7. Business behaviours
Sample scheme of work


[image: ]T-Level Technical Qualification in 
Management and Administration (Level 3)
300 Management and Administration Core




Page 2 of 2                                             © 2022 City and Guilds of London Institute. All rights reserved.

[bookmark: _Hlk83890124]This sample scheme of work covers both classroom- and workshop-based learning for Business behaviours. It is based on 2–3 hours per session for 22 sessions. It is an example only of a possible scheme of work and is based on theory and practical within an FE centre but can be amended to suit all learning facilities with the necessary adjustments to meet individual learners’ needs. 
You can use the sample scheme of work as it is, adjust it or extract content to create a scheme of work to suit your delivery needs. It can also be adjusted by adding theory and practical workshops to support learners who have/need additional learning time. 


7. Business behaviours
Sample scheme of work
Course/qualification:  T-Level Technical Qualification in Management and Administration (Level 3)	Tutor’s name:  

Number of sessions: 22	     Delivery hours: 56                             Venue:	                               Group: 

	Criteria
7.1 The importance of good communication and adapting social communication styles to professional standards and according to purpose, medium and audience
7.2 The importance of self-management approaches
7.3 The importance of individuals adapting their behaviour to the expectations and policies of the organisation, including through compliance with codes of conduct and ethics
7.4 The importance of acting with integrity and building trust with stakeholders and colleagues



	Session
	Criteria

	Activities and resources
	Skills check

	1

3 hours
	7.1 The importance of good communication and adapting social communication styles to professional standards and according to purpose, medium and audience

· Introduction to unit and expected outcomes
The importance of good communication to the organisation 
What good communication looks like and examples of it in a range of situations

	Activities:
Facilitate class discussion on communication styles
Deliver PowerPoint 1: The importance of good communication.
Complete Worksheet 1: Communication.
As a class, watch the video ‘Effective communication skills in the workplace’ and discuss its content (https://www.youtube.com/watch?v=QGHBq5OEsBM).
Discuss how they would demonstrate these behaviours themselves. 

Resources:
PowerPoint 1: The importance of good communication
Worksheet 1: Communication
Online video: https://www.youtube.com/watch?v=QGHBq5OEsBM 
	Class discussion
Oral questioning
Worksheet 1
Feedback on Worksheet 1
Participation in class discussion on video topic
 


	2

2 hours
	7.1 Tutor directed activity
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.
	

	3

3 hours
	7.1 The importance of good communication and adapting social communication styles to professional standards and according to purpose, medium and audience
How to use a range of communication types and styles. The reasons why communication type would be adapted depending on the target audience
The difference between professional communication and everyday communication with friends (personal communication)
	Activities:
Facilitate class discussion on good communication.
Deliver PowerPoint 2: Communication types and styles.
Complete Worksheet 2: Communication plan.
Group task: As a class, split into small groups and each group researches a communication type. Each group should research the general information around the communication type and any other relevant details. A representative from each group should then present the group’s findings to the class.

Resources:
PowerPoint 2: Communication types and styles
Worksheet 2: Communication plan

	Class discussion
Worksheet 2
Feedback on Worksheet 2
Participation in group task 


	4

2 hours
	7.1 Tutor directed activity
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.
	

	5

3 hours
	7.1 The importance of good communication and adapting social communication styles to professional standards and according to purpose, medium and audience
The use of marketing communication to attract the right target audience to the right product at the right time for the right price, eg online and offline marketing, attraction marketing, and push and pull marketing 
The requirement to meet professional standards through organisationally defined house style protocols and set procedures
The most appropriate communication type to be selected according to the situation, medium and the audience
	Activities:
Facilitate class discussion on examples of effective marketing communications. 
Deliver PowerPoint 3: The importance of good communication and adapting social communication styles to professional standards.
Complete Worksheet 3: Communication guidance.
As a class, you have been asked to discuss the main communication types to be used according to the situation, medium and the target audience. As a class consider the differences and examples of situations when different types of communication would be used depending on the situation and audience. Report your feedback to your tutor. Tutor to facilitate the group discussion. 

Resources:
PowerPoint 3 The importance of good communication and adapting social communication styles to professional standards
Worksheet 3: Communication guidance
	Class discussion
Oral questioning
Worksheet 3
Feedback on Worksheet 3
Participation in group consultation discussion 


	6

2 hours
	7.1 Tutor directed activity
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.
	

