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[bookmark: _Hlk83890124]This sample scheme of work covers both classroom- and workshop-based learning for People. It is based on 3–6 hours per session for 28 sessions. It is an example only of a possible scheme of work and is based on theory and practical within an FE centre, but it can be amended to suit all learning facilities with the necessary adjustments to meet individual learner’s needs. 
The technical qualification has been developed to include competency frameworks for T Levels, which demonstrate an array of competencies across maths, English and digital skills, as well as the core skills learners will need to use when they progress onwards from completing their T Level.
The Criteria column in the scheme of work identifies opportunities where these core skills can be developed and embedded into teaching and learning for each criterion. It is not expected that all criteria will develop core skills, but where these skills exist in the core content it has been referenced to support FE centres. 
For more information on how the core skills can be evidenced, please refer to the Technical Qualification Specification (example below). 
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Description automatically generated]2.1 The legislation which governs the employee lifecycle.



You can use the sample scheme of work as it is, adjust it or extract content to create a scheme of work to suit your delivery needs. It can also be adjusted by adding theory and practical workshops to support learners who have/need additional learning time. 
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2. People 
Sample scheme of work
Course/qualification: T-Level Technical Qualification in Management and Administration (Level 3)	Tutor’s name:  

Number of sessions: 28	     Delivery hours: 107                            Venue:	                               Group: 

	Criteria
2.1 The legislation which governs the employee lifecycle
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
2.3 The values and benefits of an equal, diverse and inclusive workforce to an organisation
2.4 The importance and impact of employee wellbeing and resilience in organisations
2.5 The different approaches to the way people are managed
2.6 Approaches used by organisations to ensure that individuals develop the skills they need to contribute effectively to the organisation and its changing needs
2.7 Team working and methods of working as part of a team



	Session
	Criteria

	Activities and resources
	Skills check

	1

3 hours
	2.1 The legislation which governs the employee lifecycle

	Activities:
Class discussion: What does the term ‘legislation’ mean? Can learners name any examples of employee legislation they are already aware of? 
Present PowerPoint 1: The legislation that governs the employee lifecycle, slides 1–18.
Distribute Worksheet 1: Legislation and key facts.
Class discussion: What does ‘duty of care’ mean? Learners to look for and share examples of how their health and safety is protected in their current environment (for example, the door is likely to have a closer as a mandatory requirement; the door self-closes so in case of a fire it prevents spread.  Any electrical equipment will show evidence of portable appliance testing (PAT) testing, etc).
Learners to read and summarise the explainer on the difference between legislation and regulation, found here: https://safetylineloneworker.com/blog/legislation-vs-regulation-whats-difference/

Resources:
PowerPoint 1: The legislation that governs the employee lifecycle
Worksheet 1: Legislation and key facts
	Class discussion
Individual written exercise
Worksheet 1

	2

3 hours
	2.1 The legislation which governs the employee lifecycle

	Activities:
Learners to deliver presentations, in small groups, on one of the main acts of employee legislation discussed in the previous session, to recap the key points for the rest of the class. Discuss what points in the employee lifecycle each piece of legislation would be applicable. 
Learners to complete Worksheet 2: True or false?
Present PowerPoint 1: The legislation that governs the employee lifecycle, slides 19–23.
Learners to complete Worksheet 3: Disability considerations in the workplace.
Learners to complete their own research and find examples of recent successful employee discrimination cases to share with the class.

Resources:
PowerPoint 1: The legislation that governs the employee lifecycle
Worksheet 2: True or false?
Worksheet 3: Disability considerations in the workplace

	Group presentation and evaluation
Worksheet 2
Quick understanding check via T/F questions
Worksheet 3
Feedback on Worksheet 3


	3

3 hours
	2.1 The legislation which governs the employee lifecycle

	Activities:
Set up a mock disciplinary hearing in class with an employee, their manager (prosecuting), a witness and an HR manager. Ask the class to comment on the process and determine the outcome of; no further action, verbal warning; 1st written warning; final written warning or dismissal.
Learners to complete Worksheet 4: Performance or capability procedure.

