
Leadership Skills Training Plan
	Title:
 Leadership Skills for Community Groups
	Tutors Name:  

	Objectives: (At the end of the sessions learners will be able to)
· 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. 

	Tutors Notes:

· Introduction, 
Time table

Objectives 

Domestics

Ice breaker

· What is a leader

     Why people volunteer
     Learn new   skills, Health, Meet people, Work outside, Interest in their environment,
The role of  a leader
What’s expected and what’s not

· Giving Instructions
     Do not:
Use of jargon

Assuming prior knowledge/skills

Give Instructions out of sequence 

Do:

Speak clearly

Check understanding

Show and demonstrate


Tea Break

· Group Dynamics

     Tuckman theory

· Situational leadership
Note: 

This should show all the elements and how they work together. You may find the leadership style going back and forward a bit, depending on how well the volunteers get to grips with the task.

You can alternatively select one of the learners to lead the task, and let the group see what styles of leadership were used instinctively.

· Risk Assessment
What are Risk Assessments

Why are they important

Insurance, Welfare, etc 

Who is responsible

· Risk Assessment and monitoring

Definitions and terms

Risks, Hazards and Controls

Site survey

On the day

READ THE RISK ASSESSMENT

Check site

Have conditions changed

Observe and Monitor

Keeping records

Lunch Break

· Tool Safety. 

Transport/store safely

PPE

Safe use

Safe working distance


Tea Break


· Motivation and Feedback
Motivated and unmotivated
Body language

One bad apple

Monitoring

Positive and negative feedback

No feedback

Feedback sandwich 

· Dealing with problems
Different types of situation:

· Contradiction of policy

· Logistics

· Clients

· Personnel

People problems:

· Talk to the individual and explain the effect of their 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


· Review of session.
· Close of session. 
	Method:
· Time table Slide 2
· Ice breaker: divide learners into pairs to say who they are and what they would most like to learn from the days training, make a list of these and use when going through course objectives.     Flip chart. – Slide 3
· Flip chart, brainstorm Slides 4,5 option
· Split into groups and draw ideal leader. Groups to present their drawings. (Slide 6 optional) Slide 7 Ask group to pick out the attributes they feel are most important. Slide 8
·  Show Slide 9 and emphasise the need to monitor and juggle the three elements with volunteer welfare and H&S.
· Flipchart through key responsibilities of a leader and what support they can expect

· Give a bad example of instructions, using jargon and technical terms 

· Two volunteers to sit back to back, give one a sheet of A4 and take the other outside to give them a folded paper plane. Explain they cannot tell the other person what it is (unless they ask) and to instruct their partner on how to fold the paper to make the plane.
· Show Slide 10 or draw on flip chart.
· Explain the four key stages of group dynamics using Slides 11- 15, and then mention the mourning stage. 

· Team challenge (can be an outdoor activity) 10-mins. You will need a 5 to 6 mtr length of rope, four blindfolds and plenty of space (outdoor activity).

· Ask for 4 volunteers and explain that you will be leading the exercise (do not let the volunteers see the rope at this stage). Divide the rest of the group into 2 teams. One team to pay special attention to the volunteers and the other to the leader. The 4 volunteers are blindfolded and told to make a perfect square from the length of rope.

· Trainer should then be able to lead the exercise, allowing the volunteers to gradually take control of the task through Directing to Delegating styles of leadership.

· Feedback at the end of the task and explain that it is not an easy task to achieve.
· Explain the leadership styles and when to use them Slides 16 - 19.
·  Ask the group to identify what stage of group dynamics the volunteers were in at the start of the exercise and then what style of leadership was used, then show Slide 20. Repeat this process through Slides 21- 23. 
· Ask group for their experiences/understanding of RA’s, write these up on flipchart.

· Explain key points and levels of responsibilities.
· On Flipchart run through the definitions and terms. 

· Split into groups and ask them to identify: Hazards, People at risk and Controls Slide 24.Groups to present their findings to the class for discussion.  Handout examples of RA.
·  Emphasise importance of reading RA and informing volunteers.

· Ask group what kind of things might be different from when the RA was written, and list these on flipchart.
· Remind the group about the “Role of a Leader “ and observing and monitoring throughout the day
· Explain the importance of recording any changes to the risk assessment. 
· Using Slide 25 – 30 run through the risk assessment matrix example

· Slide 31. Learners to carry out tools talk under guidance. Tutor to demonstrate and explain methods. Q&A.

· Tool safety is about observing and monitoring throughout the day, and regular tool maintenance. 

· Run through motivated and unmotivated signals, what can be done and how to prevent volunteers becoming unmotivated.
· Talk through Maslow’s chart Slide 32 (33 optional) 
· Ask group for examples of positive and negative feedback 
· Explain the feedback sandwich and ask group to give some examples

    Slide 34 -36
· Look at the types of problems that a leader could face. Flip chart answers
· Ask group for examples of problems they have experienced or know of, and discuss how these could be dealt with.

· Remind the group that they do have support, and that difficult situations are rare.

· Questions and answers

· Look at the group objectives and review the training sessions

· What next. Identifying further training

· Evaluation forms


	Time:

9.30

10.00
10.30

10.45
11.00
11.15
11.30
11.45
12.45
1.30
2.45
3.00
3.45
4.10
4.30

	Materials 
Projector, Screen, Flipchart, Marker pens, Blue-Tac, Pens and Paper, Handouts (include Risk assessment examples), Group exercise scenarios, Rope, Blindfolds. Selection of tools commonly used by the group



