pensions Schemes Act 2021 has also
the operators of pension funds to prote

Maternity Bave

Statutory Maternity Pay {SVIP) Regulations 1986 and the Maternity and Pa
Maternity legislation specifies notification periods for pregnancy as well as the
that employees are entitled to.

The regulations for maternity leave are as follows:

s  Anemployee must have ‘employee’ status to claim maternity leave

Anemployee must notify their employer of the pregnancy no later than
the end of the 15" week before the expected week of childbirth

¢ Maternity leave is 52 days divided into the first 26 ordinary leave days
and the last 26 additional maternity leave days

e  The earliest date when leave can be takenis 11w
expected week of childbirth :

&  Any empioyee who gives bir
maternity leave

e SMPis paid for

COPYRIGHT
PROTECTED

¢ re the

immum two weeks

o

{tincludes: ‘¢
e 90% of the employee’s average weekly earnings {before tax) for the first si
£172.48 par wesk, as of lune 2023, or 80% of the employee’s average wae
for the next 33 weeks {based on current rate)

L

L https:ffwww.gov.uk/netional-minimum-wage -rates

Course Companion for T Level in Management and Administration: Unit 2 Page 8 of 5 <




Parental leave

Paternity and Adoption Leave Regulations 2002 and Shared Parental
Leave Regulations 2014

¢ Anemployee should have been continuously employed for 26 weeks by
the end of the 15™ week before the baby’s due date to be eligible, or, if
adopting, 26 weeks ending with the notification of a maizh for adoption
An employee must be the father or the spous ;

Parental and ¢ i : s to employess and their partners who are

o

Q,

X3

%

3

»  Having a baby through surrogacy

@,

e Written notification of paternity leave must be given to the employer no {a

expected week of childbirth or within seven days following notification of a
¢  Eligible employees can take one or two consecutive weeks’ parental ieave
&  The leave will start:

o Onthe actual date of birth of the child / the date of adoption placems Z
o Anagreed number of days after the birth of the child or date of adoptig

o Anagresd number of days after the expected week of childbirth
o Onthe day the child is born or the day after for surrogate parents

¢ The parental leave must finish within 56 days of birth or the adoption place
e Statutory parental leave will be £172.48 a weel, as of June 2023, or 90% of tl;

earnings {whichever is lower)
®  Parents who have the duty of locking after
contract) to spend time with the

e of them if they are s:ck

Act 2014, A mother or an adoptee of a child may want to end their
maternity or adoption leave and share it with the other partner, a

S

gible for unpaid o

S

spouse or a parent. This allows the mother or primary carer to return

to work without giving up their leave entitlement.

Parents who share responsibility for a child at birth or adoption are

gligible for Shared Parental Leave (SPL} and Statutory Shared
Parental Pay {ShPP] if they meet the necessary work and pay criteria:
®  Employees must have ‘employee’ and not ‘worker’ status 1o
gualify for SPL Faren
e Parenis employed by the same employer for 26 weeks by the chifd
end of the 15" week before the baby’s due date an stay tas
with the same employer until they start
To be eligible for ShPP, employees :
Partners can share up to

&

® & 2 @&

.

Hrnoon average at least £12° ':
‘ ave and up to 37 weeks of pay betwe
in the first year the child is born or placed w

Course Companion for T Level in Management and Administration: Unit 2 Page 9 of 5 <
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- Betivity

How legisiation applies fo employees
Look at the different workplace scenarios and match them fo the correct legisla

A worker is not satisfied with her hourly rate

A worker is dismissed without »

n o factory floor at his workplacs

An applicant is not employed because she is ¢ young female

A new employee is not given a written job description
and payslip

A client is complaining becauss his confact details
were compromisad

The legitimate rights of employers

Unfair dismissal

’

ipiovee’s employment without giving a val
Walr dismissal falls under the Employment Rights

An employer cannot terr
reasonable

if an empio cides to dismiss an employee, the employee must be given a
within the employee’s employment contract, or the statutory notice period. If a
for at least two years in continued service, they can request a written statemen
reasens why dismissal has taken place; the employer must submit the
written statement within two weeks.

Dismissals are unlawful if they involve the following instances: \

e  Forced retirament _\
) . 2

& Whistie-blowing %

&  Asaresult of requesting maternity, paternity or adoption leave

¢  Breach of working time rights N

Reasons why an employer can dismiss a worker:
An employer has the right to dismiss an
foliowing grounds:
e Lack of flexibility or, ¢ keep up with crucial

o Employ@Jariforms work that is not up 1o standard
&  Emnployee is unable to maintain good interpersonal relationships with colie

The employer should first warn the employee of any dissatisfaction; the emplo
necessary changes by being offered assistance and training, or should be advise

Course Companion for T Level in Management and Administration: Unit 2 Page 10 of
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If an ernployee is unable to complete their job due to a long-term illness, the emé
assist the employee and give him/her reasonable time 1o recover from the ilines
dismissed due to a disability.

- HAssessment guestions

1. What are 'rules that are written by organisations which explain how ansé
enforced’ called? 5

2. Give two rights that employees have under the Employment Rights Act

3. Describe two ways in which an employer can show an employee ‘duty aig
the workplace. :

4, A manager is asking the HR department t

mendations on h
improve the health and safety of » Z

organisation.

Explain what duties s to comply with health and safety re

COPYRIGHT
PROTECTED
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Learning objectives checklist

How joby roles align with business aims

Recruiting 1o find suitable candidates for job roles
Methods used for stoff plonning
Different recruitment channels

A fair and transporent reg

goodoooad

Introduction

This unit will look at how organisations ensure that they have the right people tc.
and objectives of the organisation. It also takes a closer look at the planning thaté
positions in an organisation, as well as the recruitment channels and the recruitr§
be done for it to be fair and transparent. There are a variety of recruitment chan
attract the right job candidates which will be discussed as weli as the role that a3

specification plays in attracting suitable candidates. Lastly, the topic looks at the
contracts that indicate the length and conditions under which employees have b

How job roles align with business ai

xt of strategic
i of recruitment is 1o find the
n halp the business to achiave its

The recruitment process needs 10 be d
planning of a business; thisis
right people for an orge

The type of aT1s that businesses set during strategic planning assist
organisations to find the right job roles and people needed within the
business. Aims that businesses set out to achieve could include:

< growth % profits

7 @,

% increasing market share «  product development

<

%  innovation

During the interviewing process, job candidates are assessed to find out if they h

and training to fit in with the overall culture of the business which is reflected in

business which wants to expand rapidly and increase its profits, for example, wili

are target-driven and who can meet tight deadiines.

Course Companion for T Level in Management and Administration: Unit 2 Page 12 of
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Job role Aim

Refreshing the world and ma
and creating a world without &

Maonager Global Sustainability

Recruiting fo find suitable candidates for job roles

The recruitment process is designed to ensure that the right
types of job roles are filled within the organisation and that
the most suitable candidates will apply for vacancies.

