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Please revise the following text to suit your requirements. 

This sample scheme of work covers both classroom and workshop 

based learning for Unit 307. It is based on 90 hours across 23 

sessions plus additional hours for independent learning.  

This is only an example of a possible scheme of work. You can 

use it as it is, adjust it or extract content to suit your delivery 

needs, or the needs of individual learners. 

The schemes of learning are intended to be learner-focused, and 

embrace current pedagogical methodology such as flipped and 

blended learning.  

A version of this scheme of learning with full supporting materials 

is also available to purchase on SmartScreen.co.uk.  

Where possible we have included blended learning activities that 

make good use of technology so as to help centres fulfil the 

minimum amount of digital teaching recommended by government. 

 

 

 

 

 

 

 

 

 

 

Centres should also provide opportunities within the unit content to 

introduce the following wider skills and government initiatives: 

• English, mathematics and ICT  

• employability skills and behaviours 

• British values (including the Prevent strategy). 

Centres should also incorporate the following themes, where 

appropriate. Although they are not specifically referred to in the 

scheme of learning, City & Guilds regards these as essential in the 

teaching of the qualification: 

• spiritual, moral, social and cultural issues 

• health and safety considerations, in particular the need to 

impress upon learners the fact that they must preserve the 

health and safety of others as well as themselves 

• environmental education and related European issues.
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Lesson 1: Data Protection Act  Suggested teaching time: 2 hours 

Learning outcome: Understand legal knowledge needed by business managers in their day to day activities. 

Topic Suggested teaching Suggested resources 

Topic 1.1 

Employment law within 

the workplace. 

Introduce the unit objectives and the topic to be covered. 

 

Explain: 

 what data protection means 

 why it was introduced 

 who has to comply with it. 

 

Discuss methods of data collection. 

 

Learners watch the video guidance for data protection. 

 

Opportunity for applied learning 

 Learners to research what data would be collected from customers in the automotive 

industry. 

 Facilitate a discussion about methods of data collection in the automotive industry 

and how it is stored securely. 

 Give an example of a breach of data protection to an individual and a company. 

www.gov.uk/data-protection/the-

data-protection-act 

 

www.gov.uk/government/upload

s/system/uploads/attachment_d

ata/file/424948/statspolicy-

dataprotection-29apr15.pdf 

 

Video links: 

Data Protection Act training 

video: 

YouTube 

www.youtube.com/watch?v=wA

e4358amJc 

 

 

  

http://www.gov.uk/data-protection/the-data-protection-act
http://www.gov.uk/data-protection/the-data-protection-act
http://www.gov.uk/government/uploads/system/uploads/attachment_data/file/424948/statspolicy-dataprotection-29apr15.pdf
http://www.gov.uk/government/uploads/system/uploads/attachment_data/file/424948/statspolicy-dataprotection-29apr15.pdf
http://www.gov.uk/government/uploads/system/uploads/attachment_data/file/424948/statspolicy-dataprotection-29apr15.pdf
http://www.gov.uk/government/uploads/system/uploads/attachment_data/file/424948/statspolicy-dataprotection-29apr15.pdf
http://www.youtube.com/watch?v=wAe4358amJc
http://www.youtube.com/watch?v=wAe4358amJc
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Lesson 2: Employment tribunals Suggested teaching time: 3 hours 

Learning outcome: Understand legal knowledge needed by business managers in their day to day activities. 

Topic Suggested teaching Suggested resources 

Topic 1.1 

Employment law 

within the workplace. 

 

Recap lesson 1. 

Introduce the topic by explaining what an employment tribunal is, including when and why a 

tribunal could be necessary as below: 

 unfair dismissal, including constructive dismissal 

 unlawful discrimination 

 unpaid wages or deductions from pay 

 holiday pay 

 notice pay. 

 

Explain the service offered by ACAS (Advisory Conciliation and Arbitration Service), and that 

employers should try to resolve cases before they go to tribunal if possible. 

 

Opportunity for applied learning 

 Discuss potential reasons for bringing a case. 

 Learners should research past cases in the industry and present the outcomes to the 

class. 

www.gov.uk/government/publi

cations/employment-tribunal-

procedure-rules 

 

www.gov.uk/being-taken-to-

employment-tribunal-by-

employee/overview 

 

  

http://www.gov.uk/government/publications/employment-tribunal-procedure-rules
http://www.gov.uk/government/publications/employment-tribunal-procedure-rules
http://www.gov.uk/government/publications/employment-tribunal-procedure-rules
http://www.gov.uk/being-taken-to-employment-tribunal-by-employee/overview
http://www.gov.uk/being-taken-to-employment-tribunal-by-employee/overview
http://www.gov.uk/being-taken-to-employment-tribunal-by-employee/overview
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Lesson 3: Contracts of employment Suggested teaching time: 4 hours 

Learning outcome: Understand legal knowledge needed by business managers in their day to day activities. 

Topic Suggested teaching Suggested resources 

Topic 1.1 

Employment law 

within the workplace. 

 

Recap lesson 2.  

Introduce the topic for this lesson. Explain the importance of contracts of employment and 

why they exist. Outline the importance for both employer and employee. 

Discuss and explain the following contents of a contract: 

 terms of employment 

 date employment started and continuous employment 

 job location 

 pay 

 working hours 

 holiday entitlement 

 job description/job title 

 sick pay 

 pensions and pension schemes 

 disciplinary and grievance procedures 

 appeals procedure. 

