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Leadership Skills

Training

[image: image2.emf]Leadership Training  Course  Objectives        Understand the key responsibilities of a  leader and how to meet them.        Explain the reasons for tool safety talks  and practice their delivery.         Practice techniques and skills, which  help volunteers learn and enjoy the   practical tasks and goals of the day.        List five factors which leaders must take  into account when leading a group of  volunteers.         Describe how to work in an inclusive  manner.        Implement and monitor Risk  Assessments, and record amendments.  
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TUCKER THEORY

Forming

· Members are uncertain about rules, roles and expectations.

· People acting as individuals and maybe deciding whether they want to be a part of the group.

· Productivity is low at this stage.

· Important to keep morale high and maintain a sense of achievement wherever possible.

Storming

· Members come into conflict over goals and personalities.

· People feel more confident in the group and they will bid for power and leadership.

· People will try to influence decision making and question the ability of other to take on certain roles.

· Those who are not satisfied with the way things are going are likely to withdraw.

Norming

· Working styles agreed and systems set up.

· The group settles down into a pattern and begins to achieve results. The facilitator or leader can now become more of an equal member. Also should be encouraging wherever possible and keep an eye on any unresolved conflicts etc.

· The group should maintain a sense of purpose at this stage.

Performing

· The team works positively, creatively and productively together. Everyone joins in and the team will have a sense of identity, trust and satisfaction. Should be cohesive and effective.

SITUATIONAL LEADERSHIP

Situational Leadership is not something you do to people but something you do with people. Volunteers need to be provided with the resources and working conditions to do the work. A situational leader changes their style depending on the person worked with and on the situation.

Skills needed

· Flexibility to use a variety of styles;

· Diagnosis – needs of people we are working with;

· Agreeing – to be able to reach agreement on style.

Four Basic Leadership Styles

Style 1 – Directing
· The leader provides specific instructions and closely supervises task accomplishment.

Style 2 – Coaching
· The leader continues to direct and closely supervise task accomplishment, but also explains decisions, solicits suggestions and supports progress.

Style 3 – Supporting
· The leader facilitates and supports members’ efforts toward task accomplishment and shares responsibility for decision-making with them.

Style 4 – Delegating
· The leader turns over responsibility for decision-making and problem-solving to members.

No one style is best. How do you know which style to use with people and when? First look at how people are doing – PERFORMANCE

There are two parts to this – the two C’s
Competence
which is a function of knowledge and skills gained, from education, training, experience, to do the project.

Commitment
confidence




Motivation

The “Development Level” is a combination of competence and commitment. The four development levels then link with the four leadership styles.

TOOLS TALK PROMPT LIST

· Name of the tool

· How to use the tool

· How not to use the tool

· How to carry the tool

· How to store the tool

· How to check the tool is in good working condition
· Personal Protective Equipment (PPE) required

Risk Assessment Matrix  

(Probability x Severity)

	        Probability of injury
Severity of harm
	1
	2
	3
	4
	5

	
	Very Unlikely
	Unlikely


	Likely
	Very Likely
	Almost Certain

	1
	Slight Discomfort 

(First Aid Not Required)
	1
	2
	3
	4
	5

	2
	Minor Injury 

(First Aid Required)
	2
	4
	6
	8
	10

	3
	Significant Injury

(3 Day Absence)
	3
	6
	9
	12
	15

	4
	Major Injury (Hospitalisation)
	4
	8
	12
	16
	20

	5
	Very Serious Injury (Death / Loss of a Limb)
	5
	10
	15
	20
	25


Note 1: Risks of 8 and above must be reduced, risks of 15 and above are not acceptable and work should not proceed.

Note 2: Traffic light system

  Green= Low risk (Go)
  Amber= Medium risk (Caution)
  Red=  High risk (Stop)
Key To Risk Rating

Likelihood of injury or illness

· High - A common occurrence or surprised if it didn't happen

· Medium - Known of with some frequency

· Low - Occasional instances known or heard of
Severity of injury or illness

· Fatal - Death occurring on site or at a later date, as a result of an injury or illness

· Major – Major injury which has to be notified to the Health and Safety Executive 

· Minor – Minor cuts and bruises which can be dealt with by a first aider on site

GRADE RISKS

By risk rating: 
consequences + probability = risk rating

I.D. POSSIBLE/REVISED CONTROLS

Using the list of control measures

RECORD SIGNIFICANT FINDINGS 

Use assessment form and give to employees

MONITOR & REVIEW

Monitor: 
Inspections, audits, accident reports, etc

Review: 
When old assessment invalid, significant change, high risk, through employee appraisals.

GIVING AND RECEIVING FEEDBACK

Giving feedback

Giving feedback is to help people to:

· Become more aware of what we do and how we do it, and

· Learn and grow and develop.

Feedback should focus on:

· What has been done or said,

not on what we think it means.

· What we observe happen, not on what we think about that person.
· Describing, not making judgements.
· Being specific, not generalising.
· Sharing your personal feelings, or ideas, not giving advice.
· Giving only as much feedback as the receiver can use, not everything you would like to give.
· Behaviour that the receiver can do something about.

· Starting with the positive behaviour that needs approval and encouragement.

GIVING AND RECEIVING FEEDBACK

Receiving feedback

Receiving feedback gives us the opportunity to pause for a moment and consider what to change or modify about what we do and how we do it.

When receiving feedback:

· Listen to what is being said to you.

· Ask the giver to clarify anything you do not understand.

· Encourage the giver to go on giving feedback.

· If possible, check one person’s feedback against observations made by other people to see whether or not the feedback has general agreement.

· Thank the giver.

After receiving feedback:

· Think about what the feedback was saying about your behaviour, and

· Consider what you may want to change or modify.

Avoid: 

Ignoring feedback afterwards. 

Being defensive

Feedback is nourishment not punishment. 

Being defensive blocks the giving of feedback.

Ignoring feedback prevents us from learning.

DEALING WITH DIFFICULT SITUATIONS

Different types of situation:

· Contradiction of policy

· Logistics

· Clients

· Personnel

People problems:

· Talk to the individual and explain the effect of your behaviour and ask them to stop it.

· Talk to the individual, explain you will not put up with it and also explain the next stage.

· Get Field Officer to talk to individual and consult over decision.

· Individual leaves task.

Logistical problems:

· Make volunteers safe

· Make volunteers happy

· Establish resources

· Brainstorm solutions

· Plan

· Communicate to volunteers and Field Officer
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