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T LEVEL IN MANAGEMENT AND ADMINISTRATION
Employer co-created case studies and learning materials to support the delivery of core content 

ET-FOUNDATION.CO.UK

Introduction
One of the key purposes of T Levels is to prepare learners for the workplace. It therefore benefits learners if the content is delivered in valid employer contexts.
The aim of this resource is to use case studies developed in conjunction with employers as the basis for developing the knowledge and understanding of core concepts from the T Level in Management and Administration.
This resource has three sections:
Framework for learning
The resource includes a framework for learning. This covers 20 hours of learning. There is a diagram to show how the content of those hours has been sequenced and scaffolded. There is also a narrative that explains the sequencing and scaffolding in more detail.
Lesson plans
There is a lesson plan for each stage in the sequencing and scaffolding of learning in the framework for learning. Lesson plans make reference to resources that are available to support delivery.
Support materials
The support materials identified in the lesson plans are also available towards the end of this document.
There is also a separate slide deck for use with the lessons.


Section 1: Framework for learning

This framework for learning has been developed by Loughborough College, and it relates to underpinning knowledge outcome: People. This is one way in which aspects of the underpinning knowledge outcome can be delivered. It is not enough to cover the full outcome, and it will require additional hours to ensure the full teaching of the outcome, but this is one approach that has been carefully sequenced and scaffolded to support the development of learning. However, some providers may wish to select certain aspects of the lessons to fit with their own scaffolding and sequencing. 

In addition to developing underpinning knowledge outcome content, the framework for learning and individual lessons have been scaffolded to embed English, Maths and Digital competencies. It will also support learners in developing their higher-order thinking skills and the following Core Skills:

· Core Skill C (CSC): Communication
· Core Skill D (CSD): Working collaboratively with others
· Core Skill E (CSE): Applying a logical approach to problem-solving
· Core Skill G (CSG): Reflective practice.

The framework for learning is organised into two phases. Phase 1 focuses on recruitment and selection, and it is completed in preparation for the Industry Placement. This is because the content will support the development of the core knowledge. It will also help learners to apply for their Industry Placements. Employers working with Loughborough College have found it advantageous for learners to go through the recruitment process to support their wider skills and to allow the Industry Placement provider to develop a tailored plan for the learner’s development to meet their individual learning objectives. 

Phase 2 focuses on methods of working and how employees are managed. This is organised around the Industry Placement so that learners have the opportunity to observe and experience the theories in practice. 

The focus of the framework for learning is to underpin knowledge outcome 2: People. Learners at this provider often have to apply for their Industry Placement, as the employers like to see them in advance. Delivering this aspect of Core Content using the approach presented in this resource prepares learners for the application process, as well as covering the content in an engaging, active and applied way.

Phase 1
The framework for learning is based on case studies for two contrasting organisations: Kyndra and Macildowie. Kyndra is based on a global drug delivery and manufacturing company, and it has been changed for privacy reasons. Macildowie is a recruitment company that operates nationally. We thank the companies for their contributions and support throughout this project.

Phase 1 comprises five lessons, with the first focusing on succession planning. Succession planning serves as the cornerstone of effective recruitment strategies. 

In lesson 1, learners will engage with case studies to enhance their comprehension of how companies undertake recruitment and development. This activity is aimed at supporting their reading and annotation skills. Furthermore, learners will participate in discussions centred around the case studies, encouraging expression of opinions on the methodologies employed by the companies. This interactive discourse is designed to advance their communication skills. By the conclusion of the lesson, learners will be able to separate and recommend optimal approaches to succession planning across various scenarios.

Once an organisation has decided that they want to recruit an employee, they must decide how they will do it. In lesson 2, learners will look at different recruitment channels and the positives and negative aspects of those channels. They will then look at different scenarios and which channels will be suited to different scenarios. This will foster and develop their collaboration and communication skills. By the end of the lesson, the learners will be able to identify the most appropriate recruitment channels to use in different scenarios. 

In lesson 3, learners will delve into the significance of structured recruitment processes, building upon the understanding of recruitment channels and emphasising the necessity of having clear and transparent processes in those channels. Learners will actively participate in an interview process, intentionally without taking notes. This practical exercise is designed to illustrate how such a practice can potentially yield unfair outcomes. Through this experience, participants will hone their problem-solving skills while enhancing their communication and interview proficiency. The ultimate goal by the end of the lesson is for learners to engage critically with an example of a deficient recruitment process, thereby cultivating a deeper understanding of good-practice concepts in recruitment.

In lesson 4, learners will concentrate on structured recruitment processes. They will be presented with examples and guided through the key components of an effective recruitment process. Learners will be tasked with completing the necessary paperwork for a job application. This practical exercise is designed to reinforce their comprehension of a well-structured process and foster reflective practice. By drawing connections to the previous lesson, in which the deficiencies in an example recruitment process were highlighted, learners will gain insights into how a robust recruitment structure prevents unfair outcomes. The ultimate objective is for learners to complete an application proficiently for an Industry Placement opportunity by the conclusion of the lesson.

Lesson 5 is on the selection interview. This is the next stage in the recruitment process. This builds on the learners’ understanding of the recruitment process. This will support their reflective practice and allow them to bring everything they have learnt together. By the end of the lesson, learners will have participated in interviews in various roles.

Phase 2
At the end of phase 1, learners will be ready to start on the application process for their Industry Placement. Having acquired a foundational understanding of succession planning, recruitment channels and structured recruitment processes, they will be well equipped to enter the next phase.

The focus will shift towards a comprehensive exploration of how individuals work and are managed in professional settings. As a pivotal component of this phase, learners will actively engage in research activities during their Industry Placements. This immersive experience is strategically designed to further develop their practical skills, providing them with insights into the dynamics of workplaces and management styles. This transition signifies a critical juncture in their learning journey, bridging theoretical knowledge and real-world applications as they continue to evolve and refine their skill set, including keen observation, analytical thinking and versatile communication – all imperative for their success in future endeavours.

Lesson 6 is the first step in learning how people work in a company. This will take place prior to the Industry Placement. Learners will look at how people work and the different management styles used in organisations. This will help them to develop their English note-taking and problem-solving skills. By the end of the lesson, learners will apply their learning to create a survey questionnaire. 

Between lessons 6 and 7, learners will be on their Industry Placement. They will conduct the survey they created in lesson 6.

Lesson 7 is focused on quantitative analysis. This builds on their experience on Industry Placement, and learners will analyse the quantitative findings of their survey and produce charts. Learners will develop their maths skills and look at the advantages and disadvantages of using this type of research. By the end of the lesson, learners will be able to interpret, analyse and present data to reinforce their understanding of the implications of different ways of working. This provides an opportunity to develop maths competencies. 

Lesson 8 is focused on qualitative analysis. This builds on their experience on Industry Placement. Learners will analyse the qualitative data and produce a report. They will develop their English skills and look at the advantages and disadvantages of using this type of research. By the end of the lesson, learners will be able to interpret, analyse and present data to reinforce their understanding of the implications of different ways of working.

Lesson 9 centres on the development and creation of a comprehensive presentation, serving as the final stage to consolidate and highlight the conclusion of their research. This strategic activity is aimed at further enhancing the learners’ digital proficiency, providing them with an opportunity to demonstrate advanced digital presentation skills. By the conclusion of this lesson, learners will have effectively synthesised their research findings, skilfully transforming them into a cohesive and impactful presentation. This stage not only solidifies their understanding of the subject matter but also hones their ability to communicate and present complex information effectively, marking a significant milestone in their overall skill development journey.
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Framework for learning phase 1
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Framework for learning phase 2
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Section 2: Lesson plans

This section includes nine lesson plans. The lesson plans follow the framework for learning. The lesson plans include the:

· lesson title
· targeted Core Content coverage
· lesson number in the sequence
· total amount of time required to deliver the lesson
· teacher and learner activities to be undertaken throughout the lesson
· resources needed to deliver the lesson
· details of how the lesson supports the development of English, maths and digital skills
· details of opportunities for differentiation
· next steps in learning such as homework activities and links to the next lesson.



	Title: Succession planning

Targeted content reference:
[bookmark: _Hlk165970956]2.2 The ways in which different types of organisations ensure that they have the right people to meet their business aims, including through deploying different recruitment channels and employment contracts

Lesson sequence number: 01

Timing: 120 minutes

	Prior learning: 
Learners have looked at business aims and objectives. They have been set homework to research Macildowie (www.macildowie.com). They have been asked to list five pieces of information that they have learnt about the companies.

	Timing
	Teacher activity
	Learner activity / formative assessment
	Resources

	5 minutes
	The teacher introduces the topic by giving the definitions of recruitment and selection. The teacher asks the learners to note the definitions in their notebooks.

	Learners note the definitions of recruitment and selection. 

	Slide deck
Recruitment process factors handout
Macildowie case study
Kyndra case study
“What if” scenarios 1-3
Flipchart paper and marker pens

	10 minutes
	The teacher gives the Recruitment process factors handout to the learners. The teacher goes through the factors that these businesses typically consider during the recruitment process. The information is on one slide. 

	Learners listen and ask questions if they are unsure of anything.
	

	15 minutes
	The teacher refers to the homework task. Ask one person to give one piece of information, then go round the room asking for something new from each learner.

The teacher asks the learners to read the Macildowie and Kyndra case studies. Respond to clarification questions.

	Learners give feedback on their homework.





Learners read the Macildowie and Kyndra case studies. Ask questions if some words or sentences are not clear.

	

	15 minutes
	The teacher asks learners to work individually to list the factors that Kyndra and Macildowie typically consider during the recruitment process, using the case studies. 

The teacher facilitates a class discussion on what the learners wrote in their notebooks.

	Learners list in their notebooks the factors that Kyndra and Macildowie typically consider during their recruitment process.



Learners contribute to a class discussion on what they have written in their notebooks.
	

	20 minutes
	The teacher divides learners into groups of two or three and provides each group with “What if” scenario 1. 

The teacher asks learners to read the scenario individually then discuss as a group how they would address the question. The teacher records their answers on flipchart paper. 

The teacher circulates to support and ensure task engagement. 

Afterwards, the class convenes for a discussion on the solutions proposed by each group. The teacher notes their responses on the whiteboard or flipchart. The slide deck has notes that can be used to ask probing questions to extend the range of answers provided.

	Learners sit in groups of two or three and individually read “What if” scenario 1. Then, in their groups, they collectively discuss and write an answer for scenario 1 on flipchart paper. 








Learners engage in a class discussion to share and explain their group’s answers while also listening to other groups responses.
	

	20 minutes
	The teacher issues some groups “What if” scenario 2 and others “What if” scenario 3. The teacher asks the groups to create a presentation on the “What if” scenarios. 

	Learners read the “What if” scenarios. Each group develops a presentation on the “What if” scenarios. Learners create their presentations on flipchart paper.
	

	30 minutes
	The teacher asks the learners to present their answers for the “What if” scenarios from the front of the class. 

After each presentation, the teacher and the learners provide verbal feedback and ask questions to the learners presenting.

	Learners present their answers to the “What if” scenarios. When not presenting, they observe other presentations, ask questions and provide feedback.
	

	5 minutes
	The teacher issues homework for the learners. The task will be to carry out primary research on how family and friends obtained their employment.
	Learners take notes.
	

	[bookmark: _Hlk163206427]Other (for example, differentiation, English, Maths and Digital)
English: Reading, writing and discussion skills. 
Differentiation: These activities encompass a range of cognitive levels, progressing from simple identification tasks to more complex analytical exercises. The teacher can prepare written questions in advance specifically for the stronger learners. The teacher may need to provide more probing questions for learners who are having difficulty applying the concepts or who have difficulty contributing to group activities.

	Next steps in learning (for example, homework, what is next in sequencing)
The next phase of our lesson involves an exploration of the rationale behind using diverse recruitment channels. This includes understanding how these channels can target specific audiences effectively. 
The teacher issues homework to the learners. The task will be to carry out primary research on how family and friends obtained their employment.