Resource:
 Worksheet 4: Performance or capability procedure
	Participation in activity
Worksheet 4 
Feedback on Worksheet 4

	4

6 hours
	2.1 The legislation which governs the employee lifecycle

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

	5

3 hours
	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
(Skills: EC4, EC5, DC2, DC3, MC2)
	Activities:
Facilitate class discussion.
Present PowerPoint 2: Recruitment channels and employment contracts. 
Learners to do their own further research on productivity. Visit the following website as a starting point for research: http://www.investopedia.com/terms/p/productivity.asp.
Tutor to distribute a job description template (example at: http://www.acas.org.uk/sites/default/files/2020-03/Job-description.docx). Learners to complete a job description for any job they’ve had in the past, or to create one for a mock vacancy.
Learners to complete Worksheet 5: Recruitment channels and employment contracts, question 1 (team exercise looking at job descriptions and person profiles).

Resources:
PowerPoint 2: Recruitment channels and employment contracts
Worksheet 5: Recruitment channels and employment contracts
	Class discussion
Individual written exercise
Group presentation and evaluation
Worksheet 5


	6

3 hours
	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
(Skills: EC4, EC5, DC2, DC3, MC2)

	Activities:
· Learners to each find an example of a job vacancy advertised online and present how the person specification maps to the job description. Plenty of opportunity here to search for organisations in public and private sectors to look at vacancies.  Local Authorities often offer compliant examples. See https://uk.indeed.com/?r=us and similar websites to talk around this. 
 
	Group presentation and evaluation


	7

3 hours
	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
(Skills: EC4, EC5, DC2, DC3, MC2)
	Activities:
· Class discussion: What does the term ‘equal opportunities’ mean to learners? 
· Tutor to lead class in discussion on what would be an equitable outcome for some of the clauses in an employment contract (shown on PowerPoint 2: Recruitment channels and employment contracts, slide 23).
· Learners to complete Worksheet 5: Recruitment channels and employment contracts, question 2 individually, writing an equal opportunities questionnaire. 
· Tutor to explain the structure of their own contract of employment as an example (avoiding sharing anything commercially confidential).
· Class discussion: What information would you expect to be included on your employment contract?
· Class discussion: What are the pros and cons of a zero hours contract? Learners to find out more about zero hours contracts. Visit the following website as a starting point for research: https://www.gov.uk/government/publications/zero-hours-contracts-guidance-for-employers/zero-hours-contracts-guidance-for-employers.
· Learners to complete Worksheet 5: Recruitment channels and employment contracts, question 3 (true or false questions).

Resources:
· PowerPoint 2: Recruitment channels and employment contracts
· Worksheet 5: Recruitment channels and employment contracts

Additional resources:
· Skills for Care - Recruitment and retention: http://www.skillsforcare.org.uk/Documents/Recruitment-and-retention/Values-and-behaviours-based-recruitment/Equal-opportunities-and-interviewing.pdf 
· GOV UK - Employment contracts and conditions: https://www.gov.uk/employment-contracts-and-conditions
	Participation in discussions
Individual exercise
Quick understanding check via T/F questions
Worksheet 5
Feedback on Worksheet 5

	8

6 hours
	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
(Skills: EC4, EC5, DC2, DC3, MC2)
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.

	

	9

3 hours
	2.3 The value and benefits of an equal, diverse and inclusive workforce to an organisation
(Skills: CSD)
	Activities:
Class discussion: What characteristics do learners think are protected by the Equality Act 2010?
Present PowerPoint 3: The value and benefits of an equal, diverse and inclusive workforce to an organisation.
Distribute Worksheet 6: Equality and diversity.
Learners to complete Worksheet 6: Equality and diversity, question 1. Present PowerPoints to the class and share feedback.

Resources:
PowerPoint 3: The value and benefits of an equal, diverse and inclusive workforce to an organisation
Worksheet 6: Equality and diversity
	Class discussion
Group presentation and evaluation
Worksheet 6


	10

3 hours
	2.3 The value and benefits of an equal, diverse and inclusive workforce to an organisation
(Skills: CSD)
	Activities:
Class discussion: What is the difference between a value and a benefit? 
Lead class discussion on the benefits (disbenefits?) of the application of equality and diversity in the workplace.
PowerPoint 3: The value and benefits of an equal, diverse and inclusive workforce to an organisation, slides 12–13.
Learners to complete Worksheet 6: Equality and diversity, questions 2–4.

