Developing Individuals and Teams                   2007 E.C

     Introduction to Human Resource Management
Human resource management (HRM or simply HR) is the management of an organization's workforce, or human resources. It is responsible for the attraction, selection, training, assessment, and rewarding of employees, while also overseeing organizational leadership and culture, and ensuring compliance with employment and labor laws. In circumstances where employees desire and are legally authorized to hold a collective bargaining agreement, HR will also serve as the company's primary liaison with the employees' representatives (usually a labor union).

HR is a product of the human relations movement of the early 20th century, when researchers began documenting ways of creating business value through the strategic management of the workforce. The function was initially dominated by transactional work such as payroll and benefits administration, but due to globalization, company consolidation, technological advancement, and further research, HR now focuses on strategic initiatives like mergers and acquisitions, talent management, succession planning, industrial and labor relations, and diversity and inclusion.
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HRM encompasses the management of people in organizations from a macro perspective i.e. managing people in the form of a collective relationship between management and employees. This approach focuses on the objectives and outcomes of the HRM function. What this means is that the HR function in contemporary organizations is concerned with the notions of people enabling, people development and a focus on making the “employment relationship” fulfilling for both the management and employees.
Understanding management Tools in Performance Management 
Performance management is the process of creating a work environment or setting in which people are enabled to perform to the best of their abilities. It is the main vehicle by which managers communicate what is required from employees and give feedback on how well they are achieving job goals (CIPD, 2009). It brings together many of the elements that make up the practice of people management, including in particular learning and development. Performance management establishes shared understanding of what is to be achieved and provides an approach to leading and developing people that will ensure it is achieved; as such it is an essential element of your role and will support your relationship with individuals in your team.
Managing your own performance

To manage the performance of others, first you need to:

• Be aware and understand your impact on others

• Be clear about your priorities

• Manage your time

• Understand and manage your own levels of stress/workplace stressors

Tools and Resources

The Development & Training team offer a number of session that support

effective performance management

The following “Management Essentials” training courses are relevant:

• Recruitment & Selection

• Professional Development Review Training (PDR)

• Performance Management

• Sickness Absence Management

• Handling Disciplinary and Grievance Cases
In other words performance management should be:

· Strategic – it is about broad issues and long-term goals.

· Integrated – it should link various aspects of the business, people management, individuals and teams.

Performance management should incorporate:

· Performance improvement - throughout the organization, in respect of individual, team and organizational effectiveness

· Development - unless there is continuous development of individuals and teams, performance will not improve

· Managing behaviour - ensuring that individuals are encouraged to behave in a way that allows and fosters better working relationships.
Conducting Training Needs Analysis and Competence Requirements
Training Analysis (sometimes called Training Needs Analysis (TNA)) is the formal process of identifying the training gap and its related training need.

The task of training can be broken down into a number of discrete components, each addressing a different part of the overall learning process. This breakdown is as follows:-

· Psycho-motor Skills

· Procedural Skills

· Knowledge Transfer

· Communication Skills

· Colossal Thinking

· Attitude Learning

· Performance Training

· Physiological Stresses.

The role of training analysis is to build a formal bridge between the available design data and the training media and training objectives, in order to facilitate the transfer of training elements into the operational environment.
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Training Needs Analysis (TNA) is defined as the “Identification of training requirements and the most cost effective means of meeting those requirements”.

A TNA should always be performed where a major new development in policy, equipment acquisition or procedures is deemed to have potential impact upon the current training regime.

One - Examine current programs

Examine your organisation's current training programs and learning and development strategy.

Two - Identify purpose

Identify the intent and purpose of 'training' within the organisation. Answers typically include:

· To help develop the capability and knowledge our people require to be more effective in their roles

· To reward and engage staff

· To assist us in becoming more innovative through access to the latest knowledge and methods

· To help us become an ‘employer of choice

· To develop greater leadership capability

· educate staff about our values and our preferred way of doing business

Three - Understand priorities

Understand your organisation's strategy, operating environment, culture and the competitive marketplace in order to determine training priorities.

Four - Develop data collection method

Consult with key stakeholders to design methods for collecting relevant data and information from staff. Potential methods include:

· One to one interviews

· Focus groups

· Online or written questionnaires

· Observations in the ‘field’

Five - Gather and review data

Gather, analyse and review relevant data and information.

Six - Recommend strategy

Submit and discuss recommendations for training. Recommendations can be for a complete learning and development strategy or for short-term training needs.

Developing Training Programs to Address Training Needs of Employees

Training is directly related to the skills, knowledge, and strategies necessary to do a particular job. It can include teaching staff members new skills, exposing them to unfamiliar ideas, giving them the chance to practice and get feedback on particular techniques or styles of working with people, or simply encouraging them to discuss their work with one another. And it can, and should, be ongoing throughout a staff member's employment.