Crganisations ensure that their recruitment process
attracts suitable job candidates to fili theirv
e  Establishing the exact vacant pos

the organisation

itie

are needed to fill vacant positions
Compiling a job description and a parson specification

Using the right recruitment channels to target potential candidates
Carefuily screening and selacting candidates before the interview process
Scoring or assessing candidates against a set of required criteria during the ¢

& @ 8 @

Course Companion for T Level in Management and Administration: Unit 2
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Methods used for staff planning

Organisations need to be prepared when crucial, skilied staff leave the compar&yé

in pursuit of better opportunities at other organisations or when employees
reach retirement age. it is important to plan which staff fulfil crucial positions
within the organisation and what skills they have, so that successors can be
identified or existing staff can be trained to fill these vacancizi in the future,
There are various methods that are used to ensured isations are
sufficiently staffed which will minimise th : g to recruit new

staff members.

HE planni

The plannirg
needs to fill-
of skills needed, is known as HR planning.

f establishing the number of pecple that an organisation
Uls future job roles within the organisation, as well as the range

HR planning needs to happen continuously in an organisation due to
various internal and external changes that affect all businesses, such
as technology, the economy and legislation. Management is
responsible for doing HR planning, which forms part of its strategic
planning. it also needs to consider the financial budgst available for
recruitment, as well as the time frames and deadlines for when staff
need ¢ be placed or recruited in order 1o achieve the short- and long-term obje

1. Conducting strategic planning
to establish the aims and
objectives of the orgonisation

which align with a need 3

human resources

implernentation of plon.

4. Determining shortages and
surpluses of employees (new
recruitment / termination of
employment / transfers /
promotions / training).

Course Companion for T Level in Management and Administration: Unit 2 Page 14 of
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Succession planning

The need for succession planning i
organisations need 1o be able tore
the grganisation at short notice, w
to incur unplanned recrultment cos

them to fill future vacancies.

2. Conducting
1. Researching and identifying key which positi

job roles in the organisation
which are cruciol in achieving
organisational aims.

restructuring;

4, Traning ond developing
existing personnel,

Capacity planning
ing in order to establish how
ey have available to complete the work,
Organisati U not have encugh time to deliver products or
complete pr 5 or work will have to employ more employees or
waorkers to assist. There are various short- and long-term approaches
that organisations use to plan the capacity of their workforce.
Organisations will base their strategies on the budget that they have
available to spend on temporary or new staff, but they will aiso look at
supply and demand in the iong run by analysing statistical data of past
sales and other changes in markets and the introduction of new E
technology. There are four types of capacity planning strategies: ‘Match’, ‘Lag’,

Organisations need to do,
many emplo

e

log
Waiting until there is a high

Match services before increusing w
Monitoring the demand for products in

the orgonisation and matching
workforce capacity to the demand

— * lead '
Forecasting an increase in pmducig
demaond in the organisation
workforce capacity ahead of tir
prepared. (Could lead to wor,

Course Companion for T Level in Management and Administration: Unit 2 Page 15 ¢
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- BRetivity

Methods of siaff planning
Look at the different types of methods that organisations use te ensure that they
choose the correct method of staffing for each scenario.

A small private school with five staff members has
noticed an increases in the nesd to offer educca
online after the COVID-19 pandemic
keep up with demand.

An advers
graphid
the end

as o group of talented
will be leaving the company at
eqar 1o go ond work abroad.

A hotel chain is already employing staff for ifs
Hawaiion propertias, given that each year there is on
increase in sales during the summer months.

A retailer which sells ski supplies will wait until winter
when there is an increased demand for the products 1o
recruit new sales personnel.

A bank needs 1o determine how the introduction of
Internat banking will affect the number of staff it will
employ in the future.

Case study

COPYRIGHT
PROTECTED
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Different recruitment channels

Organisations use a wide range of recruitment channels when looking for ideal ¢

The range of internal recruitment channels may include:
¢ Internal skills databases or records as part of succession planning
s  Intranet
#»  Qrganisational bulletins and emails
&  Organisation’s website

) is of recruitment include:
and appoint existing employees than recruiting

grganisation through promotion apportunities
¢ it allows for a smoother transition of an employee into their new role
because they are used {0 how the organisation functions

2 [t motivates existing empioyees to work hard, with the realisation that the c

growth opportunities

The range of external recruitment channels may includes:

Recruitment agencies

Professional bodies which specialise in specific professions

Headhunting

Internet, social media and networking sites {e.g. Facebook and Linkedin)
Newspapers or trade magazines
Trade evernts

® & & & & ¥

itment include:

The reasons for using external ¢ A.
Yor the job position

Lack of strong, inte

A fair and transparent recruitment process

isting employees the opportunity to progress and grow within a

For the right type of jobs to be filled within the organisation, the recruitment pr

consistent and fair. The process is, therefore, divided into several steps which w

roles are identified and the right type of people will respond.

Course Companion for T Level in Management and Administration: Unit 2
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The selection process involves selecting suitable job candidates through screeni
application forms, CVs, aptitude tests, interviews and references. These method
consistent throughout the process and make accurate and fair judgements.

Application forms

®  Anapplication form allows the recruiter to check the relevance of personal
e Anapplication form also draws out important in
e  Specific questions asked in the applicatio
e  The candidate’s ability to comp :
effective communicati :
CVs

which can reveal important objective information ahout the candidate.

e |tis often the first form of contact that a recruiter has with a
potential job candidats.

#  The CV offers a quick overview of a candidate’s skills, education and
experience, and these elements are matched to the characteristics of
the job vacancy.

Assessments

Due to the subjective nature of interviews, job candidates are given
aptitude and personality tests as part of their job interview.

These tests are focused on finding candidates who have the best
potential to perform the job. Aptitude tests such as psychometric
tests are designed 1o test candidates’ logic and analyti

The latest aptitude tests that organisations
conducted online, which allows a vari
different locations to acces

Interviews

An interview is designed to allow the recruiter the opportunity to find out
more specific and detailed information about a candidate to determine
whether they will fit into the corporate culture of the arganisation and
whether the job candidate has the necessary skills 1o perform the job
successfully. 1t is important that the interview is conducted by a
professional interviewer to ensure that the interview is consistent and
unbiased. An interviewer should guard against makin '
judgements of job candidates and should &
thorough knowledge of what the johg
interview, so that the right
knowledge of [l
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n conducting the
& asked to assess the
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Interview questions and criteria

The interviewer should ensure that the criteria against which the applicant is as
comprehensive, covering areas such as relevant experience, achievements, pot
Interviewers should ask the right questions to gain as much information as poss
guestions which force applicants to answer in a prescribed way, as well as gues
discrimination against candidates, should be avoided. Open gyestions which re
and give their own opinion are a good way of learnin nut a candidate’

Presentations

Job candidates are often re
be a sales pitch i

presentation as part of the intervie
] applying for a sales position, or could involve
&y ate applying for a management position. A
able to assess whether a job candidate has enough knowledg,

® Recrui

s  The recruiter can ask specific questions to test the candidate’s knowledge

References

in order to verify whether the interviewer has made the right decision in choosing
the jobr applicant’s referees as indicated on the candidate’s CV. Referees could pi
individual's character and their experience in a certain position.