Resources:
PowerPoint 3: The value and benefits of an equal, diverse and inclusive workforce to an organisation
Worksheet 6: Equality and diversity
	Participation in discussions
Individual written exercise
Quick understanding check via T/F questions
Worksheet 6
Feedback on Worksheet 6


	11

6 hours
	2.3 The value and benefits of an equal, diverse and inclusive workforce to an organisation
(Skills: CSD)
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.

	

	12

3 hours
	2.4 The importance and impact of employee wellbeing and resilience in organisations

	Activities:
Class discussion: What do learners understand the term ‘resilience’ to mean. Share examples of times learners have shown resilience.
Present PowerPoint 4: Employee wellbeing and resilience.
Distribute Worksheet 7: Wellbeing and resilience.
Learners to complete Worksheet 7: Wellbeing and resilience, question 1. Discuss in groups threats to mental health in today’s workplace. Write and present a short (maximum 5 minutes) PowerPoint presentation describing three threats and the steps that might be taken to mitigate their impact.

Resources:
PowerPoint 4: Employee wellbeing and resilience
Worksheet 7: Wellbeing and resilience 
	Group presentation and evaluation
Worksheet 7 


	13

3 hours
	2.4 The importance and impact of employee wellbeing and resilience in organisations

	Activities:
Class discussion: The factors that impinge on their own resilience and the importance and benefits of being respectful to colleagues/classmates.
Learners to complete Worksheet 7: Wellbeing and resilience, questions 2–4.

Resource:
Worksheet 7: Wellbeing and resilience 

Additional resource: 
Insights - Building Resilience:  https://www.insights.com/knowledge-hub/resilience/

	Individual written exercise
Quick understanding check via T/F questions 
Worksheet 7 
Feedback on Worksheet 7


	14

6 hours
	2.4 The importance and impact of employee wellbeing and resilience in organisations

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

	

	15

3 hours
	2.5 Different approaches to the way people are managed
(Skills: CSB, EC4, EC5, EC6) 
	Activities:
Facilitate class discussion.
Present PowerPoint 5: Ways people are managed.
Distribute Worksheet 8: Management styles.
Learners to complete Worksheet 8: Management styles, question 1. Discuss in groups how and why businesses might have deployed authoritative leadership during the Covid-19 pandemic, produce and deliver a short (maximum 5 minutes) PowerPoint presentation.

Resources:
PowerPoint 5: Ways people are managed
Worksheet 8: Management styles 
	Class discussion
Group presentation and evaluation
Worksheet 8


	16

3 hours
	2.5 Different approaches to the way people are managed
(Skills: CSB, EC4, EC5, EC6)
	Activities:
Facilitate class discussion.
Present PowerPoint 5: Ways people are managed.
Learners to complete Worksheet 8: Management styles question 2 to compare management styles.

Resources:
PowerPoint 5: Ways people are managed
Worksheet 8: Management styles 
	Class discussion
Individual written exercise
Worksheet 8


	17

3 hours
	2.5 Different approaches to the way people are managed
(Skills: CSB, EC4, EC5, EC6)
	Activities:
Facilitate class discussion.
Present PowerPoint 5: Ways people are managed.
Learners to complete Worksheet 8: Management styles, questions 3–4.

Resources:
PowerPoint 5: Ways people are managed
Worksheet 8: Management styles 
	Class discussion
Individual written exercise
Quick understanding check via T/F questions
Worksheet 8
Feedback on Worksheet 8

	18

6 hours
	2.5 Different approaches to the way people are managed
(Skills: CSB, EC4, EC5, EC6)
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.
	

	19

3 hours
	2.6 Approaches used by organisations to ensure that individuals develop the skills they need to contribute effectively to the organisation and its changing needs

(Skills: CSD, EC1, EC2, EC3, EC4)
	Activities:
Class discussion: Why is staff development important for organisations?
Present PowerPoint 6: Skills development.
Learners to write their own SMART objectives for the course. 
Distribute Worksheet 9: Employee development.
Learners to complete Worksheet 9: Employee development, question 1. In groups, consider the scenario presented and fill in the table. Share your thoughts with the rest of the group.