	Title: Recruitment channels

Targeted content reference:
2.2: The ways in which different types of organisations ensure that they have the right people to meet their business aims, including through deploying different recruitment channels and employment contracts

Lesson sequence number: 02

Timing: 120 minutes

	Prior learning:
This is the second lesson related to recruitment and selection. In the previous lesson, learners covered different approaches to succession planning. Learners have been introduced to the case-study organisations (Macildowie and Kyndra) and their approaches to succession planning. After the previous lesson, learners were tasked with conducting primary research into how family and friends had obtained employment.

	Timing
	Teacher activity
	Learner activity / formative assessment
	Resources

	10 minutes

	The teacher reminds the learners of their homework. The teacher gives out sticky notes. The teacher asks learners to write on the sticky notes what they found out.

	On sticky notes, learners put details of each of their primary research findings.

	Slide deck
Recruitment channels scenarios 1-3
Review table worksheet
Macildowie case study (from lesson 1)
Kyndra case study (from lesson 2)
Case study worksheet
Sticky notes
Board pens


	5 minutes
	The teacher puts learners into groups of three or four and asks them to pool and categorise their sticky notes. 

The teacher circulates and ensures understanding of the task, asks questions and facilitates discussions.

	Learners pool their sticky notes and aim to categorise them into different approaches.
	

	5 minutes
	The teacher holds a group discussion, where they ask each group to show their findings.

	Learners explain their findings. Learners can choose a spokesperson who explains their group’s findings.
	

	15 minutes
	The teacher presents content on recruitment channels. 

	Learners listen to presentation and take notes as appropriate in their notebooks.
	

	15 minutes

	The teacher allocates learners into small groups of three or four. The teacher allocates Recruitment channels scenario 1 to some learners and Recruitment channels scenario 2 to other learners. 

The teacher circulates to ensure understanding of the task and asks questions as prompts if required.

	Learners work in small groups to discuss their reflections on Recruitment channels scenario 1 or 2. Learners discuss and agree on recruitment channel strategies for their allocated scenario.
	

	25 minutes

	The teacher facilitates discussions on each scenario, asking: 
· Was a good process applied? 
· What are the positives and negatives of this approach?
· Could an alternative approach have been taken?

	Learners contribute to the discussion. Those who discussed Recruitment channels scenario 1 point out their ideas on the advantages and disadvantages of the different options. Those who discussed Recruitment channels scenario 2 provide feedback on the proposals. The groups are swapped so that both Recruitment channels scenarios are discussed.

	

	
	The teacher checks a sample of answers written in the Review table worksheet.

	After the discussion, learners complete the Review table worksheet.
	

	25 minutes
	The teacher allocates learners into small groups of three or four. The teacher allocates the Kyndra case study to some learners and the Macildowie case study to other learners. 

The teacher circulates to ensure understanding of the task and asks questions as prompts if required.

	Learners work in small groups to discuss the case studies and complete a Case study worksheet.
	

	15 minutes
	The teacher facilitates the swapping of the Case study worksheets to another group looking at the same case study.

The teacher facilitates the learners in giving constructive feedback.

The teacher reviews a sample of completed Case study worksheets and highlights key points to the class.

	Learners pass their completed Case study worksheet to another group for comment.


Learners pass comments back to the group. 
Learners review their answers.

	

	5 minutes
	The teacher gives learners a board pen and asks them to write something they have learnt on the board. The teacher may need to prompt certain learners and remind them of what they have done.
	Learners write something they have learnt on the board.
	

	Other information (for example, differentiation, English, Maths and Digital)
English: Reading case studies and discussions.
Differentiation: This lesson recognises the diverse paces at which learners may progress through tasks. To address the need for accelerated learning opportunities, recruitment channels scenario 3 is designed to cater to individuals who have completed their recruitment channels scenario promptly or who demonstrate readiness for more advanced challenges. This scenario provides an avenue for these learners to engage in tasks of greater complexity, offering them an opportunity to delve deeper into the subject matter. It ensures that every learner, regardless of their pace, is continually stimulated and challenged, fostering an environment that nurtures a thirst for knowledge and intellectual growth. The teacher may need to provide more probing questions for learners who are having difficulty applying the concepts or who have difficulty contributing to group activities.

	Next steps in learning (for example, homework, what is next in sequencing)
The next step is focused on the need for structured recruitment processes. This builds on the need for recruitment channels and the need for clear and transparent processes to be in place in the channels. 




	Title: Need for structured recruitment processes

Targeted content reference:
2.2: The ways in which different types of organisations ensure that they have the right people to meet their business aims, including through deploying different recruitment channels and employment contracts
 
Lesson sequence number: 03

Timing: 120 minutes

	Prior learning:
In the previous lesson, learners covered different approaches to recruitment channels.

	Timing
	Teacher activity
	Learner activity / formative assessment
	Resources

	5 minutes

	The teacher introduces Scrabble and explains how the activity works. The teacher asks learners to think of words related to recruitment using knowledge from the previous lesson. The teacher tells the learners to do this activity individually.

	Learners think of words related to recruitment from the previous lesson and calculate the number of Scrabble points for each word. Learners do this activity individually.

	Slide deck
Exam question 
Sample answer (for teachers)
Sample answer (for learners)
Recruitment channels scenarios 1-3 (see resources for lesson 2)
Candidate profiles
Role-play crib sheet
Highlighter pens
Laptops or tablets for learners to use individually

	5 minutes
	The teacher asks learners to complete an exam question based on the previous lesson. 

	Learners complete the exam question.

	

	10 minutes
	The teacher guides learners to carry out marking of the sample answer: identifying knowledge, application and evaluation.

The teacher shares the sample answer and highlights key points in the answer.

	Learners first read the sample answer (for learners), then listen to the teacher’s prompts.




Learners take notes as necessary. 

	

	15 minutes
	The teacher asks learners to carry out peer marking, adopting the approach modelled by the teacher. 

The teacher circulates and checks that learners are completing the task, supporting those who may be struggling and asking probing questions to stretch and challenge.

	Learners swap their answers with someone at their table. Learners complete the peer marking, adopting the approach modelled by the teacher.
	

	5 minutes
	After reminding the learners which group they were in during the previous lesson, the teacher asks learners to get into the same groups.

The teacher issues Recruitment channels scenarios 1 and 2 and the candidate profiles.

	Learners sit in the same groups as they were in during the previous lesson.
	

	25 minutes
	The teacher asks learners to read the candidate profiles and then carry out a role-play activity. One person will be the interviewer, one will take on the role of interviewee and the third will be an observer. They then swap roles so that by the end all of them have taken on each role.

The teacher monitors the class to ensure the task is being completed correctly and supporting learners who need further assistance.

	Learners read the candidate profiles. Learners take turns acting as the interviewer, interviewee and observer. They carry out role plays, completing the Role-play crib sheet for each role.











	

	10 minutes
	The teacher asks learners to consider individually which person they would select, based on their roles as interviewer and observer. The teacher asks learners to write their answers and justification. 

	Learners consider which person they would select, based on their roles as interviewer and observer. The learners will write their answers with a justification in their notebooks. 
	

	10 minutes
	The teacher asks learners to work in groups to discuss their selections and their reasons, and to come to a consensus on who should get the job.

	Learners work in groups to discuss their selections and their reasons, and to come to a consensus on who should get the job.
	

	15 minutes
	The teacher asks learners to discuss their role as an observer. Based on what they have written in their Role-play crib sheets, what are the key points they want to share?

Each group presents key findings related to issues associated with unstructured selection processes.

The teacher asks the learners to collate the key points arising from feedback, highlighting the implications of the negative points.

	Learners discuss their roles and present their findings. Learners collate the key points arising from feedback, highlighting the implications of the negative points.
	

	15 minutes
	Instruct learners to write a reflection on their laptops or tablets, based on the interviews they have just been involved with.

	Learners write a reflection on their interview process using a laptop or tablet. Learners write the advantages and disadvantages of the process they have followed in their role plays.

	

	5 minutes
	Highlight the implications of not having a structured recruitment process and link to the next lesson.
	Learners listen and take notes.
	

	Other information (for example, differentiation, English, Maths and Digital)
English: Interviewing, peer marking, discussions, feedback and exam question.
Maths: Scrabble activity and addition.
Differentiation: In this lesson, the purpose is to guide learners in grasping the repercussions of having an unstructured recruitment process. The activities are aimed at stimulating collaboration among learners with varying abilities, thereby allowing them to develop essential skills. Furthermore, there may be a possibility to place learners in diverse groups, as this promotes equality and diversity to enrich the overall learning experience. The teacher may need to ask more probing questions to support learners who are having difficulty applying the concepts or who have difficulty contributing to group activities. 

	Next steps in learning (for example, homework, what is next in sequencing)
The next lesson is focused on implementing a structure to illustrate how the outcomes would be different. 




	Title: Structured recruitment processes

[bookmark: _Hlk165959540]Targeted content reference:
2.2: The ways in which different types of organisations ensure that they have the right people to meet their business aims, including through deploying different recruitment channels and employment contracts 

Lesson sequence number: 04

Timing: 120 minutes

	Prior learning:
This lesson is related to having a structured process. In the previous lesson, learners looked at the impact of not having a structured process. 

	Timing
	Teacher activity
	Learner activity / formative assessment
	Resources

	5 minutes
	The teacher introduces the topic of a structured recruitment process. 

	Learners listen and take notes.

	Slide deck
Highlighter pens
Job description for Kyndra
Application form examples 1 and 2
CVs 1 and 2
Benefits of a structured recruitment process handout

	10 minutes
	The teacher goes through what a good recruitment process along with the protected characteristics in the recruitment process looks like using the slide deck. 

	Learners listen and take notes from the slide deck in their notebooks.

	

	10 minutes
	The teacher asks learners to complete the table in the Benefits of a structured recruitment process handout.

	Learners complete the table on the benefits of a structured recruitment process. 

	

	10 minutes
	The teacher holds a discussion and then shows learners the answers for the table on the Benefits of a structured recruitment process handout using the slide deck. The teacher goes through the answers with the learners.

	Learners discuss and then compare their answers to the slide deck and make amendments if necessary. 

	

	10 minutes
	The teacher goes through the documentation required to enable good recruitment. 

	Learners listen and take notes in their notebooks. 

	

	10 minutes
	The teacher distributes the Job description for Kyndra. 

The teacher explains to learners the importance of a business using a job description as part of the recruitment process and links back to the previous lesson, where no job description was provided. 

Teacher asks learners to refer to the benefits in the earlier activity and how these are achieved through having the job description.

	Learners read the Job description for Kyndra. Learners listen and take notes.

	

	10 minutes
	The teacher shows learners two different application forms (Application form examples 1 and 2). 

Tell the learners the requirements for the task.

	Learners compare the two application forms and take notes on the differences. Learners work individually. 

	

	15 minutes
	The teacher discusses the application forms with the learners. The teacher asks the learners what the differences are and the impact of such differences, referencing the benefits introduced earlier in the lesson. 

	Learners answer the questions and discuss the impact of having different application forms.
	

	10 minutes
	The teacher gives learners two CVs (CVs 1 and 2) and asks them to highlight the differences between them. 

The teacher circulates to ensure everyone is on task.

	Learners highlight the differences between the two CVs. 

Learners work individually. 

	

	10 minutes
	The teacher asks learners about the differences between the two CVs and the impact the differences can have on recruitment and selection.

Learners are asked to consider what content they could put in their own CVs.

	Learners answer questions and take notes in their notebooks. 





Learners write notes in their notebook.

	

	15 minutes
	The teacher asks: “Why do some companies decide not to use CVs as part of the recruitment process?”

The teacher facilitates a discussion and draws together the key points related to the use of a structured process.

	Learners reflect and contribute to a class discussion.
	