A comprehensive training program might include the following:

· Training for new staff who've never done this particular work before.

· Training for new staff who may be experienced in the work of the position, but not in the particular method or style which your organization uses.

· Staff development: ongoing training for all staff.

· Professional development. While this term is often used interchangeably with staff development, we've chosen to define it as leading either to specific new knowledge, or to the next level of expertise. Professional development might encompass several possibilities:

· College or graduate courses. 

· Attendance at conferences. 

· Study circles: groups of professionals who meet regularly to discuss readings and/or members' writing and research on topics of mutual interest. A study circle may have a facilitator to help guide reading and discussions, or members may take turns acting as facilitator. 

· Field-generated courses or workshops: courses or workshops that grow out of the needs of practitioners, who find people to teach them. 

· Institutes: Courses run by non-academic institutions, often involving observation and hands-on practice instead of or in addition to lectures, discussion, and reading.

Finally, a training program should apply to everyone in the organization, from administrators to line staff to support staff. All need, and should have the chance, to become continually better at what they do, improving both their own and the organization’s effectiveness.

How do you actually develop and run a training program?

There are four major considerations in developing and running a training program. In the order you need to look at them, they are: 

· Planning 

· Methods 

· Logistics 

· Evaluation

Identify learning and developing specific goals and objectives for programs   

The goals and objectives of the development program should allow the learner to acquire and demonstrate the competencies they and their manager have identified as important or necessary.

Learning Goals and Objectives

Learning Goal 1: Each student will communicate effectively

· Students will create well-written documents on a business topic

· Students will deliver an effective oral presentation on a business topic
Learning Goal 2: Each student will be skilled in critical thinking and decision-making

· Students will analyze business practices and evaluate integrated business solutions

· Students will solve business problems using appropriate quantitative and analytical techniques

Learning Goal 3: Each student will incorporate ethical, social and environmental principles in making business decisions

· Students will evaluate business decisions on the basis of ethical, social and environmental considerations

· Students will evaluate business decisions based on ethical frameworks

Learning Goal 4: Each student will have a breadth of understanding of key business functional area concepts and apply theories appropriately

· Students will understand the need to identify and assess strategies to create value

· Students will understand how to evaluate and communicate the financial status of an organization to internal and external decision makers

· Students will understand how to make effective financial decisions, namely how to manage and use funds to achieve organizational objectives

· Students will understand how to use information systems to support business decisions

· Students will understand how customer relationships benefit the organization and its stakeholders

· Students will understand how to manage processes effectively to produce and distribute products and services.

· Students will understand how to manage an  organization’s human capital effectively

· Students will understand the legal environment of  business

· Students will understand the international environment of business

Learning Goal 5: Each student will understand group dynamics and  be able to lead others to achieve  organizational goals

· Students will demonstrate appropriate group skills to support team performance

· Students will demonstrate effective leadership skills that foster the achievement of organizational goals

Identify Learning delivery methods, equipment and resource 
Training is a set of a systematic processes designed to meet learning objectives related to trainees' current or future jobs. These processes can be grouped into the following phases; needs analysis, design, development, implementation, and evaluation. The phases are sequential, with the outputs of the previous phases providing the inputs to those that follow. Figure 1 depicts the phases and their relationships. Training delivery methods consist of the techniques and materials used by trainers to structure learning experiences. Different training delivery methods are better or worse at achieving various learning objectives. During the design phase (see Figure 1) the different methods are examined to determine their appropriateness for the learning objectives. Once appropriate methods have been identified, they are applied to the training plan in the development phase. 

 There are three categories of learning objectives: knowledge, skills, and attitudes (KSAs). Knowledge objectives are of three types: declarative, procedural, and strategic. Declarative knowledge is the person's store of factual information. Procedural knowledge is the person's understanding about how and when to apply the facts. Strategic knowledge is used for planning, monitoring, and revising goal-directed activity. Skill reflects one's proficiency at specific tasks such as operating a piece of equipment, giving a presentation, or making a business decision. Attitudes are beliefs and/or opinions about objects and events and the positive or negative affect (feelings) associated with them. Attitudes affect motivation levels, which in turn influence a person's behavior. Most training programs have learning objectives for knowledge, skill, and attitudes; these programs need to combine several methods into an integrated whole because no single method can do everything well. 

 The various training delivery methods can be divided into cognitive and behavioral approaches. Cognitive methods provide information orally or in written form, demonstrate relationships among concepts, or provide the rules for how to do something. They stimulate learning through their impact on cognitive processes and are associated most closely with changes in knowledge and attitudes. The lecture, discussion, e-learning and, to some extent, case studies are cognitive methods. Though these types of methods can influence skill development, it is not their strength. 