Resources:
PowerPoint 6: Skills development
Worksheet 9: Employee development


	Class discussion
Group presentation and evaluation
Worksheet 9

	20

3 hours
	2.6 Approaches used by organisations to ensure that individuals develop the skills they need to contribute effectively to the organisation and its changing needs
(Skills: CSD, EC1, EC2, EC3, EC4)
	Activities:
Tutor to lead class discussion on positive and negative experiences of inductions. Class will likely have been ‘inducted’ onto this course. What were their experiences and how do they think the process might have been improved?
Learners to complete Worksheet 9: Employee development, questions 2–4.

Resources:
Worksheet 9: Employee development

Further reading:
CIPD – Induction factsheet 

	Class discussion
Individual written exercise
Quick understanding check via T/F questions
Worksheet 9
Feedback on Worksheet 9

	21

3 hours
	2.6 Approaches used by organisations to ensure that individuals develop the skills they need to contribute effectively to the organisation and its changing needs

(Skills: CSD, EC1, EC2, EC3, EC4)
	Activities:
Tutor to lead class discussion: As individuals, what would the class find most motivating and thus a driver of engagement?
In groups or pairs, learners choose a local business and decide what their KPI’s should be. Share your ideas with the class. 

Resources:
PowerPoint 6: Skills development

Additional resources:
CPD explained: https://cpduk.co.uk/explained
KPI basics: https://kpi.org/KPI-Basics


	Class discussion 
Group exercise

	22

6 hours
	2.6 Approaches used by organisations to ensure that individuals develop the skills they need to contribute effectively to the organisation and its changing needs

(Skills: CSD, EC1, EC2, EC3, EC4)
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.


	

	23

3 hours
	2.7 Team working and methods of working as part of a team

(Skills: CSC, CSD, EC5, EC6, DC3, DC6)
	Activities:
· Class discussion: Learners’ understanding of collaborative working and share examples, both positive and negative, from their own experiences.
Present PowerPoint 7: Team working.
Learners to create a grid explaining the strengths and weaknesses of each of Belbin’s nine team roles.

Resources:
PowerPoint 7: Team working

Additional resources:
KnowHow - Collaborative working: https://www.ncvo.org.uk/help-and-guidance/running-a-charity/collaboration/
Belbin - Nine Belbin team roles: https://www.belbin.com/about/belbin-team-roles


	Class discussion 


	24

3 hours
	2.7 Team working and methods of working as part of a team

(Skills: CSC, CSD, EC5, EC6, DC3, DC6)
	Activities:
· As a class compile a list of potential sources of conflict that can arise when working in a team.
· Present PowerPoint 7: Team working.
· Working individually, draw a mind map of the different methods of conflict resolution. Extend the mind map by adding an example of when each one could be used. Feed back your findings to the group.

Resources:
PowerPoint 7: Team working

Additional resources:
Quality Gurus – Conflict resolution: https://www.qualitygurus.com/conflict-resolution-thomas-kilmann-model/
Harappa Education – The Thomas-Kilmann Model for dealing with conflicts: https://harappa.education/harappa-diaries/thomas-kilmann-model-for-dealing-with-conflicts/
	Class discussion
Individual written exercise

	25

3 hours
	2.7 Team working and methods of working as part of a team

(Skills: CSC, CSD, EC5, EC6, DC3, DC6)
	Activities:
Learners to complete Worksheet 10: Collaborative working.

Resources: 
Worksheet 10: Collaborative working
	Team activity
Worksheet 10 
Feedback on Worksheet 10

	26

6 hours
	2.7 Team working and methods of working as part of a team

(Skills: CSC, CSD, EC5, EC6, DC3, DC6)


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

	27–28

8 hours
	Revision sessions

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

Resources: 
MCQs 
PowerPoints 1–7 (as required).
Worksheets 1-10 (as required).
	MCQs
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What do learners need to learn?
The difference between regulations and legislation.

What duty of care means to employers and employees.
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