	5 minutes 
	The teacher sets a homework task. Learners create their own CVs for the next lesson.
	Learners note the homework requirements. 

	

	Other information (for example, differentiation, English, Maths and Digital)
English: Reading case studies, completing a template, creating a CV, discussing information and comparing documents. 
Differentiation: This lesson enables learners to see what a good application for a job posting looks like. It should allow them to reflect on what they have done and seek opportunities to improve. Stronger learners can reflect on their achievements, while other learners can reflect on areas for improvement to enhance their CVs. The teacher may need to provide more probing questions for learners who are having difficulty applying the concepts or who have difficulty contributing to group activities.

	Next steps in learning (for example, homework, what is next in sequencing)
The next step is focused on the selection process. The next lesson is focused on selecting the right candidate for the role. In preparation, learners are required to develop their own CV.





	Title: Selection interview

Targeted content reference:
2.2: The ways in which different types of organisations ensure that they have the right people to meet their business aims, including through deploying different recruitment channels and employment contracts

Lesson sequence number: 05

Timing: 180 minutes

	Prior learning:
This is the fifth lesson related to the selection process. In the previous lesson, learners looked at the impact of having a structured process. The learners were given homework to create a CV.

	Timing
	Teacher activity
	Learner activity / formative assessment
	Resources

	5 minutes
	The teacher starts the lesson by asking learners what makes a good CV. The teacher selects learners to ask. 

	Learners feedback on what they think makes a good CV.
	Slide deck 
CV marking template
How to Answer the 7 Most Common Interview Questions | Best Answer Examples! https://www.youtube.com/watch?v=-QXAG3AT1p0
Methods of notification table (learner and teacher versions)
Interview review questions handout
Scoresheet assessment handout
Leadership styles homework
Management styles homework
Working environments homework

	25 minutes
	The teacher asks learners to take out the CVs they did as homework. The teacher then provides learners with a CV marking template and guides them through its components, explaining how to use it effectively. 

The teacher asks learners to peer mark and grade using the CV marking template. After marking the CV, the learners will discuss the feedback with each other, noting any changes in their notebooks. 

	Learners listen and make notes. The learners then peer mark each other’s CVs using the CV marking template. The learners then return the CVs to their peers with feedback on how to improve the CV.






Learners peer mark each other’s CVs using the CV marking template. They then discuss the feedback with each other, noting down in their notebooks any changes that are needed. 
	

	5 minutes
	The teacher goes through the selection process for interviews allowing learners to ask questions if required.
 
	Learners listen, make notes and ask questions if needed. 
	

	10 minutes
	The teacher provides a Scoresheet assessment handout to show learners what good interview questions and scoresheets look like. 

	Learners listen, make notes and ask questions if needed. 

	

	10 minutes
	The teacher facilitates a discussion with learners to explore their perceptions of a good interview. 

	Learners initially participate in a discussion with the class on what makes a good interview. 

	

	20 minutes
	Following this, the teacher shows a relevant video from YouTube describing a model interview. Learners will make notes in their notebooks.

	Learners watch a YouTube video How to Answer the 7 Most Common Interview Questions | Best Answer Examples! Learners make notes on the video in their notebooks. 



	

	10 minutes
	After watching the video, the teacher leads a discussion to compare the learners’ views with the practices demonstrated in the video. 

The teacher asks learners to use their notes from the video to help them in this discussion.

	Discuss with the teacher to illustrate their understanding.

	

	15 minutes
	The teacher explains the methods of notifying an interviewee of whether they have been successful or not. 

The teacher then gives learners a handout on the Methods of notification table and asks them to complete the Methods of notification table.

	Learners listen and make notes.





The learners listen and make notes. The learners complete the Methods of notification table.
	

	20 minutes
	The teacher asks learners to get into the same groups they were in for lesson 3 then gives out the Recruitment channels scenario 1 and 2. The teacher asks learners to create interview questions and a scoresheet in groups. 

	Learners work in groups to create questions for the interview using Microsoft Word, Excel or similar software. 

	

	30 minutes
	The teacher will ask the learners to conduct interviews using their prepared questions and scoresheet. 

The teacher supervises the process, circulating the room to ensure smooth progress and help any learners in need.

	Learners work in groups of three, with each learner taking turns as an interviewer, interviewee and observer. Learners interview each other and complete the Scoresheet assessment handout. 

	

	15 minutes
	The teacher sets out requirements of the activity. 

The teacher circulates the room and supports where necessary. 

	Learners explain why they chose the candidate to each other explaining the method of notification they would have used and why. 

	

	10 minutes
	The teacher distributes Interview review questions handout to the learners. 

Teacher instructs learners to individually write a reflection on their experience with the interview process using the handout. 

The teacher collects the reflections to assess what the learners have learnt from the exercise. These are returned for the next lesson.

	Learners write a reflection using the review questions handout and hand it in for the teacher to mark.









Learners hand in reflections to the teacher.
	

	5 minutes
	Teachers sets homework and distributes the homework documents.
	Learners collect homework task documents.
	

	Other (for example, differentiation, English, Maths and Digital)
English: Reading, discussions, answering questions, comparing documents. This lesson allows learners to be able to explain or analyse the importance of having a fair interview process. 
Differentiation: The teacher may need to provide more probing questions for learners who are having difficulty applying the concepts or who have difficulty contributing to group activities. 

	Next steps in learning (for example, homework, what is next in sequencing)
The next step is focused on the need for management and leadership in the workplace.





	Title: Ways of working

Targeted content reference:
2.5 Different approaches to the way people are managed

Lesson sequence number: 06

Timing: 120 minutes

	Prior learning:
This is the first lesson in phase 2 – learners have started their Industry Placements. Learners should have completed the homework set in lesson 5. Learners should be able to reflect on their own experiences related to working environments, management styles and principles, and leadership styles.

	Timing
	Teacher activity
	Learner activity / formative assessment
	Resources

	10 minutes
	Teacher provides an introduction to the lesson.

Teacher distributes feedback on reflections submitted during the previous lesson.

Teacher reminds learners of homework task. Teacher distributes the Leadership styles handout, Management styles handout and Working environments handout to learners. Teacher asks learners to work in pairs to review the homework completed.

	







Learners pass their completed homework sheets to a peer. The peer reviews the completed sheet against the handouts presented. The homework is annotated with feedback.
	Slide deck
Leadership styles handout 
Management styles handout
Working environments handout
Leadership style form
https://www.verywellmind.com/whats-your-leadership-style-3866929
Flipchart and pens
Online survey questions
Kyndra’s leadership scenarios
Working environments: Kyndra case study
Working environments: Macildowie case study

	
	Teacher asks each pair to highlight one learning point from each peer review.

	Each pair selects one learning point from the two peer reviews and presents to the rest of the class when asked by the teacher.

	

	10 minutes
	Teacher provides input on different types of questions.

Teacher discusses types of questions with learners:
· Examples of when different types of questions are used.
· Implications of using the wrong type of question for a situation.

	Learners listen and take notes.



Learners engage in discussion, presenting examples of when different types of questions might be used and implications of wrong types of questions for different situations, based on their own experiences.
	

	5 minutes
	Teacher provides input on the difference between management and leadership. Learners are asked to engage with examples of functions of leaders and managers.

	Learners listen and take notes. Learners contribute with examples of functions of leaders and managers.
	

	5 minutes
	Teacher sets out requirements of the activity and distributes the Leadership styles form. 

	Learners complete the first part of the Leadership styles form identifying the type of leader they think they are, giving reasons.

	

	5 minutes
	Teacher sets out requirements of the activity to complete the online leadership survey (see link in Resources column).
	Learners complete the online leadership survey.
	

	5 minutes
	
	Learners read the results of the completed survey and reflect on the identified leadership style. They update the Leadership styles form.

	

	10 minutes
	Teacher allocates learners into groups of four to six and sets out the requirements of the activity, including allocation of questions to each group. The Online survey questions are distributed.

	Learners draft different types of questions for the allocated survey questions on a flipchart.
	

	10 minutes
	Teacher sets out requirements for next stage of activity (either flipchart papers are on a wall or left on the desk).

Teacher leads a discussion regarding key learning points from the activity.

	Learners spend time looking at questions that others have written. They annotate the flipcharts with comments. They take notes of questions that they think are an improvement on their own questions.

Learners contribute to the discussion referring to specific examples that they have seen.
	

	5 minutes
	Teacher provides input recapping theories of management styles.

	Learners listen and take notes.
	

	10 minutes
	Teacher sets out requirements for the activity and distributes the Kyndra’s leadership scenarios.

Teacher asks individual learners to:
· identify the leadership style
· identify the characteristics that led to the conclusion
· identify the staff that are motivated by the leadership style
· explain why they are motivated, based on information provided
· identify the staff that are not motivated by the leadership style
· explain why they are not motivated, based on the information provided
· give their opinion on whether the leadership style is effective
· confirm what information leads to that conclusion.

Teacher collects completed written responses and provides feedback at a later lesson.

	Learners individually read provided case study and produce a written response.




Learners respond to questions when asked.
	

	15 minutes
	Teacher provides input as a recap on working environments.

Teacher sets out requirements of activity. Learners are allocated into groups. Working environments: Kyndra and Working environments: Macildowie case studies are distributed each group receiving one case study.

	Learners listen and take notes.



Learners individually spend time reading the case study and then in groups discuss the management style that they would employ. They agree a justification.

	

	5 minutes
	Teacher reallocates groups so that the new groups have representatives from each of the previous groups.

	Learners share one key justification from their previous groups.
	

	10 minutes
	Teacher sets out requirements for activity.
	Learners work in their groups to produce an action plan using a suitable management style and working environment.

	

	15 minutes
	Teacher sets out requirements for the activity.
	Learners decide what information they want to obtain about leadership styles, management styles and principles and working environments from the staff at the Industry Placement employer. From the information they want to obtain, they draft relevant questions to give them both qualitative and quantitative data to work with.

Learners hand in their draft questions to the teacher.
	

	
	The teacher will review the questions and provide feedback with recommended changes before the learner starts the Industry Placement.

	
	

	Other (for example, differentiation, English, Maths and Digital)
English: Reading, discussions, answering questions, writing questions, completing forms and templates.
Digital: Online quizzes
Differentiation: The teacher may allocate more online survey questions to some individuals. The teacher may need to provide more probing questions for learners who are having difficulty applying the concepts or who have difficulty contributing to group activities. 

	Next steps in learning (for example, homework, what is next in sequencing)
Learners use their questionnaires during their Industry Placement to collect data. 




	Title: Quantitative analysis

Targeted content reference:
2.5 Different approaches to the way people are managed

Lesson sequence number: 07

Timing: 120 minutes

	Prior learning:
This lesson is related to quantitative analysis. In the previous lesson, learners looked at different questions on how employees work at their Industry Placement. Learners produced a questionnaire and carried out a survey at their Industry Placement workplace 
Knowledge of bar charts and pie charts and analysing data.

	Timing	
	Teacher activity
	Learner activity / formative assessment
	Resources

	10 minutes
	The teacher starts with input reminding learners of the difference between quantitative and qualitative data.

Teacher sets out requirements of the activity.
	Learners listen and make notes.



Learners work in pairs to review each other’s questionnaires and determine which questions provided qualitative data and which provided quantitative data.
 
	Slide deck
Benefits of using quantitative analysis handout
Microsoft PowerPoint or similar presentation software

	10 minutes
	The teacher uses the slide deck to show the learners a bar chart and pie chart and ask the learners what they can see from them. 

The teacher holds a class discussion on the benefits of the type of data the charts show. 

This is followed by holding a class discussion on the differences between the bar chart and the pie chart.

	Learners make notes. 



Learners participate in a class discussion.
	

	10 minutes
	The teacher uses the slide deck to show how to create a pie chart and a bar chart using Microsoft PowerPoint. (The slide deck will need to be revised for teachers using other software.)