Opportunity for applied learning 

 Learners to work in groups to write an employment contract that would suit a new 
apprentice starting at a motor industry workplace. 

 Learners then produce a contract for a fully skilled technician. 

 Finally, learners highlight the differences between the contracts and provide reasons 
for those differences. 

www.acas.org.uk/index.aspx?

articleid=1577 

 

www.gov.uk/employment-

contracts-and-

conditions/overview 

 

  

http://www.acas.org.uk/index.aspx?articleid=1577
http://www.acas.org.uk/index.aspx?articleid=1577
http://www.gov.uk/employment-contracts-and-conditions/overview
http://www.gov.uk/employment-contracts-and-conditions/overview
http://www.gov.uk/employment-contracts-and-conditions/overview
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Lesson 4: Employment rights and working time directive Suggested teaching time: 4 hours 

Learning outcome: Understand legal knowledge needed by business managers in their day to day activities. 

Topic Suggested teaching Suggested resources 

Topic 1.1 

Employment law 

within the workplace. 

 

Recap lesson 3. 

 

Introduce the topic of employment rights. 

 

Explain the importance of being aware of worker’s rights and the changes that can occur 

via changes in law and contracts. 

 

Learners need to understand the different types of employment and the rights that each 

employment type have in employment law including: 

 permanent employee 

 self-employed 

 casual/agency worker. 

 

 

Opportunity for applied learning 

 Learners to research the three different employment types listed above. For each 

one they should write down the following details: 

o examples of typical jobs in the automotive industry 

o what the working time directive states 

o employment rights. 

www.nidirect.gov.uk/articles/em

ployment-status 

 

  

http://www.nidirect.gov.uk/articles/employment-status
http://www.nidirect.gov.uk/articles/employment-status
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Lesson 5: Bullying, harassment and discrimination Suggested teaching time: 3 hours 

Learning outcome: Understand legal knowledge needed by business managers in their day to day activities. 

Topic Suggested teaching Suggested resources 

Topic 1.1 

Employment law in 

the workplace. 

 

Recap lesson 4. 

 

Introduce the topic explaining why bullying, harassment and discrimination should be taken 

seriously in the workplace. 

 

Learners will need to understand that bullying, harassment and discrimination can occur 

between managers/supervisors and other members of staff. 

 

Opportunity for applied learning 

 Discuss examples of bullying, harassment and discrimination (include physical and 

non-physical examples). 

 Learners explore ways in which bullying, harassment and discrimination in the 

workplace should be addressed by managers, providing reasons for the suggested 

actions. They present their findings to the class. 

 Learners research case studies about bullying and harassment that have led to 

actions and penalties. This could include: ceasing employment, fines, court cases, 

and tribunals. 

www.acas.org.uk/index.aspx?

articleid=1864 

 

www.citizensadvice.org.uk/work

/discrimination-at-

work/common-

situations/discrimination-at-

work-bullying-and-harassment/ 

 

www.hse.gov.uk/stress/furthera

dvice/bullyingindividuals.htm 

 

 

  

http://www.acas.org.uk/index.aspx?articleid=1864
http://www.acas.org.uk/index.aspx?articleid=1864
http://www.citizensadvice.org.uk/work/discrimination-at-work/common-situations/discrimination-at-work-bullying-and-harassment/
http://www.citizensadvice.org.uk/work/discrimination-at-work/common-situations/discrimination-at-work-bullying-and-harassment/
http://www.citizensadvice.org.uk/work/discrimination-at-work/common-situations/discrimination-at-work-bullying-and-harassment/
http://www.citizensadvice.org.uk/work/discrimination-at-work/common-situations/discrimination-at-work-bullying-and-harassment/
http://www.citizensadvice.org.uk/work/discrimination-at-work/common-situations/discrimination-at-work-bullying-and-harassment/
http://www.hse.gov.uk/stress/furtheradvice/bullyingindividuals.htm
http://www.hse.gov.uk/stress/furtheradvice/bullyingindividuals.htm
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Lesson 6: Health and Safety at Work Act Suggested teaching time: 3 hours 

Learning outcome: Understand legal knowledge needed by business managers in their day to day activities. 

Topic Suggested teaching Suggested resources 

Topic 1.1 

Employment law within 

the workplace. 

Recap lesson 5. 

 

Introduce the topic. 

 

Recap, from Unit 302, the employee’s responsibilities of adhering to health and safety in the 

workplace. 

 

Outline the importance of employer compliance with health and safety in the workplace and 

continual reviews of risk assessments and staff compliance. 

 

Opportunity for applied learning 

 Learners research and explain the responsibilities of an employer for health and 

safety in the workplace. 

 Discuss how an employer could inform staff of changes to health and safety policy or 

procedure that are to be implemented into the business. 

 Research cases where the Health and Safety at Work Act has been disregarded and 

the consequences of this. Present this to the class to enable a discussion to take 

place around reasons for failings, and solutions. 

See Unit 302. 

 

www.hse.gov.uk/simple-

health-safety/index.htm 

 

www.hse.gov.uk/legislation/hs

wa.htm 

 

 

  

http://www.hse.gov.uk/simple-health-safety/index.htm
http://www.hse.gov.uk/simple-health-safety/index.htm
http://www.hse.gov.uk/legislation/hswa.htm
http://www.hse.gov.uk/legislation/hswa.htm
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Lesson 7: Consumer rights Suggested teaching time: 3 hours 

Learning outcome: Understand legal knowledge needed by business managers in their day to day activities. 