Course Companion for T Level in Management and Administration: Unit 2
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The role of the job description

To compile a job description, organisations need to first do a job analysis which
needead to do a specific job as well as indicating the functions of a specific job ro
include all the slements of the job, including the job title, salary, functions, job d
gualifications and experience needed. The job description shouid be verified by
aiready in the job role.

Ensures candidates are

Provides de awaore of job duties

Used as criterig to assess
suitability of candidate
during o job interview

Sets expectations for
measuring performance

Person specification

tocus from the purpose and tasks of the jOb c=
Gty traits, attributes and specific capabilities of the jo}
d not discriminate when mentioning the physical gualities re
latter should 08 gualities that are essential to complete a specific job, such as re
height due to the restrictions of a specific work environment. Job applicants wilk
specification to assess themselvas against set criteria.

A person specification ¢

AliOWS‘C“i Fand/dqte to corr?pa(e Focuses on spec
capabilities against set Crit;e:.“;a skills and attribut
before applying for the position

New employees ore able to adapt
more quickly, due to their
capabilities and ottributes

matching the cult ;
the orgapi

Find o job description and o person specification, either in & newspaper or onling
would like to do in Management and Administration. Bring them to cass and mof;
and skilis to the job you have chosen. !
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Comparing different types of employment contract

An employment contract is a3 writlen agreement between an employer and an e
terms of the employment. Both the employer and the employes agree on the ccxsizzz
aiso includes the rights and responsibilities of both employer and employee. :

Full-time Permanent

ount of time or while
For the position

id
Fixed-term Valid fg

Part-time ployee works reduced number of hours

Specific start and end date, usually longer

Short-term Same b
than a month and shorter than 12 months
Contract between organisation and Service
Qutsourced . . .
service provider from its

Freelance/contractor | Self-employed individual

Health

Specified amount of time for holiday

Consultant e .
specified services

on orga
Asenc Temporary from an agency to meet urgent Same ¢
gency needs of organisation after th

- Assessnent guestions

1. What do recruiters need

includes all the elements of a jg
the job title, duii :

[
~
¥
5
£
=
i)
=
s3]
-
Y]
O
-~
o
3
1]
=
Ll
ke
-3
o
(]
)
w
1
o
Qi
=3
1]
=
o
<
-
]
-
=
Qs
=3
-
oy
2]
=
oo
e

3.  Give three methods that can be used to ensure that an organisation is
sufficiently staffed.

4,  Explain the difference between a full-time contract and a fixed-term cont
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Learning objectives checklist

bd  The meaning of equality, diversity and inclusion

L4 Protected characteristics of the Equality Act 2010

4 Recruitment approaches to support diversity

4 Policy elements and approaches to 3

L Values vs benefits

L Valves and benefits , diverse and

Employee

Introduction

Warkplaces consist of individuals with different backgrounds and characteristics
and have equal access and opportunities in the workplace. This topic will ook at
in the workplace and how the Equality Act 2010 identifies certain characteristics
aiso focus on the approaches that organisations can take when recruiting emplo
and how to support equality, diversity and inclusion in the workplace. Lastly, thi
values that organisations will have if they are inclusive and diverse, as well as the
being inclusive. :

The meaning of equality and diversity

in the workplace, equality means that all employees

against, so that they can re
employees are formalic y Act 2010, Employers are

s : lentify and overcome eguality barriers that
ertain groups in the workpliace. Biversity means
accepting tha¥employees come from different backgrounds, that visual and
non-visual differences should be embraced and that each employee can
positively shape the corporate culture of the organisation. Emplovees
should feel included’ in an organisation, which forms part of a policy of
inclusion which values all employees and the unigue contributions that they
can make to the organisation.

Course Companion for T Level in Management and Administration: Unit 2 Page 22 of
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Protected characteristics of the Equality Bet 2010

Sexuof

orientation
Marriage ond civil
partnerships
S - S
N

Disability e

- Betivity

Eguality, diversity and inclusion
Look at the following EDI scenarios and choose the carrect term for each scenari

An organisation is encouraging applicants with
disahilities to apply for a vacont position.

L]

A manager has decided to offer two diffe

Recruitment approaches to support diversity

Crganisations should use the right approaches during recruitment to

ensure that they are supporting diverse appiicants 1o apply for

job vacancies,

Employers should ensure that job vacancies are advertised using
correct and unbiased wording.

e lob advertisements must attract applications from a diversity of
applicants without excluding individuals mentioned in the
characteristics of the Equality Act 2010.

¢  The organisation’s policy on EDI {eguality, di
should appear in job advertisermnent ‘
documentation. &

&  (Organisations sh

COPYRIGHT
PROTECTED

®  Assessments of job applicants’ aptitude shouid be fair and consistent.
¢ Organisations should choose recruitment channels that diverse applicants
Educational qualification required for a vacant position should not be exclug

&
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Policy elements and approaches to inclusive practices

The inclusive approaches that organisations foliow on EDI should be

included in their policy statements. Organisations shouid focus on the

following approaches to inclusive practices:

e  Formulating a clear and transparent policy on diversity and inclusion

e Giving employees platforms and forums o discuss w D means to
them and how it impacts them Sy

e  Creating a corporate culture thatin
diverse backgrounds

Widuals from

diting processes in place to
: st any discrimination within the structure,
; puiicies of an organisation
e Being a%8% of the different cultural and religious beliefs and
customs of employees, such as religious holidays
e  Ensuring that the structuring of benefits, salaries and
advancement opportunities within the organisation is equal
and fair
e Training staff on the latest EDI legislation as well as the occurrence of unco
®  Hosting regular workshops to introduce and teach employees about differ
e Making EDi policies available internally via channels such as the staff intra

Values vs benefits

Yalues are principies which determine how organisations and employees
behave or act in the workplace, while benefis refer to the positive results or
outcomes when implementing the values in the organisation’s policies
and processes.,

Bctivity

As o class, write down five imporiant volues

should have in order to have an e nd inclusive workploce,

Course Companion for T Level in Management and Administration: Unit 2
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Values and benefits of an EDI (equal, diverse and inciuszé

Organisations which value equality, diversity and inclusion will have the follow
e  Respect {employees come from different backgrounds) :
Trust and confidence {ail employees should be involved in the Organisation’%
Fairness {employees should all have the same rights in the workplace) '
Empathy {employees will make an effort to underst fferent viewpoint?:;
Acceptance {employees will have a sense of ks

& & ® B

Benefits of equality in the work
¢ Avariety of skills ags

S can be consulted during prabiemﬁolving{%

e it boosg mn Sd productivity in the workplace because employees ?
contrity ds achieving organisational aims :
e |t prom -good customer relations and public image

# it enhances the marketing efforis of the organisation, through a better undi\

that a diverse workforce brings
¢ it promotes a culture of creativity and innovation by welcoming new ideas f
¢ it creates more trust and a stronger corporate culture because employees r\

- HBssessment guestions

1. What does the term “diversity’ mean?

2. ldentify two ways in which an organisation can makaj
the prganisation.