 Conversely, behavioral methods allow the trainee to practice behavior in a real or simulated fashion. They stimulate learning through experience and are best at skill development and attitude change. Equipment simulators, business games, role plays, the in-basket technique, behavior modeling and, to some
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LECTURE METHOD 
 The lecture is best used for creating a general understanding of a topic. Several variations in the lecture format allow it to be more or less formal and/or interactive. In the pure lecture, communication is one way—from trainer to trainees. It is an extensive oral presentation of material. A good lecture begins with an introduction that lays out the purpose, the order in which topics will be covered, and ground rules about interruptions (e.g., questions and clarification). This is followed by the main body of the lecture in which information is given. The topic areas should be logically sequenced so that the content of preceding topics prepares trainees for the following topics. The lecture should conclude with a summary of the main learning points and/or conclusions. 
 DISCUSSION METHOD 
 The discussion method uses two-way communication between the lecturer and the trainees to increase learning opportunities. This method uses a short lecture (20 minutes or less) to provide trainees with basic information. This is followed by a discussion among the trainees and between the trainees and the trainer that supports, reinforces, and expands upon the information presented in the short lecture. Verbal and nonverbal feedback from trainees allows the trainer to determine if the desired learning has occurred. If not, the trainer may need to spend more time on this area and/or present the information again, but in a different manner. 

 E-LEARNING 
 Many companies have implemented e-learning, which encompasses several different types of technology assisted training, such as distance learning, computer-based training (CBT), or web-based training (WBT). Distance learning occurs when trainers and trainees are in remote locations; typically, technology is used to broadcast a trainer's lecture to many trainees in many separate locations. Distance learning provides many of the same advantages and disadvantages as the lecture method. Distance learning can be much less expensive than paying for trainees in multiple locations to travel for a lecture, but it may reduce motivation to learn because of the remoteness of the trainer. 

 Computer-based training and web-based training are virtually similar. With this type of training, content is delivered through the computer, using any combination of text, video, audio, chat rooms, or interactive assessment. It can be as basic as reading text on a screen or as advanced as answering quiz questions based on a computerized video that the trainee has viewed. The difference between CBT and WBT is that, with CBT, the training program is stored on a hard-drive, a CD-ROM, or diskette. This means that it is not easy to update and may be more difficult for employees to access. Conversely, WBT is housed online through either a company's intranet or through the World Wide Web. This increases accessibility of training; employees may even be able to train from their home computers. Additionally, updates to content are quick and relatively easy. For example, if an error in the training content is found, one update on the training program housed on a server updates the content for every trainee who accesses it after that point. For a change to made to CBT, new CD-ROMs or diskettes would have to be produced. 

 E-learning is an alternative to classroom-based training, and it can provide a number of advantages. E-learning can: 

· reduce trainee learning time, by allowing trainees to progress at their own pace 

· reduce the cost of training, particularly by reducing costs associated with travel to a training location 

· provide instructional consistency, by offering the same training content to employees worldwide 

· allow trainees to learn at their own pace thereby reducing any boredom or anxiety that may occur 

· provide a safe method for learning hazardous tasks with computer simulations 

· increase access to training to learners in locations around the world

E-learning is effective at developing declarative and, in particular, procedural knowledge. It can be useful in developing some types of skills and for modifying attitudes. E-learning develops declarative knowledge through repeated presentation of facts, using a variety of formats and presentation styles. It can do an excellent job of describing when and how to apply knowledge to various situations. Procedural knowledge is developed by allowing trainees to practice applying the knowledge to various situations simulated by the software. This training delivery method is valuable because it can automatically document trainee's responses, interpret them, and provide appropriate practice modules to improve areas of weakness. 

 Using e-learning, skill development is limited by the software's ability to mimic the trainee's job environment and context. For some situations, such as training employees in the use of word processing, spread sheet, and other computer-based software, e-learning is an appropriate choice for teaching skills. Here, the tasks and situations trainees will face on the job are easily simulated by the training software. On the other hand, it is very difficult to develop CBT software that realistically simulates interaction between two or more people or a person and an object in a dynamic environment. Other methods must be utilized for these situations. 

 E-learning can be effective at developing or modifying attitudes. The factual relationships among objects and events, and the consequences of particular courses of action, can be portrayed in many ways with e-learning technology. How objects, events and their relationships are perceived can be altered by the visual and textual presented in a CBT. However, since the objects and events are simulated, rather than real, the emotional or affective side of attitudes may not be activated. In addition, there is no opportunity during e-learning to discuss attitudes with others in a setting where a trainer can monitor, direct, and reinforce the discussion to support the desired attitude(s). This may be one reason many adult learners indicate a preference for e-learning to be combined with some form of instructor-based training. Trainees often prefer blended training, which is when both computer and face-to-face training are combined, and it is used by many organizations.

SIMULATIONS 
 Simulations are designed to mimic the processes, events, and circumstances of the trainee's job. Equipment simulators, business games, in-basket exercises, case studies, role playing, and behavior modeling, are types of simulations. 