	Learners listen and make notes. 

	

	10 minutes
	The teacher asks some learners to create a pie chart and some to create a bar chart with the data provided on the slide deck.

	Learners create a pie chart or a bar chart. 

	

	15 minutes
	The teacher holds a class discussion on how the pie chart and bar chart shows affect interpretation of the data so that the emphasis is on benefits and limitations of using these diagrams in a report to convey a message. 

The teacher asks questions:
· What does the data show?
· How can the data be used?
· How do bar charts and pie charts help you to use the data more effectively?

	Learners answer questions from the teacher. 

	

	10 minutes
	The teacher distributes the Benefits of using quantitative analysis handout. The teacher guides the learners through the handout, providing explanations and examples to illustrate each benefit.

	Learners listen and annotates the handout with notes.
	

	20 minutes

	The teacher asks the learners to create a chart on the questionnaire they carried out while at their Industry Placement. 

The teacher circulates and checks that learners understand the task and can apply the process as outlined previously.

	Learners create charts on the questions where they have collected data. 
	

	25 minutes
	The teacher tells the learners that they need to write an analysis of the charts they have produced to illustrate the working environment at their Industry Placement. 

	Learners write an analysis for the charts they produced on their placement.
	

	5 minutes
	The learners hand in their analysis to be marked by the teacher. 

	Learners hand in their analysis to the teacher.
	

	5 minutes
	The teacher asks the learners to write something on the board that they learnt during the lesson. 
	Learners write something on the board that they learnt during the lesson. 
	

	Other (for example, differentiation, English, Maths and Digital)
English: Reading, writing, answering questions and note-taking.
Digital: Creating charts. 
Maths: Collating, analysing and interpreting quantitative data.
Differentiation: The teacher can use more complex data for those learners with higher maths skills. The teacher may need to provide more probing questions for learners who are having difficulty applying the concepts or who have difficulty contributing to group activities. 

	Next steps in learning (for example, homework, what is next in sequencing)
The next step is focused on the need for qualitative analysis. 





	Title: Qualitative analysis

Targeted content reference:
2.5 Different approaches to the way people are managed

Lesson sequence number: 08

Timing: 120 minutes

	Prior learning:
Quantitative analysis and how employees work at their placement. Learners should be familiar with SMART (specific, measurable, achievable, relevant, and time-bound) targets and how they are written Learners conducted a questionnaire at their Industry Placement. 

	Timing
	Teacher activity
	Learner activity / formative assessment
	Resources

	10 minutes
	At the beginning of the lesson, the teacher distributes the learners’ analyses of the charts they completed in the previous session. 

The teacher instructs the learners to review their analyses and identify areas for improvement. 

The teacher asks learners to use their notebooks and create two SMART targets that specifically outline how they plan to improve their charts skills on analysing charts.

	






Learners review the feedback provided.




Learners develop two SMART targets in their notebooks aimed at enhancing their performance in the future.
	Slide deck

Qualitative analysis scenarios


	10 minutes
	The teacher gives a definition of qualitative analysis followed by an example. The teacher then asks an open question: “How is this different to quantitative analysis?” 
 
	Learners listen and make notes. Learners answer the question. 
	

	10 minutes
	The teacher goes through how qualitative analysis can be presented. 

	Learners listen, make notes and ask questions if needed. 

	

	25 minutes
	The teacher places the learners into groups of three or four and gives them a handout on Qualitative analysis scenarios to discuss. 

The teacher asks the learners to answer the questions on the Qualitative analysis scenarios handout.










The teacher leads a discussion regarding key learning points.

	






Learners work in groups. Each group is allocated one of the Quantitative analysis scenarios to work with. They have five minutes to respond to the questions in the first scenario they are allocated. Learners leave their completed response on the table and move to a table where there is another scenario where the questions are completed by another group. They read the scenario, responses and add comments to the responses. They have five minutes for this. They then move to another table to read a third scenario and the responses from previous two groups for five minutes.

Learners contribute to the discussion, making reference to the scenarios they have engaged with.
	

	15 minutes
	The teacher facilitates a classroom discussion on the benefits of qualitative analysis, encouraging learners to share their thoughts and insights. 

After gathering ideas from the learners, the teacher uses the slide deck to further explore and elaborate on the benefits of qualitative analysis, referencing the points raised by the learners during the discussion. Throughout the presentation, the teacher acknowledges and praises learners for their contributions to the discussion, fostering a positive learning environment and reinforcing learner engagement.

	The learners participate in class discussion.






Learners listen and make notes from the slide deck.
	

	20 minutes
	The teacher explains to learners how to structure a report to analyse qualitative data. 

	Learners listen and make notes. 

	

	25 minutes
	The teacher sets out the requirements of the activity.


The teacher allocates peers to review the analysis that is produced.

Teacher informs learners that they need to complete the full report for homework.

	Learners individually select one of the qualitative response questions from their survey. They analyse the responses and produce a written analysis of the results.

Peers review the written analysis and provides constructive feedback.

	

	5 minutes
	The teacher asks the learners to write something they had learnt in the lesson in no more than 20 words in in their notebook. 
	Learners write something they have learnt in no more than 20 words.
	

	Other (for example, differentiation, English, Maths and Digital)
English: Reading, writing, answering questions and report writing. 
Differentiation: The teacher may need to provide more probing questions for learners with difficulty applying the concepts or contributing to group activities. 

	Next steps in learning (for example, homework, what is next in sequencing)
Learners produce a report on the findings from their Industry Placement survey.
The next step is focused on collating all the data (quantitative and qualitative) and presenting it.







	Title: Presentation

Targeted content reference:
2.5 Different approaches to the way people are managed

Lesson sequence number: 09

Timing: 180 minutes

	Prior learning:
This lesson focuses on preparing and presenting a report based on data gathered during their work placement survey. Learners will have already been taught how to give a presentation and will have practised this before. For this lesson, it provides an opportunity for further practise.

	Timing
	Teacher activity
	Learner activity / formative assessment
	Resources

	20 minutes
	At the beginning of the lesson, the teacher distributes the learners’ reports they completed in the previous session. 

The teacher then allocates peers to review the reports using the Peer marking report sheet. 

Using their notebooks, learners create three SMART targets that specifically outline how they plan to enhance their reports. 

	





Learners peer review the reports and provide feedback to their peers using the Peer marking report sheet.


Learners develop three SMART targets in their notebooks aimed at enhancing their performance in the future.
	Slide deck
Peer marking report sheet
Presentation feedback sheet
Microsoft PowerPoint or similar presentation software

	20 minutes
	The teacher asks the learners to create individually five-minute presentations using Microsoft PowerPoint (or similar presentation software) based on the data they collected from the questionnaires during their Industry Placements. They should be prepared to answer questions for five to 10 minutes following the presentation.

The teacher tells the learners to use the information they gathered to create an engaging and informative presentation. 

The teacher asks the learners to ensure their presentations are well-structured, include relevant visuals and communicate their findings effectively. 

	Learners create five-minute presentations. 

	

	120 minutes
	The teacher asks learners to deliver their presentations. Other learners in the class observe, complete the Presentation feedback sheet and ask questions. 

For each presentation, the teacher selects three or four learners who will ask questions, ensuring that all learners have opportunities to ask question.

	Each learner gives their presentation to others in the class. On completion of the presentation, other learners ask questions with the total time for questions between three and five minutes. On completion, peers complete the Presentation feedback sheet.









On completion of all presentations, the Presentation feedback sheets are given to the learners. If required, learners can seek clarification of points from their peers.

	

	15 minutes
	The teacher asks the learners to synthesise and summarise their feedback into a short paragraph. 

	The learners synthesise and summarise their feedback into a short paragraph in their notebooks. 
	

	5 minutes
	The teacher asks the learners to write something they would like to improve on their presentations as a SMART target in their notebook. 
	Learners write something they want to improve as a SMART target in their notebook.
	

	Other (for example, differentiation, English, Maths and Digital)
English: Reading, writing, answering questions and presenting. 
Digital: Use of Microsoft PowerPoint or similar presentation software.
Differentiation: The teacher may need to provide more probing questions for learners who are having difficulty applying the concepts or who have difficulty contributing to group activities. The time allocated for the lesson (180 minutes) is based on the time needed for each learner in a cohort of 10 learners – approximately 10 minutes per learner, with added time for changeovers. Additional time will be needed for larger groups of learners. Alternatively, learners deliver their presentations to small groups.

	Next steps in learning
Learners could be presented with exam style questions related to the content addressed through these 20 hours of learning.




Section 3: Lesson support materials

This section includes the handouts, worksheets, templates and case study materials referred to in the Resources section of each lesson plan.


The following materials relate to lesson 1: Succession planning.


Macildowie case study 

Introduction
Macildowie is a leading recruitment firm with a rich history of connecting talented professionals with top employers across various industries. With a commitment to excellence and a focus on building long-term relationships, Macildowie prides itself on delivering tailored recruitment solutions that meet the unique needs of both candidates and clients. This case study delves into the strategic human resources practices of Macildowie, shedding light on how they ensure an adequate workforce and navigate succession planning.

Ensuring an adequate workforce

1. Macildowie’s talent strategy:
· Head of talent’s role: Macildowie has adopted a proactive approach by appointing a head of talent responsible for identifying gaps and skill shortages in the organisation. This position focuses on anticipating the workforce needs aligned with the company’s growth trajectory.
· Macildowie’s three-pronged approach: Macildowie has structured its workforce development through three key routes: 
i. A dedicated trainee programme implemented to nurture internal talent.
ii. Experienced leaders are brought in to inject fresh perspectives and ideas. 
iii. Upskilling the existing workforce is prioritised, ensuring adaptability to the rapidly changing business environment.
· Investment in training: Macildowie’s commitment to workforce development is reflected in its online management system for training. This platform allows employees to access training modules tailored to their roles, fostering continuous learning.

2. Strategic job posting and social media engagement:
· Diverse job platforms: Macildowie posts job vacancies strategically on its website and uses external platforms like LinkedIn to cast a wider net. This multipronged approach ensures the organisation reaches a diverse pool of candidates.
· Social media impact: Recognising the power of social media, Macildowie leverages platforms like Instagram and Facebook to share job opportunities. This not only increases visibility but also generates positive responses, creating a robust recruitment pipeline.

Succession planning
3. Macildowie’s thoughtful succession strategy:
· Tiered leadership development: Macildowie adopts a tiered approach to leadership development, emphasising the cultivation of leaders at various levels. This includes annual programmes that identify and nurture high-potential individuals.
· External courses and competency framework: Macildowie invests in external courses to enrich the skill sets of potential leaders, providing a holistic view of leadership development. The organisation uses a competency framework and a nine-box grid to assess performance and potential, ensuring a systematic approach to succession planning.
· Ethical considerations: Macildowie prioritises equality and diversity in its succession planning. Advertisements are crafted to be free from discrimination, and the organisation employs an artificial intelligence checking system – the Insights Tool – to ensure fairness and inclusivity throughout the recruitment process.

Conclusion
This case study highlights the proactive measures taken by Macildowie to ensure a robust workforce and effective succession planning. By adopting innovative talent strategies, investing in training and embracing diverse recruitment channels, Macildowie positions itself as a pioneer in strategic human resource management. Its commitment to ethical considerations further underscores the importance of aligning organisational values with workforce practices.

Note: The information provided in this case study is based on Macildowie’s current practices and may be subject to change.


Kyndra case study

Introduction
Kyndra is a leading organisation in the pharmaceutical industry. It has established robust strategies for workforce management to align with its business objectives. In this case study, we delve into three critical aspects of Kyndra’s approach: ensuring an adequate workforce, succession planning and ethical considerations, and recruitment documentation.

