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SESSION PLAN

COURSE:			ABE Level 3 Business Essentials
ELEMENT:			Element 4 - The skills needed for successfully working in business (Weighting 25%)

LEARNING OUTCOMES
	11. 	Explain key requirements for transition into work or a new role
	11.1	Explain the requirements of a new role
11.2 	Describe the behavioural and professional requirements of a role

	12. 	Describe how to become more effective in a role
	12.1 	Describe methods of planning work
12.2 	Describe how to respond to change
12.3 	Describe personal development needs
12.4 	Explain how learning and development can improve job performance

	13. 	Explain effective ways to communicate within a business
	13.1 	Explain effective communication
13.2 	Compare different methods of communication within a business



NUMBER OF SESSIONS:	Three – approximately 16 hours of tutor-led learning with an addition 12 hours of classroom-based activities. The learner should prepare for class/activities independently for c10 hours. Additionally, there is a mentored review session for each learning outcome, for learners to review and revise – each comprising two hours’ guided revision and one hour’s independent revision.

SESSION TOPICS:	SESSION 11: Explain the key requirements for transition into work or a new role
SESSION 12: Describe how to become more effective at work
SESSION 13: Explain effective ways to communicate within a business

Note to tutors:	This is the recommended session plan for Learning Outcomes 11, 12 and 13 of Element 4 of the ABE Level 3 Business Essentials. You should follow the plan, using the resources (referenced as ‘slides’ here) and activities provided. It is important to enhance all sessions with local examples and case studies, involving the learners ACTIVELY wherever possible.

SESSION 11: Explain the key requirements for transition into work or a new role (6 hours)
	Topic
	Tutor Activity
	Slides
	Learner Activity
	Formative Assessment 
(+5 hours)

	Introduction to session and learning outcomes
	Tutor-led activity covering definitions and discussions on job description, job grade.
	1-5
	Learners discuss examples of where job descriptions and job grades might be used.
	

	
	What does it mean to an employee?

Tutor to provide a variety of local JDs and students to review each section.

E4 LO11 Activity 1
	
	Learners to understand how the JD is used by an employee

Learners to analyse a JD, explaining what each section means to an employee. 

E4 LO11 Activity 1
	E4 LO11 Activity 1

	Job stakeholders
	Understanding the stakeholders for a job.

Using one of the JDs for E4 LO11 Activity 1, learners to agree the stakeholders for the job role.

Learners to complete E4 LO11 Activity 2
	
	Learners to look identify stakeholders for a job role. 
E4 LO11 Activity 2.

	E4 LO11 Activity 2

	Working in a team
	Role of team members and managers
	6-7
	
	

	Strategic, tactical and operational job roles
	Consider the roles and related decision-making responsibilities. 
Small businesses vs larger businesses. 
	8
	Learners to research examples of where roles within an organisation differ and present to class.
	

	Assessing training requirements
	Skills gaps and looking at organisational needs.

Three types of skills:
· Technical
· Managerial/leadership
· Soft skills
	9
	Discussion set around how you identify needs of a business.
	

	Training
	Different forms of training.  Tutor to lead discuss and students to research forms of training.

E4 LO11 Activity 3
	10
	In groups the teams are to consider pros and cons of each form of training method using E4 LO11 Activity 3
	E4 LO11 Activity 3

	Assessment criterion
	11.2
	11
	
	

	Rules and regulations in a role
	Staff policies and the staff handbook.

Tutor to present details of policies and provide a local staff handbook.

E4 LO11 Activity 4
	12-13
	In small groups, each team reviews the purpose of one form of policy and present to the class. Activity 4
	E4 LO11 Activity 4

	Behaviours that show honesty, and build trust and respect within the workplace
	Building trust and respect – typical behaviours

What is diversity in the workplace?

Tutor to present local legislation concerning employee welfare, including diversity.

Tutor to lead discussion group on introducing diversity within the workplace.  

E4 LO11 Activity 5
	14-15
	Learners to consider how to adapt to a more diverse working environment and feedback to class.

Ways to introduce diversity into the workplace.

Activity 5
	E4 LO11 Activity 5

	Mentoring Session
	Two hours of tutor-led mentoring and one hour of independent revision for LO11.
	
	Take part in mentoring and revision session as directed. 
	





SESSION 12: Describe how to become more effective at work (7 hours)
	Topic
	Tutor Activity
	Slides
	Learner Activity
	Formative Assessment (+4 hours)

	Introduction to session and learning outcomes
	12.1
	16
	
	

	
	Tutor-led activity on the importance of planning.

A discussion of the consequences of poor planning – using examples.
 
Introduce the Important/urgent matrix.

Tutor to introduce list of students’ assignments and get them to write their own Important/urgent matrix.
	17-18
	Learners to complete activity set by tutor
This links to E4 LO12 Activity 1 (later in the programme)
	

	
	Discussion on how easily distractions can cause delays.
 
Discuss better ways to prioritise and avoid distractions.

Planning with a Gantt chart.

Diary systems.
	
	Learners to plan their revision by producing a Gantt chart.