3. Aspart of atraining wor
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COPYRIGHT
PROTECTED




Learning objectives checklist

L A resilient workforce

i The importance of well-being ond mental health

L4 Facrors affecting employee well-being

4 The reasons for well-being initiative

L Types of well-being initiati

L Advantages and o “of weli-being initintives

Ll f motivation and retention

Ll

L3
Introduction
When an organisation looks after the weli-being of its employees, they will be mg
able to cope with challenges and drawbacks. This topic discusses the meaning ofé
well as the important role that the well-being and mental health of employees p

at the factors affecting employee well-being as well as the types of well-being in
offer employees. Well-being initiatives have positive effects on employersand e

B resilient workforce

A resilient workforce means that employees are abl
or recover from any sethacks that they experienc
organisation; this means that they hay
mindset and are able to cope |
important for organisa®

sitive and healthy
Uations. It is, therefore,
r the physical and mental well-

The importance of well-being and mental health

The COVID-1% pandemic has emphasised the importance of employee well-being
workplace. More employees are working from home and are feeling isolated with
support. Some employees who work from home are finding it harder to stay moti
supervision and guidelines from superiors and managers. Mental well-being will e
counter stress involved in any job position and to continue working productively w;
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Ensures healthy.
¥ and emotions

Needed for focus and
rational problem-solvi

Essential for

decision-making Affects morale and motivation
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Factors affecting employee well-being

There is a variety of factors and circumstances that can negatively impact
the well-being of employees in the workplace; they are as follows:

e Alack of control in a job role or the working environment

&  iongworking hours

Insufficient support from management

Lack of communication channels to voice con
Stress caused by the difficult nature
Poor leadership
Poor organisationg
Lack o i

2 & & ¥ @ @9

Long work
managemns

The reasons for well-being initiatives in the workplace

Crganisations introduce well-being initiatives in the workplace to improve the o
and to minimise the negative impacts and risks of an unhealthy, overworked an
to lower productivity and an increase in staff turnover,

Organisations introduce well-being in
¢ Improve employess’ health

s  Reduce medical costs

® Increase job satisfaction

e {reate a healthy and safe workin
Retain existing employees
Reduce absers ieism at work

@

Organisations which introduce wel
being initiatives have o fower r;
absenteeism it

Types of -being initiatives

Exercise programmes /

( gym access

Health checks and vaccinotions at work

Surveys or
opportunities for

feedback A

Team-building events

Counselling

Betivity
Employess often spend o lot of time in front of their desks. Can you think of wel

orgonisations can infroduce 1o get employees to ‘move’ and improve their physi
Share your ideas with the class.
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Advantages and disadvantages of well-being initiatives

Employers who focus on the well-being and mental health of employees
experience the following positive outcomas:
e  More productive workers
e  Staff have a higher morale due to continued mental support
from management
»  Employees develop the ability to be ﬂex;bie
reguired from their job roles
&  Staff engage in healthy in
The organisation ey

tions with their colleagues
tdiver absenteeism and staff turnover
s about the well-being of its employees
ong motivation for potential job candidates to join
ion

the orgd®s

Wellness programmes are beneficial in the workplace, but they can also have t
¢  Additional costs are involved in launching and maintaining wellness progra
s  There might be a lack of enthusiasm from staff to participate in wellness p
®  Additional time and resources are needed to sustain wellness programmes
e Alack of participation in these initiatives may lead to time and money being

investad elsewhere or used to achieve other important organisational goals%
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Well-being for improved motivation and retention

Employers who are focused an improving employee well-being through
various initiatives and assistance schemes will improve the level of
motivation of their employees and wili be able to improve retention at
the organisation for the foliowing reasons:

e  Employees will have a sense of belonging and loyalty
organisation invests time in them, and they
arganisation for longer,

e initiatives such as team buil

ay at the

e trust between
cooperation and motivation.

: s on emplioyee well-being, they are

pE»ye: ological and physical well-being of their

: hich will lead 1o a lower rate of long-term #liness and
absenteeism from work.

Impact of wellness on the organisation

Organisations which have successful weliness programmes and initiatives expe
following areas:

e Productivity &  Absanteeism

»  Motivation s Physical health
e [nterparsonal relationships ¢ Communication
e leveloftrust

Monitoring well-being at work

3 tc monitor the
dlth and for prevention
al health problems.

Organisations should ensure that they i
well-being of staff in order to mai
and early detection of any fes
Well-being et
Helplir%
Regularg@®®ih screenings

Regular health surveys

Health personnel at the workplace
First aid classes

Well-being committess

¢  Well-being champions

& ® & 8 @

-3
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- Bssessment guestions

1. State two factors in the workplace that can aff
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Learning objectives checklist
L4  Approaches to managing people
Ll mportance of managing people in the workplace
L Orgonisational structures and leadership
W Management approaches in differsgs g fi
Maina
different
Introdud

Organisationé need managers and leadars to lead and motivate their subordina
and functions within the workplace in order for organisations to achieve theiro
looks at the different approaches and styles that managers apply in the workpl
managing people in order to achieve the outcomes of the organisation and to i
behaviour. It also looks at the ways in which organisations are structured or fun
structures have on the ways in which people are managed. Different business s
leadership approaches and these will be explorad.

Approaches to managing people

in order to understand the different management approaches and
leadership styles that organisations have, one must be able to

distinguish between management and leadership. Manags
responsible for the allocation of resources as wel
of processes and activities and the imnp
within an organisation, ranging,
human resources and sd
aims and 3
activities is 3

rdination
T various functions
and administration to
chnology in order to achieve the :
isation. The way in which a manager coordinates ang
as their management style,

Leadership refers to the natural gualities and characteristics which an individua
their behaviour when managing and leading people in the workplace. A leader
maotivating employees to complete various tasks effectively within a specific perg
output within an organisation. The natural way in which a person motivates peog
a leadership style.
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The table below illustrates the different approaches to management and leade

Management
style

Type of leader

Characteristics

Diractive

Autocratic/
Authoritative

Leader issues

instructions and expects _

tasks to be done

Participative/
Collaborative

Delegative

Democratic

Leader
; itesthrough
sions and open
forums

Full authority |i
manager and th
make decisions

Subordinates as
with decision-m

Laissez-faire

Manager will delegate
tasks to competent
subordinates and will
not get further involved

Subordinates m
decisions which
needed for task
completed.

Manager will m
decisions if dict
higher authority

Pacasetting

A combination
of autacratic,
democratic and
faissez-faire

The leader will set
clear performance
standards that
subordinates must
achieve, and will
expect them to meet
high standards

Subordinates m
take responsibilit
their own decisic
and performance
decide whether i
intervention is

e Botivity

Look ot the

Different management 3

| match them to the correct management style,

A monager is briefing o teom of computer programmers on
o new project, after which they will not get further involved.

A manager gives their subordinotes instructions o stop the
manufacturing of o certain product.