1. Ensuring an adequate workforce 
Kyndra employs a systematic sales and operation planning (SandOP) process to forecast activity in the factory for the next 18 months. This planning method helps the company to organise its manufacturing, packaging and lab work to match what it expects it will need. It thinks about things like what skills are needed for the job, making sure different types of people are treated fairly and follow the rules, and finding people who fit in well with how the company works when hiring new workers. The SandOP process does not just look at how much is being ordered, it also figures out if this is because more individual orders are coming in or just more of the same. This detailed view allows Kyndra to optimise its workforce efficiently.

2. Succession planning and ethical considerations
For Kyndra, succession planning is a dynamic and ongoing process, reviewed quarterly for most roles in the organisation. The process assesses various factors, including the possibility of employees leaving and moving in the company. Individuals are categorised based on their readiness to step into a new role (for example, ready now or ready in 10 years). When roles become available, the succession planning process guides the identification of suitable candidates. It is crucial to note that even with a structured succession plan, Kyndra maintains a fair and transparent approach, incorporating application and selection processes for available roles. This ethical consideration ensures that opportunities are accessible to all qualified individuals in the organisation.

3. Recruitment documentation
Kyndra primarily uses recruitment agencies for most roles. Applicants apply through the organisation’s web portal, submitting an application letter and CV. The interview process involves predetermined questions, and applications for certain roles may involve group exercises and presentations assessed using scoring criteria. All those offered jobs undergo thorough reference checks, and confirmation of the right to work in the UK is a standard practice.

Conclusion
Kyndra’s proactive and strategic approach to workforce management, coupled with a robust succession planning system, exemplifies its commitment to operational excellence. The organisation’s commitment to fairness and transparency in succession planning underscores its ethical considerations, creating a work environment that fosters growth and development.

Note: The information provided in this case study is based on Kyndra’s current practices and may be subject to change.


Recruitment process factors handout

	Factor
	Description

	Job requirements
	Assessing the skills, qualifications and experience needed for the role.

	Recruitment channels
	Identifying suitable channels for advertising job openings.

	Diversity and inclusion
	Promoting equal opportunities for candidates from diverse backgrounds.

	Legal compliance
	Adhering to employment laws and regulations for fair and legal practices.

	Company culture fit
	Evaluating whether candidates align with the company’s values and culture.

	Interview process
	Designing an effective interview process with appropriate questions.

	Background checks
	Conducting checks to verify the accuracy of a candidate’s credentials.

	Candidate experience
	Providing a positive experience for candidates throughout the process.




	Cost considerations
	Evaluating the costs associated with recruitment, including advertising expenses.

	Internal resources
	Assessing the availability and capacity of internal resources for onboarding.

	Time constraints
	Considering the urgency of filling the position and time constraints in recruitment.

	Salary and benefits
	Determining a competitive compensation package based on industry standards.

	Employee referrals
	Encouraging and considering referrals from existing employees.

	Succession planning
	Considering how the candidate fits into long-term organisational goals.

	Onboarding process
	Planning for a smooth onboarding process to integrate new hires effectively.




“What if” scenario 1

Case study: Meeting increased demand at ABC Electronics

Background
ABC Electronics is a well-established company specialising in the production of consumer electronics, including smartphones, tablets and smart-home devices. With a strong reputation for innovation and quality, the company has enjoyed steady growth over the years.

Situation
In the last quarter, ABC Electronics experienced an unexpected surge in demand for its flagship smartphone series, following a highly successful marketing campaign and positive reviews from industry experts. The sudden increase in consumer interest has led to a substantial uptick in orders from distributors and retailers both domestically and internationally.

Challenges
The surge in demand has presented several challenges to ABC Electronics:
· Production capacity: The existing production facilities are operating at maximum capacity, and there is limited room for expansion in the current setup.
· Workforce capacity: The current workforce is stretched to its limits, working overtime to meet the increased production requirements.

“What if” scenario
What if this surge in demand continues for the next quarter and ABC Electronics anticipates a sustained increase in orders? 

“What if” scenario 2

Case study: Managing seasonal peaks at Dante’s Artisan Ice Cream

Background
Dante’s Artisan Ice Cream is a renowned business specialising in handcrafted, premium ice cream with a focus on unique flavours and high-quality ingredients. Established in a quaint town, Dante’s has built a loyal customer base and gained popularity for its commitment to excellence.

Situation
Dante’s Artisan Ice Cream experiences predictable seasonal peaks in demand, especially during the summer months, when local tourism is at its height. The charming town attracts visitors seeking a delightful escape, and Dante’s has become a favoured destination for locals and tourists alike.

Challenges
· Workforce management: During peak seasons, Dante’s faces challenges in managing a fluctuating workforce. The demand for skilled staff, including ice-cream artisans and customer service representatives, surges during peak times.
· Inventory and ingredients: Managing inventory becomes crucial as the demand for specific flavours rises sharply. Ensuring a steady supply of high-quality ingredients becomes a challenge.

“What if” scenario
What if Dante’s anticipates an even higher influx of customers during the upcoming summer season because of increased tourism and positive reviews on popular travel platforms?

“What if” scenario 3

Case study: Addressing skill gaps at Zeeshan’s Tech Solutions

Background
Zeeshan’s Tech Solutions is a dynamic technology firm specialising in software development and IT consulting. Established by Zeeshan Ahmed, a visionary entrepreneur, the company has quickly gained recognition for delivering innovative solutions to clients in various industries.

Situation
As Zeeshan’s Tech Solutions expands its service offerings and takes on more diverse projects, the leadership team identifies a gap in specific technical and project management skills among existing employees. The company recognises the importance of addressing these skill gaps to maintain a competitive edge and meet the evolving needs of clients.

Challenges
· Project complexity: As the complexity of projects increases, the need for specialist skills in emerging technologies and advanced project management becomes evident.
· Client expectations: Clients are increasingly seeking comprehensive solutions that require a broader skill set than the current team possesses.

“What if” scenario
What if Zeeshan’s Tech Solutions anticipates a surge in demand for projects that involve cutting-edge technologies and client expectations for integrated solutions continue to rise?

The following materials relate to lesson 2: Recruitment channels.



Recruitment channels scenario 1: Professional networking event

Context: Your company is hosting an industry-specific networking event where professionals will gather.

Task: Devise a strategy for recruiting potential candidates during and after the event. Consider using platforms like LinkedIn and exchanging contact information for follow-ups.

What are the pros and cons for your business of using the event to recruit? 


Recruitment channels scenario 2: Online tech conference

Context: A virtual conference focused on technology and innovation.

Task: Explore how your company can leverage the conference to identify tech talent. Consider strategies for engaging with participants on social media and using industry-specific platforms for recruitment.

What are the pros and cons for your business of using the virtual event to recruit? 


Recruitment channels scenario 3: Niche talent search

Context: Your company is looking for candidates with specialist skills in a niche industry.

Task: Develop a plan for how to find the best candidates.


Review table worksheet

	Recruitment channel
	Advantages
	Disadvantages

	Online job boards
	
	

	Employee referrals
	
	

	Social media 
	
	

	Recruitment agencies
	
	

	Company website
	
	

	Networking events
	
	

	Internship programmes
	
	

	Direct applications
	
	

	Local education institutions
	
	





Case study worksheet

Case study company name: ______________________________

	Recruitment channel
	Used by company
	Positives for the company
	Negatives for the company

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	





The following materials relate to lesson 3: The need for structured recruitment processes.



Candidate profiles
 
Following on from your Recruitment channels scenarios, you now need to interview candidates to help you decide who to hire. 
 
There have been three applications, and the business would like your help in choosing who to hire. 

Candidate A: The competitor employee
Background: Currently employed by a direct competitor in a similar role.
 
Candidate B: The relative of a senior executive
Background: Has a close familial relationship with a senior executive in the hiring company.
 
Candidate C: The former supervisor of the hiring manager
Background: Worked as a supervisor to the hiring manager in a previous job.



Role-play crib sheet
Role: Observer
1. How long was the interview (too long / too short)?
2. How many questions were asked (too many / too few) and were they clearly worded?
3. How did the interviewee and interviewer communicate (verbally/non-verbally)?
	



Role: Interviewee
1. To what extent were you given enough time to demonstrate your capabilities?
2. To what extent were the questions clearly worded and relevant to the job so that you could demonstrate your potential?
3. To what extent did the interviewer communicate appropriately with you in a professional way (verbally and non-verbally)?
	



Role: Interviewer
1. To what extent did you give the interviewee enough time for you to assess their capability for the job?
2. To what extent did the questions you asked help you to determine whether the interviewee had the capability to do the job?
3. To what extent did the way you communicated (both verbally and non-verbally) with the interviewee affect their responses to questions?
	




Exam question
A human resources consultant working at a budget supermarket chain is advising the company on their recruitment strategy. The company is grappling with a concerning rise in employee turnover. 
Discuss one recruitment channel that can be used to support the company to recruit permanent members of staff.
Write no more than two paragraphs.



Sample answer (for teachers)
Recruitment agencies provide an extensive network for reaching professionals actively seeking career opportunities. The advantages of this channel include access to a broad talent pool, enabling the company to showcase its employer brand. As a budget supermarket, perception of the brand could be negative, and the brand could be promoted positively through the agency. In addition, they will be able to access more geographical coverage for all the stores in the chain. Agencies often specialise in specific industries, so they can use an agency specialising in retail or logistics, depending on the type of job that is available.
However, this approach comes with its disadvantages. Engaging recruitment agencies incurs costs, and as a budget chain, profits will be limited, impacting the company’s recruitment budget. The potential for misalignment between the agency’s understanding of the company’s culture and the actual workplace dynamics may pose a challenge. In addition, the time taken by agencies to present suitable candidates might result in delays in the recruitment process. This could be crucial as the company is experiencing high turnover and may be looking for quick responses.
Knowledge
Application
Analysis and evaluation

Sample answer (for learners)
Recruitment agencies provide an extensive network for reaching professionals actively seeking career opportunities. The advantages of this channel include access to a broad talent pool, enabling the company to showcase its employer brand. As a budget supermarket, perception of the brand could be negative, and the brand could be promoted positively through the agency. In addition, they will be able to access more geographical coverage for all the stores in the chain. Agencies often specialise in specific industries, so they can use an agency specialising in retail or logistics, depending on the type of job that is available. 
However, this approach comes with its disadvantages. Engaging recruitment agencies incurs costs, and as a budget chain, their profits will be limited, impacting the company’s recruitment budget. The potential for misalignment between the agency’s understanding of the company’s culture and the actual workplace dynamics may pose a challenge. In addition, the time taken by agencies to present suitable candidates might result in delays in the recruitment process. This could be crucial as the company is experiencing high turnover and may be looking for quick responses.

The following materials relate to lesson 4: Structured recruitment processes.



Benefits of a structured recruitment process handout
In the box, identify the benefit for the company, the candidate or both.

	Aim
	Benefit for the company
	Benefit for the candidate

	Objectivity and fairness
	Minimises bias and ensures fair evaluation 
	

	Improved hiring quality
	

	


	Reduced time and cost
	

	

	Enhanced candidate experience
	
	Creates a positive and predictable experience for the candidates

	Compliance and legal protection
	Reduces the risk of legal challenges, ensuring compliance with anti-discrimination laws
	

	Transparency and trust
	
	Provides clarity about the process and evaluation criteria

	Equal opportunity
	

	

	Better decision-making
	

	

	Positive impression
	

	





[bookmark: _x0jqsnsbwo5w]Application form example 1
This is a sample form that you can adapt or develop to meet your needs. Make sure you adapt this template to comply with the UK General Data Protection Regulation. If you need help with this, go to www.ico.org.uk.


