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1473 - Manage Individual and Team Performance 
 

 
Specific outcome 1: Set Performance Goals and Measures 

 
Learning outcomes: 

1. Performance goals are measurable, clear, achievable, and aligned to individual career 

paths, organisational objectives, and legislative requirements. 

2. Performance measures are quantified to facilitate performance evaluation. 

3. Appropriate actions are undertaken to obtain agreement from relevant parties to 

identified performance goals and measures. 

4. The stipulation of the identified performance goals and measures in the performance contract 

enables the contract to serve as a source document for performance evaluation. 

 
 
Developing a personal development plan 

 
Why put together a personal development plan? 
 

“He who fails to plan is planning to fail.”– Winston Churchill 

 

Three big reasons for having a personal development plan include: 

• Clarity. Knowing what I am trying to accomplish gives me a clear idea of what I am working 

on. 

• Define the Why. Oftentimes, along the way I will come across tasks and situation that I 

simply do not enjoy doing. Having a personal development plan shows me why I am doing 

what I am doing. 

• My Compass. I am a very driven, ambitious person – but if I don’t have a plan of what I’m 

trying to accomplish, I end up expending energy in many different directions. A personal 

development plan keeps me headed towards consistent goals. 

 
Personal Development Plan Template For Goals 
 

One of the areas many people struggle with is setting goals. That is a whole other article in 

and of itself on how to effectively set goals but let us talk specifically in the context of a 

personal development plan. How can you get a good overview of the direction you want your 
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life to head.  

Once you have settled on your life purpose and your big dreams, you should sketch out some 

goals in the most important areas in your life, at regular intervals. 

 
We might like to go ten years out, but three or gives years is great too. A quite simple personal 

development plan template for goals might look like this: 

Goal Area One Year Three Year Five Year Ten Year 

Career     

Finances     

Physical/Body     

Social     

Personal     

 
For each box, one may need to answer these questions: 

• What specifically do I want to accomplish? 

• Why? 

• Who can help me? 

• How do I get there? (What actions do I need to take?) 

 
Personal Development Planning Tools 

 

In addition to the information above, consider other tools to help you with your personal 

development. 

• Events. Especially for career and education goals, are there seminars you can attend? 

Conferences? Meet-ups where people similar to you gather? 

• Classes/Books/Educational material. Sometimes the first step is finding the resources we 

need. 

• Mentors and Supporters. Who can you reach out to that can help you with your goals? For 

many personal goals, one will need to have formed individual mastermind groups towards 

a specific purpose. You may also have a lot of favourite blogs to read, that may inspire 

you. 
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Motivating and de-motivating factors: 

 

• Staff motivation 
 

Today’s increasingly competitive business world means that a highly motivated workforce is vital 

for any organisation seeking to achieve the best results. Many firms are moving away from the 

“command and control” approach towards the “advise and consent” method as a preferable way 

of motivating staff. This shift in attitude began when employers recognised that rewarding good 

work is more effective than punitive measures for poor work. 

For an employee, the chief advantage of being motivated is job satisfaction. For the employer, it 

means good quality work. Different people are motivated in different ways and it pays to ask your 

staff if any changes at work would help motivate them. Underperformance can be expensive! 

 

• Theories of motivation 
 

Psychologists have developed theories of motivation that identify Motivating Factors and De- 

Motivating Factors that can influence staff perceptions and behaviour. Motivating Factors will 

drive people to achieve whilst failure to meet De-Motivating Factors will cause dissatisfaction. 

Examples of both are demonstrated in the table below. 

 

Motivating Factors De-Motivating Factors 

Achievement Salary and benefits 

Recognition Working conditions 

Job interest Company policy 

Responsibility Status and job security 

Advancement Supervision and autonomy 

 

 

• Signs of de-motivation 

 
For many people, workplace de-motivation tends to be caused by poor systems or work overload. 

Clear signs of de-motivation include high levels of absenteeism and poor staff retention. 

Recognising the problem is pointless unless steps are taken to eradicate its causes. 
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• Assessing staff morale 

 
o Measuring morale (attitude questionnaires, unstructured interviews, focus groups) in 

the workplace should be a continuous process. 

o Exit interviews with departing staff can provide valuable insights into what is right or 

wrong about your motivational management. 

 

• Building up motivation 

 
Motivation depends on having clear objectives, which will be achieved by good management 

practices. Since motivation is personal, aim to align staff’s individual drives with the company’s 

purposes. 

 
This may be done with the following in mind: 

 

• Ensure office staff appreciate their role and importance. 

• Keep work as varied as possible. 

• Maintain a positive workplace environment. 

• Use persuasion and influence to encourage self-motivation. 

• Demonstrate trust in your staff and show yourself worthy of trust. 

• Deal with personal problems in a sympathetic and positive manner. 

• Check on morale levels by talking to staff on a regular basis. 

 

• Improving lines of communication 

 
Not communicating at all conveys a powerful message – the last one that a committed manager 

wants to deliver. You can never communication too much but take care over the content and style 

of delivery so that it is received in the most beneficial way. It is important to always be 

approachable. 

 

• Encourage your staff to participate in decision-making. 

• Keep staff informed wherever possible – uncertainty is destabilising and very de- 

motivating. False rumours should be quashed as soon as they surface. 

• Always ask staff for their opinions about decisions that affect them. 
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If you choose to punish failure or motivate by fear, then you will not create lasting success. 

However, make it clear that tolerance of error has its limits. Repetition of the same error is 

inexcusable since it shows failure to learn from past mistakes. 

 
Individuals acting as part of a group have needs that differ from those of the group. However, it is 

important for individuals to feel they belong. Find a way to balance the needs of the group with 

those of participating individuals. 

 

• Gaining trust and cooperation 

 
o Find the root cause of repeated complaints and eliminate it as an issue quickly. 

o Follow up on suggestions, requests and comments made by others. 

o Get feedback to ensure that what you say has been properly understood. 

o Do not neglect to provide the right resources if you want the right result. 

o Do not leave people without clear instructions and guidelines to follow. 

 
 

• Free incentives to reinforce relations: 

 
o Start by thanking people for a job well done. 

o Acknowledge staff achievements. 

 

 

• Encouraging initiative 

 
A sure sign of high motivation is a lot of initiative. The ability to take initiative depends on 

empowerment as well as an environment that recognises contribution. The more you expect of 

people, the more they will give, as long as you support them. 

 
o Set high expectations and people will usually rise to the challenge. 

o Encourage continuous improvement until it becomes second nature to the 

organisation. 

o Give your staff a say in the setting of targets so that the goals will stretch them but 

are not unattainable. 

o Ask colleagues with high performance records what systems they suggest and 

implement the best practice. 
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Dealing with de-motivated people 

 

• Invite troublemakers to a private meeting as soon as you become aware there is a 

problem. 

• Causes may be stress, personal problems, the job itself or their approach to the job. 

• The problem is often that good people are trapped in a bad system, rather than vice 

versa so attempt to cure any bad systems as a first step to conquering poor morale. 

• Ask them whether they are happy with their working conditions and whether there are 

any aspects of their job they would like to change. Try to identify the cause of their 

dissatisfaction and agree a resolution. Do you what you can to improve the situation 

and adhere to any promises you make. 

• It is important not to let the situation deteriorate. If you cannot help, find someone who 

can. 

• As they depart the interview, remind them to come directly to you with any future 

problems. 

• Emphasise to staff the benefits of reform, however unwelcome. 

 
Appraising effectively 

 

• Always start appraisals by emphasising the positive and progress made since last time. 

• Never give negative personal feedback in public. 

• Focus on one issue at a time and be highly specific about any past behaviour that 

has generated this feedback and the new behaviour that is expected. 

 
Enriching jobs and developing skills 

 

• The more varied the job content, the greater the interest levels and the need for new 

skills. 

• Encourage everybody to regard their portable skills as personal capital and consider 

making the bonus system reward the acquisition of new skills. 

• Staff members usually prefer a challenging job to a boring job. 
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Delegating authority 

 

• Being managed is not a motivating experience. 

• Sharing authority where appropriate helps to develop people’s own potential, so look for 

areas or tasks that you can safely delegate but be sure to retain overall control. 

• Look for any chance to broaden staff confidence by giving people challenges that 

may lie outside their normal range of experience. 

 
Rewarding achievement 

 

• Achievement is its own reward, but it is not enough. You need to recognise exceptional 

performance. Even a simple ‘Thank You’ may be enough. 

• Individuals do not need just money and rewards but also respect and interaction. 

 
 
Developing Your Career Path 

 
Understanding focus, motivation, work style preferences and personal strengths enables each of 

you to appreciate your strengths; how you can best focus your strengths in the workplace; and 

how to utilize your strengths for effective career planning. 

This session helps each of you to: 

• Define and articulate your top three marketable strengths. 

• Learn about workstyle preferences. 

• Understand the path and process for successful career planning and development. 

• Learn to use tools and resources for professional growth and development. 
 

 

 
What is Career Planning? 
 

Career Planning allows individuals to set realistic, achievable goals and to design personalized, 

customized achievable career goals with measurable steps. 

 
Tools & Resources: 
 

What are the tools & resources available to me? 

• Your Work style Preferences 

• Career Alignment Profile 
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• Your Marketable Strengths 

• Your Marketable Definition 

 

 

What’s Personality got to do with it…? 
 
 

Workstyle Preferences 
 

Our unique personalities influence how we interact with people in different environments and 

what types of jobs we will like. 

Even though our job may call upon our interests and abilities, to be happy and successful our job 

should also suit our personality. 

 
What is the CAP? 
 

The Career Alignment Profile is a proprietary assessment tool. It allows you to define activities 

which hold your interest and at which you can excel. Those definitions combined determine your 

“3 marketable strengths.” 

 
Explaining the CAP Results 
 

Look at your Career Alignment Profile results. Your marketable strengths are things you have 

always enjoyed and done well. The colour coding allows you to easily compare your strengths to 

position descriptions or job vacancy notices. 

The real interpretive value of the CAP colour system is found in the combination of the three 

strength colours, and how those three colours interact. 
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The Strength Colour Wheel 
 

 

 
What are Marketable Strengths? 
 

Your marketable strengths are based on your interests and abilities. Almost invariably, the 

happiest and most successful people are those whose work combines their interests and their 

abilities. Understanding our strengths allows us to choose tasks that are the best match for this 

combination. 

 

Marketable Strengths 

 

Strengths are your abilities motivated by your interests. Your strengths are what make you unique 

and, most importantly, your strengths are what you have to offer a potential employer. Now that 
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you know your specific strengths you will be able to effectively present your most marketable 

assets. 

 

 
What is a Marketable Definition? 
 

A marketable definition is a clear picture of who you are and what you have to offer the 

marketplace, in terms the marketplace will understand and relate to. 

 
 
Marketable Definition 
 

Task, Define Your Strengths: 

 

• Look at your 3 strengths. 

• On your worksheet, fill in the blanks beside “strength” numbers 1, 2, and 3. Write what 

each of those key words means to you in the blanks provided for your “definition.” 

 

Task, Write Your Marketable Definition: 

 

• Look at your newly written definitions. 

• Combine the definitions of all three strengths into a single description of who you are. 

• Take your time! 
 
 

 
Using Your Marketable Definition 
 

You should now have a short and concise definition of who you are, in terms of your marketable 

strengths. Now, you will want to talk to others about who you are. 

 
 
Why A Contact List? 
 

The average person is acquainted with about 200 people. Each of those people know 200 more 

people, and so on. By contacting people, you know, you can reach the people they know. This is 

called networking, and it is one of the bedrock concepts of intelligent career planning. Smart, 

persistent, and creative networking will allow you to broadcast your interest in looking at new 
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positions more quickly and more productively than any other method known. 

 

Your Contact List 

Task, Beginning Your Contact List: 

 

a. Those who are geographically accessible to you who could offer you a job. 

b. Those who are geographically accessible to you who could not offer you a job. 

 
 
Career Planning 
 

As you plan your career progression, job descriptions that best match your strengths will bring 

you the most personal and professional success. 

Your career plan is your career direction, based on your marketable definition. 
 
 

 
Task, Determining a Direction 
 

• This should be based on your experience, your education, and your new marketable 

definition. 

• Be sure it is clear enough that a stranger can understand where you are headed. 

• Enlist the aid of a partner or friend to review your work. 
 
 

The best career opportunities are filled through the grapevine. We cannot overstate the 

significance of your having successfully completed a career plan. 

 
Next Steps: 
 

• Stay in touch with the people who helped you get here. Let them know they helped. 

• Continue to develop your network by reaching influential people in your field. 

• Learn everything you can, not only about your own position, but about the jobs of those 

with whom you work. 

• Keep abreast of trends and developments so you will know where your industry is 

headed. 

• Most of all, never stop asking yourself, “Am I doing work that I enjoy? Am I helping solve 

important problems? Am I growing? 
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Conducting A Personality Assessment 

Personality assessment is conducted through behavioural observations, paper-and-pencil 

tests, and projective techniques. To be useful, such assessments must be constructed using 

the established criteria of standardization, reliability, and validity. The information can be used 

in several areas, including clinical work, vocational counselling, education, and research. 