Topic Suggested teaching Suggested resources 

Topic 1.2 

How legislation 

ensures compliance. 

 

NB: The Sale of Goods Act has been replaced by Consumer Rights Act. The Supply of Goods 

and Services Act applies if services were supplied before 1 October 2015, any services 

supplied after that date are subject to the Consumer Rights Act. 

 

Introduce the topic by explaining why a Consumer Rights Act is necessary. 

 

Give examples of why a consumer may wish to enforce their rights as per the law with specific 

examples that relate to the automotive trade, eg to allow refunds, replacement of parts 

supplied, and repairs of faults to be rectified fairly.  

Discuss the legal implications of not adhering to the Act. 

 

Discuss the environmental regulations that are applicable to the management of an automotive 

business. 

 

Opportunity for applied learning 

 Learners research examples of products and services that have led to the need for the 

Act. 

 Discuss what would happen if the Act did not exist. List the implications of the Act to 

both businesses and the consumer. 

www.which.co.uk/consumer-

rights/regulation/consumer-

rights-act?gclid=Cj0KEQjw-

YO7BRDwi6Stp7T296ABEiQ

AD6iWMcbGrLASftGsIgVMM

-

KohpBuuzw9k6BjCPtSICZjM

5IaAsEK8P8HAQ 

www.gov.uk/consumer-

protection-rights 

www.which.co.uk/consumer-

rights/regulation/sale-of-

goods-act 

www.which.co.uk/consumer-

rights/regulation/supply-of-

goods-and-services-act-1982 

www.gov.uk/government/publ

ications/consumer-rights-act-

2015/consumer-rights-act-

2015 

 

 

http://www.which.co.uk/consumer-rights/regulation/consumer-rights-act?gclid=Cj0KEQjw-YO7BRDwi6Stp7T296ABEiQAD6iWMcbGrLASftGsIgVMM-KohpBuuzw9k6BjCPtSICZjM5IaAsEK8P8HAQ
http://www.which.co.uk/consumer-rights/regulation/consumer-rights-act?gclid=Cj0KEQjw-YO7BRDwi6Stp7T296ABEiQAD6iWMcbGrLASftGsIgVMM-KohpBuuzw9k6BjCPtSICZjM5IaAsEK8P8HAQ
http://www.which.co.uk/consumer-rights/regulation/consumer-rights-act?gclid=Cj0KEQjw-YO7BRDwi6Stp7T296ABEiQAD6iWMcbGrLASftGsIgVMM-KohpBuuzw9k6BjCPtSICZjM5IaAsEK8P8HAQ
http://www.which.co.uk/consumer-rights/regulation/consumer-rights-act?gclid=Cj0KEQjw-YO7BRDwi6Stp7T296ABEiQAD6iWMcbGrLASftGsIgVMM-KohpBuuzw9k6BjCPtSICZjM5IaAsEK8P8HAQ
http://www.which.co.uk/consumer-rights/regulation/consumer-rights-act?gclid=Cj0KEQjw-YO7BRDwi6Stp7T296ABEiQAD6iWMcbGrLASftGsIgVMM-KohpBuuzw9k6BjCPtSICZjM5IaAsEK8P8HAQ
http://www.which.co.uk/consumer-rights/regulation/consumer-rights-act?gclid=Cj0KEQjw-YO7BRDwi6Stp7T296ABEiQAD6iWMcbGrLASftGsIgVMM-KohpBuuzw9k6BjCPtSICZjM5IaAsEK8P8HAQ
http://www.which.co.uk/consumer-rights/regulation/consumer-rights-act?gclid=Cj0KEQjw-YO7BRDwi6Stp7T296ABEiQAD6iWMcbGrLASftGsIgVMM-KohpBuuzw9k6BjCPtSICZjM5IaAsEK8P8HAQ
http://www.which.co.uk/consumer-rights/regulation/consumer-rights-act?gclid=Cj0KEQjw-YO7BRDwi6Stp7T296ABEiQAD6iWMcbGrLASftGsIgVMM-KohpBuuzw9k6BjCPtSICZjM5IaAsEK8P8HAQ
http://www.gov.uk/consumer-protection-rights
http://www.gov.uk/consumer-protection-rights
http://www.which.co.uk/consumer-rights/regulation/sale-of-goods-act
http://www.which.co.uk/consumer-rights/regulation/sale-of-goods-act
http://www.which.co.uk/consumer-rights/regulation/sale-of-goods-act
http://www.which.co.uk/consumer-rights/regulation/supply-of-goods-and-services-act-1982
http://www.which.co.uk/consumer-rights/regulation/supply-of-goods-and-services-act-1982
http://www.which.co.uk/consumer-rights/regulation/supply-of-goods-and-services-act-1982
http://www.gov.uk/government/publications/consumer-rights-act-2015/consumer-rights-act-2015
http://www.gov.uk/government/publications/consumer-rights-act-2015/consumer-rights-act-2015
http://www.gov.uk/government/publications/consumer-rights-act-2015/consumer-rights-act-2015
http://www.gov.uk/government/publications/consumer-rights-act-2015/consumer-rights-act-2015
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Lesson 8: Managing staff – Part 1 Suggested teaching time: 6 hours 

Learning outcome: Understand legal knowledge needed by business managers in their day to day activities. 

Topic Suggested teaching Suggested resources 

Topic 1.3 

Management 

techniques. 

