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· Explain the relevance of the communication cycle for effective communication in management


· Explain, with examples, the importance of selecting an appropriate tone, language, and level of formality in management communications


· Assess the effectiveness of a range of verbal and written communication methods within your area of the organisation


· Evaluate theories of motivation relevant to your workplace


· Evaluate the principal factors that may affect performance and motivation in the workplace


· Select a theory of motivation – apply it to your workplace – evaluate the impact 


· Develop appropriate criteria to evaluate own ability to communicate effectively


· Collect and analyse feedback on own verbal and written communication skills


·  Evaluate own communication skills as a manager, identifying strengths and areas for improvement .... then Produce a PDP to address these 

EXPLAIN THE RELEVANCE OF THE COMMUNICATION CYCLE FOR EFFECTIVE COMMUNICATION IN 
MANAGEMENT


When a manager is a strong communicator, they are better able to manage their teams. With the right attitude towards communicating, managers can motivate their staff and have a good building relationship. In return their staff will respond in producing effective work.
Managers need to give positive feedback to their staff when staff are working well. To encourage the promotion of a good working practice. A manager who is unable to communicate well will have staffing issues. Staff will become unresponsive and not willing to fully trust a manager who has a “can’t be bothered “attitude. 
Staff need to work well as a team and be rewarded as such, with praise and recognition to feel they are doing a worthy job to be a valued staff member. There needs to be something in place like a reward system, where managers can motivate their teams in keeping up the good work. For example, a staff meal or a day out every couple of months, would make employees feel valued and appreciated.


Explain with examples the importance of selecting an appropriate tone, language, and level of formality in management communications.


With the right tone and attitude managers will be able to communicate effectively with their staff.
An example: a manager needed to inform a member of staff about a disciplinary meeting to discuss issues with medication administration. The communication they would use would be an e-mail sent with details of a meeting taking place. Then they would have a face-to-face communication with the manager to discuss what the next steps would be. When you need to communicate with an employee in such a serious matter this would be the best way as it wouldn’t be appropriate in a text. Tone needs to be kept at a normal level to prevent an escalation of rising to an extent of screaming/shouting.
An e-mail would be sent if a manager is to inform staff of training or a meetingis to take place.
Berlo’s Model of Communication is an approach to the tricky subject of communications
SOURCE: communication skills, attitudes, knowledge, culture
ENCODES
MESSAGE: content, elements, treatment, structure
CHANNEL: hearing, seeing, touching, smelling, tasting
DECODES
RECEIVER: communication skills, attitudes, knowledge, social system, culture
Berlo’s S-M-C-R model explains communication in four steps. Source, message, channel, and receiver.
Schramm’s model shows how we must encode, decode, and interpret information in real time during a conversation.

ASSESS THE EFFECTIVENESS OF A RANGE OF VERBAL AND WRITTEN COMMUNICATIONS METHODS WITHIN YOUR AREA OF THE ORGANISATION


In my area of the organisation, I am a support worker, caring for four ladies with learning difficulties in their own home along with other members of staff and a manager. Two of the ladies are non-verbal so we must communicate with a different approach. With communicating by talking, touch, pictures, pointing, seeing and smell we can determine what their needs are. We also communicate using basic Makaton sign language. The other two ladies can communicate well with simplified conversation. All have behavioural issues. When this arises, we must determine what the best course of action to take. We have also got to determine what is the cause of the matter, so we would then try to assess the problem. Have they unmet needs, social, psychological or biological. We would ask if they felt unwell, not having enough attention or it could simply be something out of place. Often, they would go to another room to escape the situation. Communication in this area would include self-stimulation, escape, attachment, social attention and tangible reinforcement.
Argyle's six stage communication cycle:
Idea occurs, message coded, sent, received, decoded, understood
Argyle’s theory of the communication cycle shows that communication is a two-way process of expression and interpretation. It is two ways due to the need to check that ideas have been understood, with good communication involving checking, understanding and reflective listening. He also felt that a positive attitude and the feelings a close relationship and friendship have can be encouraged by the good and effective eye contact and found that non-verbal signals are just as important and effective as verbal signals or communications. Psychological studies have concluded that more than sixty five percent of the information exchanged during a face-to-face interaction is expressed through non-verbal means. Body postures and movements, facial expressions, tones of voice etc. 
The first stage where the idea occurs Is when we think about the thing we are about to say and who to.
The second stage is where the message is coded, when we plan to say it.
The third stage is sending the message.
The fourth stage is message received; this is when the other person hears what you have said.
The fifth stage is message decoded; this is when the person you are speaking to relays what you have said.
The sixth stage is message understood; this is when the other person can understand the meaning of what you have said to them.