The approach taken by the specialist in personality assessment is based on the assumption 

that much of the observable variability in behaviour from one person to another result from 

differences in the extent to which individuals possesses particular underlying personal 

characteristics (traits). 

 
Behavioural observations. Most people use behavioural observations to form impressions of 

others. Such observations are also an important part of clinical assessments by clinical 

psychologists and other professionals. 

Interviews, during which subjects' behaviours are observed, may be structured or unstructured. 

The examiner may ask a standardized set of questions (structured interview) or engage in a 

conversational interchange with the subject (unstructured interview). During the interview, the 

examiner forms an opinion about personality characteristics (as is done, for example, also in the 

nonclinical setting of a job interview). 

Paper-and-pencil tests. The many and various paper-and-pencil tests are used for a variety of 

purposes. To be useful, such tests must be reliable (that is, they must yield very close scores 

each time they are administered to a particular individual) and valid (that is, they must measure 

what they are designed to measure). The Minnesota Multiphasic Personality Inventory 

(MMPI) (multiphasic, many phased, because the test simultaneously measures several 

personality dimensions) is widely used to identify personality problems. The California 

Personality Inventory (CPI) is also used extensively, generally with people who do not have 

personality problems. Some tests assess personality as defined by a particular theory. For 

example, Cattell's 16 PF (personality factor) questionnaire assesses the personality traits 

defined in Cattell's trait theory. 

Projective techniques assess personality by presenting ambiguous stimuli and requiring a subject 

to respond, projecting his or her personality into the responses. 
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Self-Awareness And The Evaluation Of Own Behaviour In Authentic Situations 

 

 
Reflection can take many forms. Daydreaming or keeping a diary of your thoughts are ways of 

reflecting on your experience in unstructured ways. 

Structured reflection is simply reflection, which has prompts, questions, activities, or organised 

discussion to help you to think more deeply about an issue. 

 

 

Recording Reflection 

 

Unstructured reflection can be as useful as structured reflection. Your university may require you 

to keep a log, journal or portfolio and give you very precise directions about what to include and 

how to present it. Alternatively, you may be asked to devise your own records and presentation. 

It is still a good idea to keep a diary or journal even if you do not have to do so as part of your 

programme. It can seem like an effort to write entries on a regular basis, but the reward comes 

when you read these back several months later. You will be surprised at the things you have 

forgotten - and the changes you may notice in yourself over time. Entries do not have to be long. 

 

Tips 

• Purchase a book that is light and easy to carry around. 

• Set yourself 7 minutes every day, at the same time, to write an entry about whatever 

is going on for you at the time. 

• Write about things that are relevant to you – things you are enjoying, things that worry 

you, any problems you have getting on with people and your ideas for dealing with 

these, ideas you have for your life, thoughts you have about topics covered on your 

programme. 

 

 
 
 
Taking The Time 

 
Usually, we are too caught up in what we are doing to have a good perspective on how well we 

are doing and the effect we are having on the people around us. 

Fortunately, we can stand back occasionally and reflect about such things as our aims, 

responses, feelings, and performance.  



15 

 

 

Well-developed skills in reflection can help us to: 

 

• Gain a more in-depth and honest picture of ourselves. 

• Become more aware of our hidden motivations, our thinking styles, and of how we 

appear to other people. 

• Develop a better understanding of what affects our own performance and progress. 

• Develop our insight and judgements. 

• Gain more control over our own thoughts, emotions, responses, and behaviour so that 

we are in a better position to achieve what we want to achieve. 

 

 

Knowledge Of Own Interpersonal Behaviour 
 

Social relation can refer to a multitude of social interactions, regulated by social norms, between 

two or more people, with each having a social position and performing a social role. In 

sociological hierarchy, social relation is more advanced than behaviour, action, social 

behaviour, social action, social contact, and social interaction. Social relations form the basis of 

concepts such as social organisation, social structure, social movement, and social system. 

 
Interpersonal identity development is composed of three elements: 
 

• Categorisation: Labelling others (and ourselves) into categories. 

• Identification: Associating others with certain groups. 

• Comparison: Comparing groups. 

 

Interpersonal identity development allows an individual to question and examine various 

personality elements, such as ideas, beliefs, and behaviours. The actions or thoughts of others 

create social influences that change an individual. Examples of social influence can be seen in 

socialisation and peer pressure. This is the effect of other people on a person's behaviour, 

thinking about one's Self, and subsequent acceptance or rejection of how other people attempt 

to influence the individual. Interpersonal identity development occurs during exploratory self- 

analysis and self-evaluation, ending at various times with the establishment of an easy-to- 

understand and consolidative sense of self or identity. 

 
What are the key concepts as determinants of interpersonal behaviour? How do they impact 
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development of inter-personal relationships? Discuss these issues with the help of your 

organisational experiences and knowledge. Briefly describe the organisation and the situation, 

you are referring to. 

 

 

 

 

 

 

 

 

Mentoring relations are established: 
 

A one-to-one relationship that aims to bring about individual learning and performance 

improvement, usually focusing on achieving predefined objectives within a specific time period. 

The role of the coach is to create a supportive environment in which to challenge and develop 

the critical thinking skills, ideas and behaviours of the person being coached, so that they might 

reach their full potential. 
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Specific outcome 2: Formulate Development Plans 

 
Learning outcomes: 
 

1. Plans are focused on competencies needed to achieve performance goals of the 

individual, department and organisation. 

2. Plans are formulated in a clear manner and are defined in terms of specific improvement 

actions, time frames and accountability. 

3. Plans are aligned with legislative requirements and individual career paths. 

4. Appropriate facilitation actions are taken to obtain agreement on development plans from 

relevant parties. 

 

Development Planning 

Development planning happens in many different contexts so to define it succinctly is tricky. 

Basically, development planning refers to the strategic measurable goals that a person, 

organisation, or community plans to meet within a certain amount of time. Usually, the 

development plan includes time-based benchmarks. It generally also includes the criteria that will 

be used to evaluate whether the goals were met. 

 
Non-profit Development Planning 
 

• Development has a particular meaning for non-profit organisations such as universities and 

charitable groups. In this context, development planning refers to all the various activities 

related to fund raising grant writing, donor relations, capital campaigns, annual fund drives 

and fund-raising events. The larger the organisation, the more likely it is to employ a 

development officer who may be responsible for a whole department devoted to 

development. In short, the development officer elicits and coordinates the donated revenues 

that make up a large portion of any non-profit budget. Development planning for a non-profit 

organisation means to set calendar milestones for the fund-raising goals and then figure out 

what activities must be done to achieve them. 

 

Personal Development Planning 

• Many employers ask their employees to write down their personal goals in a formal process 

that they call personal development planning. One person may write a development plan that 
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is focused on advancing her career through additional education. Another person's 

development plan may involve planning for retirement, while still another person's 

development plan might include losing a specific amount of weight or starting a program of 

exercise. Usually some of the personal development plan goals must relate to the job itself, 

but progressive companies like Monsanto, for example, encourage the employees to set 

targets that are specifically meaningful to the individual. The personal development plan may 

become part of a company's annual review process. 

 

Individual Development Planning 

• Post-doctoral fellows use a development planning process to organise their plan of study into 

a document called the Individual Development Plan, or IDP. This provides a mechanism for 

the fellow to assess himself. Then he has a set of written goals for future growth or 

achievement based on a timeline for which, according to the plan, he is held accountable by 

a mentor. 

 

Professional Development Planning 

• Several states including Missouri and Wisconsin require state certified teachers to create a 

professional development plan. This document is a permanent part of the teacher's personnel 

file. In it, teachers write goals related to their career, about what they intend to do to become 

more effective in the classroom, and about how they will fulfil the requirements to obtain 

continuing education credits. Teachers who fail to produce a professional development plan 

on time may risk losing their teacher certification in the states which require one. The school 

principals or district supervisors hold teachers accountable for the goals in the development 

plan. 

Urban Development 

• Development planning also happens in cities and communities. Urban communities with a lot 

of vacant buildings may decide to engage in a development planning process to plan how to 

revitalize an area. This is a necessary step to qualify for state tax credits and federal and other 

funds that will allow the renovations to happen. From architects, to city planners, engineers, 

investors and residents, everyone who will be involved in the actual development should be 

part of the development planning process. 
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Employee Development Planning Process 
 

Employee Assesses: 

• Values, Strengths, Proficiencies, 

• Areas of Interest, Areas of potential growth, 

• Fit with FM focus and future needs. 

 
Leader Assesses: 

• Current & future department/division’s strategic goals 

• Areas of potential growth for employee 

• Skills required to meet the needs identified 

• Service levels to current and future customers 

• Development of staff and leadership qualities 

• Workload issues and available technology 
 

 
The need for planning arises from the inability of the price mechanism to ensure growth, efficiency, 

and equity. Sometimes the political objective of a nation may dictate the necessity of planning and 

the government may need to intervene in the economic activities of the country. 

The more pressings are the development problems, the greater is the need for planning. Hence, 

the art of planning is to intervene in the economy with sufficient vigour to overcome the major 

problems without at the same time exceeding the capacity of the civil service and causing a 

breakdown of development administration. The proper balance between intervention and restrain 

is likely to be both delicate and changing delicate because administrative capacity is small and 

limited, and the problems are immense; changing because the ability of the management to 

analyse and resolve difficulties should increase. 

 
 
Staff Development Plan 

 
Staff development plans are usually written during the time of annual performance reviews, 

although they can be written at other times of the year, especially if a company is embarking on a 

new plan for growth. A staff development plan is a written document that details the ways in which 

members of the workforce can improve their performance. The key ingredients to a staff 

development plan are items that are actionable and improvements that are measurable. For 

example, to write the staff should improve their product reports would be too vague. To say reports 

should be written within 2 days of a request would be measurable. 
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Procedure to follow: 

 

• Determine the development needs of the staff. This can be done in consultation with the staff 

and with managers of other departments that interact with the staff. Use a notebook and pen 

to take notes. Tailor needs to specific staff individuals; if there is an overall development need 

for the staff, there can be group training opportunities later. 

• Write how improvement for each development need can be measured. This should be specific 

and quantifiable, such as a specific production rate and a percentage improvement in defects. 

• Develop ways in which the development needs can be addressed and improved. Remember, 

this is a document meant to help your staff to improve, and staff members generally are open 

to improving as it usually means better annual salary increases. The ways to develop 

improvements can be specific training courses, attendance at seminars, cross training with 

other employees or an increase in time spent on specific work activities. 

• Decide on a timeline for the development plan. This includes when training and development 

needs will be met and when improvements will be measured. These are usually done in terms 

of annual performance reviews. Remember to follow your workplace safety guidelines (see 

Resources). 

• Type your written development plan into a computer document. Print it and review it for 

grammar mistakes. Enter any corrections into the computer document and save the file. 
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Specific Outcome 3: Monitor and Evaluate Performance 

 
Learning outcomes: 
 

• Performance evaluation techniques are applied that are valid, current, and sufficient. 

• Performance goals and measures are aligned with organisational and industry practices 

and values. 

• Performance is monitored and assessed on an ongoing basis against performance goals. 

• Progress is recorded and records are updated to manage performance. 

• Performance records are analysed to identify variations in performance and to compile a 

suggested plan of action. 

• Feedback is given to address competence gaps and poor performance, recognize 

good performance and revise performance goals. 

 

Employee Performance Reviews 

Employee performance reviews are a critical part of managing an employee. It allows employees 

and managers to meet and gage the progress an employee has made since their last review. This 

is also an opportunity for employees to raise any issues that he is concerned about during the one-

on- one meeting with a manager. Employee performance reviews should be interactive, 

encouraging employee comments and feedback during the review. 

 
Features 

• The employee performance review will usually be a structured review listing several areas in 

which an employee's performance in his job is evaluated. Employee reviews will typically have 

a quantitative section and a qualitative section. The quantitative will analyse the employee's 

ability to meet specified goals, quite often these goals can be measured using a numerical 

score. The qualitative portion of the employee review measures many areas that cannot be 

gaged on a numerical scale. Some examples of these categories include leadership, reliability 

and functioning as part of the team. 
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Time Frame 

• An employee performance review typically covers a determined period. This is commonly a 

one-year period. Some companies will do employee performance reviews on a more frequent 

basis like every six months. For companies that do these reviews more frequently, there is 

typically a yearly one that includes the potential for pay raises and bonus payments. 

Benefits 

• Employee performance reviews benefit the employee in two ways. One of those ways is 

discussed above, and that is the potential for earning salary increases or bonuses. The other 

benefit of performing employee performance reviews is the ability to set goals. The employer 

and employee can talk openly and honestly. The two can set obtainable goals to be achieved 

before the next review period. Offering a bonus or a reward for goals met is as an excellent 

way to motivate the employee. 

 

How to Monitor Employee Performance 

 
Great employee performance is a key to your business's success. Employees are the first line of 

many businesses' offense and their performance makes a direct impression on your customers. 

Customers are the primary source of your business's income and normally factor their overall 

experience at your establishment into whether they may return or become a regular customer. 

Therefore, monitoring your employee's performance is invaluable. 