Introduce the topic and explain that the learners must have an understanding of 

management techniques that would allow them to become effective managers of staff. 

 

Topics to discuss: 

 fairness to all staff 

 empowering staff 

 having an openness to new ideas from staff on improvements to the business such 

as new processes 

 having attention to detail  

 promoting staff development. 

 

Opportunity for applied learning 

 Discuss examples of what fairness to all staff could and should mean within the 

automotive industry including: 

o pay and conditions 

o expectations 

o training and supervision 

o bullying and harassment. 

 Discuss ways of empowering staff, eg: 

o involvement on new projects 

o giving additional responsibilities 

o encouraging new and ideas. 

www.awci.org/cd/pdfs/0402_a

.pdf 

 

http://www.awci.org/cd/pdfs/0402_a.pdf
http://www.awci.org/cd/pdfs/0402_a.pdf


 

 

SoW Level 3 Advanced Technical Extended Diploma in the Automotive Industry (4292) 

 
Unit 307: Management in the automotive industry 

 

© 2016 City and Guilds of London Institute. All rights reserved          Page 10 of 29 

 

  

Lesson 8: Managing staff – Part 1 Suggested teaching time: 6 hours 

Learning outcome: Understand legal knowledge needed by business managers in their day to day activities. 

Topic Suggested teaching Suggested resources 

 Learners to list the possible benefits to the employee of doing this, including: 

o self-awareness of own abilities  

o improving one’s own self esteem  

o managing one’s own time and resources.  

 Learners to list the possible benefits to the manager of doing this, including: 

o benefits to the business through increased productivity 

o openness to new ideas and practices 

o being aware of the staff skill set and needs. 
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Lesson 9: Attention to detail when managing staff − Part 2 Suggested teaching time: 5 hours 

Learning outcome: Understand legal knowledge needed by business managers in their day to day activities. 

Topic Suggested teaching Suggested resources 

Topic1.3 

Management 

techniques. 

Recap lesson 8. 

Introduce the topic and explain that the learners must have an understanding of why attention to 

detail would allow them to become effective managers of staff. 

Discuss the importance of having attention to detail on staff profiles, abilities, and standards of work 

expected and how this would be disseminated to all staff. 

Discuss examples of what sort of attention to detail would make a staff member feel good about their 

job role. Encourage discussion around this to include: 

 effective praise 

 promoting self-management 

 recognising and rewarding good work 

 effective communication. 

 

Opportunity for applied learning 

 In groups, learners give examples of what relevant attention to detail would provide an 

effective work force in an automotive retail employer. Ensure that micromanagement is 

discussed and whether this is a good management practice or not. 

 

http://competeoutsidethebox.com/

wp-

content/uploads/articles/Attention%

20to%20Detail%20Is%20Not%20t

he%20Same%20as%20Microman

aging.pdf 

 

 

  

http://competeoutsidethebox.com/wp-content/uploads/articles/Attention%20to%20Detail%20Is%20Not%20the%20Same%20as%20Micromanaging.pdf
http://competeoutsidethebox.com/wp-content/uploads/articles/Attention%20to%20Detail%20Is%20Not%20the%20Same%20as%20Micromanaging.pdf
http://competeoutsidethebox.com/wp-content/uploads/articles/Attention%20to%20Detail%20Is%20Not%20the%20Same%20as%20Micromanaging.pdf
http://competeoutsidethebox.com/wp-content/uploads/articles/Attention%20to%20Detail%20Is%20Not%20the%20Same%20as%20Micromanaging.pdf
http://competeoutsidethebox.com/wp-content/uploads/articles/Attention%20to%20Detail%20Is%20Not%20the%20Same%20as%20Micromanaging.pdf
http://competeoutsidethebox.com/wp-content/uploads/articles/Attention%20to%20Detail%20Is%20Not%20the%20Same%20as%20Micromanaging.pdf
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Lesson 10: Promoting staff development Suggested teaching time: 5 hours 

Learning outcome: Understand legal knowledge needed by business managers in their day to day activities. 

Topic Suggested teaching Suggested resources 

Topic 1.3 

Management techniques. 

 

Recap lesson 9. 

Introduce the topic and explain that the learners must have an understanding of why staff 

development would aid effective management of staff. 

Explain what is meant by the term ‘staff development’. Cover both the personal and 

professional development needs of all staff. 

Discuss examples of what is, or could be, relevant staff development within an automotive 

environment. Include: 

 technical training 

 management/leadership training 

 personal development training. 

 

Opportunity for applied learning 

 Learners to research and discuss what development opportunities are available for 

a range of staff within the automotive sector. 

 Learners should list the limitations and barriers to staff development. This might 

include cost, willingness to attend, travel, and desire to improve. Encourage 

learners to draw upon their personal experiences of development and discuss 

cases with their peers. 

 Learners should perform a self-assessment of their own needs as part of the topic 

area. 
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Lesson 11: Customer service Suggested teaching time: 5 hours 

Learning outcome: Develop skills in communication and customer service. 

Topic Suggested teaching Suggested resources 

Topic 2.1 

Dealing with a range of 

customers. 

 

Introduce the topic, ensuring learners will recognise different types of customers and how 

to deal with them. Include customers: 

 with disabilities 

 with special needs 

 from different cultures 

 without technical knowledge. 

Opportunity for applied learning 

 Learners to research how to cater for customers with disabilities. Include: 

o assistance that may be required 

o access to the building 

o vehicle adaptations 

o communication. 