	7

3 hours
	7.2 The importance of self-management approaches
The importance of self management and how this may impact the organisation and the individual
What is meant by resilience and an understanding of how to be resilient in the workplace

	Activities:
Facilitate class discussion on self-management and resilience.
Deliver PowerPoint 4: Self-management and resilience.
Complete Worksheet 4: Self-management and resilience. 
As a class, come up with a list of example situations where someone could show resilience in the workplace. Have a think of the situation, the actions the person would take, and the perspective of others involved in the situation. The class can be split into multiple small groups. Each group should discuss their examples with the rest of the class. Alternatively, the class can act as one large group. 
Ask learners to assess their own resilience, using an online assessment such as https://hbr.org/2015/01/assessment-how-resilient-are-you.

Resources:
PowerPoint 4: Self-management and resilience
Worksheet 4: Self-management and resilience
Online assessment: https://hbr.org/2015/01/assessment-how-resilient-are-you
	Class discussion
Oral questioning
Worksheet 4
Feedback on Worksheet 4
Assess resilience


	8

2 hours
	7.2 Tutor directed activity
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.
	

	9

3 hours
	7.2 The importance of self-management approaches
How to be punctual and the importance of being on time to work. The impact poor time management has on the individual and on the wider organisation
The approach to develop and track personal development through the use of CPD logs. The importance of employee attendance at training/events related to their job role in maintaining personal development. The importance of different learning styles and how understanding of their own learning style supports self-development. 


	 Activities:
Facilitate class discussion on the importance of self-management approaches.
Deliver PowerPoint 5: Self-management and personal development.
Complete Worksheet 5: CPD log.   
In small groups, discuss your own CPD log completed in Worksheet 5 and share the content of your CPD log with the class allowing an opportunity for sharing best practice between the group. 
As a class, watch the video on 5 tips to being punctual and discuss its content (https://www.youtube.com/watch?v=opOu6N103sQ).

Resources:
PowerPoint 5: Self-management and personal development
Worksheet 5: CPD log
Online video:  https://www.youtube.com/watch?v=opOu6N103sQ


	Class discussion
Oral questioning
Worksheet 5
Feedback on Worksheet 5
Participation in class discussion on video topic


	10

2 hours
	7.2 Tutor directed activity
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.
	

	11

3 hours
	7.2 The importance of self-management approaches 
The importance of setting and meeting objectives, and how to plan to ensure objectives are achieved, eg factoring contingency time for project deadlines
How to adapt to and be flexible in different situations in the workplace, for example, positive mindset, resilience. The use of emotional intelligence to support work activities and minimise unconscious bias
The methods that can be used to prioritise work. How to be accountable for the work produced by being responsible and able to justify and take ownership of any decisions made
	Activities:
Facilitate class discussion on emotional intelligence.
Deliver PowerPoint 6: Using self-management in the workplace.
Complete Worksheet 6: Emotional intelligence and prioritising workload.  
As a class, come up with a list of benefits to an employee of an organisation for setting and meeting their goals. Participate in a class discussion. 
As a class, watch the video on How to hold yourself accountable and discuss its content (https://www.youtube.com/watch?v=BSx7to7hT_w).
Ask learners to carry out self-assessment of their Emotional Intelligence. Discuss how they can apply what they’ve learnt to themselves specifically to develop in these areas.

Resources:
PowerPoint 6: Using self-management in the workplace
Worksheet 6: Emotional intelligence and prioritising workload
Online video: https://www.youtube.com/watch?v=BSx7to7hT_w



	Class discussion
Oral questioning
Worksheet 6
Feedback on Worksheet 6
Participation in class discussion on video topic


	12

2 hours
	7.2 Tutor directed activity
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.
	

	13

3 hours
	7.2 The importance of self-management approaches
Understand how and when to escalate a problem or concern and how this relates to job roles and accountability
The importance of giving and receiving feedback. How feedback can be used by individuals and the wider organisation to continually improve their work


	Activities:
Facilitate class discussion on self-management approaches.
Deliver PowerPoint 7: Managing problems and feedback.
Complete Worksheet 7: Feedback.
Split the class into two groups, whereby one group will think of an example situation where someone has been given poor feedback and the other group will think of a situation where someone has been given positive feedback. Both groups should act out the situations in front of the class, with each person taking part. Once complete both situations should form a class discussion on the importance of giving and receiving feedback. 
As a class, watch the video on How to hold yourself accountable and discuss its content (https://www.youtube.com/watch?v=BSx7to7hT_w).

