


Coaching for performance management 

All competent managers require speci c skills to 
proactively develop both individuals and teams. A 
vital aspect of their role involves performance 
management. This is essentially an on-going process 
requiring continuous monitoring and adaptation.  
 
One of the most cost e ective ways a manager can 
improve the skills and overall performance of his or 
her team is by coaching. With this in mind the workshop
aims to explore the main ingredients for performance
 management coaching success. We will also seek to  
get individuals to think about the prevailing 
“coaching culture” in their organisations, and how that  
might impact on them. 
 
Who is it for? 

 
Individuals who in any capacity are responsible for 
their sta ’s continuing development, to ensure 
business outcomes are maximised 
 
Workshop Aim  

 
To consolidate an d extend the skills of course 
participants and enable them to bring about 
embedded bene cial changes in business culture 

Workshop Agenda 
 

◊ What is coaching? 
◊ When to coach 
◊ How people learn 
◊ The learning ladder 
◊ Key steps for performance management 

coaching 
◊ Ask, don’t tell 
◊ Giving e ective feedback 

 
Personal Learning Outcomes 

 
◊ Identify organisational coaching culture and 

how this impacts on individuals performance 
◊ Devise “skill/will” matrix for teams 
◊ Understand how people learn and identify 

individual learning style 
◊ Create an individual learning ladder 
◊ List the six steps to e ective performance 

coaching 
◊ Understand the three questioning techniques 

cascade levels 
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Appraisal techniques 

Appraisal interviews provide the opportunity for 
managers/supervisors to motivate their sta . The 
key objective of any appraisal interview should be 
to develop sta  not just focus on areas of weakness 
or apply blame. If appraisals are done well the 
appraisee should be able to form an objective view of 
their past performance and identify areas for future 
development, which includes career progression. 
 
Who is it for? 

 
Managers or supervisors who are involved in the 
appraisal process and who wish to become more 
e ective 
 
Workshop Aim  

 
To enable participants to conduct positive and 
e ective appraisal interviews. 

Workshop Agenda 

◊ Why conduct Appraisals  – selling the bene ts? 

◊ Developing face to face skills 
◊ Assessing performance - what Appraisal 

Meetings should include 
◊ Advantages, Problems & Fears  
◊ Dealing with di cult situations 
◊ Practice Scenario’s 

 
Personal Learning Outcomes 
 

◊ Identi ed Advantages, Problems & Fears of 
Appraisal interviews  

◊ Improved face to face communication/
interview skills 

◊ Listed what appraisal interviews should 
include 

◊ Compiled strategies for dealing with di cult 
situations 

◊ Had the opportunity to conduct an appraisal 
interview in a safe environment 
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Time management 

Managers/supervisors are increasingly being asked 
to achieve higher levels of performance under 
increasing time pressures. This workshop is designed 
to enable managers and sta  to make more productive 
use of their time at work. The principles can also be  
applied to personal life outside of work to provide 
quality time for themselves, their family and friends.  

 
Who is it for? 

 
Managers and supervisors who are responsible for 
their own work scheduling and the e ective 
performance of their sta . 
 
Workshop Aim  

 
To improve personal performance and e ectiveness
by use of Time and Self Management strategies 

Workshop Agenda 

 
◊ First Steps – Understanding what Time/Time 

Management is 
 
◊ The Tools – Aids to help you get organised 
 
◊ Prioritisation – How to be e ective with your 

time 
 
◊ Time Stealers – What are they/how to handle 

 
Personal Learning Outcomes 

 
◊ Identify and overcome the primary causes of 

poor time management for yourself and your 
team. 

◊ Identify time wasters and personal 
preferences that a ect performance in the 
workplace. 

◊ Prioritise your tasks and cope more 
e ectively with day-to-day demands and
pressures. 

◊ Learn to plan ahead and use your time more 
e ectively to increase personal and team 
productivity. 
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Communication skills 

E ective communication will enhance every aspect 
of your life, whether in the workplace, on the domestic 
front or in our social lives. This session looks at why we 
communicate in the way we do and why sometimes  
our communication is ine ective.  Once you understand  
this you can monitor your communications and start to 
apply the appropriate behaviours.
  
 
Communication is part of our everyday working 
lives; it tends to be something that we take for granted,  
often with little thought given to the processes 
involved. 
 
The purpose of communication is not simply to 
transmit information; it is to achieve a result! 
 
This workshop is one of a series of communication 
skills programmes which each focus on a di erent 
aspect of communication. 
 
Who is it for? 

Managers/ supervisors or newly appointed team 
leaders who communicate with others on a day to 
day basis in workplace situations, and who are 
looking to improve their e ectiveness by developing 
new skills. 
 