 Research a range of special needs that customers may have, and how the 

customer experience may be improved by making changes to the service offered. 

Special needs may include: shift workers, carers, sign language, bold/enlarged 

print.  

 Discuss different cultures and how to respect them. Research how cultural 

background may affect customers needs and expectations of the services offered. 

 Discuss how to explain to customers with no technical knowledge automotive 

repairs/faults. Choose a range of common faults and ask learners to role play 

explaining them to the customer. Learners must include: how the fault affects the 

vehicle, the repairs needed, parts, costs and labour required with use of non-

technical language. 
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Lesson 12: Customer communication skills Suggested teaching time: 5 hours 

Learning outcome: Develop skills in communication and customer service. 

Topic Suggested teaching Suggested resources 

Topic 2.2 

Communication skills. 

 

Recap lesson 11 with an emphasis on the close ties between the subject matter. 

Introduce the topic of developing excellent customer communication skills and the importance 

of these skills to any customer-faced business. 

Discuss with learners why they feel customer skills are essential in maintaining and improving 

a business. (Focus on automotive examples.) 

 

Opportunity for applied learning 

 Show videos of good and bad communication skills. Ask the learners to discuss their 

own experiences of speaking to people with good and bad communication skills, 

highlighting how they felt, and what impact it had on their actions. 

 Act out a role play of a customer interaction to demonstrate the effect of both good 

and bad communication skills: 

o use of personal space 

o tone and speed of voice 

o personal appearance 

o listening skills 

o empathy skills. 
 Learners to explain why these communication skills are important when dealing with 

customers and the consequences of not developing these skills. 

www.customerservicemanag

er.com/customer-service-

skills/ 

 

Video links: 

YouTube 

Bad customer service 

montage: 

www.youtube.com/watch?v=

bTbHwnxCGaI 

A good example of customer 

service: 

www.youtube.com/watch?v=

DEh2mv2FpOI 

 

 

http://www.customerservicemanager.com/customer-service-skills/
http://www.customerservicemanager.com/customer-service-skills/
http://www.customerservicemanager.com/customer-service-skills/
http://www.youtube.com/watch?v=bTbHwnxCGaI
http://www.youtube.com/watch?v=bTbHwnxCGaI
http://www.youtube.com/watch?v=DEh2mv2FpOI
http://www.youtube.com/watch?v=DEh2mv2FpOI
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Lesson 13: Delivering excellent customer service Suggested teaching time: 3 hours 

Learning outcome: Develop skills in communication and customer service. 

Topic Suggested teaching Suggested resources 

Topic 2.3 

Delivering excellence 

in customer service. 

 

Recap lesson 12 with an emphasis on how developing good communication 

skills helps the development of customer service skills. 

Introduce the topic of customer service and explain the importance of having 

excellent customer service skills to any customer-faced business. 

Discuss how excellent customer service can help to improve the performance of 

a business. (Focus on automotive examples.) 

 

Opportunity for applied learning 

 Show videos of excellent customer service. Ask learners to discuss their 

own experiences of excellent customer service, how it made them feel, 

and how it affected their purchasing decisions. 

 Discuss with learners how an employee can offer excellent customer 

service, including: 

o techniques to establish a rapport 

o working with customers 

o delivering on promises 

o problem solving. 
 Role play some customer service scenarios, asking learners to 

demonstrate the skills listed above. 

Video links: 

YouTube 

Customer service: 

www.youtube.com/watch?v=DEh2mv2FpOI 

www.youtube.com/watch?v=Fy4lYDN1gz4 

www.youtube.com/watch?v=RDGiy4Vyy1w 

 

 

 

  

http://www.youtube.com/watch?v=DEh2mv2FpOI
https://www.youtube.com/watch?v=Fy4lYDN1gz4
http://www.youtube.com/watch?v=RDGiy4Vyy1w
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Lesson 14: Organisational goals, workplace strategic plans and business 
performance management  

Suggested teaching time: 3 hours 

Learning outcome: Understand the management and development of employees. 

Topic Suggested teaching Suggested resources 

Topic 3.1 

Organisational goals. 

Recap the previous lesson.  

Introduce the topic of workplace plans, organisational goals and their purpose. 

Learners must understand who sets organisational goals, and how they are translated into 

strategic plans which are monitored through business performance management. 

Business performance management has three main activities: 

1. Selection of goals. 

2. Gathering information to measure progress against the selected goals (key 

performance indicators). 

3. In order to make interventions or changes with the aim of improving future 

performance against the selected goals 

 

Opportunity for applied learning 

 Discuss how different levels of management within an organisation’s hierarchy are 

responsible for undertaking planning and delivery activities to feed into achieving 

organisational goals. 

 Learners work in groups to research how an automotive business can use business 

performance management to assist with the organisational goal of increasing 

turnover. They should consider: 

o How to increase turnover – attracting more customers, higher average spend 

etc. 

 

Beyond Performance 

Management – J Hope and S 

Player 

Harvard Business Review 

Press 

ISBN-13: 978-1422141953 
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Lesson 14: Organisational goals, workplace strategic plans and business 
performance management  

Suggested teaching time: 3 hours 

Learning outcome: Understand the management and development of employees. 

Topic Suggested teaching Suggested resources 

o What information to gather to measure progress against the goal. This might 

include turnover, average spend, success of marketing etc. 

o Interventions or changes they could make as a result of performance 

information.  