 
Steps to follow: 

 

• Plan employee's job tasks in advance. This gives the employee both direction and an overall 

idea of the performance standards you expect her to meet. 

• Consistently supervise and evaluate your employee's performance. Provide feedback by 

administering monthly or annual progress reviews and give positive suggestions to better help 

her strengthen her performance. 

• Administer monthly or annual trainings to your employee that focus on improving positive 

workflow, time management, and introducing new skills and responsibilities. This keeps your 

employee(s) versatile and able to adapt to new working conditions quicker. 

• Identify your best employee and use her as a model for current and future employees. 

Identifying your best employee validates your expectations for employee performance and 

serves as proof that your expectations are realistic and reasonable. 
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• Reward your employee. Rewarding your employee makes her feel appreciated and gives her 

a sense of value. Rewarding your employee also gives her motivation to keep up her level of 

performance. 
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242814 - Identify and Explain the Core and Support Functions of an 

Organisation 

 
Specific Outcome 1: Identify And Explain The Core Business Of An 

Organisation. 

 

 

Learning outcomes: 

 

1. The concept of core business is explained, with examples. 

2. The relationships between the different core activities of an organisation are described, with 

examples. 

3. A value-adding process within an organisation is explained, with examples. 
 

 
The concept of core business is explained, with examples: 

 
The core business of an organisation is an idealized construct intended to express that 

organisation's "main" or "essential" activity. 

Core business process means that a firm's success depends not only on how well each department 

performs its work, but also on how well the company manage to coordinate departmental activities 

to conduct the core business process, which is: 

 

• The market-sensing process: Meaning all activities in gathering marketing intelligence and 

acting on the information. 

• The new-offering realisation process: Covering all activities in research, development and 

launching new quality offerings quickly and within budget. 

• The customer acquisition process: All the activities defining the target market and 

prospecting for new customers. 

• The customer relationship management process: All the activities covering building 

deeper understanding, relationships, and offerings to individual customers. 

• The fulfilment management process: All the activities in receiving and approving orders, 

shipping out on time, and collecting payment. 
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To be successful, a firm needs to look for competitive advantages beyond its own operations. The 

firm needs to look at the competitiveness value chain of suppliers, distributors, and customers. 

Many companies today have partnered with specific suppliers and distributors to create a superior 

value delivery network. 

 

 
What are the Ten Core Business Processes? 
 

In any organisation there exists a common set of core business processes that must exist for the 

organisation to function properly. Small organisations start with a small set of five Core Processes 

and grow from there. 

 
Every organisation needs a sales and marketing function. Even non-profits, governments and 

hospitals must identify their customers, manage the relationship, and deliver a good or service in 

exchange for funds. Once you have cash coming in you must account for that cash and complete 

your tax return, which means you need accounting. Accounting operates on technology so in a 

small company technology often time is part of accounting (unless you are a technology company 

and then it is part of product development). 

 
Next comes your product or service delivery that you collected money for. You must deliver it and 

deliver it well, with quality, or else you will not get more money from your customers in the future. A 

small business must hire employees, manage the operation, and finance the ups and downs. And 

lastly, you must have product development to design products for your customers. 

 
So, what are the Five Core Processes for Small Business? 

 
 

1. Sales & Marketing 

2. Accounting & Technology 

3. Quality & Product/Service Delivery 

4. Management, HR & Finance 

5. Product Development 
 
 

A small business is simple, until you start to grow. Growth introduces new complexities that require 

more employees and more focus. The five core processes for a small business quickly grow to 

the ten core processes for business. That is, each of the core small business processes splits into 

two and now sales and marketing are separate processes, same with accounting, technology, 

quality, and product delivery. 
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The diagram below shows the top ten core business processes 
 

 
We now have identified (Figure 1.) the Ten Core Business Processes: 
 

1. Customer Strategy & Relationships (Marketing) 

2. Employee Development & Satisfaction 

3. Quality, Process Improvement & Change Management 

4. Financial Analysis, Reporting, & Capital Management 

5. Management Responsibility 

6. Customer Acquisition (Sales) 

7. Product Development 

8. Product/Service Delivery 

9. Accounting Management 

10. Technology Management 

 
As an organisation grows even bigger it will add more sub-processes or perhaps additional core 

process like supplier management, strategy, or legal and compliance. There are hundreds of sub- 

processes that are created and when you get to that point then you are ready for a set of policy 
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and procedure manuals. 

 
The relationships between the different core activities of an organisation are described, with 

examples: 

 

• Core Activities 

Business functions that are critical, and closely related, to a firm's strategy expressed in customer 

service, marketing, product design, etc. Routine administrative and maintenance tasks are not a 

part of core activities. See also core competencies. 

 
Core business activities are a company's central, most important activities in which its core 

competency lies. They make a substantial contribution to results and play an important role in 

company strategy. 

 

• Business Function 

A process or operation that is performed routinely to carry out a part of the mission of an 

organisation. 

 

• Core Competencies 

A unique ability that a company acquires from its founders or develops and that cannot be easily 

imitated. Core competencies are what give a company one or more competitive advantages, in 

creating and delivering value to its customers in its chosen field. Also called core capabilities or 

distinctive competencies. See also core rigidities. 

 

• Core Rigidities 

Flip side of core competencies and caused by overreliance on any advantage(s) for too long. While a 

successful firm's management relaxes its improvement efforts, others keep on getting better and 

obsolete its competitive advantage. 

 

• Core Activities for Businesses 

It is also helpful for entrepreneurs, businesses, and organisations to think in similar terms when it 

comes to the aims of their ventures. If you are going through a major product launch or PR event, 

it’s probably not the time to focus on all the tertiary activities that you might normally go through. 

Focus on the high value activities (HVAs) and the specific tasks at hand, do them well, close them 

out, and then think about those peripheral activities. 
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When it comes to businesses, then, there are two ways to think about core activities: 

1. First, think about what the business’s core activities are. 

2. Second, think about what the core activities are for the people who make up the business. 

 
One final clarification: some HVAs are not core activities. Networking, for instance, is a high value 

activity, but it is also non-essential during short-term crises or sprints. 

The value of knowing what your core activities are is that you can make accurate assessments of 

where your resources should go to accomplish the task at hand. When it is time to pull back, you 

want to be able to pull back to the right things. 

 
A value-adding process within an organisation is explained, with examples: 

 
A business process or business method is a collection of related, structured activities or tasks that 

produce a specific service or product (serve a particular goal) for a particular customer or 

customers. 

 
All organisations are involved in some form of transformation process. They take inputs such as 

land, labour, capital, and entrepreneurship and turn them into outputs such as physical goods and 

intangible services. In many cases the output of a business is a combination of goods and 

services; for example, in a restaurant you are buying a meal but also the environment and the 

service. The aim of all organisations is to add value i.e., to create outputs that are worth more than 

the inputs. In many cases the value of inputs is measured in financial terms in which case we say 

that organisations aim to make a profit. A profit occurs when the revenue generated by sales 

exceeds the costs of providing the product. In the case of non-profit organisations such as schools 

and hospitals, other indicators are used to measure the value added. League tables of schools' 

performances, for example, might measure exam results and compare the grades achieved by 

students with their levels of achievement when they joined the school to measure the progress. 

 
There are obvious ways to add value to an organisation: productivity by salespeople is generally 

measured by number of units sold, or levels of service contracted with clients. These quantities 

show a direct impact in organisational revenue. 

 

 

• Value adding process: 

Organisations with value-adding process business models take in incomplete or broken things and 

then transform them into more complete outputs of higher value. 



29 

 

When VAP procedures such as these are organisationally separated from those of solution shops, 

overhead costs drop dramatically: focused VAP clinics typically can deliver comparable care at 

prices that are half of those incurred in hospitals and physicians’ practices in which VAP and 

solution shop business models are conflated. Institutions such as the Minute-Clinic, Shouldice 

Hospital, eye surgery centres, and certain focused heart health and orthopaedic hospitals are 

examples of value-adding process businesses. 

 
Example of Value Added: 
 

The following business processes are defined: 

• Assemble end product 

• Manage production 

• Process complaints 

• Develop marketing concept 

 
Business processes have different values for an organisation (internal) and for the outside world 

(customers, suppliers, etc.). 

In order to list the processes according to their importance for the end product production, a ranking 

order indicator is necessary that represents the business process's importance. In CO-ABC, this 

indicator is the value-added category. 

Processes important for the development of the end product - value adding - are, as a rule, 

unimportant to the outside world, and the reverse is true for processes of external importance. The 

degree to which a business process is value adding is expressed by a ranking. 

 
The following rankings are defined for internal value adding: 

 
 

Value Added Importance 
 

1. Internal, high value added 

2. Internal, value added 

3. Internal, low value added 

4. Internal, no value added 
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Specific Outcome 2: Explain the Types of Work done within the Various Core 
Activities of an Organisation 

 

Learning outcomes:  

1. The various activities of an organisation are identified, with examples. 

2. The work done in three different activities is explained, with examples. 

The various activities of an organisation are identified, with examples. 

The work done in three different activities is explained, with examples: 

What are the three types of organisational activities? 

• Process consultation 

• Confrontation meeting 

• Survey feedback 
 
 

Process consulting for change management and organisational effectiveness: 
 

Process consulting is a powerful tool which is used to enhance group effectiveness, shorten 

meeting times, and address conflict. It helps teams to work together more effectively, and its 

effects can last long after the consultant has departed. 

 

The benefits of process consulting are usually: 
 

• Shorter meetings. 

• More productive meetings. 

• Better decisions. 

• Increased feelings of participation or potency. 

• Greater satisfaction with the team or meetings. 
 
 

Process consulting is carefully intervening in a group or team to help it to accomplish its goals. The 

consultant does not try to help the team as an expert; instead, the consultant helps the team to help 

itself. These skills used in process work are quite different from those used in "expertise-based" 

consulting, because the consultant must: 
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• concentrate on the way the team works, rather than what it is working on. 

• stay silent even when issues s/he knows or cares about are discussed. 

• ask questions instead of offering expert advice. 

• help the team solve its own problems. 

• not make value judgements or deal with content issues. 

• understand group dynamics, conflict resolution, and manager/leader development. 

 
Process consulting also requires a client who is aware of their problems, and who is willing to listen 

and change some habits if needed. In some ways, process consulting is as difficult for the client as 

it is for the consultant, because they must put aside any natural defensiveness and temporarily 

yield their authority in some ways. However, the rewards far outweigh the efforts and risks. 

Overall, process consulting is an invaluable but underused service which requires an experienced 

consultant. 

 

 
Confrontation Meeting 
 

What is confrontation meeting? 

Confrontation meeting is an activity which allows entire management group, composed of individual 

from all levels of the organisation to take a quick reading on its own health and within matter of 

hours to set action plan for improving it. 

 
This activity is based on: 
 

• Experience with an action-oriented method of planned change. 

• It involves the entire in a joint action-planning programme. 

• The meeting can be conducted several times with one morning and one evening 

session involving only two or more hours out of usual working days. 

 
Where it is effective? 
 

Where there is a genuine commitment to solving the problems on the part of top management. 

 

• Top management intends to improve the conditions rapidly. 

• There is adequate cohesiveness in the top management team to ensure follow-up. 
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Benefits of confrontation meeting: 

 

• Direct communication is improved. 

• Morale of employees increased. 

• Better work culture. 

• Improve inter department human relationship. 

• Get solutions on day-to-day problems. 
 

 
Elements of confrontation meeting: 
 

• Climate setting 

• Information collection 

• Information sharing 

• Priority setting & grouping planning. 

• Organisation action plan 

• Immediate follow-up by top team 

• Progress review. 
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Specific outcome 3: Explain The Role Of A Selected Work Unit In An 
Organisation In Relation To The Core Business 

 

Learning outcomes: 

1. The function of the selected work unit within an organisation is explained, in relation to the 

core business. 

2. The value adding contribution that the work unit adds to the organisation is identified, with 

examples. 

3. The inter-relationship between work units in achieving organisational objectives is explained. 

 
The function of the selected work unit within an organisation is explained, in relation to the core 
business. 

 
Work units in an organization 
 

A logical element or segment of a company (such as accounting, production, marketing) 

representing a specific business function, and a definite place on the organisational chart, under 

the domain of a manager. Also called department, division, or a functional area. 

 
Business Units 
 

Business Units introduce a hierarchical administration structure in. Business units represent an 

approach for controlling data for purposes such as branding and regulatory compliance for direct 

email marketing campaigns. 

 
What Is a Business Unit? 
 

A business unit is a hierarchical administration structure that controls access to information and 

sharing of information. A business unit allows you to manage user roles for the business unit, view 

users who have access to the business unit, and define filter criteria for subscribers. 

All items created in a business unit are accessible to all users working in that business unit. Items 

can be shared with other users in other business units by placing them into a shared items folder, 

located in the Content and Subscribers sections of the applications. 

Business units manage the visibility of data within an account using a hierarchical structure, which 

can be organised in any way to match your business needs. Business units can mirror workflow 

processes, demographic and behavioural data about your subscribers, or your organisation’s 
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operational structure.
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Specific Outcome 4: Identify and Explain the Difference between the Line and 
Support Functions within a Selected Organisation 

 

Learning outcomes: 

 
1. The concept of line and support functions is explained with examples. 

2. The relationship between a line and support function is explained, with reference to own work unit. 
 
 

What is the difference between line function and staff function? 
 