Workshop Aim  

To enhance your professional and personal 
communication skills in order to be more e ective  
when communicating in any given situation.   

Workshop Agenda 

 
◊ Consequences of ine ective communication 
◊ The Iceberg – where does our behaviour come from  
◊ Transactional Analysis 
◊ Personal Communication Style Questionnaire

 Personal Learning Outcomes 

◊ List consequences of ine ective communication 

◊ Identify behaviours that a ect communication 

◊ List the di erent key concept states of transactional 
analysis 

◊ Identify personal communication style 
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Presentation techniques 

The ability to deploy professional presentation skills 
is not an end in itself – it is a means to an end. It is 
a tool to ensure that communication happens 
e ectively. 
 
Who is it for? 

 
For managers and supervisors who have to make 
impact by use of presentations in the working 
environment 
 
Workshop Aim  

 
To enable participants to improve their communication 
skills when making presentations. To practise 
presenting a “live” session in a safe environment 

Workshop Agenda 

 
◊ Communications – what are they? 

◊ What makes an e ective presenter? 

◊ Do’s/Don’ts of presentation 

◊ Audience & Objectives 

◊ Planning & Structuring 

◊ Body Language 

◊ Visual Aids 

◊ Managing Nerves 

◊ Handling questions  

◊ Live Presentations  
 
Personal Learning Outcomes 

 
◊ Plan and prepare presentations more e ectively  
◊ Handle di cult situations with con dence 
◊ Communicate your message clearly and 

enthusiastically 
◊ Use visual aids to enhance the presentation  
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Change management 

◊ To develop a range of skills and techniques 
for managing change. 

◊ To develop a process for managing change. 
◊ To apply the techniques required to 

implement the change process. 
 
Who is it for? 

 
For managers and supervisors who are involved in 
managing change 
 
Workshop Aim  

 
This course is aimed at developing a practical 
understanding of the processes involved in the 
management of change, to enable delegates to 
implement change e ectively in the workplace 

Workshop Agenda 

 
Change and the organisation 

◊ the pressures for and against change 
◊ internal and external factors 
◊ how change a ects organisations 

 
 
Change management skills 

◊ understanding resistance to change 
◊ managing resistance 
◊ identifying and dealing with the issues 
 

Change management techniques 
◊ a four-stage framework for the change process 
◊ planning and controlling the change 
◊ project management 

 
Personal Learning Outcomes 

 
◊ Use change management techniques to provide 

a structured approach when implementing 
change 

◊ Understand people's reaction to change  
◊ Employ the change curve and change rollercoaster

models to understand what people 
experience during change and be able to 
respond appropriately 

◊ Identify strategies for overcoming resistance 
within themselves and others  
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Assertiveness 

It is not always easy to manage interactions with 
other people. Sometimes you may feel you need to 
gain greater respect from your colleagues. 
Sometimes you may nd it hard to express yourself 
clearly. Emotions often govern our behaviour and 
can have major impact on how we communicate or 
how we are perceived by others. Assertiveness is 
much more than just a set of techniques. It is about 
developing an attitude and set of personal values 
that can empower and liberate you, giving you a 
new found con dence when dealing with others. 
 
 
Who is it for? 

 
Anyone who wishes to improve their personal 
e ectiveness in both work and social situations by 
behaving in a more con dent manner 
 
Workshop Aim  

 
To provide practical guidance to anyone who needs 
to maximise the potential of creating constructive 
interactions with positive outcomes 

Workshop Agenda 

 
◊ Awareness of Di erent Styles of Behaviour 
◊ What is your Style and Behaviours 
◊ Introduction to Transactional Analysis 
◊ Perceptions  
◊ Handling Di cult Situations 
◊ How are You Communicating  
◊ Using Assertive Techniques 

 
Personal Learning Outcomes 

 
◊ Identify di erent behaviours and know the best 

approach to use when dealing with others 
◊ Handle di cult situations and people with 

con dence  
◊ Be able to overcome criticism, confrontation, anger 

and negativity assertively  
◊ Praise e ectively and positively. 
◊ Be able to say NO without feeling guilty 
◊ Develop techniques to build better working 

relationships. 
◊ Understand the link between assertiveness, 

self-esteem and con dence. 
◊ Develop a more con dent approach to your work 
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Decision making and problem solving 

The activities in this workshop are designed to help 
managers develop their understanding of the key 
principles involved in decision making and problem 
solving at work.  
 
Who is it for? 

 
For managers and supervisors who have to make 
decisions and solve problems 
 
Workshop Aim  

 
The purpose of this workshop is to help you assess 
your level of ability in some of the key behaviours 
related to decision-making and problem-solving.  

