
Example Learning & Development Programme 

Leadership & Management Programme 
Levels 2 to 4. 

Effective Team Member Skills 
Level 1 parts 1 & 2 

Effective Management & Leadership 
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Communication Skills - Intermediate 

Team Leader & Supervisor Essentials 

Inter Team & Departmental Communications 

Core Team Member Skills – Part 2 

Core Team Member Skills – Part 1 Full Day  

Overview 
By taking part in this programme attendees 
have the opportunity to achieve the ‘Level 4 
Award in Management and Leadership’ in 
support of their career development. 

Communication Skills Advanced 

Leading for Performance 

Full Day  

Full Day  

Full Day  

Full Day  

Full Day  

Full Day  

Full Day  

Full Day  

Level 4  

Level 3  

Level 2  

Level 1  
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Programme Objectives & Required Outcomes 

The Leadership & Management Programme levels 2 through to 4 are 
targeted at practicing managers who want to improve and develop 
their skills to get better results from themselves and their teams, or 
aspiring managers who want to prepare themselves to take on more 
responsibility.  Level 1 is targeted at developing best practice skills 
and behaviours to be a high performing member of a team and to 
pave the way for progression onto level 2 of the Leadership & 
Management career path.  

A short test will be undertaken at the end of each training session to 
verify learning. Sessions subsequent to the initial training session will 
also begin by seeking evidence from attendees as to where previous 
learning has been applied. 

By the end of the program, participants will be able to: 

•  Clearly understand the role of a manager and leader, including best 
practice techniques, the required mind-set, effective behaviours and 
areas of accountability and responsibility. 

•  Demonstrate the knowledge (and practical application of) the 
essential workplace policies and procedures expected to be 
understood by a manager, such as appraisals, performance 
management, equality & diversity. 

•  Communicate effectively from senior level to ‘shop floor’. 
•  Understand best practice approach to team building and 

development. 

Programme Entry Requirements 

Although there are no formal entry requirements, candidates will normally 
be expected to be employees of the organisation (or highly valued agency 
staff). Candidates for level 2 onwards will be current or aspiring managers. 
The candidates recent appraisals, performance reviews and line manager 
judgement will also be taken into account to ensure suitable competence 
level for entry into the programme. 

Candidates deemed to be suitable for level 1, will be able to naturally 
progress through levels 2, 3 and 4 subject to successful completion of each 
level and demonstration of applied learning back in the workplace. 

Existing Qualifications. 
Candidates who have evidence of having undertaken previous training 
aligned with the training modules within the programme will have this 
training taken into account. So, for example, if there is evidence of 
training modules having been completed that equate to level 2 
qualification, the candidate will be given the opportunity to enter the 
programme at level 3. 

Example Learning & Development Programme 
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LEVEL 1 – Part 1 (full day)  

Effective Team Member Skills – Part 1  

Your Personal Brand  
Communicating Brand to 

Customers 

Improving Personal & 
Team Performance  

Behaviour in The 
Workplace 

Personal Accountability  Personal Effectiveness  

Effective Team Member Skills  

Attitude & Mindset: 
Impact of Assumptions  

Attitude & Mindset: 
Appreciating Different 

Perspectives 

Managing Unhelpful 
Thinking 

Identify & Use Your 
Strengths 

Contributing to Team 
Objectives – Working 

Under Pressure 
Problem Solving in Teams   

LEVEL 1 – Part 2 (full day)  

Effective Team Member Skills – Part 2  

Personal Action Plan Personal Action Plan 



Page 4 

Learning Benefits & Detailed Content – Level 1 Part 1 
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Learning Benefits & Detailed Content – Level 1 Part 2 
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LEVEL 2 – Part 1 (full day)  

Team Leader & Supervisor Essentials  

New Managers Self 
Assessment  

Assertive Behaviour as a 
Manager 

Qualities of Effective 
Managers  

Feedback Skills - 
Introduction 

Managing Challenges – 
Who Are We nervous 

About Managing  

Management Styles – 
Which Style When?  

Leadership & Management Programme 

Communication Styles  
Working Towards Common 

Goals 

The Case for (& Barriers 
to) Internal Customer Care The Internal Service Chain 

Building Rapport Within a 
Team 

Information Sharing to 
Solve Problems  

LEVEL 2 – Part 2 (full day)  

Inter Team & Departmental Communication Skills  

Personal Action Plan Personal Action Plan 
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Learning Benefits and Detailed Content – Level 2 Part 1 
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Learning Benefits and Detailed Content – Level 2 Part 2 
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LEVEL 3 – Part 1 (full day)  

Effective Management & Leadership  

Understanding Credibility 
Integrity & Influence Motivators 

Leadership Styles – Which 
Style When? Part 1 

Employee Engagement 
Part 1 

Employee Engagement 
Part 2 

Leadership & Management Programme 

Team Building 
Communication – Acts of 

Recognition  
Emotional Intelligence 

Difficult People & How to 
Deal With Them 

Feedback Skills – The Art 
of Feedback 

LEVEL 3 – Part 2 (full day)  

Communication Skills Intermediate  

Personal Action Plan Personal Action Plan 

Preparing & Structuring a 
Performance Review 
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Learning Benefits and Detailed Content – Level 3 Part 1 
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Learning Benefits and Detailed Content – Level 3 Part 2 
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LEVEL 4 – Part 1 (full day)  

Leading for Performance  

Leadership Styles – Which 
Style When? Part 2 

Behaviour in The 
Workplace 

Employee Engagement – 
Part 3  

Employee Engagement – 
Part 4 

Identifying Improvement 
Areas for Better Team 

Performance 

Leadership & Management Programme 

Coaching & Mentoring  
Introduction to 

Transactional Analysis 

Communication During 
Times of Change 

LEVEL 4 – Part 2 (full day)  

Communication Skills Advanced  

Personal Action Plan Personal Action Plan 

Delegating Authority 
(Tannenbaum & Schmidt) 
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Learning Benefits and Detailed Content – Level 4 Part 1 
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Learning Benefits and Detailed Content – Level 4 Part 2 