The departments or employees of a firm that perform the core activities and contribute to its 

business directly are called line function example manufacturing and marketing. on the other hand, 

the departments or employees that perform the support function and contribute indirectly to the 

business of a firm are termed as staff function example Human Resource Management and 

Finance. 

 

Staff Interaction 

"Staff Interaction" traces the origins of the support Staff function and examines the relationship 

between the Staff and Line functions; as well as offering Leaders greater insight on effectively 

supervising the Staff functions and increasing their Staff's effectiveness by reducing the inter- 

departmental rivalry or ill-will that commonly exists between the Staff support and Line functions. 

 
Staff and Line Functions Defined. "Generally, a line function is one which is involved in or contributes 

directly to the main business activity of a firm…. 

 
Staff functions are those functions which help or assist line functions accomplish the primary 

objectives of the enterprise. They are activities which are indirectly related to the major objectives 

of the firm". 

 
Additionally, Line functions are those activities that give definition to the organisation structure and 

which ensure that the product or service is produced and reaches the customer at a profit. 

Whereas Staff functions are subsequently added to assist Line managers in accomplishing their 

goals. Thus, as the number or depth of the Leader's responsibilities expand to the point of making 

unrealistic demands on his or her time or expertise so that he or she is no longer able to 
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effectively administer all the required functions in his or her supervisory domain, Staff positions are 

created to help facilitate his or her endeavours. For while a Leader may be quite capable of 

supervising six retail locations, providing the necessary training, marketing, and administrative 

support, etc., he or she will typically need the assistance of a training manager, marketing director, 

controller, property administrator, real estate manager, construction supervisor, and a director of 

operations and their various assistants to successfully supervise 250 such units. However, 

regardless of the quality or degree of support they receive "line management has the full and final 

responsibility for directing the activities of the people who comprise the organisation, because line 

management is directly responsible to the founders or owners for achieving results through those 

people. Consequently, line management must retain the full authority to carry out the function[s] 

for which it is held responsible. This authority cannot be successfully delegated except within the 

line management organisation [structure]. The staff role, on the other hand, is one of counsel, 

service, and advice. The staff expert should have no authority over any part of the line 

organisation, nor should he [she] take any action that will interfere with line management's 

performance of its role". 

 
Therefore, Staff members typically have far fewer Subordinates of their own and are ordinarily 

concerned with activities of a much more limited scope and responsibility than their Line Leader 

counterparts at comparable hierarchical levels. Whereas a Line Leader's responsibilities of are 

traditionally broader in scope; having a similar range of authority as his or her immediate superior 

on a downscaled version of the larger hierarchal structure that is usually organised and operated 

in a similar manner as the next higher echelon. Thus, as a result of this wider range of supervisory 

responsibility, Line positions are more frequently the incubators of future presidential candidates 

than Staff positions. 

 

 
Business Support Functions 
 

Business support functions include: Marketing, Information Systems, Finance, HR, Pricing and 

Procurement, and is key to driving our business forward and ensuring that the organisation 

continues to operate successfully. 

 
Therefore, what are business functions? 

 
 

Business functions are the activities carried out by an enterprise; they can be divided into core 

functions and support functions.
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Core business functions are activities of an enterprise yielding income: the production of final goods 

or services intended for the market or for third parties. Usually, the core business functions make up 

the primary activity of the enterprise, but they may also include other (secondary) activities if the 

enterprise considers these as part of its core functions. 

 
Support business functions are ancillary (supporting) activities carried out by the enterprise in order 

to permit or to facilitate the core business functions, its production activity. The outputs (results) of 

support business functions are not themselves intended directly for the market or for third parties.  

 

Support business functions can be further subdivided into: 

 

• Distribution and logistics: transportation activities, warehousing and order processing; 

• marketing, sales and after-sales services: market research, advertising, direct marketing 

services (telemarketing), exhibitions, fairs and other marketing or sales services; also included 

are call-centre services and after-sales services such as help-desks and other customer 

support services; 

• information and communication technology (ICT) services: information technology (IT) 

services and telecommunication (IT services including hardware and software consultancy, 

customised software data processing and database services, maintenance and repair, 

webhosting, as well as other computer-related and information services, but excluding 

packaged software and hardware); 

• administrative and management functions: legal services, accounting, book-keeping and 

auditing, business management and consultancy, human resources (HR) management (e.g., 

training and education, staff recruitment, provision of temporary personnel, payroll 

management as well as health and medical services), corporate financial and insurance 

services; also included are procurement functions. 

• engineering and related technical services: engineering and related technical consultancy, 

technical testing, analysis and certification; also included are design services; 

• research & development (R & D): research and experimental development. 

 
 

Line Function 
 

A line function is a primary business activity that negatively affects income or the customer 

experience if it is interrupted. Line functions vary between businesses. These functions are directly 

related with the objectives of the enterprise. This function provides authority to line manager over 

the subordinates. It is in the form of a series ofsteps and therefore involves the scalar principle. 
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The line of authority in organisation should be as clear as possible. This line starts from the top 

management position to the subordinate positions. The clearer this line is, the more effective the 

organisation will be as each level gets to know its responsibility and what share that level has in 

decision making.   
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242822 - Employ a Systematic approach to Achieving Objective 

 
 

Specific Outcome 1: Identify And Develop Objectives 

 
Learning outcomes: 

1. A statement of general intent is written specifying the aim, according to identified needs. 

2. Measurable parameters are specified to meet the need. 

3. Involvement of team members is encouraged to refine the objective and the measurable 

parameters. 

 
Develop Objectives: 

 
Involve: Involve the different levels within your organisation – from top-management to middle 

management through to operational staff. This will help build commitment, and responsibility for 

achieving targets can be shared. 

 
Develop objectives and targets: 
 

• Identify the potential for improvement (see Step 8 on performance indicators); 

• Develop preliminary objectives and discuss with relevant decision makers; 

• Agree and finalise objectives with all those involved, including top-management; 

• Establish targets to achieve the objectives, and develop measures for tracking progress; 

• Communicate objectives and targets, and how to achieve them; 

• Review progress on a regular basis and inform all relevant people; 

• The final Management review reviews performance against objectives and targets, and 

modifies, where necessary, the targets for the following year. 

 
Tip: consider starting off with a limited number of objectives and then increase these in line with the 

outcomes of Pillars 1 and 2. In this way you can gain some early success by concentrating on 'quick- 

wins' for reporting to management. 

Tip: objectives are not only for improving performance, but also can be for maintaining current levels 
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of performance. 
 
 

Possible problems and how to deal with them: 
 

• Constraints 

Certain constraints may exist on achieving objectives and targets. These include financial resources, 

personnel, other resources, technological know-how or potential conflict with other organisational 

objectives. It is therefore important to have the full backing of top management in establishing your 

objectives and targets to ensure that sufficient resources are provided and that the objectives are 

integrated with other organisational policies and goals. 

 

• Co-ordination and commitment 

The achievement of objectives and targets can often fail due to a lack of co-ordination within the 

organisation and a lack of commitment from others involved. It is important to involve the people in 

the relevant functional areas when setting objectives and targets. This helps establish clear roles 

and responsibilities from the outset and builds commitment from those involved. 

 

• Badly defined 

Badly defined objectives and targets are a recipe for failure. Each objective must have a measure 

of success, without this you will not know if a target has been achieved. 

 

• Ownership 

Clear ownership of the target is also vital to success. If there is no specified person(s) responsible 

for achieving the target, then it may not be achieved. 

 
How long does it take to complete this step? 
 

Setting objectives and targets is not simply a number-crunching exercise. Equally important 

is agreeing them with relevant personnel and getting their commitment. You can carry this out over 

a period of weeks and hold a number of relatively short meetings with key people in your 

organisation. 

 
How do I know when I have completed this step?  

 

You have completed this step when: 
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• objectives and targets are agreed and finalised with key personnel including top management; 

a means of tracking progress is identified, objectives, targets and means of achievement are 

communicated within your organisation; 

• In the future, you will have progress reviewed on regular basis and all relevant people informed; 

performance against objectives and targets reviewed by top-management and modified where 

necessary. 
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Specific Outcome 2: Forumulate A Plan To Meet The Objective 

 

Learning Outcomes: 

 

1. Information is obtained and verified to specify the required tasks to achieve the objectives. 

2. Tasks are sequenced according to priority, and resources allocated. 

3. Time allocations are estimated according to the requirements to achieve objectives. 

4. Criteria for success are established to facilitate monitoring. 

5. Contributions from team members are encouraged and decisions are motivated where necessary. 

6. Plans are formulated which are clear, visible, and understood by all affected parties. 

 
Developing An Action Plan 
 

Developing an action plan means turning ideas raised during strategic planning or evaluation into 

reality. It means identifying the steps that need to be taken to achieve the resource centre’s aims. 

The resource centre officer and their manager or supervisor should develop the action plan, in 

consultation with members of the resource centre advisory committee and/or other users. It is 

useful to have action plans for each area of the resource centre’s work, such as: 

• fundraising 

• selecting and ordering materials 

• organising materials 

• computerisation 

• providing information services 

• promoting the resource centre 

• networking and cooperation. 

 
How to develop an action plan: 
 

An action plan consists of seven steps: setting objectives, assessing the objectives, identifying 

action required to meet the objectives, working out how to evaluate the activity, agreeing a 

timeframe for action, identifying resources (human, financial and technical), finalising the plan, and 

evaluating the results. 

 
1. Set objectives 

You need to identify clear objectives that will guide your work to achieve the resource centre’s aims. 
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Objectives need to be achievable - do not be over-ambitious. They need to be measurable (for 

example, a certain number of activities carried out within a certain period), so that you can know 

whether you have achieved them. 

 
Ask yourself: 

• What do we want to achieve? 

• Example of an aim: To disseminate information that will improve local health workers’ 
knowledge of local health problems. 

• Example of an objective: To produce and distribute an information pack on malaria 

diagnosis and management to all health clinics in the district within the next three months. 

 

  Assess the objectives: 

Assessment helps to determine whether or not the objective is appropriate. It may result in 

confirming the objective, abandoning it or revising it. 

 

Ask yourself: 

• Is the objective compatible with the resource centre's aims and objectives? 

• Are the necessary resources (funds, equipment, staff) available to reach this objective? If 

not, are they obtainable? 

• What problems might arise in working to achieve this objective? 

• Example of resources needed to carry out the objective: staff time, relevant materials 

in the resource centre or obtainable from elsewhere, stationery, photocopier, postage. 

• Example of revised objective: To produce and distribute an information pack on malaria 

diagnosis and management to 20 health clinics and training institutions within the next six 

months. 

 

2. Identify action required to achieve the objective 

A series of tasks needs to be identified for the objectives to be achieved. List these as steps.  

  Ask yourself: What tasks are necessary, in what order, to meet the objective? 

 

Example: 

• Plan the content of the information pack and decide how to distribute the packs, 

in consultation with other staff and users. 
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• Calculate costs and staff time, and make sure that funds and time are available. 

• Allocate responsibilities. 

• Gather information for the pack (search resource centre, contact other organisations). 

• Request permission from publishers to photocopy material. 

• Photocopy material and prepare packs. 

• Distribute packs. 

 

3. Work out how to evaluate the activity: 

Plans for finding out how far the activity has achieved its objectives need to be built into the action 

plan. 

 
Ask yourself: 

• How will we know whether we have achieved our 

objectives? Example: 

• Contact five clinics to see whether they have received the packs. 

• Include an evaluation form in the pack, asking health workers whether the information 

has improved their knowledge, how they have used the information, and how future packs 

could be improved. Assess the feedback from the forms. 

 
Then incorporate plans for evaluation into your action plan. 

 
 

Example (showing plans for evaluation in bold italics): 
 

1. Plan the content of the information pack, including evaluation forms, and decide how 

to distribute the packs, in consultation with other staff and users. 

2. Calculate costs and staff time, and make sure that funds and time are available. 

3. Allocate responsibilities. 

4. Gather information for the pack (search resource centre, contact other organisations). 

5. Request permission from publishers to photocopy material. 

6. Prepare evaluation forms. 

7. Photocopy materials prepare packs. 

8. Distribute packs. 

9. Contact clinics to see if they have received packs. 

10. Revise plans for distributing packs if they have not reached some clinics. 

11. Assess the feedback from the evaluation forms and use it to plan future work. 
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4. Agree on a time frame: 
 

As you identify each task, work out how long it will take and when it needs to be done. This will 

help you to see whether your action plan is on schedule or whether you need to modify the 

schedule. 

 

Ask yourself: 

• What is the actual time required for each individual task? (Be careful not to under-estimate) 

• When will each step be completed? 

• Example: Total of 18 days over a three-month period 

 
5. Assess the action plan: 
 

Ask yourself: 

• How will you know whether the individual tasks have been achieved? 

• Have you allowed for possible interruptions? 

• Have you tried to do too much or too little? 

 
 

An action plan must be realistic if it is to work. It is easy to over-estimate what you can do, leading to 

disappointment and failure.  