 EQUIPMENT SIMULATORS. 
 Equipment simulators are mechanical devices that incorporate the same procedures, movements and/or decision processes that trainees must use with equipment back on the job. Among those trained with this method are airline pilots, air traffic controllers, military personnel, drivers, maintenance workers, telephone operators, navigators, and engineers. To be effective the simulator and how it is used must replicate, as closely as possible, the physical and psychological (time pressures, conflicting demands, etc.) aspects of the job site. To facilitate this, the equipment operators and their supervisors should be involved in the simulation design and pre-testing. This reduces potential resistance to the training and, more importantly, increases the degree of fidelity between the simulation and the work setting. 

 BUSINESS GAMES. 
 Business games attempt to reflect the way an industry, company, or functional area operates. They also reflect a set of relationships, rules, and principles derived from appropriate theory (e.g., economics, organizational behavior, etc.). Many business games represent the total organization, but some focus on the functional responsibilities of particular positions within an organization (e.g., marketing director, human resource manager). These are called  functional simulations.  Games that simulate entire companies or industries provide a far better understanding of the big picture. They allow trainees to see how their decisions and actions influence not only their immediate target but also areas that are related to that target. 

 IN-BASKET TECHNIQUE. 
 The in-basket technique simulates the type of decisions that would typically be handled in a particular position such as a sales manager or operations manager. It affords an opportunity to assess and/or develop decision-making skills and attitudes. To begin the exercise, trainees are given a description of their role (a current or future job) and general information about the situation. Trainees are then given a packet of materials (such as requests, complaints, memos, messages, and reports) which make up the in-basket. CASE STUDY. 
 Case studies are most often used to simulate strategic decision-making situations, rather than the day-to-day decisions that occur in the in-basket. The trainee is first presented with a history of the situation in which a real or imaginary organization finds itself. The key elements and problems, as perceived by the organization's key decision makers, may also be provided. 
ROLE PLAY.

· The role play is a simulation of a single event or situation. Trainees who are actors in the role play are provided with a general description of the situation, a description of their roles (e.g., their objectives, emotions, and concerns) and the problem they face. 
· Role plays differ in the amount of structure they provide to the actors. 

· In a multiple role play, all trainees are formed into groups. Each group acts out the scenario simultaneously. 

· The role-rotation method begins as either a single or multiple role play. 
BEHAVIOR MODELING. 

 Behavior modeling is used primarily for skill building and almost always in combination with some other technique. Interpersonal skills, sales techniques, interviewee and interviewer behavior, and safety procedures are among the many types of skills that have been successfully learned using this method. While live models can be used, it is more typical to video tape the desired behavior for use in training. The steps in behavior modeling can be summarized as follows: 

· Define the key skill deficiencies 

· Provide a brief overview of relevant theory 

· Specify key learning points and critical behaviors to watch for 

· Have an expert model the appropriate behaviors 

· Have trainees practice the appropriate behaviors in a structured role play 

· Have the trainer and other trainees provide reinforcement for appropriate imitation of the model's behavior 
Simulations do a good job of developing skills because they: 

· simulate the important conditions and situations that occur on the job 

· allow the trainee to practice the skill 

· provide feedback about the appropriateness of their actions
 ON-THE-JOB TRAINING

The most common method of training, on-the-job training (OJT) uses more experienced and skilled employees to train less skilled and experienced employees. OJT takes many forms and can be supplemented with classroom training. Included within OJT are the job-instruction technique, apprenticeships, coaching, and mentoring. 
JOB-INSTRUCTION TECHNIQUE (JIT). 

 The JIT was developed during World War II and is still one of the best techniques for implementation of OJT nearly forty years later. It focuses on skill development, although there are usually some factual and procedural-knowledge objectives as well. There are four steps in the JIT process: prepare, present, try out and follow up. 

 Immediately prior to the training, the trainee should be provided with an orientation to the OJT/JIT learning process. The orientation should help trainees understand their role and the role of the trainer. The importance of listening effectively and feeling comfortable asking questions should be emphasized. The trainee should become familiar with the steps in the JIT process so he or she knows what to expect and when it will occur. 

 APPRENTICESHIP TRAINING.

Apprenticeship training dates back to the Middle Ages, when skilled craftsmen passed on their knowledge to others as a way of preserving the guilds. Today, apprenticeship programs are partnerships between labor unions, employers, schools, and the government. They are most often found in the skilled trades and professional unions such as boiler engineers, electrical workers, pipe fitters, and carpenters. COACHING. 

 Coaching is a process of providing one-on-one guidance and instruction to improve the work performance of the person being coached in a specific area. It differs from other OJT methods in that the trainee already has been working at the job for some time. 

