
Name: _____________________________ 

STOP! Don’t turn the page yet. 

Management Bitesize: 2 Day Workshop at TT Cardiff  
Module 1: What We Expect from Managers at TT Electronics 
Breakout #1 
What are the TOP 5 things a manager should be doing at TT? 

1. __________________________________________________________________________ 
2. __________________________________________________________________________ 
3. __________________________________________________________________________ 
4. __________________________________________________________________________ 
5. __________________________________________________________________________ 

What would help you to do these things? 

_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________ 

What gets in the way? 

_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________ 

 
Notes 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________ 

 

TT Way Behaviours 

 

How do you bring the TT way to life as a manager? 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________ 

Next steps after the session 
 Familiarize yourself with the resources referred to during this session (e.g. 

self-assessment tool, policies, Professional Development Plan, Wellness 
Action Plan, TT Way of Management, etc). 

 Ensure you attend future Management Bitesize sessions running in 2023. 
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Module #2: Managing Absence and Return to Work  
Case Study: Royal Mail 
The Royal Mail adopted a holistic and robust approach to absence management. They 
invested in key policies and initiatives designed to tackle the medical, social and 
physiological causes of absences, all driven by their line managers. What do you think 
were the key policies and initiatives? 

_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________ 

Breakout #1: A Return to Work Interview 
What was went well about the meeting? 
_____________________________________________________________________________
_____________________________________________________________________________ 
 
What went less well about the meeting? 
_____________________________________________________________________________
_____________________________________________________________________________ 
 
How did the employee feel? 
_____________________________________________________________________________
_____________________________________________________________________________ 
 
How engaged and invested is the individual following this interaction? 
_____________________________________________________________________________
_____________________________________________________________________________ 
 
What should have been done differently? 
_____________________________________________________________________________
_____________________________________________________________________________ 

Breakout #2 
Choose who will be the manger and who will be the employee, pick a scenario and play 
out the Return to Work interview.  

Scenario 1: Jenny has had a couple of days off due to a cold that seems to have had 
more impact than usual. She still feels run down. At work, her department is one 
person short as someone who has left has not yet been replaced, and this makes a big 
difference in a department of only five people. On top of that, Jenny is struggling to 
get to grips with changes to the computer system she uses daily – she is due to go on 
a training course on the updates but due to staff shortages, there hasn’t been time.  

Scenario #2: Amanda has had 5 individual days off in the last 2 months. She’s been 
having problems at work with one of her colleagues, who she feels is disrespectful. 
She likes her job but is a bit fed up and has started taking time off to attend job 
interviews, and didn’t have any annual leave left to book time off.  

Scenario #3: Mike has had 4 weeks off work as he sprained his wrist. His doctor has 
said he is now capable of returning to work but he may need some adjustments 
temporarily, as his wrist is still a little weak – and he still has some additional check-
ups scheduled.   

_____________________________________________________________________________
_____________________________________________________________________________ 

Next steps after the session 
 Familiarise yourself with the resources referred to during this session (e.g. 

SAIT method to manage absences, WARM method for RTW conversations, 
local absence policy, Absence Toolkit for Managers incl Wellness Action Plan, 
etc). 

 Ensure you attend future Management Bitesize sessions running in 2023. 
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STOP! Don’t turn the page yet. 

Module #3: Recruitment and Interviewing 
Planning the Process 
What are the benefits of good recruitment? Think about any positive experiences that 
you’ve had.  

_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________ 

What are the consequences of poor recruitment? Think about any negative 
experiences that you’ve had. 

_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________ 

Preparing for interviews 
What else can you do to prepare for the interview stage? 

_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________ 

Doodle Space 
 

Breakout #1: Interview roleplay 
What did you observe? 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________ 

What do you think the candidate’s experience was? 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________ 

What might be the impact on the business? 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________ 

Notes 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________ 

Next steps after the session 
 Familiarise yourself with the resources referred to during this session (e.g. 

Recruitment toolkit). 
 Ensure you attend future Management Bitesize sessions running in 2023. 
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STOP! Don’t turn the page yet. 

Module #4: Effective Communication 
Scenario: Team Meeting 
The company has decided to change health insurance providers. The new provider will 
be providing more comprehensive cover for employees, which will save employees 
money and increase the quality of their healthcare in the long-term. There are 
information packages available to share with employees, a website summarising the 
changes and a roll-out plan that has been shared with managers.  