 

For example: 

• Leaflets that you had planned to include in the pack may have run out and need to be 

reprinted. Can you substitute something else, or will you need to arrange for them to be 

reprinted before you can finish preparing the packs? 

• The member of staff preparing the pack will take annual leave for six weeks during the 

period in which the pack was planned to be prepared. Can you re-schedule the work, or can 

someone else do it? 

 
6. Finalise the action plan: 

 

Revise the action plan. Obtain feedback and comments from colleagues and revise it again if 

necessary. 
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Developing Team Objectives 
 

Many companies have mission statements, vision statements, corporate, department and 

individual goals. These are usually blended together to ensure that everyone in the organisation is 

moving in the same direction. If the goals are not compatible, groups or individuals in the company 

start pulling in different directions and the overall progress of the company is affected. 

 
As a team leader, you communicate the objectives that the team needs to achieve daily. Then you 

coach them to accomplish them. Ensuring that these daily objectives are achieved is part of a long 

term plan and essential to being an effective leader. 

When the goals of the company, team and the individual are focused on the same direction, they 

are more likely to be achieved. When everyone is moving in the same direction it is more 

satisfying and productive. 

 
Setting Goals 
 

For goals to be useful they must be clear, specific, and understood. For example, a goal “To be 

more profitable" is not especially useful because it does not identify what profitable means or 

when it should happen by. 

A more useful goal would be to: 

"Increase the sales of X brand televisions by10% by the end of this financial year”. 

Having a goal, is the first step. Next, you need a plan to achieve it. 

Using the example above, the company would need to develop 

several steps to achieve that goal. These steps form the basis of your 

plan. 

 

S M A R T is a common acronym used to describe setting goals or objectives. Briefly SMART 

goals are: 

• S - Specific and clear. The objective is identified. 

• M - Measurable. There is some form of measurement built in. 

• A - Achievable. The team has the capacity to achieve it. 

• R - Realistic. The goal must be within the capabilities of the team. 

• T - Time related. There is a defined time frame to achieve the goal. 
 

 

Once the goal is set, the next step is to determine how you will get there and what role each person 
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will play. In this step it is important that all team members have the same understanding of what is 

to be achieved and who is responsible for achieving it. 

 
Develop a Team Plan and the Member's Roles 
 

Developing a team plan sets a clear direction for the team. As part of this process, you need to 

define the role that each team member will play. This shows each person how they can contribute 

to achieving the goal. In this process it is important to develop clear areas of responsibility, provide 

adequate resources and ensure that each person is accountable for their actions. 

 

There are many ways to define these roles depending on the maturity and experience of the team. 

 

 

• You could let the group decide for themselves. If all members have worked together before 

and are aware of individual strengths, this could work well. 

• People could choose their own role. There may be issues of authority or skill that could 

impact on their effectiveness in their chosen role. 

• You could decide who does what. If so, it is a good idea to explain why the roles are 

delegated as they are, so team members understand the reason for the decision. 

 
Identifying Team Tasks 
 

Once you have decided what you want to achieve and who will fill what roles in the team, you 

must itemise the tasks that need to be completed. It is a good idea to involve the team in this so 

everyone has some input and understanding of what is involved. The overall process for this is as 

follows: 

 

• State the goal to be addressed. 

• List the tasks required to achieve that goal. 

• Group similar tasks under one heading (for example, inventory control). 

• Determine the resources needed to complete each task. 

• Define the role, responsibility, authority, and accountability for each task allocate team roles 

to the appropriate people. 

 
Responsibility, Accountability and Authority 
 

After the roles have been allocated, the next step is to ensure that everyone knows what they can 
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and cannot do. They need to understand their role in terms of their: 

• responsibility, what tasks they must do 

• accountability, what results they must achieve 

• authority, how much power they have to achieve the goals 
 

 
Clearly identifying these levels is critical to the success of the team and reflects your effectiveness 

as a leader. Ensure that a person's role is suited to their skills and that their level of authority is 

equal to their levels of responsibility and accountability. Dissatisfaction can quickly develop if a 

person has high levels of responsibility with little authority to get the job done. 



49 

 

Specific Outcome 3: Implement The Plan 

 
Learning outcomes: 
 

1. Team members are delegated tasks according to the plan. 

2. Team members are encouraged to complete their tasks using their own control methods. 

3. Resources are made available according to the plan. 

4. Measuring and checking systems are initiated to enable monitoring for compliance with the 

plan. 

 
Delegation 
 

The secret of success is not in doing your own work, but in recognising the right person to do it. 

One of the most crucial and challenging tasks for managers and supervisors is to apportion the 

work among the employees they manage and supervise. A lot of managers and supervisors 

frequently complain that they have too much to do and too little time in which to do it. Unchecked, 

this feeling leads to stress and ineffectiveness. In many cases, executives could greatly reduce 

their stress by practicing a critical management skill – delegation. 

 
Delegation is the assignment of authority to another person to carry out the specific job-related 

activities. It allows a subordinate to make decisions; that is, it is a shift of decision-making authority 

from one organisational level to another lower one. Delegation should not be confused with 

participation. In participative decision making, there is a sharing of authority; with delegation, 

subordinates make decisions on their own. Effective delegation pushes authority down vertically 

through the ranks of an organisation. 

 
Mastering the art of delegation makes you a professional manager; it is an effective means of 

developing your employees, and a key to the organisational prosperity. 

 
The inability to delegate has led to the downfall of many executives – from the top-notch managers 

to the first-line supervisors. Successful businesses, regardless of size, encourage not only their 

managers and supervisors but also others to master the art of delegation. Historically, delegation 

has been a vertical process, with managers delegating to subordinates in a clearly defined 

hierarchical structure. Today’s successful businesses are emphasizing both horizontal and vertical 
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delegation. With the growing emphasis on teamwork, the ability to influence and delegate to others 

over whom you have no direct control is critical to the team’s success. 

 
Whether delegating vertically or horizontally, delegation must be accompanied by effective 

coaching. Delegation will not be effective unless managers and other designated supervisors and 

coaches work with employees to help them develop the skills needed to get the job done. Effective 

delegation also requires good communication and a high degree of trust between the delegator 

and the delegatee. 

 
Delegation is not task assignment. Task assignment is simply assigning work to an individual within 

the duties and responsibilities of his position. Delegation, on the other hand, involves the manager 

giving someone the responsibility and authority to do something that is normally part of the 

manager’s job. 

Delegation is not “dumping.” Managers should take special care to make sure that the employee 

does not think he is trying to “dump” unpleasant assignments on him. If delegation is not done 

properly, employees feel put upon and resent what they perceive as ‘I have to follow the boss’s 

order.’ 

 
Delegation is not abdication. The manager still has the ultimate accountability for the assignment. 

That is why it is important for you to establish appropriate controls and checkpoints to monitor 

progress. Besides, managers should give delegatees the appropriate authority to act along with 

clear expectations including any boundaries or criteria. The manager, however, should try to avoid 

prescribing HOW the assignment should be completed. 

 
Delegation involves three important concepts and practices: responsibility, authority, and 

accountability. When you delegate, you share responsibility and authority with others, and you hold 

them accountable for their performance. The ultimate accountability, however, still lies with the 

manager who should clearly understand that: 

• Responsibility refers to the assignment itself and the intended results. That means setting 

clear expectations. It also means that you should avoid prescribing the employee HOW the 

assignment should be completed. 

• Authority refers to the appropriate power given to the individual or group including the right to 

act and make decisions. It is especially important to communicate boundaries and criteria 

such as budgetary considerations. 
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• Accountability refers to the fact that the relevant individual must ‘answer’ for his/her/their 

actions and decisions along with the rewards or penalties that accompany those actions or 

decisions. 

 
Benefits of delegation: 
 

Benefits to the Manager / Supervisor: 

• Makes your job easy and exciting. 

• Reduces stress and makes you look good. 

• Frees you to do what you should be doing. 

• Develops trust and rapport with your employees. 

• Grooms your successor so that you can move on to bigger and better things. Often 

managers and supervisors derail their own advancement by not having someone to take 

their place. 

 
Benefits to the employee: 
 

• Provides professional growth opportunities 

• Develops their professional knowledge and skills 

• Elevates their self-image and ultimately self-esteem 

• Enhances their confidence and value to the organisation 

• Brings them personal satisfaction and a sense of achievement 

• Gives them opportunities to be involved with decision making which in turn leads to more 

commitment and increased morale 

 
Benefits for the organisation: 
 

• Saves money 

• Promotes teamwork 

• Brings about professionalism 

• Increases productivity and efficiency 

How To Manage Your Time: 

STEP 1: Prepare yourself first, by taking 30 minutes of your time to fix yourself something to eat and 

relax. Then Make a list of the tasks you need to accomplish. But before you can manage your time, you 
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need to know what it is you must manage. A list of tasks, from the mundane to the critical, will help you 

get a handle on what needs to get done. 

 
ASSIGN realistic priorities to each task: 

• Priority 1: due TODAY by 6pm 

• Priority 2: due TOMORROW by 6pm 

• Priority 3: due BY THE END of the week 

• Priority 4: due during next week 

 

You can further prioritize tasks within this grouping by adding a decimal place. For example, a priority 

1.0 task needs to be done immediately, whereas a Priority 1.5 task simply needs to be done by the 

end of day. 

 

STEP 2: Balance your effort. Work on small portions every day of work that will be due by the end of the 

week, starting with the most important tasks first. 

 

• DO today's tasks. CONCENTRATE on what is at hand, do not allow yourself to lose focus. 

Then move on to the next daily task. Once today's tasks are completed, mark them as such, 

and proceed to tomorrow's tasks. 

• When tomorrow's tasks are complete, work on the other tasks due by the end of the week, and 

when those are complete, work on the tasks due early next week. A small portion of each is 

better than one huge, laborious task and will keep your time managed more efficiently and 

reduce stress and eliminate burn-out. 

• Make one of your final daily tasks the completion of tomorrow's task list. Each day should be 

ended with a new task sheet for tomorrow to keep you on track. 

 

STEP 3: Focus on your most productive time of day. Some people work better in the morning, and 

some are more focused in the evening. 

 

STEP 4: Manage time in increments. Play a game with yourself by competing against the clock. 

 

• Work in fifteen minutes, half hour or hour intervals, scientifically it is known that 45 minutes 

work followed by a 10-minute rest is the best for the average studier. Give yourself a time 
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goal to complete a portion of a task or the entire task. 

 

 
STEP 5: Take a break. Clear your mind and refresh yourself to refocus. 

 

• Decide beforehand on a 5-, 10- or 15-minute break and stick to that decision. 

• Breaks provide incentive by giving you something to look forward to having. 

 

STEP 6: Keep track of your progress. 

 

• Cross things off the list as they are completed. 

• You will feel more relieved and relaxed just by getting through the daily tasks. Not only will you 

be getting things done, finishing tasks will give you a sense of accomplishment and spur 

motivation. 

 

STEP 7: Reassess the list. Rewrite and prioritize your list on a regular basis. 

 

• Add new tasks to the list. This should be done daily, especially when you are just getting started 

with a time management regimen. 

• Eliminate or adjust tasks that are completed or fall in priority. 

• Delegate tasks to others. Contrary to popular belief, you do not need to do it all. You can be 

much more effective if you can delegate tasks, as necessary. 

• Use technology to complete tasks more quickly, efficiently, or accurately. Today's mobile 

technology features dozens, if not hundreds of apps that will help you manage—and even 

accomplish—your tasks efficiently. 

 

STEP 8: Leave time for fun. While there are times when we just need to power through a large 

project, it is important to give yourself time to let loose. Not only will it refresh your mind, but it is also 

good for your body, too. It does not have to be a lot of time but make sure that you do! Sleep for 6-8 

hours every night. Getting the proper amount of sleep will help keep you alert and energetic, able to 

think clearly, and function at a high level. 
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Specific Outcome 4: Monitor Activities 

 
Learning Outcomes: 
 

1. Monitoring activities are initiated to compare actual progress with planned progress. 
 

2. Corrective action is taken, where necessary, to bring actual results in line with planned results. 
 

 
Monitor And Evaluate Progress 
 

Having ways to check on your progress (monitoring) and take stock of where things are at on a 

regular basis (evaluation), are important for your group to function effectively. 

Monitoring and evaluation are critical for taking stock of progress and for helping to ‘learn as we 

go’. Monitoring and evaluation can help groups to identify issues, measure success and learn from 

any mistakes. This notion is closely linked to the ‘learning’ principle of successful community 

conservation projects. You can use this worksheet for step-by-step guidance on how to plan your 

evaluation. Work through the questions, fill in the worksheet as you go and refer back to these 

sections for ideas. 

 
Monitoring 
 

Monitoring is the systematic gathering and analysing of information that will help measure progress 

on an aspect of your project. Ongoing checks against progress over time may include monitoring 

water quality in a catchment or monetary expenditure against the project budget. Monitoring is not 

evaluation as such but is usually a critical part of your evaluation process and should therefore be 

included at your project planning stage. 

 
Why you want to monitor? 
 