 The coaching process, viewed from the coach's perspective, generally follows the outline below. Note the similarities between JIT and this process. 

· Understand the trainee's job, the KSAs and resources required to meet performance expectations, and the trainee's current level of performance. 

· Meet with the trainee and mutually agree on the performance objectives to be achieved. 

· Mutually arrive at a plan/schedule for achieving the performance objectives. 

· At the work site, show the trainee how to achieve the objectives, observe the trainee's performance, then provide feedback. 

· Repeat step 4 until performance improves.

Learning resources

The purpose of learning and teaching resources is to provide a source of learning experiences for students. They should be able to facilitate interaction among students and teachers during the learning/ teaching process, as well as to help students to learn, broaden students’ learning experiences and meet different learning needs. If used effectively, learning and teaching resources can help students to construct knowledge for themselves and develop effective learning strategies, generic skills, values and attitudes, thus laying a solid foundation for life-long learning.

Learning resources are texts, videos, software, and other materials that teachers use to assist students to meet the expectations for learning defined by provincial or local curricula. Before a learning resource is used in a classroom, it must be evaluated and approved at either the provincial or local level. Evaluation criteria may include curriculum fit, social considerations, and age or developmental appropriateness.

Provide workplace learning opportunities and coaching assistance
Workplace learning opportunities are offered by the Learning & Organization Development team, which provides consulting, coaching, workshops, retreats and tools for individuals, groups and organizations.
Workplaces exist not simply in companies and public services, but equally across a wide range of organizational and social contexts, including in the Third sector (non-profit-making NGOs, voluntary work, etc.) and in diverse forms of self-employment, including under irregular and precarious conditions. They offer very different kinds of learning opportunities - some are learning-friendly, others are less so; some provide structured work-related education and training for employees, whereas in others, learning is integrated into the flow of working processes. 

Therefore, the 'learning continuum' between formal, non-formal and informal learning is a key framework for understanding how opportunities for professional and personal development at work are distributed, structured, experienced and used. Through exchange of information, workshop discussions and joint studies, the network is building up a shared body of knowledge that is driven forward by comparing and contrasting how workplace learning is provided, practiced and understood in Asian and European countries.
Identified and approved resources and timelines  
The timeline will be based on the approval process required for the change or creation of the new program. For example, the development of a new graduate studies program is expected to take almost two years. Details of this process, including the timeline and resource personnel, are available on the college or organization. A similar timeline is required for undergraduate programs. If the change is on a smaller scale, such as modifying a core course, the timeline might be shorter. We recommend contacting your associate chair to verify the approval process required by your department or school and faculty.
Monitor and evaluate workplace learning
Monitoring is the routine checking of information on progress, so as to confirm that progress is occurring against the defined direction. It commonly involves monthly to quarterly reporting, on outputs, activities and use of resources (e.g. people, time, money, and materials). It should be used to ensure that what has been planned is going forward as intended and within the resources allocated. 

Evaluation is used to ensure that the direction chosen is correct, and that the right mix of strategies and resources were used to get there. It can typically be formative (helping to develop learning and understanding within stakeholders) or summative (i.e indicating the degree of achievement). It typically focuses on outcomes and their relationship with outputs.

‘Program monitoring is the systematic documentation of aspects of program performance that are indicative of whether the program is functioning as intended or according to some appropriate standard. Monitoring generally involves program performance related to program process, program outcomes or both’.2
‘Evaluation is a process of looking closely at a program and determining its merit, worth and value’.3 Evaluation also ‘enables decision makers to make judgments about the program, improve program effectiveness, and/or inform decisions about future programming’.
Monitoring and evaluating the Training Program are essential for a number of reasons, including: 

• providing accountability to NSW Health and the Minister 

• tracking Program implementation 

• improving Program implementation 

• showing whether the Program is meeting its objectives 

• documenting good practice to provide a model for workforce development more broadly

Monitoring and Evaluation is important because:

· it provides the only consolidated source of information showcasing project progress;

· it allows educators to learn from each other’s experiences, building on expertise and knowledge; 

· it often generates (written) reports that contribute to transparency and accountability, and allows for lessons to be shared more easily;

· it reveals mistakes and offers paths for learning and improvements;

· it provides a basis for questioning and testing assumptions;

· it provides a means for educators seeking to learn from each other’s experiences and to incorporate them into policy and practice; 

· it provides a way to assess the crucial link between implementers and beneficiaries on the ground and decision-makers;

· it provides a more robust basis for raising funds and influencing policy.
3.1 Assessing Individual and Teams Performance and Outcomes 
The way that individuals and teams are managed and led will impact both positively and negatively on the performance of an organization. Effective management can be viewed as the achievement of an organization’s objectives through the performance of its people; therefore if managers are seeking to achieve results through people, it is vital that they think carefully about the way they manage them. Managing individual and team performance within the wider complexities of a management role requires an holistic approach in setting performance measures that will highlight the crucial links between individual and team performance and the development of an organizational culture that aspires to learn and achieve peak performance.