Each group should present their findings to their peers. 

  



 

 

SoW Level 3 Advanced Technical Extended Diploma in the Automotive Industry (4292) 

 
Unit 307: Management in the automotive industry 

 

© 2016 City and Guilds of London Institute. All rights reserved          Page 18 of 29 

 

  

Lesson 15: Performance management Suggested teaching time: 3 hours 

Learning outcome: Understand the management and development of employees. 

Topic Suggested teaching Suggested resources 

Topic 3.1  

Organisational goals. 

 

Recap the previous lesson. 

Introduce the topic of performance plans and their purpose. Learners must understand why 

such plans are necessary in managing employees, and who is responsible for preparing 

them. 

 

Opportunity for applied learning 

 Learners to discuss how individual performance must be managed to ensure each 

department is contributing to the performance of the business. 

 Discuss what would happen if performance wasn’t managed, and why it’s important 

to try and manage performance fairly. 

 Learners to research and present on how to: 

o deal with poor performance 

o prepare for difficult conversations 

o reward good performance. 

Beyond Performance 

Management – J Hope and S 

Player 

Harvard Business Review 

Press 

ISBN-13: 978-1422141953 
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Lesson 16: Staff development Suggested teaching time: 6 hours 

Learning outcome: Understand the management and development of employees. 

Topic Suggested teaching Suggested resources 

Topic 3.3 

Staff development. 

 

Recap the previous session on performance management.  

Explain how development plans are used as a key part of performance management in 

employment, education and personal life. 

Discuss with learners the reasons for using staff development plans and how they impact 

on business and customer retention. Ensure learners understand that each employee 

has different needs and skills that must be best managed for the good of the business. 

Explain how performance reviews and SWOT analysis (Strength, Weakness, Opportunity 

and Threat analysis) can be used to inform a development plan. 

Discuss how staff retention and reward can motivate staff including: 

 financial reward/pay rises/incentive schemes 

 empowerment/self-management 

 job retention 

 promotion/job role. 

Learners must be aware of how different employees may react to a staff development 

plan, eg some may embrace challenges, others might be resistant to change or worried 

by the process. 

Opportunity for applied learning 

 Learners to discuss what kind of questions should be asked when a manager 

puts together an employee’s development plan. This might include: 

o What skills are needed to do their job? 

o How well do they perform them? 

http://hiring.monster.co.uk/hr/hr-

best-practices/workforce-

management/employee-

performance-

management/how-do-i-

construct-an-employee-

development-plan.aspx 

 

http://hiring.monster.co.uk/hr/hr-best-practices/workforce-management/employee-performance-management/how-do-i-construct-an-employee-development-plan.aspx
http://hiring.monster.co.uk/hr/hr-best-practices/workforce-management/employee-performance-management/how-do-i-construct-an-employee-development-plan.aspx
http://hiring.monster.co.uk/hr/hr-best-practices/workforce-management/employee-performance-management/how-do-i-construct-an-employee-development-plan.aspx
http://hiring.monster.co.uk/hr/hr-best-practices/workforce-management/employee-performance-management/how-do-i-construct-an-employee-development-plan.aspx
http://hiring.monster.co.uk/hr/hr-best-practices/workforce-management/employee-performance-management/how-do-i-construct-an-employee-development-plan.aspx
http://hiring.monster.co.uk/hr/hr-best-practices/workforce-management/employee-performance-management/how-do-i-construct-an-employee-development-plan.aspx
http://hiring.monster.co.uk/hr/hr-best-practices/workforce-management/employee-performance-management/how-do-i-construct-an-employee-development-plan.aspx
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Lesson 16: Staff development Suggested teaching time: 6 hours 

Learning outcome: Understand the management and development of employees. 

Topic Suggested teaching Suggested resources 

o What significant results and accomplishments have they achieved? 

o What would help them perform better? 

o What changes would they like to see in their job? 

o What goals do they have? 

o What action have they undertaken to progress in their career? 

o What activities would help them to develop? 

o Should performance reviews take place monthly or annually? 

 

 Learners devise a development plan for themselves which incorporates: 

o performance reviews and appraisals 

o SWOT analysis 

o reward and motivation techniques. 
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Lesson 17: Team motivation and techniques Suggested teaching time: 4 hours 

Learning outcome: Understand the management and development of employees. 

Topic Suggested teaching Suggested resources 

Topic 3.2 

Motivation of teams. 

 

Recap the previous lesson. Emphasise the links to the next two lessons. 

Introduce the topic of motivation, explaining the effect that both individual employee and 

team motivation can have on achieving successful business outcomes. 

Use websites and videos to give good and bad examples of team motivation. 

Discuss how the following factors can affect the motivation of employees: 

 recognising staff strengths 

 management styles 

 rewards and goals 

 organisational goals 

 self-awareness and motivation. 