Workshop Agenda 

 
◊ Key principles of decision-making  
◊ Key principles of problem-solving 
◊ Fishbone analysis 
◊ Brainstorming 
◊ Evaluating options  
◊ Decision-making styles 
 
 

Personal Learning Outcomes 

◊ To create an initial benchmark of e ectiveness 
in each area of decision-making and problem 
solving 

 
◊ Be able to identify possible causes of problems 

and develop a process for successfully       
overcoming 

 
◊ An improved understanding of the process of 

brainstorming and the associated good          
behaviours 
 

◊ A greater understanding of  the di erent styles 
that can be used when making decisions 
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Team building 

Picking high performers on an individual level will 
not guarantee that you get a successful team.  The 
key to successful teams is  people who are willing to 
work together and share the successes. 
As a manager who needs to run a successful team 
you may have to work with the material you already 
have – so how do you turn a group of people who 
are already assigned to your department into a 
successful team? 
The situation is not uncommon and there are a 
number of ways of approaching it, but there are a 
few key factors on the ladder to success that today’s 
workshop will examine.  
One thing you can be assured of your personal 
approach and style is a big factor in the building of 
a successful team.  If you get this right the rest is 
comparatively easy.  Being a great team manager 
is not easy but can be enormously rewarding. 
This workshop will take a look at you and your team 
and the process of moving from a group to a team.  
It will also focus on your role in developing team 
players. 
 
Who is it for? 

 
For managers and supervisors with the responsibility 
for the performance of others 
 
Workshop Aim  

 
To enable participants to understand how to build 
an e ective team that can deliver results  

Workshop Agenda 

 
◊ Team Building  -  Personal Bene ts 

◊ Team Building  -  Team Bene ts 

◊ Team Circles 

◊ Groups versus Teams 

◊ The stages of team development 

◊ Team Roles 

◊ Team Development 

 

Personal Learning Outcomes 

◊ Identify personal and team bene ts that underpin 
building an e ective team 

◊ Di erentiate between how groups and teams 
work 

◊ Understand and apply Tuckman’s model of 
Team Evolution 

◊ Understand the characteristics of well-functioning
teams 
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Leading a team 

Once you have your sta  assembled there is no 
guarantee that they are going to suddenly become 
a high performance team.   
Having the title ‘team’ doesn’t make people a team 
either.  There are people that have worked in the 
same department for years and still don’t work as a 
team.   
Teams need support and they need information, 
coaching and encouragement to operate e ectively.  
They also need to understand that there are certain 
operating requirements that turn a group into a 
team.  The interesting fact is that if you treat people 
as though they are a team, they will usually live up 
to your expectations!  However, this doesn’t mean 
that you won’t need to invest some e ort in coaching 
your team members in the essential skills of teamwork. 

In order that your team is e ective on an operational 
level we’ll be exploring the mechanics of team 
working – what key skills are required and how to 
ensure your team has these. 
 
Who is it for? 

 
For managers and supervisors with the responsibility 
for the performance of others 
 
Workshop Aim  

 
To enable participants to understand how to lead an 
e ective team  

Workshop Agenda 
 

◊ The Balanced Leader 

◊ Leadership Styles 

◊ Varying your style 

◊ Trust & respect 

◊ Personal power 

◊ Transforming leaders 

 

Personal Learning Outcomes 

◊ Understand the di erence between leadership 
& management 

◊ Identify how to use di erent leadership styles to 
get the best from your team 

◊ Understand the concept of the “transforming 

leader” to create an environment that   
encourages empowerment 
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Developing a team motivation 

We all need a motive for action, or motivation as it 
is normally called, and to be a winning team means 
that individuals in the team need it by the bucketload. 
When times get tough and the pressure is on, it will  
be down to the commitment and energy of individuals 
to deliver a consistent level of service, no matter what.   

 
 
 
Who is it for? 

 
For managers and supervisors with the responsibility 
for the performance of others 
 
Workshop Aim  

 
The purpose of this workshop is to help you assess 
your level of ability in some of the key behaviours 
related to motivating others . 

Workshop Agenda  
◊ Motivating behaviours 
◊ Completing a motivation pro le 

Ideas for improving motivation 
◊ Measuring motivation 
◊ Motivation theories 
◊ Finding hidden motivators 
◊ Personal motivators 
◊ The impact of self-esteem 
◊ Motivators at work 
◊ Motivating my team 

 

Personal Learning Outcomes 

 
◊ Identify areas of motivation that need personal 

development 
◊ Understand the factors that a ect each team 

member’s motivation 
◊ List the issues a ecting poor motivation and 

compile strategies to overcome 
◊ Understand the theory of Maslow, Herzberg 

and McGregor 
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Planning techniques 

Organisations only survive if they can simultaneously 
manage change, maintain a degree of stability, 
minimise confusion and establish a sense of direction.