 Measuring performance and the capability of people to deliver successful results can in themselves distinguish a successful organization from others and has established performance management as one of the core elements in effective human resource management. The important rise of HRM as a strategic function has further contributed to the emergence of performance management, directly linking individual and team performance with a series of management measurements and procedures that develop a shared understanding of the aims of the organization and what is necessary for individuals and teams to perform. This has provided another important link between performance management and performance appraisal.

 The first step in developing any improved performance initiative is to determine the needs of the organisation. A team is a group of people working together towards a shared and common goal that combines individual skill, talent and abilities, for which they are all accountable, with a clear direction and is perhaps the most important single step in team performance and defining the essential characteristics of a team; not its bonding, togetherness or empowerment but its inner disciplines, therefore unlearning whatever is getting in the way of moving individuals within the team towards its desired goals. Managers must therefore be prepared to assign time and effort to support this as well as the willingness to take risks and foster talent if they truly want to develop their people. 

Teams, however, are not the solution to every problem. At times, they can also be wasteful and disruptive, yet nevertheless they do out-perform individuals in almost every situation. However, in straight efficiency and cost terms, if a single person has enough information to complete a task, he or she can run rings around a team assigned to the same task if facing misunderstandings, conflicting cultures and personality clashes
· Team performance management is the concept of adjusting the composition, context or direction of a team or work group in order to increase the effectiveness of the team or group as measured by:

· Organizational benchmarks for teams

· Comparison with expected progress or outcomes of the team's work

Negotiation efficiency and effectiveness of Modifications to learning plans  
Your Negotiated Learning Plan (NLP) is a valuable record of what you have already done and what you need to do to continue your studies towards an Integrated Professional Development (IPD) award. The NLP is driven by you as part of the negotiation process. It is reviewed every year by the Director of Work-Based Learning and Shell Awards (the Director) but you may re-negotiate your plan at any time, especially if your employment or voluntary service changes direction
3.1 Maintain records and reports    
This document outlines the primary steps to follow to establish and maintain a records management program for your office.
· Step 1. Determine who will be responsible and what resources will be needed. Establish a project team with representatives from all sub units and job series (not just support and clerical staff) to oversee the project.

· Step 2. Identify records needed to document the activities and functions of your office.

Conduct an inventory of the materials in your office. Don't forget to include empty offices, closets, and other areas where things may have been "stashed."

Document, at a minimum, where materials are located, how much there is, and the format (e.g., paper, electronic, maps, etc.). (When you have a "snapshot" of the scope of materials in your office, you may need to go back to Step 1 and review the resources available to complete the project.)

· Step 3. Establish your procedures (recordkeeping requirements).

· Step 4. Match your records to the records schedules.

· Step 5. Prepare a "file plan."

· Step 6. Document your recordkeeping requirements and procedures.

· Step 7. Clean out records which are beyond the approved retention periods.

· Step 8. Organize your records.

· Step 9. Maintain your records on an on-going basis.

· Step 10. Train, train, train.
Congratulations! Now you have a file plan. You've cleaned out all the unnecessary materials and organized the necessary materials. Your job isn't over yet! You need to be sure all staff members (and contractors) know about their recordkeeping responsibilities. Records liaisons need to brief senior management on the importance of your records management program and train office staff on how it works.

        Examples of records:

· phone calls 

· emails 

· memos

· marketing/sales

· ordering consumables/stock

Open communication processes to obtain and share information  
The communication process is the method of transmitting information from the sender to receiver and being able to get a feedback. Between the first stage of the information being sent from the source there is the message, channels, sometimes noise and we will know the communication was effective when the receiver responds to the message.

Communication requires a sender, a message, and a recipient, although the receiver doesn't have to be present or aware of the sender's intent to communicate at the time of communication; thus communication can occur across vast distances in time and space. Communication requires that the communicating parties share an area of communicative commonality. The communication process is complete once the receiver has understood the message of the sender.

Decide on team agreement  
One of the most valuable documents teams can create is a Team Agreement. Team Agreements for software development can range from very detailed specifications of coding standards and practices to a general statement of moral and ethical conduct, or anywhere in between. Team agreements help set the context for team member expectations and provide a framework for the team to operate within. Here are some guidelines for creating effective team agreements.

1. Have a process It is helpful to have a process for creating a team agreement. Decide who will be part of drafting the agreement and what the feedback process will be for approval. Identify the tasks needing to be done and engage as many team members as possible.

