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[bookmark: _Hlk83890124]This sample scheme of work covers both classroom- and workshop-based learning for Policies and procedures in management and administration. It is based on 3 hours per session for 10 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]5.1 How organisations develop policies and procedures and why.
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. 


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

Number of sessions: 10	     Delivery hours: 30	                             Venue:	                               Group: 

	Criteria
5.1 How organisations develop policies and procedures and why 
5.2 Establishing and monitoring key performance indicators (KPIs)



	Session
	Criteria

	Activities and resources
	Skills check

	1

3 hours
	5.1 How organisations develop policies and procedures and why 

Introduction to unit and expected outcomes
The difference between an organisation’s policy (eg code of conduct, health and safety, diversity, and inclusion) and procedures (eg complaints, onboarding, workplace safety). How to check legislation and regulations are current
The features and characteristics of policies and procedures

(Skills: EC1, EC2)
	Activities:
Facilitate class discussion.
Deliver PowerPoint 1: Types of policies and procedures.
Complete Worksheet 1: Types of policies and procedures.
As a class, come up with a list of the different types of policies and procedures that you have already seen and those that may be specific to certain industries. Describe and explain why they are used.
As a class, watch the video on the 8 simple steps to developing policies and procedures and discuss its content (https://www.youtube.com/watch?v=KLQ2Dj18ZTk).

Resources:
PowerPoint 1: Types of policies and procedures
Worksheet 1: Types of policies and procedures
Online video: https://www.youtube.com/watch?v=KLQ2Dj18ZTk
 
	Oral questioning
Worksheet 1
Feedback on Worksheet 1
Participation in class discussion on video
 


	2

3 hours
	5.1 How organisations develop policies and procedures and why 

The purpose of having policies and procedures for an organisation, to include: 
· supporting consistent workflows. 
· maintain equality
· formalisation of processes
· compliance with legal and regulatory obligations 
(Skills: EC1, EC2)
	Activities:
Facilitate class discussion.
Deliver PowerPoint 2: The purpose of policies and procedures.
Complete Worksheet 2: The purpose of policies and procedures.
Group task: As a class, split into small groups and each group research a different policy or procedure that an organisation may have. Each group should research the general content of the policy/procedure, the responsibilities within any other relevant details. A representative from each group should then present their findings to the class.

Resources: 
PowerPoint 2: The purpose of policies and procedures
Worksheet 2: The purpose of policies and procedures

	Oral questioning
Worksheet 2
Feedback on Worksheet 2
Participation in group task 


	3

3 hours
	5.1 How organisations develop policies and procedures and why 

The different types of policies and procedures developed by different organisation types (profit, not-for-profit, social enterprise, philanthropy) and the reason for these
The process organisations use to develop policies and procedures and the role of meetings, consultations with staff, consultations with unions (if applicable) and board feedback
How new policies or procedures are approved

(Skills: EC1, EC2)
	Activities:
Facilitate class discussion.
Deliver PowerPoint 3: Developing policies and procedures.
Complete Worksheet 3: Developing policies and procedures.
As a class, you have been asked to take part in a consultation for a new policy being introduced to an organisation. The new policy will stop the use of all personal devices for any reason during working hours. As a class. consider the impact this policy could have on staff and present your feedback, including any concerns, to your tutor. Tutor to facilitate the group discussion. 

Resources:
PowerPoint 3: Developing policies and procedures
Worksheet 3: Developing policies and procedures

	Oral questioning
Worksheet 3
Feedback on Worksheet 3
Participation in group consultation discussion 


	4

3 hours
	5.1 How organisations develop policies and procedures and why 

The different policies and procedures that are required by law such as health and safety, and how these differ to non-mandatory policies and procedures that exist, such as guidelines
The potential impact policies and procedures have on staff and the organisation and how the impacts are assessed 

(Skills: EC1, EC2)

	Activities:
Facilitate class discussion.
Deliver PowerPoint 4: Impacts of policies and procedures.
Complete Worksheet 4: Impacts of policies and procedures.
As a class, come up with a list of the different types of information/content that would appear on the three policies required by law. The class can be split into three groups. One group can cover each policy. Alternatively, the class can act as one large group. 