  Organisations that achieve this are much more likely 
to  progress and grow.   
 
E ective planning is a key factor in the success of 
any organisation.  Three main bene ts of planning 
are: 
◊ The identi cation of future opportunities 
◊ The anticipation and avoidance of future 

problems  
◊ The development of courses of actions, 

strategies   and tactics to achieve objectives  
 
This workshop is designed to enable managers/
supervisors to plan more e ectively in order to 
achieve objectives e ciently within time frames or 
deadlines.  
 
Who is it for? 

 
Anyone who has to work to deadlines, or is responsible 
for the planning of team/department task objectives.  
 
 
Workshop Aim  

 
To improve personal performance and e ectiveness 
by use of constructive and appropriate planning 
techniques 

Workshop Agenda 
 

◊ Advantages/Disadvantages/Barriers 
◊ Planning for Change – useful questions to ask 
◊ Breaking Goals Down – GAP analysis and the 

stairway to success using SMART objectives 
 
 
Personal Learning Outcomes 

 
◊ Identify Advantages/Disadvantages/Barriers 

related to planning activities 
◊ Create a “bench” of pre-de ned questions to 

use when planning 
◊ Explain the value of breaking down goals into 

smaller chunks 
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Stress Management 

Di erent people respond to stress in di erent ways.  
There is no de nitive checklist of symptoms. It is 
possible to identify the more typical reactions that 
people have when they are experiencing stress and 
these can provide an early warning before the onset 
of more serious problems. 
This workshop is aimed at helping those who manage  
sta  to understand their responsibility under current  
Health & Safety regulation. 
 
Who is it for? 

 
For people who are managing/supervising others in 
the workplace and need to assess and manage 
stress risks to meet their legal and HSE compliance 
 
Workshop Aim  

 
To provide participants with an understanding of 
their responsibilities in managing stress risks within 
the workplace 

Workshop Agenda 

◊ De nitions – what is stress? 
◊ Identifying the signs and symptoms of stress 
◊ The di erence between stress and pressure 
◊ How do you rate on stress levels? 
◊ What is your current stress situation in your 

or-ganisation?  What’s the cost? 
◊ How do you manage it? Stress support structure – 

current practice 
◊ Creating the climate to talk about stress and

 identify areas for development 
◊  What are the di culties?  How to overcome 

them. 
◊ Strategies for support    
◊ HSE requirements Stress prevention – the six 

key risk factor areas  
◊ How does your organisation match up to the HSE 

Stress Management Standards? 
◊ Reaching these standards 
◊ E ective communication – making it work for all 

 
Personal Learning Outcomes 

 
◊ To understand and identify what stress is and 

how it can a ect people. 
◊ To understand the standards required under 

Health and Safety at Work. 
◊ To create a positive environment in the workplace 

to help prevent stress. 
◊ To understand how people need to be supported 

when su ering from stress. 
◊ To know how to conduct discussions with sta  

su ering from stress. 
◊ To create an Action Plan in relation to managing  

stress in the workplace. 
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Giving and receiving feedback 

Feedback is essential. Without it learning and, hence,  
performance improvement cannot take place.  
Giving feedback is, therefore, a vital part of a 
mangers job. It is also often the weakest link in the 
manager’s tool box. 
 
Who is it for? 

 
For managers and supervisors who have to give 
feedback as part of their management role e.g. 
appraisals or performance management situations.  
 
Workshop Aim  

 
To build an understanding of the characteristics and 
di erences between constructive feedback, praise 
and criticism. To explain the importance of constructive
feedback. and to build an awareness of “good practice” 
guidelinesfor providing constructive feedback.  
  

Workshop Agenda 

 
◊ What is Feedback? 
◊ Providing constructive feedback 
◊ Praise or Criticism 
◊ Why is feedback important? 
◊ Do’s & Don’ts 
◊ When to give feedback 
◊ Language  
◊ E ective & Ine ective feedback 
◊ Practise sessions 

 
Personal Learning Outcomes 

 
◊ To build an understanding of the characteristics 

and di erences between constructive feedback, 
praise and criticism 

◊ To explain the importance of constructive     
feedback 

◊ To build awareness of “good practice” 
guidelines for providing constructive feedback 
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CONTACT US 
Training Matters Associates

27 Hullet Close
Appley Bridge

Wigan
Lancashire
WN6 9LD 

Telephone 
01257 251 285 

Email 
info@tmassociates.co.uk 

Web 
www.tmassociates.co.uk
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