2. Decide what is most important Depending on the maturity and challenges your team is facing, you may want to focus different things. Some team agreements are more concerned with technical practices while other state principles the team will adhere to. Every team has things they do well and things they do not-so-well. Start with what is most important for your team to keep top of mind.
3. Draft a charter Draw up a document that states affirmatively the things that are most important to your team. Typically, this will include ten to thirty items. The document can start, “We agree…” followed by the list of agreed upon items. Rather than making this a list of rules to follow, try to make each item empower team members to do their best in situations. At the bottom of the document should be a space for each team member’s signature. Use poster board or butcher paper so the whole document can be on one sheet.
4. Involve everyone The more everyone feels they have a say in the creation of the team agreement the more likely they will abide by it. Go over each item and get everyone to discuss and vote on whether to include it or not. This is a team building process which is just as important as the document itself.
5. Ask for feedback Any impediments to agreement are opportunities for alignment. Ask the team for feedback; how will following this agreement improve their jobs. Meet resistance with curiosity to discover what the real challenges are. Get people to recognize the value to them of each item or have them help change it to address their real issues.
6. Get everyone’s agreement Meet with the entire team and decide together if the proposed charter is something each and every team member can sign off on and abide by. There is a lot of power to signing one’s name to a document. This can even become a ceremony of sorts where team members are acknowledged thanked for their contributions.
7. Keep it visible to everyone Finally, once the Team Agreement is created and signed, hang it on the wall in a prominent place to remind everyone of what they stand for. Seeing this document day in and day out can really help to solidify the ideas and make them part of everyone’s daily work life. And most of all live it—make it part of your daily lives.
Team Agreements can be a powerful way for the team to quickly reach alignment and work together more smoothly. It can help form the context of a working environment where everyone is empowered to do their best.
When we examine these characteristics more closely (identified by Katzenbach and Smith) along with the work of other great minds, the reason we struggle with the successful implementation of high performance teams becomes much more apparent.

1.Commitment to the Cause In high performance teams members are involved in both creating a clear and engaging direction and integrating their values and needs with group values and goals. This task significance engenders deep commitment and efficiently focuses the team’s efforts on objectives. Subsequent success feeds intense pride, the WIIFM factor out weighing formal rewards.

2. All for One and One for All The interpersonal and task interconnectedness so essential to the success of an “effective team” is hardwired into the high performance team. The strong sense of solidarity and mutual concern for each other’s well-being creates a highly supportive and trusting environment. This environment promotes personal growth and the risk taking that characterises the extraordinary success of so many high performance teams

3. Strong Identity Connected to the team’s mission by strong interpersonal commitments, the team’s purpose becomes more noble, performance goals more urgent, its identity more pervasive and its approach more powerful. Members vigilantly protect the team by minimizing internal politics.

4. Shared Leadership Leadership, based on situation, need and expertise, is shared or rotated within a high performance team far more than any other type of team.

5. High Fun Factor  High performance teams seem to have a better-developed sense of humour and more fun. Members forge close-knit relationships and maintain high levels of camaraderie.

6. Fast Team Learning High-performance teams leverage the strong network of interpersonal relationships to facilitate team learning, accelerating their ability to learn from each other and collective experiences. This fosters the development of interchangeable skills, which in turn produces greater flexibility leading to higher levels of performance.

7. Frequent Feedback  Top management support ensures the teams survival within the organisation while positive feedback from management and customers fuels the team’s performance, reinforcing the team’s self-belief in future success.

8. Protection from Politics One of the most interesting findings of the recent “Contagious Succes” research is that in high-performing groups, the leader protects the team from the rest of the organisation by shielding them from company interference.

9. Belief in the Impossible The most significant factor in high performance teams is that members, including the leader, believe that as a team they can accomplish the impossible. They respond rapidly, identifying and acting on opportunities. They understand and accept however, the direct consequences of their actions; success or failure will have a substantial impact on the organization. This “potency factor” has been found to be the strongest predictor of the high performance team.

Participate members in team activities and communication processes
"Teamwork is the ability to work together toward a common vision. The ability to direct individual accomplishments toward organizational objectives. It is the fuel that allows common people to attain uncommon results."

1- Focus on the big picture  Explain the long-range plans of the company and reinforce them regularly. People often become so focused on today's problems and routine duties that they lose sight of the big picture. When some members of the team concentrate on putting out fires, others can dedicate more time to reviewing processes to eliminate future problems.

2- Define roles Outline the responsibilities of everyone on the team. This is crucial to the team's success. Understanding each other's duties and deadlines helps people work collaboratively. Encourage the team to define the division of labor themselves. They'll take on more responsibility if they are in control and someone may even offer a previously untapped talent.

3- Set goals Team members need to develop individual and group goals. Urge them to set achievable and measurable short-term goals, as well as long term ones. With team-driven goals and a team-developed code of ethics, the group will begin to self-manage. Peer pressure and individual pride will help curb absenteeism, lateness and poor performance.