Resources:
PowerPoint 7: Managing problems and feedback
Worksheet 7: Feedback
Online video: https://www.youtube.com/watch?v=BSx7to7hT_w

	Class discussion
Oral questioning
Worksheet 7
Feedback on Worksheet 7
Participation in class discussion on video topic


	14

2 hours
	7.2 Tutor directed activity
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.
	

	15

3 hours
	7.3 The importance of individuals adapting their behaviour to the expectations and policies of the organisation, including through compliance with codes of conduct and ethics
The types of policies and how the content within these policies guides conduct (eg human resource policies, communication policies, behaviour policies)
The importance of acceptable behaviour for an organisational culture and the reasons for having set policies relating to conduct and ethics, and the content within these policies

	 Activities:
Facilitate class discussion on adapting behaviour.
Deliver PowerPoint 8: The importance of individuals’ adapting their behaviour to the expectations and policies of the organisation including through compliance with codes of conduct and ethics.
Complete Worksheet 8: Code of conduct policy.  
In pairs, look at two different policies relating to conduct that could exist within an organisation and how these can vary between organisations. Include real policies from within real organisations. Each pair should then report back to the class on their findings and examples from other organisations. The class should discuss these holistically. 

Resources:
PowerPoint 8: The importance of individuals adapting their behaviour to the expectations and policies of the organisation including through compliance with codes of conduct and ethics
Worksheet 8: Code of conduct policy


	Class discussion
Oral questioning
Worksheet 8
Feedback on Worksheet 8
Paired participation in class discussion 


	16
2 hours
	7.3 Tutor directed activity
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.
	

	17

3 hours
	7.3 The importance of individuals adapting their behaviour to the expectations and policies of the organisation, including through compliance with codes of conduct and ethics
The importance of individuals meeting the conduct set by the organisation, and the ability to be adaptable to meet expectations and policies. The ways to adapt behaviour to meet requirements (eg self-reflection, response to 360- degree feedback, formal conversations, etc)
The impact on an organisation of not challenging poor behaviour and of individuals who do not change their behaviour
	Activities:
Facilitate class discussion on challenging poor behaviour.
Deliver PowerPoint 9: The importance of good communication and adapting behaviour.
Complete Worksheet 9: Challenging poor behaviour.  
In pairs, research and discuss the types of poor behaviours that could be displayed in the workplace and the impact to an organisation. Class to discuss the examples as a group.
 
Resources:
PowerPoint 9: The importance of good communication and adapting behaviour
Worksheet 9: Challenging poor behaviour

	Class discussion
Oral questioning
Worksheet 9
Feedback on Worksheet 9
Participation in class discussion 


	18

2 hours
	3.2 Tutor directed activity
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.
	

	19

3 hours
	3.4 The importance of acting with integrity and building trust with stakeholders and colleagues
Reasons why integrity is important to a business
The ways that individuals show integrity in the workplace. How individuals and organisations can build‘know/like/trust with stakeholders 
	Activities:
Facilitate class discussion on integrity and trust.
Deliver PowerPoint 10: The importance of acting with integrity and building trust with stakeholders and colleagues.
Complete Worksheet 10: Integrity in the workplace.  
In pairs, discuss the importance of acting with integrity and building trust with stakeholders of an organisation and how these elements can be built upon including the impact of not showing integrity and having no trust with stakeholders.  Present your findings in the form of a Presentation to the rest of the class. Class to discuss as a group. 
Resources
PowerPoint 10: The importance of acting with integrity and building trust with stakeholders and colleagues
Worksheet 10
	Class discussion
Oral questioning
Worksheet 10
Feedback on Worksheet 10
Participation in class discussion

	20

2 hours
	3.2 Tutor directed activity
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.
	

	
21–22

6 hours
	Revision sessions

	Activities:
· Distribute the MCQ. Run test to recap learning and coverage. 
· Deliver answers to the MCQs and check understanding.  Learners identify their knowledge gaps based on their results to the MCQ questions. 
· Extra activity: Learners could write a revision plan based on the topics they need to recap in this topic. 
· Recap over prior PPTs/Worksheets for revision as required. · Tutor to support revision activities as required.

Resources: 
· MCQs
· PowerPoints (as required)
	Participation in class discussion 
Review of materials 
MCQs
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