Activity 1
	E4 LO12 Activity 1

	Holidays and leave from the office
	Taking time away from the office
	
	Understanding of all leave available to workers
	

	
	What does it mean to an employee?

	
	Discussion on how employees set out daily work tasks - Activity 2
	E4 LO12 Activity 2

	
	12.2
	19
	
	

	
	Change within an organisation.

Tutor to lead discussion on major change within organisations – and provide 3 local organisations who have undergone significant change – learners to study one of them.

E4 LO12 Activity 3

	20-21
	Learners to discuss the impact of change – research examples of organisations in their area who have undertaken considerable change. Work in pairs.

Activity 3
	E4 LO12 Activity 3

	Personal development plans
	12.3
	22
	
	

	
	Personal development – making a difference.  Tutor to discuss:

· forms (linking to previous session on training).
· Introducing PDP (and PIP) and how to start life-long learning
· 360 Peer review
· Mentoring

Learners to complete peer review E4 LO12 Activity 4 and submit for formative assessment.
	23-27
	Learners to prepare 360-degree review and receive feedback from colleagues.

E4 LO12 Activity 4
	Formative assessment of review

E4 LO12 Activity 4

	Case study
	What does it mean for an employee – PDP and lifelong learning
Build in the research papers:

“Personal development plans: unlocking the future”, Career Development International, Vol. 2 Issue: 1, pp.21-23. (This article will be available in your online student resources.)
	
	Learners review the case study and discussion points
	

	Adding value to a role
	Discussing how employees add value and keep ahead of developments within their sectors.

Brief learners to complete E4 LO12 Activity 5
	28
	Learns to share ideas of how to add value to a role
E4 LO12 Activity 5
	E4 LO12 Activity 5

	Assessment criterion
	12.4

	29
	
	

	Explain how learning and development can improve job performance
	Start with a class brainstorming discussion about how learning and development can improve job performance. 
	
	Take part in the brainstorming activity in class. 
	

	The value of training and development
	Discuss why training and development is important to the employee and the organisation. 

Explain what is meant by transferable skills – get the class to come up with examples. 
· Unlocking potential.
· Building confidence.
· Uncovering unknown skills.
· Organisation skillset, efficiency and performance.

Get the class to share their personal experiences including those relating to their current studies. 
	30
	
	

	Supporting other projects within your organisation
	Discuss how this is beneficial. 

Horizontal development. 
	31
	
	

	Mapping out career progression
	Short-term plans leading to long-term plans. 
Acquiring skills for a future career aspiration. 
Taking control. 
	32
	
	

	Mentoring Session
	Two hours of tutor-led mentoring and one hour of independent revision for LO12.
	
	Take part in mentoring and revision session as directed. 
	






SESSION 13: Explain effective ways to communicate within a business
(3 hours)
	Topic
	Tutor Activity
	Slides
	Learner Activity
	Formative Assessment 
+3 hours)

	Introduction to session and learning outcomes
	13.1
	33
	
	

	
	Understanding effective communications.

Tutor to lead on the 7Cs and active listening.
Checking for understanding 
Asking for feedback
Briefing documents 
Follow-up summaries for participants

E4 LO13 Activity 1
	34-35
	Learners to consider how to apply 7Cs in working practice.

Learners to practice active listening in pairs – using the case study as source material: Role of communication in business success (1997) "The role of communications in business success", Management Development Review, Vol. 10 Issue: 3, pp.100-102. (This article will be available in your online student resources.)

Learners complete feedback on communication skills for partner: 
Activity 1
	E4 LO13 Activity 1

	Continuing Communications
	Tutor to provide feedback using E4 LO13 Activity 1 each time student presents
	
	
	

	Case study
	Case study to be used in active listening session.

Role of communication in business success (1997) "The role of communications in business success", Management Development Review, Vol. 10 Issue: 3, pp.100-102. (This article will be available in your online student resources.)
	
	
	

	
	What does this mean for an employee?

Tutor to lead discussion and learners to complete E4 LO13 Activity 2 and groups to present back to class.

	
	Learner discussion improving communication within the workplace.
[bookmark: _GoBack]Groups to present to class based on notes prepared in E4 LO13 Activity 2
	E4 LO13 Activity 2

	Making requests
	Consider the examples given and ask if learners can think of any to add. 
	36
	Identify more examples of work requests and the most effective communication channel to use. 
	

	Assessment criterion
	13.2
	37
	
	

	Compare different methods of communication within a business
	Consider the best use of the various channels available:
· Email
· Instant messaging
· Phone/text
· Presentations
· Online training


	38
	
	

	Meetings and appropriate meeting behaviours
	Discuss appropriate meeting behaviours. 

· Respect other participants’ views
· Respect the start time and the time allowed for the meeting. 
· Avoid shouting, arriving late 
· Show concentration
· No texting/emailing during meetings.


	39
	
	

	What does this communication guidance mean for employees?

	Lead a class discussion on the impact that this information on communication will have on their personal communication behaviours in the workplace. 
	40
	
	

	Mentoring Session
	Two hours of tutor-led mentoring and one hour of independent revision for LO13.
	
	Take part in mentoring and revision session as directed. 
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