A team manager demonsirates how to create an animation
to o group of graphic daesigners; they expect them to
recreate it and to follow the exact specifications.
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A manager asks their subordinates fo broinsiorm
a new product,
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The importance of managing people in the workplace

Managing and leading people is part of the command function in
organisations and it is an important function which aliows the giving and
receiving of information and the flow of instructions from the top to the
botiom of the organisational hierarchy in an organisation,

Managing people is an important function for the v reasons:
e |t coordinates the activities and fun ; ients {position
holders} within an organisat

mmunication of instructions,

#WaThin an organisation and, therefore, maintains
productivity within an ogrganisation :

¢ it builds and helps to strengthen interpersonal relationships within an Orgaré

& |t motivates subordinates to complete tasks

e |tis needed for crisis management

e it regulates poor or negative behaviour and controls conflict in an organisa

Betivity

identify o leader or o role model that you look up 1o or admire, and discuss wh
good leader.

Organisational structures and leadersh

The different ways in which arganisation
hierarchies, will impact the way ip
an organisation. 3

. i, or their organisationa
agers will manage employees wit

A matrix hif sivgctures the organisation according to functions where te:

functional managers as well as project managers.

In a matrix approach, employees are managed in the following ways:

&  Employees share their expertise outside of their functional departments w
their project team members when working on projects.

&  Communication is shared more easily by employesas with project and
functional managers than in the top-down or bottom-up hierarchy.

®  Project and functional managers will focus on the different strengths and
participation of subordinates and team members to get tasks done.

e  The leadership and management approach under this structure will be
collabeorative, democratic and people-driven because the expertise of diffe
the apinions of different team members are needed In.camplete tasks.

mto different departme
uction, administration and hum

in a functional hierarchy, the organisati
functions could include marketing,
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In a functional hierarchy, employees are managed in the following ways:
e Departmental managers will issue instructions to employees within
thelir function and direct line of control.

®  Employees report 1o one manager in charge of their function.

e Employees are expected to share expertise within their function or
department only.

¢ Managers lead in an autocratic, directive style chie
structures, with instructions being com
leaving little opportunity for feedh

it have different staff members who are employed on
different terms. These staff members include permanent and temporary
staff, staff who report directly 10 management in the organisation, or
staff who report indirectly to management who work remotely or who
are outsgurced.

Different types of employees need to be managed in different ways in
order for tasks to be completed effectively within organisations.

Remote employees

Since the COVID-1¢ pandemic, there has been an increase in the number
of employess whe work remotely at organisations. Managers need to
apply different management techniques to manage rem

mané
ratic leadership diffes

zaged to feel included in
Griisation as well as in the decision-

There wili be a strong emphasis on colla
because remote employeas needy
the day-to-day oparat :

Some guide whern managing remote employees include:

s  Managing interpersonal relationships and collaboration between staff who
are off-site :

¢  FEffective communication channels to keep remote staff aware of the day—tof
the organisation

Updating and involving staff on a regular basis through regular online contas

Offering mental support to remote colleagues who might feel isolated

involving remote employees in decision-making

Rewarding positive contributions

Maintaining a high level of trust in remote employees

& ® B® B @8

Outsourced employees

When organisations need specific skilis or tas
to outsourced employees or so-called 2
organisation to save the cost }
altows the organisati
need arises

S0y they may turn
ors. This aliows the
3ff on 3 permanent basis and
e spemfac waork done when the

Cutsourced éniployees will require a delegative or laissez-faire approach to
management because they are not directly employed by the organisation.
Managers will have o brief them on the tasks that nesd to be completed
and should trust their expertise to get the tasks done.
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Cutsourced employees can be managed more effectively in the following ways:
®  Providing adequate background and/or training on the operational aspects
&  Adopting inclusive management practices that will allow outsourced staff o

culture of the organisation in order to improve communication between int
e Monitoring staff consistently to ensure that they stay motivated and they ¢
e  Staying in touch and applying effective communication methods

- HAssessment guestions

1. ldentify three types of management approa
the workplace.

2. Give two reasons

that will be needed to manage the remote staff effectively.

d be managed in the workplace,

rias been allowing its staff members to work remotely, ©
implications of this decision on the ieadership and managern

Course Companion for T Level in Management and Administration: Unit 2
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Learning objectives checklist

Processes for siaff development
Elements in the induction process
Employee ownership of personal and profes:
development :
Employee engagement
The role of motivatia

oo ooad

Introduction

This topic Iooks at how organisations can train and develop their existing and ne
will continue 1o be productive throughout their life cycles at the organisation. T
developing staff are explored, as well as the elemeants that are included in an ind
employee’s first encounter with the functions and processes of an organisation.
responsibility for their own professional deveiopment within an organisation by §
needs. Once employees have communicated their training needs, they can track
SMART targets and tracking their progress on a CPD log. In order for employees
and to stay on track, organisations will coach and mentor empioyees to work toy
Organisations will benefit from continuous staff devel Z

Processes for staff dev

it is important for orgas t time in their human resources by offer
developme nroughout an employee’s life cycle. Not only will this
organisatio s current staff, but it can also attract new employees. Inducti
that employe® stay committed to the organisation because they are mare know
their job roles more effectively. Trained staff can be promoted and will remain ir
which will improve retention. :

Many employees work in highly pressurised environments where the expectatio
perform tasks effectively in a short period of time, leaving little room for error. T
developing staff mambers to be flexible and multiskilled, and to Improve staff co
productivity when completing tasks in the workplace.
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Training can take place either internally within the organisation, L.e. training sta :
utilising HR and existing staff members, or externally through the use of organis
the organisation. Z

There are different types of training a
Task/job rotation
An employee coul
and shg di

rganisations can take. They

form a different job roie at the same levs
grience and knowledge which can be helpful in the
will af es to become muitiskilled, which will aliow them to step
unabie il their job roles at certain times. lob rotation opportunities ca
employees to work within their job fields abroad in order to gain more exp
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e Coaching/mentoring
With the coaching method of training, a more experienced staff member or;
more about their job position in the organisation. This can help build strong
seniar staff. This is also a valuable training tool for succession if employees Z
promaotion and reguire further training in management.

¢  Workshops 5
Warkplace workshops allow an organisationg raining programmes
areas of development and traini envitied during job performance.

their industry. These conferences can also offer valuable networking oppo
to collaborate on projects.

s  On-the-job development
On-the-job development involves a superior or manager who will
monitor or assist an employee while they are performing tasks or
duties required within their job role. This could involve
troubleshooting and brainstorming solutions as problems arise to
develop new skills while the job is being done.

¢ Performance reviews
Managers can identify gaps in employees’ experienc
during performance reviews when employess ar
evaluated on their performance or abil
targets within their job roles. :

aa training
d and

Processes S development
Match each scenario to o stoff development approach.

A new employss needs 1o be introduced to the fasks
and duties of their new job,

An existing employae would like 1o learn more about
the latest developments in the banking sector.