4- Share information The rumor mill is a drain on productivity and morale. Earn your team's respect and trust with openess and honesty. During times of change, reveal as much as you can and promise to update them as soon as you can.

5- Establish trust Be trustworthy and dependable. Honor your word. If you're the boss and you promise a day off with pay if the sales team meets their target, follow through on it. If you're a team member and offer to obtain information for a colleague, make it a priority. Treat all members of the team consistently and fairly and don't play favorites. 

6- Listen  Be open to the team's ideas, presented in a formal suggestion program or in a brainstorming session. Thoroughly consider all suggestions and respond to the individual or entire team, whichever is more appropriate. Many companies spend hundreds of thousands of dollars on consultants without first asking employees for their suggestions on productivity improvements, service enhancements or new product lines.

7- Be patient If the team does not seem to gel at first, give people time to get along. Watch carefully from a distance and see if they can resolve their differences together. If not, take action. Fire or reassign someone if necessary, before the success of the team is compromised.

8- Provide encouragement Challenge each team member to participate and contribute. Urge them to take additional training if necessary and to step outside their comfort zones to develop their own unique talents. Change people's responsibilities often. Acknowledge each individual's strengths and offer positive reinforcement. 

9- Praise the team Celebrate achievements together. Reward the team, not an individual. Every group will have a star that excels at everything. Recognize this privately and through the performance review process but to foster teamwork, eliminate any opportunity for professional jealousy. Always speak positively about your team. Showcase their talent and recognize their dedication, efforts and successes publicly.

10- Be enthusiastic  Enthusiasm is contagious. Be positive, upbeat and hopeful. Always expect great things from your team and they'll do their best not to disappoint you. Focus on what's going right even if, at times, everything seems to be going wrong.

11- Have fun Team spirit is energizing and unifying. Take time to laugh together. Join them for lunch occasionally or for a beer after work. Encourage them to organize a paintball game or slow pitch tournament. When team members see each other as individuals, their cooperation and willingness to work harder and more creatively increases.

12- Ease up Reduce the number of rules. "Because we've always done it that way" is not an acceptable reason for anything. Let the team determine how they will work best together. For example, unless you're operating an assembly line, flexible starting times may increase productivity. Even chronic clock-watchers actually work longer hours without complaint. Flexibility with all pre-existing rules is an important key to successful teamwork.

13- Delegate Explain what needs to be done and how to do it, then let go. Better yet, describe the problem or the desired end result and let the team develop the action plan together. Trust the individuals and the team as a whole to complete their assigned tasks correctly and on time. If you've set a project review meeting for next Tuesday, resist the temptation to ask for an update today. Trust the team to meet the deadline.
5.1  Develop individual and joint responsibility for their actions 
An Individual Development Plan (IDP) is: 

· A clear statement of an employee's career goals, 

· A map for attaining goals that specifies immediate and long-range developmental needs, 

· An individually-tailored action plan to develop specific competencies (knowledge and skills) needed to improve performance in present position or to prepare for new responsibilities, 

· A written plan for scheduling and managing an employee's development, 

· A tool for a supervisor to estimate resources needed for employee development training, 

· An agreement between the employee and supervisor based on funds available to meet the employee's and the organization's goals and 

· A tool for an organization to develop its workforce to meet future needs.
	 Individual development planning helps identify the employee’s career development goals and the strategies for achieving them. Typically, the employee will complete an Individual Development Plan on an annual basis. Thisplan is intended to: 

· Encourage the employee to take ownership of his/her career development 

· Provide an administrative mechanism for identifying and tracking development needs and plans 

· Assist in planning for the agency’s training and development requirements. 
How to collaborative efforts which sustained to attain organizational goals?
Collaborative Effort  is a new online community of individuals and/or organizations which is dedicated to anyone with a skill, hobby or idea that they wish to share with others because we can accomplish more together than we can alone
1. Build on common ground established by a sense of place

or community, mutual goals or fears, or a shared vision;

2. Create new opportunities for interaction among diverse groups;

3. Employ meaningful, effective, and enduring collaborative

processes;

4. Focus on the problem in a new and different way by

fostering a more open, flexible, holistic mind-set;

5.  Foster a sense of responsibility, ownership, and

6. commitment;

7. Recognize that partnerships are made up of people, not

institutions;

8. Move forward through proactive and entrepreneurial

behavior;

9.  Mobilize support and resources from numerous sources.


Advantages of Collaboration

· The coming together of diverse stakeholders who may not otherwise meet

· The pooling of both tangible and information-based resources

· The sharing of ideas and information

· The diversification of talents and capabilities of individuals between agencies

· The limiting of overlap in services and the coordination of existing services

· Gaining access to skill sets of a person or group of people that may only be required for a certain project

· Research and analyses that are broader in scope and more expansive in detail than those done by a single organization in isolation

· A unique chance to gain a better understanding of other organizations in the community
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