 

Opportunity for applied learning 

 Give learners the following scenario: A large automotive business has just been 

bought out by a competitor and had a new management structure inserted. 

o Learners research and document a plan for improving motivation within the 

workforce to ensure that performance is maintained and, where possible, 

improved. 

o Each group should present their plan to their peers. 

www.forbes.com/sites/glennllo

pis/2013/05/06/10-things-

inspire-teams-to-optimally-

perform/#3305b8d879fd 

 

Video links: 

YouTube 

Team building tutorial: 

www.youtube.com/watch?v=B

6I8vAF08i8 

Lead by adventure 

Funny teamwork videos: 

www.leadbyadventure.com/20

14/04/11/5-funny-teamwork-

videos/ 

 

 

 

 

http://www.forbes.com/sites/glennllopis/2013/05/06/10-things-inspire-teams-to-optimally-perform/#3305b8d879fd
http://www.forbes.com/sites/glennllopis/2013/05/06/10-things-inspire-teams-to-optimally-perform/#3305b8d879fd
http://www.forbes.com/sites/glennllopis/2013/05/06/10-things-inspire-teams-to-optimally-perform/#3305b8d879fd
http://www.forbes.com/sites/glennllopis/2013/05/06/10-things-inspire-teams-to-optimally-perform/#3305b8d879fd
http://www.youtube.com/watch?v=B6I8vAF08i8
http://www.youtube.com/watch?v=B6I8vAF08i8
http://www.leadbyadventure.com/2014/04/11/5-funny-teamwork-videos/
http://www.leadbyadventure.com/2014/04/11/5-funny-teamwork-videos/
http://www.leadbyadventure.com/2014/04/11/5-funny-teamwork-videos/
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Lesson 18: Using communication to resolve conflict Suggested teaching time: 3 hours 

Learning outcome: Understand the management and development of employees. 

Topic Suggested teaching Suggested resources 

Topic 3.2 

Motivation of teams. 

Introduce the lesson. Relate it to the previous lesson.  

Explain why good communication skills and an appropriate communication style are 

essential when resolving conflicts that could affect staff motivation. 

Discuss causes of conflict within the workplace, and the difficult conversations that a 

manager might typically deal with in an automotive business. 

Explain best practice in communication skills when resolving conflict. 

Discuss the implications of poor communication when dealing with conflict. 

Use this lesson to recap the communication skills already covered in previous lessons with 

an emphasis on employer to employee communication. 

 

Opportunity for applied learning 

 Learners to share their own experiences of work where good and poor 

communication skills have been used. 

 Provide learners with a conflict scenario, then ask them to use role play to 

demonstrate the effects of both good and poor communication. 
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Lesson 19: Business finance Suggested teaching time: 3 hours 

Learning outcome: Carry out budget control and marketing activities. 

Topic Suggested teaching Suggested resources 

Topic 4.1 

Budgetary and 

cost control. 

 

Introduce the lesson on business finance, explaining its importance in the automotive industry.  

Explain what a simple spending plan is, using a personal finance example before moving on to a 

business example. Use these examples to discuss cost control within an automotive business. 

Explain different costs (fixed, variable, direct, and indirect), income, and introduce the concept of 

breakeven point and marginal cost. 

 

Opportunity for applied learning 

 Learners to produce a spending plan for themselves for the period of one month. They 

should then commit to monitoring their actual spend. 

 Learners to create a simple yearly spending plan for an automotive business using 

appropriate spreadsheet software. The tutor should provide example fixed and variable 

costs and income. Learners to track income and expenditure graphically, indicating the 

breakeven point. Learners should also calculate the marginal cost. 

www.handsonbanking.org/fina

ncial-education/adults/what-is-

a-spending-plan/ 

https://en.wikipedia.org/wiki/Va

riable_cost  

 

  

http://www.handsonbanking.org/financial-education/adults/what-is-a-spending-plan/
http://www.handsonbanking.org/financial-education/adults/what-is-a-spending-plan/
http://www.handsonbanking.org/financial-education/adults/what-is-a-spending-plan/
https://en.wikipedia.org/wiki/Variable_cost
https://en.wikipedia.org/wiki/Variable_cost
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Lesson 20: Financial statements Suggested teaching time: 4 hours 

Learning outcome: Carry out budget control and marketing activities. 

Topic Suggested teaching Suggested resources 

Topic 4.1 

Budgetary and 

cost control. 

 

Recap the previous lesson. 

Introduce financial statements. 

Explain what a profit and loss statement is and how it’s used. Include logging and diligent recording 

of income against fixed and variable expenditure in order to forecast a balance. 

Discuss the importance of cash flow in the automotive industry, and the impact that customer and 

supplier credit agreements can have on cash flow. 

 

Opportunity for applied learning 

 Using the spending plan created in the previous lesson as a starting point, learners should 

create a profit and loss statement, using spreadsheet software.  

 Learners should also create a cash flow forecast. 

www.bbc.co.uk/schools/gcsebi

tesize/business/finance/cashfl

owrev1.shtml 

 

www.bbc.co.uk/schools/gcsebi

tesize/business/finance/profita

bilityrev1.shtml 

 

  

http://www.bbc.co.uk/schools/gcsebitesize/business/finance/cashflowrev1.shtml
http://www.bbc.co.uk/schools/gcsebitesize/business/finance/cashflowrev1.shtml
http://www.bbc.co.uk/schools/gcsebitesize/business/finance/cashflowrev1.shtml
http://www.bbc.co.uk/schools/gcsebitesize/business/finance/profitabilityrev1.shtml
http://www.bbc.co.uk/schools/gcsebitesize/business/finance/profitabilityrev1.shtml
http://www.bbc.co.uk/schools/gcsebitesize/business/finance/profitabilityrev1.shtml
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Lesson 21: Payment systems Suggested teaching time: 2 hours 

Learning outcome: Carry out budget control and marketing activities. 

Topic Suggested teaching Suggested resources 

Topic 4.1 

Budgetary and 

cost control. 

 

Introduce the topic of payment systems. 