[Kyndra]
[bookmark: _kpr05n82n26c]Application form

Application for planner 
[bookmark: _zidixfu2h1to]
Your details
Name: Bruno Pearson

Address: 273 Croswell Avenue

Postcode: DE74 2BRG

Phone: 07774 534563

Email: BrunoPearson@email.com
[bookmark: _obvz8px9oj35]
Education and training
Please give details:

	First aid certificate

Learner representative 


[bookmark: _qhulv5cexz75]
Qualifications
Please give details:

	GCSEs: English Lit (9), English Language (7), Maths (6), French (6), Geography (7), Business (8), Combined Science (6,6)



[bookmark: _97j1ykgd1f2u]
Employment history
[bookmark: _itppkk92vaqm]
Your current or most recent employer

Name of employer: Cancer Research

Address: 123 Spanner Road

Postcode: LE98 345

Job title: Customer support adviser

Pay: Volunteer

Length of time with employer: Three months

Reason for leaving: Still currently working there

Duties: 

	· Answering customer enquiries about products, services, policies and technical issues.
· Guiding customers with clear information, recommendations and troubleshooting.
· Resolving customer complaints with empathy, de-escalation and solutions.
· Communicating effectively over the phone and through email, chat and documentation.
· Collaborating with other departments to address complex problems and improve processes.
· Learning continuously about recent technologies and procedures.
· Maintaining a positive and professional attitude for both customers and colleagues.



[bookmark: _81dqi68kkna8]Previous employers

Please tell us about other jobs you have had and the skills you used or learnt in those jobs.

	
n/a


[bookmark: _2hk78iv0b9mh]
Supporting statement
Please tell us why you applied for this job and why you think you are the best person for the job.

	I am keen to express my interest in the planner position at your esteemed organisation. As a dedicated professional with a background in customer support, I bring a unique skill set that aligns with the responsibilities of the role.
In my previous role as a customer support adviser, I honed my organisational and time management skills, ensuring prompt and effective responses to customer enquiries. This experience has instilled in me the importance of meticulous planning and attention to detail.
I am adept at using systems and tools to streamline processes and enhance efficiency. My commitment to meeting deadlines and prioritising tasks has been a cornerstone of my success in customer support. While my experience may differ from that of a traditional planning role, the principles of effective communication, problem-solving and adaptability that I have cultivated are transferable and invaluable.
I am eager to bring my dedication, enthusiasm and fresh perspective to the planner role. I am confident that my commitment to excellence and my ability to thrive in dynamic environments make a positive contribution to your team. I look forward to having the opportunity to discuss how my skills align with the requirements of the position.


[bookmark: _ojwn8qfpdqo4]
Interview arrangements and availability
If you have a disability, please tell us if there are any reasonable adjustments we can make to help you in your application or with our recruitment process.

	
n/a




Are there any dates when you will not be available for interview?

	
n/a




When can you start working for us?

	
Straight away



[bookmark: _l4j9qclj5v1t]
Right to work in the UK
Do you need a work permit to work in the UK? Yes / No

[bookmark: _t2k2hyav6xgs]References
Please give the names and contact details of two people who we can ask to give you a reference. We may ask them before an employment offer is made. We will not ask your current employer until we get your permission. 

[bookmark: _w5ptqqnrjpr0]Referee 1

	

Maya Miller, Manager at Cancer Research




[bookmark: _pqe75yp8cjmd]
Referee 2

	

Dominic Sava, Supervisor at Cancer Research




[bookmark: _fimrf6f4wc5k]
Declaration
I confirm that to the best of my knowledge the information I have provided on this form is correct, and I accept that providing deliberately false information could result in my dismissal.

Name: Bruno Pearson

Signature: B.P.

Date: 10/01/2024

Disclaimer
The information provided in this educational context is intended for general knowledge and learning purposes. The information provided is not an accurate representation. Users are encouraged to verify information and seek professional advice if needed.




Application form example 2
This is a sample form that you can adapt or develop to meet your needs. Make sure you adapt this template to comply with the UK General Data Protection Regulation. If you need help with this, go to www.ico.org.uk.


[Kyndra]
Application form

Application for planner 

Your details
Name: Sienna Khan

Address: 3 Springbok Drive

Postcode: BP74 5BRG

Phone: 47237 453456

Email: SiennaKhan@email.com

Education and training
Please give details:

	
n/a



Qualifications
Please give details:

	
GCSEs: English Lit (9), English Language (7), Maths (6), French (6), Geography (7), Business (8), Combined Science (6-6)



Employment history

Your current or most recent employer

Name of employer: n/a

Address: 

Postcode: 

Job title: 

Pay: 

Length of time with employer: 

Reason for leaving: 

Duties: 

	





Previous employers

Please tell us about other jobs you have had and the skills you used or learnt in those jobs.

	
n/a




Supporting statement
Please tell us why you applied for this job and why you think you are the best person for the job.

	I am eager to contribute my strong organisational and analytical skills to the position of planner at your valued organisation. Despite having limited formal work experience, my academic background in my GCSEs has equipped me with a solid foundation in planning and logistics. I am a quick learner, detail-oriented and possess a proactive approach to problem-solving, which I believe will be valuable in optimising schedules, managing resources efficiently and supporting the overall success of your planning team. 
Additionally, my experience as a customer support adviser has improved my communication and teamwork abilities, ensuring that I can collaborate effectively with diverse teams to meet organisational goals. I am excited about the opportunity to apply my academic knowledge and enthusiasm to a practical setting and to grow in a dynamic work environment.



Interview arrangements and availability
If you have a disability, please tell us if there are any reasonable adjustments we can make to help you in your application or with our recruitment process.

	
n/a




Are there any dates when you will not be available for interview?

	
n/a




When can you start working for us?

	
Straight away




Right to work in the UK
Do you need a work permit to work in the UK? Yes / No

References
Please give the names and contact details of two people who we can ask to give you a reference. We may ask them before an employment offer is made. We will not ask your current employer until we get your permission. 

Referee 1

	
David Call, Teacher




Referee 2

	
Kate Claire, Teacher




Declaration
I confirm that to the best of my knowledge the information I have provided on this form is correct, and I accept that providing deliberately false information could result in my dismissal.

Name: Sienna Khan

Signature: S.K.

Date: 15/01/2024

Disclaimer
The information provided in this educational context is intended for general knowledge and learning purposes. The information provided is not an accurate representation. Users are encouraged to verify information and seek professional advice if needed.


Job description for Kyndra
	Position title:
	Planner
	Reports to (manager’s title):
	Planning team leader
	Department:
	Planning
	Location:
	Loughborough
	
Please provide definitions for all acronyms.
	
All fields must be completed.

	Role summary

	Create and maintain production schedules for manufacturing and packaging. 

	Role responsibilities 
	Ensure weekly and monthly schedules are prepared for the master planner to take to sign-off by the production module.
Ensure manufacturing and packaging plans are kept up to date in the Material requirements planning (MRP) system.
Ensure raw materials and packaging components are ordered in a timely manner to enable customer requirements to be met.
Create and check Sales and Operations Planning data and schedules and attend monthly meetings.
Participate in the site Lean Management tiered meetings as required.
Work closely with other functions as required, providing information on prioritisation.
Review inventory and minimise problem inventory. 
Ensure plans are in place around packaging change to minimise write-offs.
Lead/support site improvement projects.
Support new product introduction projects.

	Qualifications 
	Educated to degree level or previous experience in a planning role.
Work experience, preferably in the supply chain environment. However, other experience will be considered. 
Strong customer focus, excellent communication skills, able to work in a busy team, problem-solving and analytical skills, and able to work under pressure.

	
This description indicates the general nature and level of work expected. It is not designed to cover or contain a comprehensive list of the activities or responsibilities required. The role holder may be asked to perform other duties as required.


	Approvals

	Department manager (printed name): 

	Signature/Date:



	Approvals

	Role holder (printed name): 

	Signature/Date:



[bookmark: _Hlk155779485]Disclaimer
The information provided in this educational context is intended for general knowledge and learning purposes. The information provided is not an accurate representation. 


CV 1

Eliana Costrova

Phone: 4537218616 

Email: ElianaCostrova@email.com

DOB: 10/7/2007 


Personal statement

I value myself as confident, hard-working, independent, high-spirited and kind-hearted. I believe I am a great personality to have in the workplace. I’m a positive, uplifting spirit who sees potential in everything and everyone. I work hard for the success I want to achieve.

Education

9 GCSEs
English Lit (7), English Language (4), Maths (6), French (6), Geography (7), Business (8), Combined Science (5-5), Textiles (5)
Loughborough College 
I am currently immersed in a T Level programme in Business Management and Administration Support. My aspirations revolve around securing work experience or an Industry Placement, paving the way for a future career in the exciting realm of estate agency and property management. The idea of providing someone with a home and aiding people has always resonated with me.

In college, I play a pivotal role as the case study for the T Level course. Essentially, I am the face of the programme, shaping how the rest of the college and anyone exploring the website perceives the T Level. Being the course representative, my responsibility is to captivate interest and showcase the essence of the programme.

Additionally, I serve as a leader in a group project assigned by the college. Leading a team of two others, we identify a collaborative project that is presented to fellow groups and leaders and is subsequently evaluated and graded. I believe I was selected for this leadership role thanks to my confidence in presentations and my proficiency in digital skills, which are characteristic of someone who grew up in the era of advanced technology. My presentation style injects personality, making the content engaging.

In group projects, I am committed to fostering inclusivity. I embrace the philosophy that everyone’s ideas are valuable, ensuring active participation from all members. My encouragement aims to bring out the best in those who might be a bit reserved. I firmly believe that every individual’s involvement is essential for achieving success. I look forward to translating these skills and experiences into a dynamic career.

Employment
· Nando’s restaurant: Waitressing
· NSPCC: Customer service adviser


Hobbies/interests

· I enjoy cooking and following new recipes. I find it relaxing and it allows me to be creative. Being able to cook is a very good life skill, and I love learning new things about cooking. My family have always been massive foodies, travelling the world and trying new, exotic foods.
· Music truly allows me to relax and take time for myself. I’ve always loved music, ever since I was a baby. The idea of artists putting their life story or a moment in their life into a song that can influence and impact thousands and even millions of people is amazing to me. I believe that music brings people together because it shows that many people can relate to the same things as you, and it also builds communities with people who have the same interests as you (favourite artists).
· Tennis/walking/gym. I also like to stay fit, because I find that if you are physically healthy, this has a massive positive impact on your mental health. It is also another way to relax and take my mind off college or work. I can just focus on myself.

Referees
Available on request.



CV 2

Sumarah Patel

Phone: 4533418616 

Email: Sumarahpatel@email.com

DOB: 10/6/2006 



Education

9 GCSEs
English Lit (7), English Language (4), Maths (6), French (6), Geography (7), Business (8), Combined Science (5-5), Textiles (5)

Loughborough College 
T Level in Business and Administration

Employment

n/a

Hobbies/interests

· Music
· Reading

Referees
Available on request.




The following materials relate to lesson 5: Selection interview.


CV marking template

	Criteria
	Description
	Points

	Content
	Relevant information: Includes personal details, education, work experience, skills and achievements.
	20

	
	Clarity and organisation: Information is presented clearly and logically.
	

	Format and presentation
	Layout and design: Neat and professional layout, consistent formatting.
	15

	
	Font and spacing: Appropriate font style and size, ample spacing for readability.
	

	Language and grammar
	Spelling and grammar: Minimal errors, good attention to detail.
	15

	
	Language use: Clear and concise, avoid jargon or slang.
	

	Relevance
	Relevance of skills: Skills and experiences are relevant to the job or placement.
	15

	
	Focus on achievements: Highlights accomplishments rather than just responsibilities.
	

	Completeness
	Comprehensive information: Includes all necessary sections and details.
	10

	
	No missing information: No important details or sections are missing.
	

	Professionalism
	Professional tone: Reflects professionalism.
	15

	
	Attention to detail: Demonstrates attention to detail.
	

	Overall impression
	Impact: Overall effectiveness in showcasing suitability for the role.
	10

	
	Appeal: Overall attractiveness to potential employers or placement providers.
	