Keeping records and monitoring activities helps people see progress and builds a sense of 

achievement. Records can be useful and even essential when promoting the group or applying for 

funding. Monitoring also has significance for the wider field of conservation. Ecosystem monitoring 

is not a fully developed science, so any work undertaken by your group has the potential to 

contribute to the refinement of measures of ecosystem health.
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What You Will Monitor? 

 

The following list of questions will help you decide on your monitoring objectives: 

• What information will help us make informed decisions? What will help us know that 

our project/group is on track? 

• What is the appropriate scale for monitoring e.g., catchment, district, reserve boundary, 

whole forest, or whole ecosystem? 

• What are our timeframes for monitoring e.g., days, months, or years? 

• Do we need input from other groups or agencies? 
 
 

Features Of Effective Monitoring: 
 

Monitoring can be effective when: 

 

• Scientifically valid techniques are used. 

• Aspects relevant to your project are measured. 

• It is carried out regularly and consistently. 

• Accurate records are kept. 

• It is used as part of your evaluation to support or adjust project goals and actions. 
 

 
Evaluation 
 

Evaluation provides an opportunity to reflect and learn from what you have done, assess the 

outcomes and effectiveness of a project and think about new ways of doing things. In other words, 

it informs your future actions. Evaluation should ideally be factored into your initial project planning 

(see setting your direction). When you are setting your vision, goals, and actions, you need to be 

considering how and when you will check your progress against them. 

 

You may decide that you will: 

 

• Refine your project as you go, so that evaluation is part of your regular project activities. 

• Evaluate the project at agreed milestones e.g., on a yearly basis or after major activities. 

• Carry out an initial baseline exercise against which you compare progress at the end of the 

project. 
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To ensure your evaluation is effective, it is important to consider: Once evaluation data has been 

gathered and analysed, remember to check your conclusions against your goals and objectives. 

Make sure you put your results into practice - take them on board and use them to influence how 

you work. 

 

Your Purpose - What To Evaluate: 

 

When designing your evaluation, make sure you are clear about your purpose. It is helpful to 

determine what questions you want answered - make sure everything you ask or investigate during 

evaluation relates back to these questions. As a first step, decide what it is that is important to 

evaluate. It might just be finding out what worked and what did not, so you can improve things. It 

might be more specific, such as the extent to which your project is achieving the outcomes set for it 

(in most cases, these will be conservation outcomes), how well organised you are or whether you 

met the expectations of sponsors. 

 
Your Approach - How To Evaluate: 
 

There are many ways to evaluate your project, depending on what your purpose is. However, it is 

important to make sure the evaluation process involves valid and sound methods for information 

gathering and analysis. This does not mean you need to go to great expense but requires that you 

be clear about the methods involved. A small project, for example, could be evaluated using a well- 

structured workshop at an evening meeting attended by all project partners. In comparison, a large, 

expensive multi-year project might warrant employing a specialist or at least getting their help with 

the evaluation design. 
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242815: Apply the organisation's code of conduct in a work 

environment 

 

Specific Outcome 1: Explain The Concept Of Ethics In Relation To The 'Moral 

Compass' 

Learning Outcomes:  

• The components of the 'moral compass' are described according to theory and practice.  

• The team leader identifies team members' positions on the 'moral compass' according to 

observed behaviour.  

• The relationship between ethics and the constitution is explained according to group and 

individual rights and responsibilities.  

 

The Moral Compass 

Acompass is a relatively simple instrument based on a simple concept. With its northward-facing needle, 

it is a consistent and true indicator of physical direction. By placing moral in front of compass, we evoke 

a clear picture of mental processes that point a person in a particular direction in life. These processes 

are consistent and true indicators upon which personal belief and action can be based. 

The concept of morality is also relatively simple at its absolute core. It denotes conduct or duties based 

on what is right and wrong. Morality is considered to be the basis of character and is wrapped around 

ethics. 

But while both the concept of a moral compass and the definition of morality are simple and clear, the 

concept of what constitutes morality is not. One person’s moral compass may not point in the same 

direction as another’s, as far as right and wrong conduct and belief are concerned. 

A recent article in The Los Angeles Daily News serves as a good illustration. Written by reporter and 

columnist Tony Castro, the article was titled, “The Moral Compass Suddenly Goes South.” The clear 

implication is that society is generally going in the opposite direction of acceptable moral and ethical 

standards. The author makes a superb case based on the recent actions of notable public figures—

starlets and celebrities who operate outside and above the common laws of society, sports superstars 
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who see themselves as immune to prosecution, and politicians and religious leaders whose examples 

raise serious questions about right and wrong. Yet when it comes to the point of drawing a solid 

conclusion on which to base one's moral compass, the author covers his tracks by quoting two experts—

John P. Crossley Jr. whose expertise is religion and social ethics, and James Kellenberger, ethics and 

morality professor at California State University. Crossley diffused the case by pointing out that there has 

always been immorality and what we see today is no different than any other time in human history. 

Kellenberger claimed that, because more information is available today, there is a perceived increase in 

immoral behavior due simply to better observation and publicity. In claiming that the moral compass is 

facing south, Castro fails to define where north is. And so an excellent opportunity to educate his 

readership goes begging. 

But it’s not unusual for modern writers to balk at making a clear statement of what the consistent and 

true indicators should be—and perhaps this is understandable when we consider the general mindset of 

Western society. Regarding the postmodern mind, Richard Tarnas writes, “There is an appreciation of 

the plasticity and constant change of reality and knowledge, a stress on the priority of concrete 

experience over fixed abstract principles, and a conviction that no single a priori thought system should 

govern belief or investigation. It is recognized that human knowledge is subjectively determined by a 

multitude of factors; that objective essences, or things-in-themselves, are neither accessible nor 

positable; and that the value of all truths and assumptions must be continually subjected to direct testing. 

The critical search for truth is constrained to be tolerant of ambiguity and pluralism, and its outcome will 

necessarily be knowledge that is relative and fallible rather than absolute and certain” (The Passion of 

the Western Mind, p. 395–396). How can it be possible to construct a moral compass that can give the 

same north reading for all members of society when the mainstream belief of the population is that 

knowledge is endlessly evolving—that actions and beliefs must of necessity be fluid and adaptable to 

society’s changing popular culture? 

Is religion the answer? Given the above mindset, even if religious organizations all taught the same 

ethical standards it would be difficult to establish a uniform moral north. But the larger problem with 

religion is that there is no agreed basis for morality. From the belief that a human leader has the authority 

to change scriptural injunctions, to the belief that there is no concrete moral law prescribed by the Bible, 

organized religion claims many “norths” that invalidate its authority to establish a true north. All this 

without even addressing the immoral conduct of many who claim to represent God! 

It is not unreasonable to conclude that most today don’t want to know where north is in case that 

information would interfere with their lifestyle. Because of man’s propensity to always treat the effects 

instead of addressing the cause, the solution to wavering moral compasses will continue to prove elusive. 
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Until society recognizes the need for a single absolute authority to establish the difference between right 

and wrong, no solution will ever be possible. 

 

 The Moral Compass and Decision-Making in Business 

One simple way of stripping down an understanding of morality or a way we make decisions or take 

actions is to think of two components: 

• Beliefs - by which we mean in practice, what we believe about the development and involvement 

of people and the way they behave. 

• Ethics - by which we mean that sense of identity summed up in a sense of purpose and our vision 

and mission. 

In other words, in this understanding: beliefs are focused around people, whether just us as individuals 

or a whole community, organisation or even nation whilst ethics are focused on that specific action-

centred sense of identity. 

So imagine you are holding a compass in your hand right now. That compass represents your own moral 

decision-making as a leader. Can you think what beliefs are influencing the compass bearing of 

leadership you take. Can you think too about the ethics or sense of identity that influences your direction 

of travel. For it seems to me, that our moral compass of leadership is entirely dependent on our beliefs 

(about people) and our ethics (sense of identity). I hope you agree? 

If I may, can I invite you to take a moment to consider how that moral compass is at work in your own 

leadership and may be to consider what influences you as you make your own (moral) decisions? 

 

My Moral Compass in Practice 

As leaders we don’t often take a step back to consider who we are and what influences us in the decisions 

we make, and still less the moral compass that may guide us. So can I invite you to do that now in three 

particular ways: 

Personal “Hard Wiring” - Whatever words might be used to describe it, there is a basic moral system that 

is hard wired into humans. The same is true of other species of animal of course, although many would 

prefer not to think of a moral wiring in other species. Yet, whilst there are exceptions and not individual 

is the same, there is a basic moral hard wiring amongst people helping to discriminate between right and 
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wrong. 

Infused - The word infused is, I think really helpful when thinking about that moral awareness that is 

absorbed from the context in which we as leaders develop and in which we operate. So that basic hard 

wiring is developed and interpreted as we are infused with the wherewithal of managing our moral 

compass in practice. 

Controlled - The laws, rules and conventions of our operating context provide the limits and boundaries 

for our moral compass in practice. These controls are external to us. We may want to press and push 

and maybe change these boundaries depending on the circumstances, but it becomes difficult to 

legitimately stray over them. 

So then, internal to us is the hard wiring within us influencing moral choice and the frameworks that are 

infused within us and external to us are the rules, or the boundaries set for us. Classically we might say 

the choices we make - or the way we navigate using our moral compass - is based upon our conscience. 

This may seem obvious stuff, but let me test this out with you. 

 

Testing our Moral Compass 

Imagine we are faced with a particular challenge, a difficult decision we have to make. We might think 

the decision is purely rational. We might think that it is “nothing personal” and that feelings/sentiment are 

not involved. 

Look at that challenge again. Think of it in terms of the external pressures of the rules to be complied 

with or the instructions that might have been received. Now think of the challenge in terms of your own 

conscience, your infused awareness of what is right or wrong and your natural hardwiring. 

Whatever we may think, as responsible leaders our Moral Compass needs to be checking and re-

checking against external pressures and our conscience. 

Within the work I am involved with, the Moral Compass is dependent on that balance between 

our beliefs and our ethics. It seems that we calibrate or measure the quality of our decision-making - our 

conscience - by our capacity to balance beliefs and ethics. 

It could be that you are of a mind to say that your decision-making in your leadership is “just business” 

and that considerations of the Moral Compass are not so important. Maybe you will say, “I am paid to 

make decisions” in order to achieve this or that. Perhaps you will say, “I haven’t got time for this”. I don’t 
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know, maybe all of these reasons for not thinking about your Moral Compass are reasonable. You will 

have to make your own decision about that, as a matter of conscience. 

All I will say is this: whether we like it or not; whether we are aware of it or not, the elephant in the room 

is moral choice. Every leader - whether leading themselves or others - holds a moral compass by which 

to navigate their decisions. Speaking personally, as a leader I like to use the best tools at my disposal at 

any one time. I think one of the very best tools at the disposal of a leader is their moral compass. Like 

any tool, use requires practice. 

Ethics vs Morals vs Law 

 

All three elements together conflict each other. 

 

Ethics is the moral principles that govern a person's behavior or the conducting of an activity. Morals are 

concerned with the principles of right and wrong behavior and the goodness or badness of human 

character. Law is the system of rules that a particular country or community recognizes as regulating the 

actions of its members and may enforce by the imposition of penalties. 

If you are ethical you can abide the law. If you are Moral you can be ethical. Also, if you are moral you 

can abide the law. But you can never be all of three together. 

Morality governs private, personal interactions. Ethics governs professional interactions. Law governs 

society as a whole, often dealing with interactions between total strangers. 

Some people talk about their personal ethics, others talk about a set of morals and everyone in a society 

is governed by the same set of laws. If the law conflicts with our personal values or a moral system, we 
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have to act – but to do so we need to be able to tell the difference between them. 

Ethics and morals relate to “right” and “wrong” conduct. While they are sometimes used interchangeably, 

they are different: ethics refer to rules provided by an external source, e.g., codes of conduct in 

workplaces or principles in religions. Morals refer to an individual's own principles regarding right and 

wrong. 

Morals and Law differ because the law demands an absolute subjection to its rules and commands. Law 

has enforcing authority derived from the state. It is heteronymous (being imposed upon men upon the 

outer life of men). Law regulates men’s relations with others and with society. 

A promissory note is in force for three years. It is the debtor’s duty to repay the loan. It is the legal duty. 

The creditor can enforce a legal action against the debtor within three years from the date of execution 

of promissory note before the court of law. The legal duty involves a corresponding right. The state 

provides the organized machinery for the enforcement of the law. Legal disputes admit in principle of 

alteration by legislation. Legal disputes can only be settled by an appropriate court of law. Law is narrower 

than morality. It extends to a great number of such acts. The law applies to all the citizens whether they 

want or not. Law cannot be changed into morals. 

Morality demands that men should act from a sense of ethical duty. Morality has no such enforcing 

authority from the state. It is autonomous (coming from the inner life of men). It governs the inner life of 

men. If the promissory note is time-barred, then the legal duty of the debtor turns into moral duty. Of 

course, moral duty is not enforceable before the court of law. It is also accompanied by a corresponding 

right. But right is not enforceable before the court of law. There is no such organization for the 

enforcement of morals. Moral rules do not admit even in principle admit of change by legislation. Moral 

disputes can be solved by the mediation of caste elders, village elders, etc. Morality applies to every 

human act. 