COPYRIGHT

The marketing manager wants marketers 1o learn PROTECTED
about the production of the organisation’s products. :

An employee is not reaching 1
a kack of product kn
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Elements in the induction process

The induction process allows new employees to be introduced to the organisatic{sgg
colleagues, functians, systems and practices of the organisation. it is important f
confident and included on the first day in order to ensure a smooth transition m‘a\
that they can perform job duties as soon as possible to ensure productivity. ‘

information a3
organisational p

formuation on
organisGtion  Frme.,

Explonation of job role
and requirements

Facilities ovoiloble ot organisotion

- Rctivity

As o class, discuss possible challenges that o new employee may face during the
the workplace. :

nership of personal and professional devel

Employees should understand their own roles in achieving organisational aims ai
need to anticipate changes that could occur in their current job roles and should:
improving thelr skills to continue to perform their job roles effectively. ‘

An employee can take rasponsibility for their own personal development in

the following ways:

e  Understanding how their job role aligns with the aims and objectives of
the organisation

e Keeping up to date with changes and opportunities for career
development within their sgecific field

s ldentifying training neads during performance a

&  (Consistently attending training and counsell
the organisation

s Cooperating with coac

¢ Communicating 1
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Employee engagement (EE)

Employee engagement refers to the level of motivation and dedication that an

employee will have towards their job role and whether they are satisfied within
their role. 1t is important for arganisations to have engaged 2mployees who will
understand their role towards achieving ﬂw2 aims of the organisation, which will

® Empioy‘,w e motivated because they fesl valued

e Engaged employees are highly skilled because they focus on career progre
e  Employees who are motivated are more productive
@
L

Employees are layal to the organisation and remain at the organisation for

it improves the mental heaith and well-being of employees

The role of motivation in engaging employees

Various models of motivational theory exist which organisations apply to
assist them in keeping their workforce motivated and engaged. These
modeis focus on meeting different needs of employees as well as the
role played by intrinsic and extrinsic factors or drivers in motivating
employees to achieve organisational goals. Emplovers wnli airzto satisfy
the different needs that employees have and will
intrinsic and extrinsic factors or drivers w
complete tasks.

Motivational the

Description

Employees need to fulfil different

Maslow's hierarchy Physiological, sec

levels of needs in order to be

of needs . estesm and self-
motivated and engaged.
MeClelland’s human individuals have three main desires —
L . Power, affiliation
motivation theory in the wortd of worlc
There are factors that keep workers Hygiene factors:

Hertzberg's two satisfied, known as hygiene factors, security, working
factor theory and factors that motivate employees, | Motivational fac
known as motivaticnal factors. responsibility, ac

Motivational drivers encouraging individual development

‘aes to understand
drivers are:

it is important for team ieaders managers mentors as

recognition and accomplishment.

e  Affiliation needs: There are individuals who are reliant on the interdepend
colleagues and other team members, and the goals that they set should fo

alongside others.

incentives and opportunities to share their know-how and skills with others;
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Setting smart targets for CPD

in order for employees to successfully meet organisational aims and

objectives, they themselves need to track and achieve their own CPD,
SMART targets and KPls. Thase SMART targets and KPls are set during
performance appraisals, and will be both short- and long-term, and in

Setling SMAL s

the organisation.

Empioyees are able to measure their success towards achieving
their overall career goal

Each employes’s CPD log is tailor-made to their specific needs, which make

Training is relevant and helps to meet the skills gaps identified in the organ
Time frames are given to track progress towards achieving career goals

SMIBRT targets

@

Specific: Targets set for training should meet specific needs of

an organisation, such as increasing productivity through ,4.\*
fraining or to train new employees to use a specific application. {3’-’
Each training target should also have KPis with set percentages e

for improvement as well as identifying the exact nature of the An s

training, which is important for tracking progr:
Measuring success.
Measurable: Each orgamsatin 1& how it will measure the suc
This could be done th
such as atistics, etc.
Achiey ¢ifarzets set should be within the capacity of the employee
within e frame given for the training.

Realistic/relevant: Training targets should meet relevant aims and objecti
worthwhile to the overall success of departments and the organisation as
Timed: Training should be done within or by a specific time in order to me
grganisation and ensure that time and resources are not wasted.
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CPD logs

CPD logs offer a written record of the learning and
development of emplayees and track the career
progress of employees. The emphasis should be on
‘continued’ professional development, and these logs
should regularly be updated with the latest training
activities that the employee has completed. CPD Iogs
are important for the following reasons:
¢ They offer a quick overview of
an employee has done

has completed as well as;

e  Employees are motivated towards continuous self-development

mentoring in the workplace

A coach in the workplace is an experienced employee who guides other
employses towards achieving and reaching their objectives in the
workplace. A mentor is an employee who is an expert who will share
their knowledge and know-how with team members or less-experienced
employees. Mentorship will usually last longer than coaching, which can
be implemented for a shorter period of time to meet specific
performance or organisational goals. Mentorship is also more directive
than coaching, which guides the employes towards finding their own
solutions,

in the wurkplace, mentors and mathes feature* s:trcmgly at thurstart of

membersatt
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Benefits of mentoring and coaching for individuals and organisations include:
e |t encourages innovation and problem-solving among team members, '
e |t supports productivity because it prevents long interruptions in work procifé

or assistance.
it builds the confidence and morale of employess through steady and consi
It improves employee engagement through employee mativation.

® & & &

Due to the tantly facing political, economic, social and technolog '
adapt to ch{Z5@#job roles on a regular basis. Therefore, it is important for orga
their staff members to meet new expectations. Z

The benefits of continually developing employees include: 3
&  Better-skiiled staff members who have been introduced to the latest deveic;gfg\f
& Anincrease in productivity due to an improvement in skills and knowledge
s Staff who are engaged and motivated due to an organisation investing in thi
# A professional public image which atiracts more talented staff
e Improved retention and staff turnover

- Bssessment guestions

1. Whatis 'the level of dedicaticn and moti employees have tovxi
organisation’ called? 5

2. Siate three inte hat organisations can use 1o train staff.

tenefits of continuaily developing staff members.
4. Itis the role of the organisation to offer training opportunities to staff my

Employees should also take responsibility for their own CPD.
Explain the role that staff play in taking ownership of their own CPD.
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Learning objectives checklist

Differant types of teams in the workploce
Roles in teams: Belbin's mode!

The importance and benefits of teamwork
The role of team dynamics in team ¢ :
Team conflict and resolutio
Meathods to manage
Team bey
Met 3

gopooooo

Employee
perform they

Introduction

An organisation requires its employees to fulfil certain functions and tasks as part

cannot be performed without the collaborative effort of different individuals with
employees are required to form teams in order to perform certain tasks and proje
looks at the different types of teams that are formed in the workplace, as well as t
the importance and henefits that teamwork fulfils in an organisation. Different tea
dynamics which will impact how successful a team is. Conflict in teams can be con
effectively. The methods used to manage teams, as well as the importance of tea
develop the team, are introduced. Team members need to communicate with eac
complete tasks successfully. There are different types of ¢y ication, such as
minutes, agendas and digital methods, that can as ay in touch while,

Different types of te: workplace

3 sists of outsourced team
members who are outside the
organisation and who work on a specific
project and are paid on a contract basis.