	Total
	
	100





Marking guidance

1. Content (20 points):
· 0 points: Missing or irrelevant information.
· 5 points: Some relevant information but lacks clarity.
· 10 points: Relevant information included, but the organisation could be improved.
· 15 points: Clear and organised content, tailored to the job or placement.
· 20 points: Relevant, well-organised content tailored perfectly to the job or placement.
2. Format and presentation (15 points):
· 0 points: Poor layout and design, inconsistent formatting.
· 5 points: Layout is messy, font and spacing inconsistent.
· 10 points: Neat layout, appropriate font and spacing, but could use more bullet points.
· 15 points: Professional layout, clear font, ample spacing and effective use of bullet points.
3. Language and grammar (15 points):
· 0 points: Numerous spelling and grammar errors, language is unclear.
· 5 points: Several errors present, language is somewhat unclear.
· 10 points: Minimal errors, language is clear but could be more concise.
· 15 points: Few to no errors, clear and concise language.
4. Relevance (15 points):
· 0 points: Skills and experiences are unrelated to the job or placement.
· 5 points: Some relevant skills but focus on responsibilities rather than achievements.
· 10 points: Relevant skills and experiences included, with some focus on achievements.
· 15 points: All skills and experiences directly related to the job or placement, with clear focus on achievements.
5. Completeness (10 points):
· 0 points: Missing multiple sections or important details.
· 5 points: Some sections or details missing.
· 10 points: All necessary sections and details included nothing important missing.
6. Professionalism (15 points):
· 0 points: Unprofessional tone, lacks attention to detail.
· 5 points: Somewhat professional tone, attention to detail is inconsistent.
· 10 points: Professional tone, demonstrates attention to detail.
· 15 points: Highly professional tone, impeccable attention to detail.
7. Overall impression (10 points):
· 0 points: Does not showcase suitability for the role effectively, unappealing.
· 5 points: Somewhat effective in showcasing suitability, somewhat appealing.
· 10 points: Highly effective in showcasing suitability, very appealing to potential employers or placement providers.


Methods of notification table

(Teacher version)

	Method
	Advantages

	Phone call: Personal touch, allows for immediate feedback and questions.
	Faster than email, and more professional than text, but can be disruptive for candidates. May not be possible for geographically dispersed candidates due to time-zone differences.

	Email: Convenient, asynchronous, allows for detailed information and documentation.
	May not feel personal, impersonal form for bad news, email delivery may be delayed, some job seekers might miss the email and require a professional email address for the candidate.

	Video call: Personalised but more time-consuming than a phone call, allows for visual communication.
	Requires scheduling and technology for both parties, not ideal for quick updates, and may not be accessible to all candidates due to bandwidth limitations.

	Text message: Short, direct and convenient for candidates.
	Informal, not suitable for detailed feedback, may not be appropriate for all roles, some candidates might not prefer this method.

	Letter: Formal, but slow and outdated, expensive to send.
	Can be seen as more official than digital methods, not environmentally friendly, may not reach candidates who primarily use digital communication.





Methods of notification table

(Learner version)

	Method
	Advantages 

	Phone call: Personal touch, allows for immediate feedback and questions.
	

	Email: Convenient, asynchronous, allows for detailed information and documentation.
	

	Video call: Personalised but more time-consuming than phone call, allows for visual communication.
	

	Text message: Short, direct, convenient for candidates.
	

	Letter: Formal, but slow and outdated, expensive to send.
	





Interview review questions handout
Observer: 
· How long was the interview? (duration)
· How many questions were asked? (questions)
· How did the interviewer/interviewee communicate? (verbal/non-verbal)
Interviewer:
· Have you given the interviewee enough time to demonstrate their capability?
· Have you asked clear questions?
· Have you communicated professionally? (verbally and non-verbally)
Interviewee:
· Did the interviewer give you enough time to answer?
· Were you asked clear questions?
· Were you able to communicate professionally?

Scoresheet assessment handout
	*
	Questions
	Excellent
	Good
	Average
	Below average
	Poor
	No answer
	Comments

	1
	Tell me about yourself as an individual.
	5
	4
	3
	2
	1
	0
	Spoke very confidently and was very informative.

	2
	What do you think your weaknesses and strengths are?
	5
	4
	3
	2
	1
	0
	Answered very well. Provided good examples.

	3 
	Why do you want to work here?
	5
	4
	3
	2
	1
	0
	Answered but focused on hours.

	4 
	Have you ever been in a challenging situation at work, and how did you handle it?
	5
	4
	3
	2
	1
	0
	Good example used and explained well.

	5
	Where do you see yourself in five years?
	5
	4
	3
	2
	1
	0
	Gave another good example / explained in detail.

	6
	Do you have any relevant experience for this position?
	5
	4
	3
	2
	1
	0
	A detailed description was given to us.

	7
	How can you handle stressful situations or pressure?
	5
	4
	3
	2
	1
	0
	Great answer was given but no alternative situation.

	8
	What motivates you in day-to-day life?
	5
	4
	3
	2
	1
	0
	Not answered.

	9
	Tell me a time when you worked as part of a team to achieve a goal.
	5
	4
	3
	2
	1
	0
	Not really explained.

	
	TOTAL (Add the points)
	30
	16
	0
	0
	0
	0
	🟰 46



Leadership styles homework
Research the key characteristics of each of these leadership styles and add to the description column.
	Leadership style
	Description

	Autocratic
	

	Authoritative
	

	Democratic
	

	Coaching
	

	Affiliative
	

	Laissez-faire
	





Management styles homework

Research the key characteristics of each of these management styles and add to the description column.
	Management style
	Description

	Directive
	

	Authoritative
	

	Participative
	

	Pacesetting
	

	Delegative
	




Working environments homework
Match the descriptions of working environments given to the types shown in the table.
	Working environment
	Description

	Traditional office environment
	

	Remote work environment
	

	Hybrid work environment
	

	Flexible work environment
	

	Collaborative work environment
	

	Competitive work environment
	

	Creative work environment
	

	Punitive work environment
	



	This type of environment typically involves employees working in a physical office space under a set schedule and with little flexibility. Communication and collaboration often occur face to face or through traditional channels like email and meetings.

	This environment offers employees flexibility in when and where they work, allowing them to adjust their schedules to accommodate personal needs or preferences. Collaboration and communication methods vary based on individual preferences and needs.

	A competitive environment fosters a culture of performance and achievement. Employees are motivated to excel and outperform their peers, often with recognition or rewards tied to individual or team accomplishments.

	In a remote work environment, employees work from locations outside of a traditional office, such as their homes or co-working spaces. Communication and collaboration rely heavily on digital tools and virtual meetings.

	In a collaborative environment, teamwork and cooperation are emphasised. Employees work together on projects, share ideas and communicate openly to achieve common goals. Collaboration tools and regular team meetings facilitate this process.

	A creative environment encourages innovation, experimentation and outside-the-box thinking. Employees have the freedom to explore new ideas and approaches, with support for risk-taking and learning from failure.

	In a punitive environment, discipline and consequences are emphasised as means of enforcing rules or norms. Employees may fear making mistakes or speaking up, leading to a culture of compliance rather than open communication or collaboration.

	A hybrid work environment combines elements of both traditional office and remote work. Employees have the flexibility to work from home part of the time while also coming into the office for meetings or collaborative sessions.




The following materials relate to lesson 6: Ways of working.


Working environments handout
	Work environment
	Description

	Traditional office environment
	This type of environment typically involves employees working in a physical office space under a set schedule and with little flexibility. Communication and collaboration often occur face to face or through traditional channels like email and meetings.

	Remote work environment
	In a remote work environment, employees work from locations outside of a traditional office, such as their homes or co-working spaces. Communication and collaboration rely heavily on digital tools and virtual meetings.

	Hybrid work environment
	A hybrid work environment combines elements of both traditional office and remote work. Employees have the flexibility to work from home part of the time while also coming into the office for meetings or collaborative sessions.

	Flexible work environment
	This environment offers employees flexibility in when and where they work, allowing them to adjust their schedules to accommodate personal needs or preferences. Collaboration and communication methods vary based on individual preferences and needs.

	Collaborative work environment
	In a collaborative environment, teamwork and cooperation are emphasised. Employees work together on projects, share ideas, and communicate openly to achieve common goals. Collaboration tools and regular team meetings facilitate this process.

	Competitive work environment
	A competitive environment fosters a culture of performance and achievement. Employees are motivated to excel and outperform their peers, often with recognition or rewards tied to individual or team accomplishments.

	Creative work environment
	A creative environment encourages innovation, experimentation, and outside-the-box thinking. Employees have the freedom to explore new ideas and approaches, with support for risk-taking and learning from failure.

	Punitive work environment
	In a punitive environment, discipline and consequences are emphasised as means of enforcing rules or norms. Employees may fear making mistakes or speaking up, leading to a culture of compliance rather than open communication or collaboration.





Management styles handout

	Management style
	Description

	Directive
	In this style, managers give specific instructions and closely supervise employees’ work. Decisions are made by the manager without much input from workers.

	Authoritative
	An authoritative manager sets clear objectives and guidelines but also seeks input from employees. The manager maintains control while allowing for some collaboration.

	Participative
	This style involves managers actively involving employees in decision-making processes and seeking their input. Collaboration and teamwork are encouraged.

	Pacesetting
	Pacesetting managers lead by example, setting high performance standards for employees to follow. They expect employees to keep up with their pace and work ethic.

	Delegative
	Delegative managers empower employees by giving them autonomy and responsibility for decision-making. Managers provide guidance but allow employees to take the lead.




Leadership styles handout

	Leadership style
	Description

	Autocratic
	In this style, the leader makes decisions independently without consulting the team. It involves centralised control and minimal input from subordinates.

	Authoritative
	An authoritative leader sets clear goals and expectations but also seeks input from the team. This style involves strong communication and direction from the leader.

	Democratic
	A democratic leader involves the team in decision-making processes. This style encourages collaboration, participation and empowerment among team members.

	Coaching
	A coaching leader focuses on developing the skills and abilities of individual team members. They provide guidance, support and feedback to help employees improve and grow.

	Affiliative
	An affiliative leader prioritises building strong relationships and a positive work environment. This style fosters trust, harmony and teamwork in the team.

	Laissez-faire
	In a laissez-faire leadership style, the leader provides minimal direction and allows the team members to make decisions independently. This style promotes autonomy and creativity among team members.




Leadership style form

Name:

There are a number of different learning styles including:
· autocratic
· authoritative
· democratic
· laissez-faire.
Which of these do you think is your leadership style?


Give three reasons why.
1.

2.

3.

Based on the completion of the online leadership survey, what is your leadership style?

Is there a difference?
Yes / No

Why do you think this is the case?





Online survey questions
The questions below are taken from the online survey at 
https://www.verywellmind.com/whats-your-leadership-style-3866929 that you have just completed.

Those are multiple choice questions. Using your knowledge of different question types, rewrite the questions you have been allocated to obtain information. Write the questions on the flipchart paper using the pens provided.

You will need to use your knowledge of leadership styles to draft the question.
1. How are decisions made in your group?
2. Do you consider suggestions made by others in the group?
3. How do you tend to give orders to others?
4. What are the ideal next steps when a group member makes a mistake?
5. How much do you monitor members of your group?
6. Which best describes your approach to motivating team members?
7. Group members are most motivated by...
8. When things go wrong, how do you tend to respond?
9. How do you want the people in your group to feel about their role?
10. Leaders can succeed by:
11. The best decisions...



Kyndra’s leadership scenarios

Evaluate the management style being used in each of the following scenarios. 

Scenario 1: Positive impact of management style
At Kyndra, managers actively involve employees in decision-making processes, encourage open communication, and provide regular feedback and recognition for their contributions. For example, the marketing team at Kyndra is working on a new product launch. The manager organises brainstorming meetings where every team member is encouraged to share ideas and suggestions. 