Bethany, a manager on site, is giving this information to her team during the face-to-
face meeting on Monday morning. She includes it as a general update and plans to 
share more detailed information after. She knows that it’s good news, and knows that 
she’ll share more later, so she wants the update to be brief. During the meeting she 
shares with her team: “Also, just so you all know, the company is changing health 
insurance providers, so your benefits will be changing. You’ll get more info later. Ok, 
so moving on…” 

Sender:  ______________________________________________________________ 

Receiver: ______________________________________________________________ 

Channel: ______________________________________________________________ 

Message:  ______________________________________________________________ 

Feedback:  

_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________ 

Next steps after the session 
 Familiarise yourself with the resources referred to during this session (SCARF 

model, TT’s own Communication Channels).  
 Ensure you attend future Management Bitesize sessions running in 2023. 

 

Notes 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________ 

Doodle Space 
 

 
 

 

 



  Management Bitesize: 2 Day Workshop at TT Cardiff  

 

Module #5: Difficult Conversations 
Case Studies 
Choose who will be the manger and who will be the employee, pick a scenario and play 
out the conversation.  

Case study #1 
Francine has recently been promoted to a manager role at a large site and has a team 
of five people directly reporting to her. She has been with the company for several 
years, has a very good reputation and is liked by other employees. This will be the first 
time she has had to move from being part of a team to leading it.  

One of the members of the team, Kristina, continues to cause a fair amount of friction 
both in Francine’s team and in other teams. On two occasions people have left the 
business because of Kristina’s actions, and while Kristina has been spoken to about 
the impact of her highly direct communication style, the behaviour persists. Most 
recently, she upset a customer and refused to apologise stating: “Well if he doesn’t 
know what he is doing then someone has to tell him!” Kristina has a strong 
performance record having saved the site a significant amount of money and has 
created supply efficiencies that customers are happy about. 

Francine has been told by her boss that Kristina’s behaviour must be addressed. She 
is prepared to give it one more shot but if there is no change then a firm decision must 
be made. Francine is going to speak to Kristina later this week. How should Francine 
approach this? 

_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________ 

Case study #2 
Pam is a team leader working on site. She has a team of 8 people reporting to her. 
One of her team members, Zara, is often late to work and on several occasions, she 
has not turned up at all. This is causing unhappiness in the team as they are falling 
behind on their production targets and Zara’s workload is having to be taken on by 
others in the team. 

Pam has spoken to Zara about this before and Zara assured her that it would not 
happen again. For a while, Zara’s attendance improved, but lately the same patterns of 
behaviour are emerging. Pam has scheduled time for her and Zara to talk. How should 
Pam approach the conversation and what should she say? 

_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________ 

Doodle Space 
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STOP! Don’t turn the page yet.  

Case study #3 
Robert, a Project Manager, is leading a major project that will significantly improve 
delivery times at a site. The project has smoothly so far.  

The project has recently entered its second phase, focused on bringing new machines 
on site. Market circumstances have changed significantly, and the business is under 
increasing pressure to manage costs. Several other projects are running over in time 
and budget, and two members of the Site Leadership Team have left the business. 
One week into the second phase, Robert not only discovers that there have been 
delays in the rollout, but that the project is over budget by $100k. Additionally, a 
grievance has been raised against his Project Coordinator for misconduct, and the 
delays will result in customer delays. 

Robert is due to speak with the Site General Manager, Site Leadership Team and 
members of Group Leadership this week. What should Robert do and how should be 
do it? 

_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________ 

Next steps after the session 
 Familiarise yourself with the concepts discussed in the module.  
 Ensure you attend future Management Bitesize sessions running in 2023. 

Doodle Space  
 

 

Notes 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________ 
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Module #6: Performance and Feedback 
Discussion #1 
What are some challenges, concerns, examples of how you’ve prepared, or a 
development conversation that made you feel great? 

_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________ 

 
Why are good objectives important? What are the benefits? 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________ 

 
What are the difficulties that can arise through setting objectives? 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________ 

Doodle Space 
 

Discussion #2 
What would make these objectives smarter? 

_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________ 

 Next steps after the session 
 Familiarise yourself with the resources referred to during this session 

(Capturing Development template, PDPs, etc).  
 Ensure you attend future Management Bitesize sessions running in 2023. 

Notes 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________ 
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Bonus: Feedback Form 
Thank you for attending! We’d love your anonymous feedback.  
Please fill out the questions below and leave this page behind at the session. Your opinions and thoughts will help us improve and will make future sessions better! 

What did you like about the Management Bitesize: 2 Day Workshop? 

_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________ 

What did you take away from the Management Bitesize: 2 Day Workshop? 

_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________ 

What could we do to improve the Management Bitesize: 2 Day Workshop? 

_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________ 

Please provide any other feedback about the session. 

_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
____________________________________________________________________________ 
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