The morality also applies to all persons. But it depends from person to person, from religion to religion, 

society to society. It is his/her pleasure to follow or not. But morals sometimes can be converted into law. 

Example: donation to charity institution is a moral principle. The income-tax recognized and exempts 

certain percentage of income-tax towards donation from the total income. 

Ethics and Law - Ethics are rules of conduct. Laws are rules developed by governments in order to 

provide balance in society and protection to its citizens. Ethics comes from people’s awareness of what 

is right and wrong. Laws are enforced by governments to its people. Ethics are moral codes which every 

person must conform to. Laws are codifications of ethics meant to regulate society. Ethics does not carry 

any punishment to anyone who violates it. The law will punish anyone who happens to violate it. Ethics 
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comes from within a person’s moral values. Laws are made with ethics as a guiding principle. 

It is clear that one cannot be Ethical, Moral, and follow the law. In today society following the law affects 

the morality of people. Being ethical makes you look like you are against someone or something. What 

do you do? It is not to please anyone but make sure you are ok with the what you will follow. Choose 

wisely because only two go side by side. 

 

Relationship Between Ethics And Laws 

What is ethics? 

Ethics, also described as moral philosophy, is a system of moral principles which is concerned with what 

is good for individuals and society. [1] 

 

What is law? 

Law is a system of rules and guidelines which are enforced through social institutions to govern 

behavior.[2] 

Similarities between ethics and laws: 

In general, laws are made based on moral values of a particular society. They describe the basic behavior 

of human beings. In another word, laws represent the minimum standards of human behaviors, that is, 

ethical behavior. [3] Besides, both laws and ethics are systems which maintain a set of moral values and 

prevent people from violating them. They both provide people guidelines of what may do or what may 

not do in certain situations. In a word, they exist in a purpose of making people benefit from being 

members of a well-regulated society. 

 

Differences between ethics and laws: 

However, there are many distinctions between ethics and laws. Firstly, ethics comes from people’s 

awareness of what is right and what is wrong while laws are written and approved by governments. [4] It 

means that ethics may vary from people to people because different people may have different opinions 

on a certain issue, but laws describe clearly what is illegal no matter how people arguing. To some extent, 

ethics is not well defined but laws are defined and precise. Ethics can also be distinguished by looking 
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at whether people are being punished after they violate the rules. Nobody will be punished when they 

violate ethics; but whoever violates laws is going to receive punishment carried out by relevant 

authorities. Besides, an action can be illegal, but morally right. For example, in ancient China, some 

people rob properties from rich people, and give it to poor people, and it is considered to be morally right 

but be illegal. Similarly, an action that is legal can be morally wrong.  For instance, some people spend 

thousands of dollars on their pets while some poor people on the street can not have enough food. 

Moreover, some laws are nothing to do with ethics, like cars should go on the left side of roads. Lastly, 

ethics emphasizes more on positive aspects while laws are more concerned with negative actions. 
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Specific Outcome 2: Describe The Role Of A Code Of Conduct In A Work 

Environment Accoridng To Ethical Principles 

Learning Outcomes: 

 

• Code of conduct is explained, with reference to organisational documentation.  

• The Code of conduct is compared to the principles in the Constitution and the 'moral compass' 

within the context of the organisation.  

 

 

Code of Conduct in a Workplace 

 

Each business, each company, has its own culture and way of doing things. A code of conduct is a way 

for management to say what that culture should be - how employees should act and how they shouldn't 

act. Anyone can write a code of conduct by writing down feel-good phrases. An effective code has 

specific, clear guidelines that you want the company to live by. 

 

What's Your Goal? 

 

Before drafting the code, ask what you're concerned about: 

 

▪ Staff are treating each other inappropriately. 

▪ Your industry has been plagued by scandals and you don't want your company to be next. 

▪ The company suffers from low morale because staff doesn't understand what you want from them. 

▪ You've found employees engaging in sexual harassment or workplace bullying. 

▪ Your employees don't dress or act professionally. 

▪ Salespeople are closing sales by lying. 

▪ Employees are breaking the law. 

▪ Your staff is rude or disrespectful to the public. 

 

The code should express your values or standards; for example, that harassment and discrimination are 

unacceptable or that quality counts more than meeting deadlines. 

 

 

Corporate Culture 
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Sometimes all a code of conduct does is clarify company standards. It's possible to write a code that sets 

a new direction for corporate culture, but it's tougher. If cutting corners ethically has become the norm, 

getting people to fly right will take work. You not only have to draft the code, you have to make it clear 

you want your staff to follow it. 

 

The changes may go down easier if you get some feedback from your employees: 

 

• What do they think the company culture and values are? 

• Does the company practice what it preaches? 

• What guidance do they need to make ethical decisions? 

 

Be prepared to rewrite your code based on the responses or make compromises on standards. If nobody 

wants to come to work in classic business wear, would business casual be good enough? If you insist 

everyone be at work for the whole 9-to-5 business day, it might be wise to allow exceptions for, say, 

parents with kids to care for. 

 

Walking the Walk 

 

A code of conduct won't do any good if your staff doesn't know what it says. Once you draft it, send 

copies to your staff by email or print them up. Post the big takeaways on the bulletin board where they'll 

be visible to all. Eventually, you might want to include it in an employee handbook so new employees 

know the rules right up. 

Then comes what may be the most important part of creating the guidelines: living up to them. You and 

your management team have to set a good example. If the code says bullying isn't tolerated, that has to 

include senior management. If the code sets a zero tolerance policy for sexual harassment, you have to 

enforce it, even if the harasser is a rising star. If employees see you don't believe your own rules, your 

code of conduct is useless. 

 

How Does a Code of Ethics Impact Your Work Practices? 

 

Ethics is a core competency that many employers seek in existing employees and in new hires. Core 

competencies are not tangible skills such as having a sophisticated level of computer literacy or having 

a great sales record, but core competencies have a strong effect on how employees perform. Filling your 

team with people who have a naturally strong code of ethics, and reinforcing this with clearly defined 



67 

 

work behaviors, helps build a stronger team, and it also increases productivity and creates a happier 

workforce. 

Tip: 

Filling your team with people who have a naturally strong 

code of ethics, and reinforcing this with clearly defined work 

behaviors, helps build a stronger team, and it also increases 

productivity and creates a happier workforce. 

 

 

Recognizing the Competency 

Though you have probably recognized ethical behavior in employees as well as in others, you may not 

have labeled it as a competency. People who are ethical are trustworthy, have respect for others and 

take responsibility for their actions or their inaction. They are fair, and they care about others and the 

outcome for the business. 

You can screen employees for ethics by asking behavioral-based questions in interviews such as, "If a 

customer left without taking his change and you had no way to reach him, how would you deal with that?" 

 

Loyal Employees are Good Ambassadors 

Employee loyalty is important. Not only do loyal employees remain with your company longer than 

employees who are not as loyal, the loyal employees are good ambassadors for the company outside of 

work, because they demonstrate pride for the company they work for. Loyalty goes even deeper than 

this, as many companies rely on loyal employees to keep confidential and proprietary information secret. 

You must rely on ethical behavior and smart choices by employees to lock computers, to not share 

passwords and to be diligent to protect company assets. 

 

Honest Money Handling 

Not every job position requires money handling, but those that do require ethical people to do it. More 

than one employer has trusted an employee with cash transactions to later find that the employee was 

skimming from transactions, essentially stealing from the company. Those in financial industries such as 
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retirement planning or insurance might not have cash transactions but need to concern themselves with 

laundering. Ethical employees will put a penny back in the register if they find it on the floor. 

 

Ownership of Mistakes 

Ethical people do the right thing, even when it isn't convenient. Making a mistake at work can cost a 

person a job, so it's natural for people to try to avoid responsibility when they make a work mistake. 

Ethical employees understand the importance of solving problems, and although it might not be easy to 

own up to a mistake, an ethical employee realizes that owning up to a mistake is the fastest way to 

resolve a situation, and to learn better skills. This becomes a trait that employers seek. 

 

The Importance of Ethics in the Workplace 

Our actions affect not only ourselves, but also those around us. Many of our professional decisions 

involve ethics. If we tell a lie, we can lose someone’s trust and undermine our own integrity. If we use 

shoddy materials or workmanship on the job, we can jeopardize the safety of others. 

Questions of morality and ethics can be found at all levels of society. Ethical behavior is equally important 

in the workplace as it is in our personal lives. Everywhere business is conducted, ethics matters. 

A successful business depends on the trust of various parties—employees, managers, executives, 

customers, suppliers, and even competitors. Six ethical terms form the foundation of trust upon which 

ethical business practice is built: 

• Ethics 

• Values 

• Morals 

• Integrity 

• Character 

• Laws 

Ethics 

Ethics refers to a set of rules that describes acceptable conduct in society. Ethics serve as a guide to 
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moral daily living and helps us judge whether our behavior can be justified. 

Ethics refers to society’s sense of the right way of living our daily lives. It does this by establishing rules, 

principles, and values on which we can base our conduct. The concepts most directly associated with 

ethics are truth, honesty, fairness, and equity. 

While ethics is a societal concern, it is of critical importance to the professions that serve society. Because 

professionals such as physicians, attorneys, engineers, and property and facility managers provide 

services that affect our welfare, they develop professional codes of ethics that establish professional 

standards for behavior. 

Examples of the types of standards found in professional codes of ethics include: 

• An attorney or physician maintaining client-patient confidentiality 

• An accountant not using client information for personal gain 

 

Values 

Values are defined as the acts, customs, and institutions that a group of people regard in a favorable 

way. Statements of value typically contain words of approval, disapproval, and obligation. Some of these 

words might be good, bad, should, and should not. However, value judgments do not have to contain 

specific value words. “That is a lie” does not contain a particular word of disapproval, but the implication 

that a lie is wrong is understood. 

Values are what really matter to us most—what we care about. For instance, family devotion, respect for 

the environment, and working hard for a day’s pay are three values that can evoke a response in many 

people. 

 

Morals 

Morals are a set of rules or mode of conduct on which society is based. Certain moral elements are 

universal, such as the laws forbidding homicide and the basic duties of doing good and furthering the 

well-being of others. With morals serving as the underpinning of society, there are four points we should 

remember, says philosopher Robert C. Solomon. 
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• Moral rules are important: In general, moral rules are rules that help society function in a civilized 

way. 

• Morality consists of universal rules: They apply to everyone, everywhere, and are recognized by 

everyone as being necessary. 

• Morals are objective: They do not consider personal preferences. Right is right and wrong is 

wrong. 

• Morality affects other people: Morality involves considering the well-being of others as reflected 

by the Golden Rule: Do unto others as you would have them do unto you. 

 

Integrity 

To have integrity is to be honest and sincere. Integrity is defined as adhering to a moral code in daily 

decision making. When people and businesses possess integrity, it means they can be trusted. On the 

other hand, companies that lack this quality and mislead customers with inferior products or false 

advertising will suffer the consequences. 

 

Character 

Ethics is not just how we think and act. It is also about character. Character drives what we do when no 

one is looking. Each person has the ability to build, change, or even destroy his or her own character. 

We can build our character through the way we live—by thinking good thoughts and performing good 

acts. Similarly, bad thoughts and behavior can destroy our character. 

A person with character has high morals and will act morally in all situations by choice, not force. A person 

with character will honor his or her commitments. Character pertains to organizations, as well. A company 

with high character is worthy of trust and respect, acts honestly, and stands by its promises. 

 

Laws 

The law is a series of rules and regulations designed to express the needs of the people. Laws protect 

people from the most blatant and despicable affront to morality, such as murder, rape, and theft. 

Laws frequently provide us with a sense of right and wrong and guide our behavior, but not always. While 
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murder is against the law, the law does not always stop someone from killing another out of hatred, 

anger, or in defense of a personal philosophy. 

Laws are instituted as notions of justice and tend to be specific, yet diverse within different societies. 

Laws have always had a strong connection to morality, ethics, and values. But, not all laws are ethical. 

Laws have legalized slavery, segregation, sexism, and apartheid. Although these laws might have 

reflected society’s values at the time they were enacted, they could not nor will they ever justify immoral 

behavior. Likewise in business, it is not unlawful to lie to a coworker or on a job application, but both are 

ethically wrong. 

These six concepts—ethics, values, morals, integrity, character, and laws—form the foundation of trust 

upon which ethical business practice is built. 

 

Professional Codes of Ethics 

Many professions and corporations have developed codes of ethics to address their unique business 

situations. In fact, 90 percent of Fortune 500 companies and nearly half of all corporations have codes 

of ethics that can be applied to all employees. By developing a code of ethics, an organization makes it 

clear that employees and members cannot claim ignorance as a defense for unethical conduct. 

Benefits of a Corporate Code of Ethics 

Codes of ethics help employees strike a balance between the ends and the means used to obtain them. 

This balance may be one of the most challenging aspects of being an ethical organization. 

The Federal Sentencing Guidelines for Organizations provide an additional incentive for having corporate 

codes of ethics and ethics training. Companies that have made a bona fide effort to prevent unethical 

and illegal behavior are likely to receive less severe punishment should an employee be found guilty of 

breaking the law. The unethical conduct of just a few employees can affect an entire corporation. 

