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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	Please insert your completed assignment ( in word format)  here:

1. What are the five ingredients for managing a meeting? 
a) keep contributions short
b) don’t take so many notes so as to lose track of what is going on
c) avoid interrupting and do not allow interrupting
d) be aware of your non-verbal behaviours
e) time your own contributions
2. What are the seven easy steps to pump up your presentation? 
a) Talk to yourself. This involves running through your presentation beforehand ideally in front of mirror, practicing what you’re going to say and how you’re going to say it.
b) Have a point. Be concise in your aims, ensure they audience know what this is in the first few sentences.
c) Look them in the eye. Make eye contact with individual members of the audience
d) Know the room. Go to the room beforehand, stand in the same place so it is familiar
e) Pump up the volume. Use a loud, clear voice with lots of energy to get the message across. 
f) Don’t be a comic. Appropriate humour is ok in small amounts. Avoid topical jokes, opting instead for personal stories which are unlikely to offend. 
3. What are the best practices for offering feedback?
a) keep the conversation positive: even when the news is negative it should be delivered with a positive spin. This is also more respectful rather than a ‘telling off’. It’s important to remember that it is a person with feelings and to empathise.
b) It should be asked for or agreed upon beforehand: feedback should not just be sprung upon a person, you can offer feedback and see if they agree or alternatively offer it in more formal setting e.g. in a supervision or appraisal.
c) It should be well timed: ideally as soon as possible after the event that requires feedback e.g. when the project or presentation finishes. 
d) Feedback should be specific: the person needs to know where they went wrong, and when this happened.
e) Feedback should be descriptive: your own opinion is not needed, just the facts of the feedback
f) Feedback should be relative to something that the person can actually address e.g. a behaviour that they can change.
g) The person’s needs should be taken into account, the feedback should nor just be for the benefit of the giver.
h) The feedback should be understood by the receiver. They should be able to summarise what they have been told.
i) If it is given within a group it can be checked that this is the unanimous feeling of the group or if people disagree.
4. Outline various feedback techniques. 
a) sandwich format – this is the process of ‘sandwiching’ the feedback between 2 positive observations e.g. ‘you have done this well; you need to improve this; you do this well also’
b) a more open-ended approach addresses the area that needs feedback as soon as possible e.g. ‘this aspect needs work’ followed by a summary of the persons positive work attributes to ensure that the feedback session finishes positively. Feedback should always be given with the intent of improving both the work quality and the person.
c) an individual positive feedback statement is a concise and quick way to let a person know you have noticed their good work and appreciate it e.g. ‘thank you for doing this well’
d) constructive criticism can be given as a concise piece of information, this should be used in moderation and only where appropriate e.g. where safety is concerned i.e. ‘try to do it like this as it is safer’
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