There are various forms to be signed including the service users daily care plans. Importantly Mar Charts for medication need signing by the staff member who administered the medication. This is to avoid mistakes and make aware to other staff that the individuals have had their correct dosage and that they won't administer again which would cause an overdose and could be life threatening. The signing of policies and procedures, also twice daily their personal money balance checks. Repeat medication from pharmacy needs to be addedd and correctly documented in their stock check records, then signed by staff member. The medication count is checked twice daily then also signed for by staff. Once a month we have a one-to-one supervision with the manager where you can discuss any concerns or goals that need to be met. At all times we are communicating with the service users, explaining things to them. When we go out into the community, we are continuously using communication, informing service users where we are going, why and what for. When shopping to assist service users it can be quite an overwhelming experience for them. But with simplified communication and continuous attention it can be an enjoyable experience. I feel it is very important for people with learning disabilities to have staff members who can communicate well with them and will make them feel at ease.


[bookmark: _Int_JFE9CG12]Evaluate theories of motivation relevant to your workplace


In my workplace I'm motivated to perform the best I can to succeed in what I do. I enjoy working with the service users that we support and to see them benefit makes me proud and happy, which is intrinsic motivation. By doing a good job I get recognition and praise from external sources from my managers and work organisation, which is extrinsic motivation.
MASLOW’S HIERARCHY OF NEEDS THEORY: suggests that people have a hierarchy of needs, and they work their way up through these needs. As each need is satisfied, they move on to the next. Experience shows that motivated employees work harder and perform harder with better results.
LOCKE’S GOAL SETTING THEORY                                                                                                                                        1. Set clear, definite and challenging goals to keep the workplace motivated.
2. Use measurable goals and completion deadlines to avoid misunderstanding.
3. Make sure the objectives are realistic and challenging, so the workers feel pride after attaining them.



EVALUATE THE PRINCIPAL FACTORS THAT MAY AFFECT PERFORMANCE AND MOTIVATION IN THE WORKPLACE


By doing a good job in the workplace you will be more motivated to keep working well and being recognised by the manager then they are providing positive feedback.                                                                   Intrinsic motivation factors included in Hertzberg’s theory include the work itself, growth, recognition, advancement, achievement and responsibility. When employees feel a sense of satisfaction and inclusion in these areas, their motivation is likely to increase, making them feel good about themselves and that they are doing a worthy job, satisfaction rate and being proactive – thinking ahead for solutions right away.


SELECT A THEORY OF MOTIVATION. APPLY IT TO YOUR WORKPLACE. EVALUATE THE IMPACT


MASLOWS HIERARCHY OF NEEDS THEORY
· One of the most known and influential workplace motivation theories is Hierarchy of needs. It suggests that people are motivated to follow five basic needs for an individual's behaviour.           1. Physiological
· 2. Safety
· 3. Love and Belonging
· 4. Esteem
· 5. Self Actualisation
My organisation is called Perthyn which is Welsh for belonging. I believe the hierarchy of needs is best suited to my workplace and I believe it to be true. As we support learning disabilities the service users need to feel love and belonging and that they are safe with esteem bringing confidence, self-belief, acceptance and respect from others.

. DEVELOP APPROPRIATE CRITERIA TO EVALUATE OWN ABILITY TO COMMUNICATE EFFECTIVELY


For communication to be effective you must be clear, correct, complete, concise and compassionate. These are the five C’s of communication.
I have listening skills and leave people to talk freely without interruption. I communicate well with managers and co-workers, also with Doctors, Nurses, and Pharmacy when we must discuss individuals' health care and medication. Being precise and accurate about medication and being confidential to the individual, I can clearly communicate with effectiveness in team meetings and am able to give my opinion clearly and accurately. I have also come across more difficult issues, where I have had to report a member of staff regarding an incidence on safeguarding, to my manager who I felt didn’t take it seriously, so I went higher and reported it to the HR team who investigated it in depth.

COLLECT AND ANALYSE FEEDBACK ON OWN VERBAL AND WRITTEN COMMUNICATION SKILLS


If I don’t understand I'm not afraid to ask questions. Listen to colleagues giving them the opportunity to share their ideas. Always important to show others that you're listening to them by nodding your head taking notes and making eye contact. If everyone has the chance to speak and share their ideas          within the teams meeting then the meetings can be more inclusive, proactive and efficient.                  Using e-mails to communicate with managers and HR I produce clear and accurate information. Keeping sentences short and to the point and be clear about what you would like the recipient to do next.
EVALUATE OWN COMMUNICATION SKILLS AS A MANAGER, IDENTIFYING STRENGHTS AND AREAS FOR IMPROVEMENT...THEN PRODUCE A PDP TO ADDRESS THIS

If I was a manager, I believe I would be approachable, positive and encouraging. I would praise my employees for working well, but not shy away from addressing challenges in a direct manner. I would have good communication skills and a good listening ability. You may find you might become unpopular temporarily if you have to give tough criticism. Being a good leader means becoming comfortable doing or saying things that are best for your team and organisation. Being open minded to new ideas and welcoming opinions from my staff. To make sure sources are available for staff to do their job correctly and to have the support they need to thrive in the work environment. I would set a good example to my staff showing them I am hands on and willing to do anything that I'd ask my staff to do.
	Learn Makaton
	Find a course
	Enrol

	Manage my time better
	Organise work
	Use a diary, post-it-notes

	Speaking to audiences
	Group presentation to build confidence. Interact vocally
	Making notes on laptop /notebook, as to prepare what to say




    





