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	Target(s):
	Criteria
	
	Preparation for next unit

	 (Any criteria which has priority or needs to be reinforced)
	(i.e. 1.2.1)
	
	(Any work that has been set for the learners or that you need to research/prepare)





	Date & Time
	Group
	Session Sequence(s)

	(Complete as appropriate)
	(Number of learners and where they are from)
	1 – 10 and Summative Assessments

	Points from previous learning that may need reinforcement e.g. misconceptions:

(Complete as appropriate)

	Learning objectives

· Discover how to contribute to team outcomes
· Know how to support team cohesion
· Learn how to participate in work team
· Understand how to communicate with management
· Gain the skills and knowledge required for this unit 

	The big picture

This unit describes the skills and knowledge required to contribute to the effectiveness of the work team. It involves planning with the team to meet expected outcomes, developing team cohesion, participating in and facilitating the work team, and communicating with the management of the organisation.

It applies to individuals who play a prominent part in motivating, mentoring, coaching and developing team cohesion through team leadership and forming the link between the management of the organisation and the team members. At this level, work will normally be carried out within known routines, methods and procedures, and may also involve complex or non-routine activities that require some discretion and judgement.

No licensing, legislative or certification requirements apply to this unit at the time of publication.


	Learning outcomes

All learners will be able to:

· Contribute to team outcomes 
· Support team cohesion 
· Participate in work team 
· Communicate with management 
· Use the skills and knowledge required for this unit 

	How I will assess the outcomes

· Learner Workbook Answers
· Observation
· Outcome of activities, class discussions and questions



	Addressing the needs of individuals: 

· Terminology explained
· Being aware of individual needs i.e. learning requirements
· Differentiated Handouts (This is not a requirement)





	Generic Learning Links (Employability Skills)
	

	Fundamental Skills:

· Terminology
· Skills required for the specific job role will be obtained
	People Skills: 

· Group Work
· Discussions



	Thinking Skills:

· Activities
· Learner Workbook

	Personal Skills:

· Communication
· Research
· Organisation

	Resources - *(R)


(Instructor Workbook for your use)


	PowerPoint, Learner Guide and Learner Workbook – To be used throughout. 


	Health & Safety

	General Health and Safety, Fire Exits, First Aid, Trip Hazards and Emergency Procedures.

	Working with colleagues
	Ensure all learners have required resources and learner workbooks/guides. If sharing training with another colleague, ensure that they have own copies of session plan etc and are aware of their part.



	Time and 
Interaction
Individual, Group or
Pair Activity? How long do they have?
	Unit Sessions - What am I doing/asking/teaching?
(All bullet points are covered by the PowerPoint and/or yourself)
	Learner activities/tasks - What are they doing and/or learning?

	
	
Session 1

(Enter breaks where you feel necessary)

· Welcome participants to the program.
· Self introductions students and teacher
· Introduction to unit
· Discuss each activity as they arise and ensure learners fully understand what they are expected to do. 
· Use your discretion as to whether they should be completed in groups/pairs/individually, although some activities may state what is best.
· All bullet points indicate areas for class/group discussion or to be posed as a question by you.
[bookmark: _Toc267220380]
Housekeeping Items

Using the PowerPoint, take a few moments to inform the learners of the following;

· Where the toilets and fire exits are located, what the emergency procedures are and where the breakout and refreshment areas are.
Objectives
· Discover how to contribute to team outcomes
· Know how to support team cohesion
· Learn how to participate in work team
· Understand how to communicate with management
· Gain the skills and knowledge required for this unit

1.1 Consult team members to identify team purpose, roles, responsibilities, goals, plans and objectives 

· [bookmark: _Toc348013898][bookmark: _Toc348013899]Consequences of a lack of clarity
· Sources of information about the team’s purpose
· Consultation methods

Learning Task One 

Activity 1.1.1
	
Use this area to add anything you feel the learners should/might be doing whilst you are teaching. They should be doing any of the following:

· Listening to instructor
· Completing workbook activities
· Having class/group/pair discussions
· Writing notes
· Asking questions





	
	Session 2

1.2. Support team members to meet expected outcomes

· [bookmark: _Toc315849267][bookmark: _Toc348013903][bookmark: _Toc315849268][bookmark: _Toc348013904]Support for team members
· Giving effective support

Learning Task Two

Activity 1.2.1

	

	
	Session 3

2.1 Encourage team members to participate in the planning, decision making and operational aspects of the work team to their level of responsibility

2.2 Encourage team members to take responsibility for their own work and to assist each other in undertaking required roles and responsibilities

· [bookmark: _Toc315176373][bookmark: _Toc348013912][bookmark: _Toc348013913]Encouraging participation
· Taking responsibility for own work

Learning Task Three

Activity 2.1.1 – 2.2.1

	

	
	Session 4

2.3 Provide feedback to team members to encourage, value and reward team members' efforts and contributions
· [bookmark: _Toc348013916][bookmark: _Toc348013917]Feedback will.... 

Activity 2.3.1

	

	
	Session 5

2.4 Identify and address issues, concerns and problems identified by team members, or refer to relevant persons as required

· [bookmark: _Toc348013921]Dealing with issues, concerns and problems

Activity 2.4.1

	

	
	Session 6

3.1 Actively encourage and support team members to participate in team activities and communication processes and to take responsibility for their actions

· Encouraging participation

Activity 3.1.1

	

	
	Session 7

3.2 Support the team to identify and resolve problems which impede its performance

· [bookmark: _Toc348013926][bookmark: _Toc348013927]Team problem solving

Learning Task Three

Activity 3.2.1

	

	
	Session 8

3.3 Utilise own contribution to work team to serve as a role model for others and enhance the organisation's image within the work team, the organisation and with clients/customers

· [bookmark: _Toc348013940][bookmark: _Toc348013941]Role modelling

Learning Task Four

Activity 3.3.1

	

	
	Session 9

4.1 Maintain open communication with line manager/management at all times

4.2 Communicate information from line manager/ management to the team

· [bookmark: _Toc348013946][bookmark: _Toc348013948]How to maintain open communication
· Communicating from managers to the team

Activity 4.1.1 - 4.2.1
	

	
	Session 10

4.3 Communicate unresolved issues to line manager/ management and follow up to ensure action is taken in response to these matters

· [bookmark: _Toc348013952][bookmark: _Toc348013953]Types of unresolved issues

Activity 4.3.1

	

	

	Summative Assessments

Skills and Knowledge Activity

Major Activity

· An opportunity to assess the learner’s knowledge of the entire unit.
· Can be completed in session time or in own time – instructor’s choice.

	





Session Evaluation
(For instructor’s use to evaluate their sessions and check if learning outcomes have been met)

Have the Learning Outcomes been met?
             	
	Learning Outcomes

	To what extent were the Learning Outcomes met by all/most/some learners – and how do you know? Evidence?

	
	



Identifying Good Practice (What did you do well? What could you change for future sessions?)

	






Reflection on Learning Outcomes (Was everything understood? Will anything need re-explaining?)

	
 Learning points that need reinforcement in future session(s)