Explain the different types of payment options that could be available including: 

 BACS/bank transfer 

 cash 

 online payments 

 credit accounts 

 cheque. 

 

Opportunity for applied learning 

 Learners to research the advantages and disadvantages of these payment types and 

include their findings in a report. 
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Lesson 22: Effective commercial skills Suggested teaching time: 5 hours 

Learning outcome: Carry out budget control and marketing activities. 

Topic Suggested teaching Suggested resources 

Topic 4.3 

Commercial skills for 

ensuring business 

success. 

 

Introduce the lesson on commercial skills in the automotive industry. 

Learners must be able to explain the importance of image, reputation and promotional 

activities in achieving company success. Discuss how an automotive businesses image 

and reputation can be improved or damaged. 

Explain to learners the importance of carrying out market research to secure business 

contracts in a competitive environment. Learners should know that in order to understand 

the market, an automotive business needs to know: 

 who the existing customers are (demographics) 

 who the competitors are 

 who the potential customers are 

 the size of the potential customer market. 

Discuss how a business can use market research to form a company strategy with the aim 

of securing business. Discuss the different strategies that companies use: 

 growth 

 stability 

 globalisation 

 retrenchment. 

 

Opportunity for applied learning 

 Learners to work in groups to research the business strategy of a large automotive 

organisation. Learners should present their findings on: 

http://businesscasestudies.co.

uk/case-studies/by-

industry/automotive.html#axzz

4CxftKAUL  

http://businesscasestudies.co.uk/case-studies/by-industry/automotive.html#axzz4CxftKAUL
http://businesscasestudies.co.uk/case-studies/by-industry/automotive.html#axzz4CxftKAUL
http://businesscasestudies.co.uk/case-studies/by-industry/automotive.html#axzz4CxftKAUL
http://businesscasestudies.co.uk/case-studies/by-industry/automotive.html#axzz4CxftKAUL


 

 

SoW Level 3 Advanced Technical Extended Diploma in the Automotive Industry (4292) 

 
Unit 307: Management in the automotive industry 

 

© 2016 City and Guilds of London Institute. All rights reserved          Page 27 of 29 

 

  

Lesson 22: Effective commercial skills Suggested teaching time: 5 hours 

Learning outcome: Carry out budget control and marketing activities. 

Topic Suggested teaching Suggested resources 

o the market (customers, target audience, competition) 

o strategy 

o promotional activities to support the strategy. 
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Lesson 23: Marketing activities Suggested teaching time: 6 hours 

Learning outcome: Carry out budget control and marketing activities. 

Topic Suggested teaching Suggested resources 

Topic 4.2  

Carrying out 

marketing activities. 

 

Introduce the lesson by describing how marketing activities can influence consumer 

decisions. 

Discuss with the class good and bad examples of marketing and how this affects their 

purchase choices. 

Explain the difference between ‘above the line’ and ‘below the line’ marketing. 

Discuss how marketing strategies have changed in response to increased use of internet 

content and social media. 

Using this shared experience, learners must consider the following when devising their 

specific marketing plan: 

 learning from other businesses 

 use of social media 

 use of email/mail shots 

 word of mouth 

 discounts and deals 

 supporting charities and sponsorship. 

 

Opportunity for applied learning 

 Learners research and produce a document highlighting the advantages and 

disadvantages of each marketing strategy listed above. 

 Learners then produce a marketing plan for an automotive business of their choice for 

the coming year. Learners should include: 

www.theguardian.com/small-

business-

network/2013/apr/19/effective

-marketing-strategies 

 

www.koozai.com/blog/content

-marketing-seo/above-the-

line-vs-below-the-line/  

 

http://unbounce.com/lead-

generation/32-lead-

generation-tactics/ 

 

www.marketingweek.com/201

5/12/04/the-marketing-year-

the-top-campaigns-of-2015/ 

 

http://www.theguardian.com/small-business-network/2013/apr/19/effective-marketing-strategies
http://www.theguardian.com/small-business-network/2013/apr/19/effective-marketing-strategies
http://www.theguardian.com/small-business-network/2013/apr/19/effective-marketing-strategies
http://www.theguardian.com/small-business-network/2013/apr/19/effective-marketing-strategies
http://www.koozai.com/blog/content-marketing-seo/above-the-line-vs-below-the-line/
http://www.koozai.com/blog/content-marketing-seo/above-the-line-vs-below-the-line/
http://www.koozai.com/blog/content-marketing-seo/above-the-line-vs-below-the-line/
http://unbounce.com/lead-generation/32-lead-generation-tactics/
http://unbounce.com/lead-generation/32-lead-generation-tactics/
http://unbounce.com/lead-generation/32-lead-generation-tactics/
http://www.marketingweek.com/2015/12/04/the-marketing-year-the-top-campaigns-of-2015/
http://www.marketingweek.com/2015/12/04/the-marketing-year-the-top-campaigns-of-2015/
http://www.marketingweek.com/2015/12/04/the-marketing-year-the-top-campaigns-of-2015/
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Lesson 23: Marketing activities Suggested teaching time: 6 hours 

Learning outcome: Carry out budget control and marketing activities. 

Topic Suggested teaching Suggested resources 

o market details (customers, target audience, competition) 

o SWOT analysis 

o strategy/objectives – what does the business want to achieve? 

o target audience 

o products/services offer 

o the marketing that will be done, and why 

o how they will measure the performance of the plan. 

 


