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300 Management and Administration Core
7. Business behaviours
Worksheet 9: Challenging poor behaviour (tutor)
Task brief:
You work as an office administrator in a large hotel chain, helping with the administration and business support function. The hotel has recently experienced poor behaviour amongst staff, which has also been mentioned in recent complaints from customers at the hotel. The hotel understands the importance of resolving this issue as soon as possible. 

You have been asked to assist with creating:
1. A poster that will be displayed in staff communal areas.
2. A staff leaflet that will be given to each member of staff. 

The two documents should focus on:
· Examples of poor behaviour.
· How employees can adapt their own behaviours. 
· How to challenge poor behaviour.  

Each of the documents should be a maximum of one page and the content of the poster may be different from the content of the individual staff leaflet. 

Tutor guidance:
Learners should submit a one-page document for each of the two requirements (a poster for staff communal areas and an individual document for all staff.) The documents should include suggestions that would be appropriate and realistic for staff to consider. 

Suggestions for the poster could include:
· Can and cannot in relation to behaviour at work.
· Graphic/icon display. 
· Less textual display than the individual leaflet. 

Suggestions for the individual leaflet could include: 
· Impacts of poor behavior: job losses, poor service for customers, customer dissatisfaction.
· Do’s and do not’s when challenging poor behaviour. 
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