Resources:
PowerPoint 4: Impacts of policies and procedures
Worksheet 4: Impacts of policies and procedures

	Oral questioning
Worksheet 4
Feedback on Worksheet 4
Participation in class discussion 


	5

3 hours
	5.2 Establishing and monitoring key performance indicators (KPIs)

The reasons organisations use KPIs, eg strategic, financial, operational goals compared to those of other businesses within the same sector

(Skills: CSB, CSE, EC3, EC4, MC2, DC2, DC4)
	 Activities:
Facilitate class discussion.
Deliver PowerPoint 5: Reasons for using key performance indicators (KPIs).
Complete Worksheet 5: Reasons for using key performance indicators (KPIs).
As a class, come up with a list of competitor KPIs that would be important for an organisation to be aware off and methods that could be taken to gain insight information to the competitors. Describe and explain why they are used.
As a class, watch the video on What is a KPI? and discuss its content (https://www.youtube.com/watch?v=HJNHT_1aUao). 

Resources
PowerPoint 5: Reasons for using key performance indicators (KPIs)
Worksheet 5: Reasons for using key performance indicators (KPIs)
Online video: https://www.youtube.com/watch?v=HJNHT_1aUao

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


	6

3 hours
	5.2 Establishing and monitoring key performance indicators (KPIs)

The different methods for measuring
KPIs and how they are set by organisations

(Skills: CSB, CSE, EC3, EC4, MC2, DC2, DC4)
	Activities:
Facilitate class discussion.
Deliver PowerPoint 6: Measuring key performance indicators (KPIs).
Complete Worksheet 6: Measuring key performance indicators (KPIs).
As a class, come up with a list of suitable KPIs for an example organisation setting a target and a suitable variance rate for each KPI. Participate in a class discussion on the KPIs you have thought of. 
As a class, watch the video on How to develop key performance indicators and discuss its content (https://www.youtube.com/watch?v=2tuWjtc2Ifk).

Resources
PowerPoint 6: Measuring key performance indicators (KPIs)
Worksheet 6: Measuring key performance indicators (KPIs)
Online video: https://www.youtube.com/watch?v=2tuWjtc2Ifk

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


	7

3 hours
	5.2 Establishing and monitoring key performance indicators (KPIs)

How and why organisations develop, track, measure and report on KPIs, including the tools that can be used to assist with compiling KPI data, including data visualisation and conditional reporting
(Skills: CSB, CSE, EC3, EC4, MC2, DC2, DC4)
	 Activities
Facilitate class discussion.
Deliver PowerPoint 7: Reporting on key performance indicators (KPIs).
Complete Worksheet 7: Reporting on key performance indicators (KPIs). As a class, research different examples of data visualisation and present the data visualisation methods to the class in the form of a group discussion. Describe the methods and explain why they are used for each data type. 
Tutor should research KPI dashboard online and showcase examples of KPI dashboards to the class. 
Resources:
PowerPoint 7: Reporting on key performance indicators (KPIs)
Worksheet 7: Reporting on key performance indicators (KPIs)

	Oral questioning
Worksheet 7
Feedback on Worksheet 7
Participation in class discussion 


	8

3 hours
	5.2 Establishing and monitoring key performance indicators (KPIs) 

How KPIs are cascaded to staff/departments and the way they influence performance targets
How organisations use performance monitoring processes to measure the achievement of KPIs
(Skills: CSB, CSE, EC3, EC4, MC2, DC2, DC4)
	 Activities:
Facilitate class discussion.
Deliver PowerPoint 8: Measuring the achievement of key performance indicators (KPIs).
Complete Worksheet 8: Measuring the achievement of key performance indicators (KPIs).
Individually, think of three different organisational KPIs and explain how these could be cascaded down to staff operational level. Set SMART KPIs for the staff, based on the organisational KPI. You can use an example organisation from any sector. Each person should present their findings to the rest of the class in the form of a discussion. You have 45 minutes to complete this task. 
Resources:
PowerPoint 8: Measuring the achievement of key performance indicators (KPIs)
Worksheet 8: Measuring the achievement of key performance indicators (KPIs)

	Oral questioning
Worksheet 8
Feedback on Worksheet 8
Participation in class discussion 


	9

3 hours
	Revision session
	Activities:
Tutor to facilitate a class discussion on the topics covered.
Recap prior PowerPoints/Worksheets for revision as required.
Distribute the MCQs. Run test to recap learning and coverage.  

Resources:
MCQs
PowerPoints 1-8 (as required)
Worksheets 1-8 (as required)
	Participation in class discussion 
Review of materials 


	10

3 hours
	Mock exam 
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EC1
The difference between an organisation’s policy (e.g., code of conduct, health EC2

and safety, diversity, and inclusion) and procedures (e.g., complaints, on-
boarding, workplace safety).
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