 

Benefits of a Professional Code of Ethics 

A professional code of ethics sets a standard for which each member of the profession can be expected 

to meet. It is a promise to act in a manner that protects the public’s well-being. A professional code of 

ethics informs the public what to expect of one’s doctor, lawyer, accountant, or property manager. As 

long as professionals adhere to these standards, the public is willing to have their professional 
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associations create and enforce their ethical codes. 

In cases where these codes are repeatedly and grossly violated, the public’s likely response is to demand 

protective legislation. The Sarbanes-Oxley Act of 2002 was enacted in response to such violations and 

the ensuing public outcry. Most professionals would prefer to police themselves, rather than have an 

externally imposed set of regulations. That is a major reason why they create codes of ethics in the first 

place. 

 

Successful Implementation of a Code of Ethics 

Within a corporation, top-down support is critical. If senior management does not act ethically and support 

others who do, an organization’s ethical code will have little meaning. It is critical for managers and 

executives to: 

• act consistently with the company’s ethical standards 

• apply those standards in dealing with employees 

Acknowledging and rewarding those whose behaviors are consistent with a company’s code of ethics 

proclaims to all that ethical behavior is truly valued. On the other hand, promoting and providing bonuses 

to employees whose successes are due in part to unethical behavior sends an unwanted message. 

Remaining ethical is not a static issue. It requires review and evaluation. Companies need to periodically 

review their priorities and make necessary adjustments. Otherwise, their standards and training become 

outdated. 
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Specific Outcome 3: Uphold The Code Of Conduct Within The Work Team 

 

Learning Outcomes: 

 

• Potential conflict between a personal value system and an organisational code of conduct is 

identified, with examples.  

• The consequences of non-compliance with a code are explained, with examples.  

• Aspects of the code of conduct are applied according to Standard Operating Procedures.  

• Examples of deviations, past or present, from the code of conduct, are identified and remedial 

action, if appropriate, is taken according to Standard Operating Procedures.  

• The importance of reporting deviations in areas beyond team leader's area of responsibility is 

explained according to the code of conduct.  

 

 

Uphold the code of conduct within the work team 

 

Code of Ethics and Professional Conduct 

 

A code of ethics and professional conduct outlines the ethical principles that govern decisions and 

behavior at a company or organization. They give general outlines of how employees should behave, as 

well as specific guidance for handling issues like harassment, safety, and conflicts of interest. 

 

The Difference Between a Code of Ethics and a Code of Conduct: 

 

A code of ethics is broad, giving employees or members a general idea of what types of behavior and 

decisions are acceptable and encouraged at a business or organization. A code of conduct is more 

focused. It defines how employees or members should act in specific situations. 
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Can You Combine a Code of Conduct and Code of Ethics? 

 

Yes, in most cases businesses will combine both of these documents into one as there is significant 

overlap between them. It is rare to find businesses that have two separate policies. Whilst they are 

technically different documents, employees will have less difficulty recalling important points around 

conduct and ethics if they have a single document to refer to. 

 

Code of Ethics and Professional Conduct Sample Template: 

 

1. Be inclusive. 

 

We welcome and support people of all backgrounds and identities. This includes, but is not limited to 

members of any sexual orientation, gender identity and expression, race, ethnicity, culture, national 

origin, social and economic class, educational level, color, immigration status, sex, age, size, family 

status, political belief, religion, and mental and physical ability. 

 

2. Be considerate. 

 

We all depend on each other to produce the best work we can as a company. Your decisions will affect 

clients and colleagues, and you should take those consequences into account when making decisions. 

 

3. Be respectful. 

 

We won't all agree all the time, but disagreement is no excuse for disrespectful behavior. We will all 

experience frustration from time to time, but we cannot allow that frustration become personal attacks. 

An environment where people feel uncomfortable or threatened is not a productive or creative one. 

 

4. Choose your words carefully. 

 

Always conduct yourself professionally. Be kind to others. Do not insult or put down others. Harassment 

and exclusionary behavior aren't acceptable.  

 

This includes, but is not limited to: 
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• Threats of violence. 

• Insubordination. 

• Discriminatory jokes and language. 

• Sharing sexually explicit or violent material via electronic devices or other means. 

• Personal insults, especially those using racist or sexist terms. 

• Unwelcome sexual attention. 

• Advocating for, or encouraging, any of the above behavior. 

 

5. Don't harass. 

 

In general, if someone asks you to stop something, then stop. When we disagree, try to understand why. 

Differences of opinion and disagreements are mostly unavoidable. What is important is that we resolve 

disagreements and differing views constructively. 

 

6. Make differences into strengths. 

 

We can find strength in diversity. Different people have different perspectives on issues, and that can be 

valuable for solving problems or generating new ideas. Being unable to understand why someone holds 

a viewpoint doesn’t mean that they’re wrong. Don’t forget that we all make mistakes, and blaming each 

other doesn’t get us anywhere. Instead, focus on resolving issues and learning from mistakes. 

 

 

Ethics and Living Values In Constitution 

 

Ethics; is a moral law of human conduct or behaviour considered from the point of view of good or evil. 

It is an action, which is morally good or morally evil. If some behaviour is according to moral law, it is 

ethical. Every person has a right to be treated in a dignified manner at every stage of his life from 

conception, infancy, childhood, adolescence, adulthood and old age. Since there is no stage at which he 

ceases to be human, any mistreatment towards him is always a serious matter and it is considered 

morally bad. 

 

The word ethics is derived from the Greek noun ethos meaning "the customs and conventions of a given 

community”. There is a similarity of the origin of the two words: ethics and morality. Ethics is therefore 

often used as a synonym of morality as when we speak of religious ethics, social ethics, personal ethics, 
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professional ethics. Within this context ethics stands for set of norms guiding human conduct. In this way 

religious ethics refers to the norms for religious living, governing behaviour as acceptable by religious 

people. 

 

Central to ethics are the norms which serve as moral standards we use to evaluate human conduct, or 

human behaviour ,in terms of right or wrong morally good or morally bad. For all practical purposes, these 

norms or standards reflecting moral principles and values are often expressed in the form of laws rules 

and regulations. Take for example the basic traffic rule that a bus should not travel beyond 85 km per 

hour. If a bus driver allows the bus to travel at 100 km per hour, he/she is not simply breaking a traffic 

rule or law his/her behaviour violates the norms of responsible driving by endangering the lives of the 

passengers in the bus. The traffic rule merely expresses what responsible driving demands not to drive 

faster than is permissible. There are three sources of morality: religion, society and the human person, 

i.e. religious ethics, social ethics and personal ethics. 

 

Religious Ethics: There is a supernatural source of moral standards for the believer. Religious ethics 

finds expression in the laws of God, as found in sacred writings such as the Bible, Quran, Tora e.t.c. and 

in religious traditions. For a religious person stealing or killing is wrong because God forbids it, caring for 

ones neighbour is morally right, because God commands it. Knowledge of divine laws is required above 

all no further argument seems necessary. 

 

Social Sources of Morality: These include family and parental authority the clan and the authority of the 

elders but also the school, neighborhood, the peer group. There is further the wider community, which 

expresses its norms through customs and conventions through public opinion, through national and 

international laws. 

 

Definition Of Living Values: 

 

Living Values is re-discovering human potential (values) and developing them for a better living. Human 

values is an expression of internal state of self worthiness of a person, or recognition of inherent worth 

of a person; the value of human life. Noting that each human has potential for a peaceful, loving life, we 

train our minds to see only good in people or the value of their living. What we think, so we become. If 

we think evil, we become evil, if we think good we become good. The knowledge of Living Values help 

us to focus our minds on the potential or positive side and worth of humanness. 

Focusing on reaffirming faith in the dignity and worth of the human person, the individual can uncover a 

capacity to stretch his mind beyond the limits of the current reality and recognizes his or her full potential 
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not only in relation to self but also to others. A person who really understands his or her own inherent 

worth and respects that of others will come to know that worth is not something assigned by external 

forces, but rather comes from a source that is universal. Living Values education helps us to touch the 

source, guiding the learner toward a more profound understanding of the true nature of self worth, the 

uniqueness and the dignity of man, created or made by one God for a purpose on earth. 

 

Concerns About Ethics And Values 

 

Growing number of educators around the globe and various governmental and nongovernmental 

organizations have been working on ways to introduce values- 

based education, this is in response to the increase in all societies of violence, suicide, various forms of 

addiction, and child abuse. There is an increasing recognition that there is a missing dimension in the 

educational system around the world, which is the lack of focus on the affective domain skills 

development. 

 

Mr. Jaques Delors Report: Learning; The Teasure Within Cities; the fundamental role of education in 

personal and social development and the necessity of building the awareness and ability to operate within 

the humanistic values we all share. This report to UNESCO of the International Commission on Education 

for the Twenty-First Century by Jacques Delors and other leading educators served to invigorate a debate 

on the future of education, the report was the idea of Prof. Federico Mayor, director - general of UNESCO 

who strongly believed in education as means of creating peace and International understanding. 

 

A UNESCO conference in Australia in march of 1998 was organized around four pillars: learning: to do, 

learning to know, learning to live together, and learning to be. While the first two are quite expected in 

the field of education, the later two are not. They were explored as a result of the work of the Commission 

and its concern with crises of social cohesion. We must also "Learn to Be" and "Learn to Live together. 

Lifelong learning and the rekindling of the Humanistic values was a focus for educators gathered from 

around the world. 

The United Nations is a universal International Organization created to maintain world peace and security 

and to work for social progress. United Nations is a forum for all Nations, represents the highest 

aspirations of the world people for a world free of war, poverty, repression and suffering. The Universal 

Principles of the United Nations charter - faith in fundamental human rights, social progress, peace and 

development, these values and concepts have remained as valid to day as when they were enshrined 

many years ago. The United Nations is a success story of the value of cooperation. 
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In values-based education, the child is recognized as an individual, a whole person who functions as a 

complete being with other beings. Each aspect of personality is linked with another; the cognitive domain 

cannot be separated from the effective domain. The living values educational programme provides tools 

for educators to introduce a values- based educational approach. 

 

Values have traditionally been transmitted by parents and the communities within a society. The call for 

values in education is actually once again asking educators to be heroes - to fill the void within society. 

The call is asking educators to be leaders in recognizing that technology and materialism is not enough. 

As we start the 21st Century, I feel we must rap into the creative energy and universal values that each 

human being holds within. Not only must we renew efforts to educate our children, parents and ourselves, 

but also to utilize our hopes and dreams for children and the world to provide the emotional impetus. As 

educators we have the power to facilitate the development of universal values - to reconnect with the 

values of our culture(s) and the universal values that unite us all. 

 

Living values: an education programme provides a means for educators around the world to collaborate 

- creating, sharing and dialoguing as they introduce a whole series of value-based educational 

experiences. This cooperative partnership has produced positive results in a variety of educational 

settings. The proposals are based on different types of contributions. Some are reflections, others are 

activities within school curricula and other educational contexts. Each explores optimizing educational 

action that have values at their core. Some of these ideas create situations of simultaneous teaching and 

learning where values become tools for building, sharing and integrating - where learning is effective and 

an expression of what we believe in and what we live for. 

 

Learning Of Human Values 

 

There is a great deal of anxiety among some educationist that our rapid progress in control and adoption 

of our material world has not been marched by corresponding advances in the development of human 

character, and/or values. Many observe that moral values are disintegrating on all fronts, in both public 

and personal life. 

The very survival of our society and the world in general, depends upon a widespread renewal of 

individual commitment to an active moral life. Human kind must rediscover his values and recapture a 

feeling of dedication to noble ideals. The Living Values educational programme is founded in the belief 

that such a renewal is possible. Teaching of Living Values encompass a developmental -Vision of human 

potential that the pursuit of the divine values will lead to right action from the individual and this will 

promote a better world to live in. 
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Human Values in the Mind 

 

We are endowed with five (5) senses in our brain. Our eyes use light, which is an electromagnetic energy 

to see the material world. Our ears are sensitive to many gases in the air. We taste substances with our 

tongues and underneath our skin are thousands of nerve ends which tell us when we come into contact 

with other things. 

 

Conscious Mind 

 

It is our conscious mind that registers impressions relayed through one or more of the five senses. When 

we see or hear something, or one of our other senses has message to pass to us. It is the conscious 

mind that interprets the information. Good Ethical or moral behaviour is something to do with how we use 

our bodies positively. It is these positive actions that we perform, result from thoughts coming from our 

conscious mind. 

The most important sense organs are eyes, and ears, it is through these organs that most of our learning 

process is achieved and these learning achievements determine our behaviours. When the conscious 

mind receives information from one of the senses, it immediately sends the message through the nervous 

system to the subconscious mind, the information is stored in the sub-conscious mind. There are millions 

of impressions from our past experiences, a whole life time of events, good or bad which are in the sub-

conscious mind. The sub-conscious mind stores the information and then compares the message it has 

received from the conscious mind with other information or impressions stored there. If the first 

impression are favourable; positive response will result. If the past impressions are not positive; a 

negative response will be passed back to the conscious mind. 

 