Scenario 2: Negative impact of management style
At Kyndra, managers exercise control, make decisions without consulting employees and closely monitor their every move. For instance, in the customer service department, the manager sets strict performance targets and closely monitors call times. If an employee is taking too long on calls, it will result in a conversation with the manager. 


Working environments: Macildowie case study

In Macildowie’s working environment, employees have the flexibility to choose their work location based on their job responsibilities, client meetings and company guidelines. While remote work offers flexibility and autonomy, employees are required to spend a minimum of three days a week working in the office. This ensures regular in-person collaboration, knowledge sharing and alignment with company goals.

Macildowie’s working model provides employees with the flexibility to manage their schedules and balance work commitments with personal responsibilities. While remote work allows individuals to focus on tasks independently, the minimum office days facilitate team collaboration, brainstorming sessions and client meetings essential for business success. This blend of flexibility and collaboration promotes innovation, creativity and collective problem-solving.

The minimum number of office days at Macildowie enables employees to engage with clients and candidates in a professional office environment. Face-to-face interactions build trust, rapport and stronger relationships, enhancing the agency’s reputation and client satisfaction. In-office meetings also allow for spontaneous discussions, feedback sessions and strategic planning, leading to more effective recruitment strategies and business outcomes.

Macildowie invests in advanced technology and remote support systems to facilitate seamless communication and collaboration across remote and in-office settings. Employees have access to virtual meeting platforms, cloud-based tools and collaboration software, ensuring connectivity and productivity regardless of their location. Remote workdays complement in-office work, providing uninterrupted focus and flexibility to manage tasks efficiently.

Macildowie prioritises employee well-being and engagement in its working environment. By offering a mix of remote and in-office work options, the agency promotes work-life balance, reduces commute-related stress, and supports overall mental health. In-office days foster a sense of belonging, camaraderie and team spirit, enhancing employee satisfaction and retention.

Macildowie’s working environment with a minimum of three office days a week reflects the agency’s commitment to innovation, collaboration and employee-centric practices. By embracing flexibility while maintaining regular in-person engagement, Macildowie empowers its workforce to thrive in a dynamic and supportive work environment, driving success in the recruitment industry while prioritising employee well-being and client satisfaction.

1. Highlight key information relating to the working environment.
2. Identify the type of working environment.
3. Analyse the advantages and disadvantages of the type of working environment.
4. Create an action plan to support the business in providing effective management for the employees at Macildowie. 


Working environments: Kyndra case study

Kyndra employees typically adhere to flexible working hours and work primarily from the company’s headquarters or regional offices. The work setting is structured, with designated workspaces and face-to-face interactions being the norm. Meetings and collaborations often occur in physical meeting rooms, fostering a sense of friendship among colleagues.

While the traditional work environment promotes in-person collaboration and team cohesion, it may pose challenges for employees seeking flexibility and work-life balance. Commuting to the office daily can be time-consuming and stressful, particularly for employees with long distances to travel. In addition, rigid work hours may not accommodate employees’ commitments or preferences, potentially impacting morale and job satisfaction.

Recognising the evolving needs of its workforce, Kyndra has implemented a flexible-hours policy. In this setup, employees have the freedom to choose some of their work hours. Remote work is not an option at Kyndra. The principle is that as we are a production site, we have the right people on site every day.

The flexible hours environment at Kyndra offers numerous benefits for employees and the organisation alike. Employees enjoy greater autonomy over their schedules, allowing them to better balance work and personal responsibilities. 

Kyndra demonstrates its commitment to accommodating diverse employee preferences and needs. While the traditional setting emphasises in-person collaboration and teamwork, the flexible environment provides employees with the freedom and flexibility to work in a manner that suits them best. Together, these approaches contribute to a dynamic and inclusive workplace culture at Kyndra, driving innovation and success in the pharmaceutical industry.

1. Highlight key information relating to the working environment.
2. Identify the type of working environment.
3. Analyse the advantages and disadvantages of the type of working environment.
4. Create an action plan to support the business in providing effective management for the employees at Kyndra. 



The following materials relate to lesson 7: Quantitative analysis.




Benefits of using quantitative analysis handout
	Benefits
	Description

	1. Objectivity
	Quantitative data provides objective, numeric insights, reducing bias and subjectivity in analysis.

	2. Accuracy
	Quantitative data allows for precise measurements and calculations, enhancing accuracy in decision-making processes.

	3. Comparability
	Quantitative data facilitates comparisons between variables, trends and groups, enabling robust analysis and benchmarking.

	4. Trend identification
	Quantitative data enables the identification of trends and patterns over time, helping organisations anticipate future developments and make informed predictions.

	5. Data visualisation
	Quantitative data lends itself well to visualisation through charts, charts and dashboards, making complex information more accessible and understandable for stakeholders.

	6. Evidence-based decision-making
	Quantitative data serves as a foundation for evidence-based decision-making, supporting strategic planning, resource allocation and performance evaluation.

	7. Scalability
	Quantitative data can be collected and analysed at scale, making it suitable for large datasets and complex research studies.

	8. Predictive analytics
	Quantitative data enables the development of predictive models and analytics, allowing organisations to forecast outcomes and lessen risks proactively.





The following materials relate to lesson 8: Qualitative analysis.


Qualitative analysis scenarios
Scenario 1
Title: Customer feedback analysis
Description: A local restaurant has received mixed feedback from customers about their new menu items. Some customers love the new dishes, while others find them too expensive or not to their taste. The restaurant owner wants to understand the underlying reasons behind the feedback to improve the menu.
1. What are the main issues or concerns expressed by customers in their feedback?
2. How might qualitative analysis help the restaurant owner to understand the reasons behind the mixed feedback?
3. What types of qualitative data could be collected to gain insights into customer preferences and perceptions?
4. What are some potential benefits of using qualitative methods in this scenario?
5. How could the restaurant owner use qualitative findings to improve the menu and enhance customer satisfaction?

Scenario 2
Title: Employee satisfaction survey
Description: A company conducts an annual employee satisfaction survey to gather feedback on various aspects of the work environment, including job satisfaction, work-life balance and communication with management. The human resources (HR) department wants to analyse the qualitative responses to identify common themes and areas for improvement.
1. What are some common themes or patterns that emerge from the qualitative responses in the employee satisfaction survey?
2. How might qualitative analysis help HR to identify areas for improvement in the work environment?
3. What methods could be used to collect qualitative data from employees?
4. In what ways could qualitative findings inform strategies for enhancing employee engagement and morale?
5. What are the advantages of using qualitative methods alongside quantitative data in employee satisfaction research?



Scenario 3
Title: Community health initiative evaluation
Description: A healthcare organisation implements a community health initiative aimed at promoting healthy lifestyles and preventing chronic diseases. They gather qualitative data through focus group discussions and interviews with participants to assess the programme’s impact on the community.
1. What insights can be gained from the qualitative data collected during focus group discussions and interviews?
2. How might qualitative analysis help to assess the effectiveness of the community health initiative?
3. What are some challenges associated with collecting and analysing qualitative data in this context?
4. How could the qualitative findings inform future programme planning and implementation?
5. What ethical considerations should be considered when conducting qualitative research in healthcare settings?

Scenario 4
Title: Market research for a new product
Description: A tech start-up is developing a new mobile app and wants to conduct market research to understand consumer preferences and needs. They conduct qualitative interviews with target users to gather insights into how they currently manage similar tasks and their expectations from the new app.
1. What are the key insights that can be gleaned from qualitative interviews with target users?
2. How might qualitative analysis help the tech start-up to understand user needs and preferences?
3. What are some potential limitations of relying solely on quantitative data in market research?
4. How could the qualitative findings influence the development and design of the mobile app?
5. In what ways could the start-up use qualitative insights to differentiate their product in the market?


Scenario 5
Title: Cultural anthropology study
Description: An anthropologist conducts fieldwork in a remote village to study the cultural practices and social dynamics of the community. They use qualitative methods such as participant observation and in-depth interviews to gain a deeper understanding of the community’s traditions, beliefs and values.
1. What cultural practices or social dynamics are observed during the anthropologist’s fieldwork?
2. How might qualitative methods such as participant observation and in-depth interviews contribute to understanding the community?
3. What are some ethical considerations when conducting qualitative research in cultural anthropology?
4. What are the advantages of using qualitative data to complement quantitative findings in anthropological studies?
5. How could the qualitative insights contribute to broader understandings of the community’s culture and identity?


The following materials relate to lesson 9: Presentation.


Peer marking report sheet
	Section
	Criteria
	Completed (✓)

	Title page
	Includes title, author’s name, date
	

	Abstract
	Provides a summary of the report
	

	Introduction
	Introduces the topic and research question
	

	Methodology
	Describes research design and data collection
	

	Findings
	Presents qualitative analysis results
	

	Discussion
	Interprets findings and discusses implications
	

	Conclusion
	Summarises main findings and offers recommendations
	

	References
	Lists all sources cited
	





Presentation feedback sheet
	Criteria
	Excellent (5)
	Good (4)
	Fair (3)
	Poor (2)
	Needs improvement (1)
	Comments

	Content
	
	
	
	
	
	

	Relevance of information
	
	
	
	
	
	

	Clarity of message
	
	
	
	
	
	

	Depth of understanding
	
	
	
	
	
	

	Delivery
	
	
	
	
	
	

	Confidence
	
	
	
	
	
	

	Eye contact
	
	
	
	
	
	

	Voice clarity and volume
	
	
	
	
	
	

	Pace of speech
	
	
	
	
	
	

	Engagement
	
	
	
	
	
	

	Audience interaction
	
	
	
	
	
	

	Use of visual aids
	
	
	
	
	
	

	Overall engagement
	
	
	
	
	
	

	Overall impression
	
	
	
	
	
	

	Effectiveness of presentation
	
	
	
	
	
	






Areas of strength:


Areas for improvement:
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Succession planning: In
recruitment, everything
starts with Succession
planning. By the end of the
lesson, learners will decide
the best approach to
succession planning for
different scenarios.

Recruitment channels:
Once an organisation
decides they want to recruit
an employee, they must
then decide how they will
do it By the end of the
lesson, the learners will be
able to identify the most
appropriate recruitment
channels to use for different
scenarios.

Need for structured
recruitment processes
This builds on the need for
recruitment channels and
the need for clear and
transparent processes to
be in place in the channels
By the end of the lesson.
leamers will engage in a
poOr recruitment process to
develop good-practice
concepts.

Structured recruitment
processes: Learners will
be shown what a good
recruitment process should
ook like. By the end of the
lesson, they will be able to
complete an application for
an industry placement
opportunity.

Selection interview: This
is the next stage in the
recruitment process: The
selection process. This
builds on their
understanding of the.
recruitment process. By the
end of the lesson, leamners
will have participated in
interviews in various roles
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Ways of wo
This s the first step in
how people work in the
company_ This will
take place before the
industry placement. By
the end of the lesson,
students will apply
their leamning to create
asurvey

questionnaire.

Industry placement:
This builds on the theory
leamt in the previous.
lesson as they can
observe and carry outa
survey on how people are
managed and various
methods of working when
they are on Industry
Placement.

This provides an
opportunity to develop
digital competencies.

Quantitative analysis:
This builds on their
experience in industry
placement. Using the
results of the survey.
learners will analyse the
quantitative research and
produce graphs. By the
end of the lesson,
learners will be able to
interpret, analyse and
present data to reinforce
their understanding of the
implications of different
ways of working.

This provides an
opportunity to develop
Maths competencies.

Qualitative analysis:
Using the resuits of their
survey learners will
analyse the qualitative
data and produce a
report. By the end of the
lesson, leamers will be
able to'interpret, analyse
and present their findings
to reinforce their
understanding of the.
implications of different
ways of working

‘This provides an
opportunity to develop
English competencies.

Presentation: This is the
final stage which brings
together all the research
carried out. By the end of
the lesson, leamers will
have deveioped all of
their research to highlight
their key findings

‘This provides an
opportunity to develop
digital competencies
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