People Development – Report Assessment Guidance
Read the assessment brief and ensure you met the specifics of the brief.
Sample report format:

Front Cover
University name
Module title
Student name
Date of submission
Word count

Executive Summary
A brief overview of the report objectives and a summary of your findings.

Contents Page
Detailed contents page – including sub headings and page numbers

1. Introduction
Who requested the report, submission date and purpose.
Outline the area(s) you are addressing.
Procedures – sources of information eg. Websites, journals, lecture content, academic books.
2. Main Findings
2.1 Roles and Skills of a Manager – share your knowledge, organisational examples, understanding of the role of managers in these areas, together with specific skills managers need to address these areas professionally.
	2.11 Leadership eg. Adair
	2.12 Team building eg. Belbin
	2.13 Motivation of employees eg. Hawthorn experiment, Maslow
	2.14 Equality and diversity eg. tolerance
	2.15 Flexible working eg. 
2.2 Performance Management
	Analyse and critically evaluate how organisations manage the performance of their employees and include organisational examples.

3. Conclusion
Outline:
a) Main points of the manager’s role
b) Main issues facing managers
c) How organisations manage performance.

4. Recommendations (Based on conclusions)
5. References/Bibliography