Remote/virtual team
Team members are from
different geographical
locations and work for the
same organisation or on

the same project.

Troublesh or problem-solving team
Individuals within a specific area of
expertise are asked to brainstorm and
froubleshoot problems and brainstorm
solutions within a specific field.
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Boles in teams: Belbin’s model

In order for teams to function effectively, each member has a specific role

to play in the team. The roles that individuals play in workplace teams are &

based on the type of personalities and characteristics that they have. o

the project.

Or Meredith Belbin identified ni

Belbin's team role Description or characteristics How r¢

Coordinator Confident, can take the lead

and del
. . . . . Networke
Resource investigator | Outgoing, people-person, innovative ;
expiore o}
Adaptable, diplomatic, avoids conflict, Arbitratos
Team worker . .
indecisive get along:

. . initiator
innovative and creative but also .
Plant . . outside
impractical L

original ig
Evaluator:
decisionss

Monitor evaluator Analytical and critical

Specialist Dedicated, know!

Shaper . Vated cha.iiengmg, stays Qhaiien
o and keeps going find the
impleme Doer, practical, inflexible strategi

up with
Quality
are don
and on

Perfectionist, attention to detail,

Completer finisher .
P facks delegation

—~ Bctivity \

Role play

The monager of o food retailer has formed o problem-solving team
to fry 1o troubleshoot and come up with solutions for a recent
decrease in sales, which is o real concern.

Fach student in the class will receive o random Belbin team &

As a class, role-play o meeting of the prob! Gin. Each

stuclent will role-play their Belbin te its individual
characteristics, and make su : ome up with solutions to
solve the decrsase i
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The importance and benefits of teamwork

Teamwork is important in organisations for the following reasons:

&

e Teamworlk and collaboration promotes employes engagement and motiva
® [t encourages a cohesive approach to achieving organisationa! aims and ob
® it

L]

&

The rol ynamics in team success

Team dynamis refers to the behavioural characteristics of team
members and how different team members interact and communicate
with each other, from the formation of the team up to when the team
dissalves or when teamwork ends. Understanding the different team
dynamics that can occur during different stages in teamwork will help the
team leader and other members to anticipate and work through the
different challenges presented by teamwaorking.

The Tuckman model of 1965 focuses on five stages which are evident in
the development of teams and team dynamics; namely:

forming, storming, norming, performing and adjourning.

The stages can be explained as follows:

®

It assists with rapid problem-solving

Forming: This is the first stage, when team me
for the first time. Team objectives a
expectations are set. The tear
Storming: Team mem

reached towards achieving common project goals. The team staris forming
starts taking on more of the leadership responsibilities.
Performing: The team is now working productively and independently in a

project, with less guidance from the team leader. There is strong cooperatic
achieve a common ground and to complete the project successfully. '
Adjourning: The project has been completed and the team dissolves,
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- Botivity

Team dynumics
Determineg in which stage of teamwork each of the following scenarios falls by mg
Tuckmaon model. :

A member in o team supports ancther team mem
decision to change the design of a product,

A team member is not j
by another tegm

with o proposal made
comes across as being pushy.

A prog

#hder is explaining the requireaments for o
new project.

Team members agree to work overtims to finish o project.

Team conflict and resolution

it is important for organisations 1o see conflict as a natural part of
problem-solving, rather than viewing it in a negative light; itis an

inevitable part of teamwork. Conflict occurs in teams when team

members have incompatible ideas or ways of warkin
Tuckman's ‘storming’ stage of teamwork to exne
conflict in a team, when the team me
each other and learning how

getting to know

The negath

team inclu

2 [t caniedd to a permanent communication breakdown between
team members and colleagues ,

@ It can create a negative corporate culture if the team members have negati@i‘*

#  Conflict can waste valuable time which could be spent on completing tasks

e [t can impact productivity in the organisation

e |t can affect relationships and create a poor image with clients if team mem;
proiect cutcomes

e Conflict is an obstacle to creative thinking

flict can have on the functioning of a

8

. COPYRIGHT
Some of the ways in which organisations can resolve conflict are: PROTECTED
e  Setting and emphasising clear and common team goals during the forming’
o .
2
®
@
® wodttomes and not the ‘problems’ and ‘personalitie
¢  Remo: <10 the conflicting parties separately
2 Viewc as an opportunity for growth which can strengthen the team
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Methods to manage teams effectively

Maintaining positivity and Providing consistent.
praising team progress constructive

and achievements ,,.J

Resolving conflict and
following up on
disciplinary issues

Understanding different team identifving problem areas in
roles in order to apply suitable teamwork during performance
muotivation techniques appraisals and logging training

needs in employee’s CPD

Team member responsibility

in order for teams to operate successfully, each team member has

certain responsibilities towards other team members. These include:

®  Being responsible and maintaining professional work ethics, such as
being on time and fulfiliing their individual role or contribution
towards the tearn

&  Maintaining open and honest cammunication with fellow team
members, especially when running into difficulties when performing
a task or project :

e  Reporting any misconduct to the team leade

®  Respecting the diversity and cont,

line with the diversity polig

COPYRIGHT
PROTECTED

eam members in

“ganisation

Being committed towards professional work and meeting project deadlines
Sharing best practices and coaching fellow team members if necessary ‘
Sharing the workloads of other members if needed

Aslding for help and feedback if needed

&  Attending and taking part in regular team meetings

& @ 8 @

&
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Methods of communication in teams

Communication in teams is vital to keep team members informed about develo
requirements and challengas experienced, and to coordinate the activities betw
updates on the progress made towards completing a project.

Project plan

Ateam needs a project plan to be set up in order
communicate resgurcas, timelines, aims
specific project. it also identifi
anticipated budget. Proj
different ta: :

Bsneeded for a
stthe project as well as the

e Gantt charts to identify

: timeline for the tasks to be completed. This
atiows teany er$ to get a quick overview of tasks that still need to
be complete™® Y well as the deadline dates for different parts of the
project. it allows team mermbers to track their own progress towards task
completion. Different software applications are available for project
planning; these include Smartsheet and Microsoft Project.

Meeting documentation

Teams are required fiimeet on a regular

objectives f

1a project. Meetings ar
to communicate with each ot
informed if meetings are taking piac
notice and agenda, sent through a mem
agenda will have a list of the topics that

the meeting.
s that need to be g

completed in a project, as welf as the

; ) Various templotes are available v
time available to complete the tasks.

plan their meetings and docu
discussions of topics that

Yeam members could be notified via email, AGE
in memo format, of a meeting taking ploce.

Meeting topio

To: Hydraulics Project Team Members Meeting called by:
From:  Pete Andrews (Team Leader) Tiate:
Subject: PROJECT TEAM MEETING .
Time:
Please note that we will have a meeting with Facilitat

Samson Hydraulics on Monday 17 April 2023
The purpose of the mesting is o discuss
alternatives to the current proposed hyd

design.
Absent:

Please familiarise yourselves with the attached Agends items:

agenda before the meeting. Topic &
Regards Tapic 2:
Pate
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Recorded minutes

The minutes of 2 meeting can be recorded or written down by the secretary of a
employse who has been nominated or assigned to take notes. An effective way
of the discussions that took place at a meeting is by using a voice recorder to red
should be requested and given by all attendees before a notetaker is able to use
is important for the notetaker to seek clarity before writing down what was said
applications such as Teams and Zoom have the functi rd virtual meetin

Progress reporis

A progress report is a writt e compiled by team members
4 on the progress that is being made on

e mmpleted and which tasks have not yet been
attempted. The frequency could be daily, weekly or monthly, depending
on the timeline of the project. Details such as the individuals who ara
respansible for specific tasks, and dates for task completion, are also
included in this type of report. It is important to give the report a heading
to indicate what progress is being reported on. There are various
termplates available that can be used to write progress reports.

Digital methods of communicating with teams

Zoom and Tearns video conferencing software are popular applications
that allow colleagues and team members to stay in touch with each
other. Some of the features of these programmes inciude being able to
hold meetings online and sharing screens and files, which is crucial when

with team members an

-  Assessment guestions

1. State two types of team that g

teams can resolve conflict.

e team is responsible for developing a new product. Expiain
the following of Belbin's team roles can contribute to a brainstorming se
of new product ideas: Specialist, Plant and Iimplementer.
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2.1: Legislation in the life cycle of an employee

Research task: Duty of care for health and care workers during COVID-19
1. Aguarter of the respondents in the survey reported that they had burnout symptoz{;
the organisations they work for did not look after their gical well-being, wf
of an organisation. 5

7

2. Women, who made up 67% of the
and led to an increased risk
3. Therights of healt :
safe pr ‘

EEinhegualities in pay, which adde

rs should be protected by governmeant and emp§
ft for improved physical and mental well-being. :

4. Reason
Personal

ing hours, since healthcare workers work long hours (especially d
ctive equiprment, which was extremely important during COVID-19.

Activity: How legisiation applies to employses

1. Aworker is not satisfied with her hourly rate {National Minimum Wage Act 1998}

2. Aworker is injurad on a factory floor at his workplace (Health and Safety at Work A:
3. Anapplicant s not employed because she s a young female {Equality Act 2010}

4. Anew employes is not given a written job description and payship (Employment Ri
5. Adlient is complaining because his contact details were compromised {Data Protac
6.  Aworkar is dismissad without warning {Employment Rights Act 1596}

Research task: Unfair dismissal :
1. She needs to be given a minimum notice period before being dismissed. According
it is illegal to dismiss an emplovee if they applied for par w4 adoption leave. Th
did not act within reasonable circumstances. :
2. Eguality Act 2010
She was discriminated against ¢

nder because she was a mother wid

3. She could have aske atemeant and trade union representation.

2. Access to a job description and payslip; freadom from discrimination {Any right mes

3. Anamployer can ensure that employees work in a safe and healthy workplace, freeé
working conditions as well as adequate support and a platform via which to raise th
to look after the mental wall-being of employees through monitoring and health ¢h

4. The organisation has to maintain plants and systerns that are in working order. I ha
articles and substances safely. Employees have to have a safe place to work, which
has to be adequate facilities for employess. The health and safety policy needs to B}\
representatives need to be elected who will form a cormmitiee which can represem%

852

safety measures. The health and safety policy of the organisation needs to be upda CQ PYR%@HT

PROTECTED
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Preview of Answers Ends Here

This is a imited inspection copy. Sample of answers ends here to stop students looking up answers to
their assessments. See contents page for details of the rest of the resource.



Agenda A list of business items or topics that are prioritised a

Capacity planning The number of employees and hours an organisation §
complete work within the organisation. ‘

Coaching

Diversity

ences which should be embraced and§
isation’s culture, :

Employers have a duty to ensure the physical and psy
their empioyees at an organisation. !

Employee Refers to the sense of involvement, duty, dedication ¢ E
engagement have towards their jobs.

Employes life cycle The six stages through which an employee progresses
made with the organisation during recruitment and t
selection, appointment, development or training, reté
employment through retirement, resignation or othe

Employment contract A written agreement between an employer and an en
terms of the employment.

Equality All employees should have equal rights and access io
further opportunities within the workplace. :

Extrinsic factors Factors outside an individ

lead to motivatia
environment and ben :

Functional hierarchy An organiss y where the organisation is

3 ing process that is done in advance to establis
organisation needs to fill various job roles, and the ra
an organisation.

HR planning

inclusion The contributions that different individuals can make
acknowledged and included.

induction The process of familiarising new emplayees with the
arganisation so that they can perform their job roles s

intrinsic factors Factors within an individual that can lead to motivatic
and responsibility. :

Job analysis The process of analysing an existing job role to find OL
are needed to perform the job, as well as the duties a¢

Job description A summary of the job title, where the job is located,
and responsibilities involverd | b.

KPis easurable values th

stui perfermance of employees

Key performance

which a leader motivates and leads suborg
n their natural gualities,

Leadership style

Legislatio Laws which are enacted by legal entities or bodies su

Management style The way in which a manager instructs, coordinates an
in the workplace influenced by their leadership style.
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Matrix hierarchy An organisational hierarchy which combines two diffe
structure which allows subordinates to function in de
needed to complete specific projects.

Mentoring Sharing expert knowledge or know-how with employ

Minutes of a meeting A detailed written or recorded account of what was d

Mational Minimum A minimum amount that a
Wage they work. This wage z

Onboarding The proc
: orientation training to introduce himg
& of the organisation, ‘

The way in which the reles and functions are structur E

Organisaty

hierarchy 1o different ranks — from top management to middle
to subordinates.

Outsourced Employees who are not directly employed by the org '

employees perform specific functions for the organisation when &
specific tasks need to be completed as part of the ope

Person specification A description of the skills, personality and qualities th

Project plan A plan used in project planning that outlines the scop
timelines, types of task, resources needed, stakehold
budgets available.

Psychometric tests Tests that are designed to assess a job candidate’s me

Regulations Guidelines which organisations set for employeesto f
assist to implement the laws sz

Resilience Being able to ‘bo

Scraening Sifting

Selection

assessments, which include CVs, application forms, a

SMART targets

Specific, measurable, achievable, realistic and timed ¢

Strategic planning When an organisation does planning to determine its
aims and objectives and strategies to achieve its long-

Succession planning Planning done by organisations 1o determine critical f
in the business and identifying successors within the &
critical vacancies. :

Team dynamics The unigue nature of the communication and interac :
personality traits and behavioural characteristics of te COPYRIGHT
Unconscious bias Assumptions and judgements that pecple make unco PROTECTED

and values systems.

Well-being initiatives  Programmes, activities
maintain or imny

iioffered by emplo
al and mental well-b

Whistle-blowing is % in the workplace that are criminal
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