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Part 1.1 Concept and scope of personnel management
e 1.1.1 Definition and historical background of personnel management

e 1.1.2 Core functions of personnel management(recruitment, training, welfare, record
keeping)

¢ 1.1.3 Limitations of personnel management in modern organisations
Part 1.2 Concept and scope of human resource management
e 1.2.1 Definition and evolution/of human resource management

e 1.2.2 Strategic functions of HRM (planning, development, performance management,
employee relations)

e 1.2.3 Advantages of HRM over traditional personnel management
Part 1.3 Key differences between personnel management and human resource management
¢ 1.3.1 Comparative analysis of scope and focus
e 1.3.2 Differences'in approach to employee relations and organisational goals
e 1.3.3Case examples of transition from personnel management to HRM in education
Part 1.4 Relevance of HRM in educational organisations
e 1.4.17Importance of HRM in managing teachers and staff
e - 1.4.2 HRM practices for promoting efficiency and effectiveness in schools

e 1.4.3 Challenges of implementing HRM in educational settings

Introduction
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In every organisation, whether in education or industry, the way people are managed has a direct
impact on performance and long-term success. Schools, colleges, and universities rely on
effective systems to recruit, train, and support staff, while also ensuring that their contributions
align with institutional goals. This Series introduces you to personnel management and human
resource management, two approaches that have shaped how organisations handle their
workforce. Understanding these concepts is essential for anyone preparing to manage educational
institutions at primary, secondary, or tertiary levels.

The aim of this Series is to equip you with the knowledge and skills to define, explain,analyse, and
evaluate the principles of personnel management and human resource management, and to apply
them in educational contexts.

We shall commence this Series by exploring the concept and scope of personnel management,
including its historical background, core functions, and limitations. Next, we will move on to the
concept and scope of human resource management, examining its evolution, strategic functions,
and advantages. Following that, we will analyse the key differences between personnel
management and human resource management, with particular attention to employee relations
and organisational goals. Finally, we will conclude by evaluating the relevance of human resource
management in educational organisations, considering its importance,practices, and challenges.

Series Learning Outcomes
Upon completing this Series, you should be able to:
e SLO 1.1 define personnel management and explain its historical background,
e SLO 1.2 describe the core functions of personnel management,
¢ SLO 1.3 analyse the limitations of personnel management in modern organisations,
o SLO 1.4 define human resource management and explain its evolution,
¢ SLO 1.5identify the strategic functions of human resource management,

e SLO 1.6 evaluate the advantages of human resource management over traditional
personnel management,

e SLO 1.7 compare personnel management and human resource management in terms of
scope and employee relations, and

e SLO 1.8 assess the relevance of human resource management in educational
organisations, including its importance, practices, and challenges.

1.1 Concept and Scope of Personnel Management

1.1.1 Definition and historical background of personnel management

-
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Personnel management refers to the administrative function concerned with managing people in
an organisation. It involves activities such as recruitment, training, welfare, and record keeping.
Historically, personnel management emerged during the industrial revolution, when organisations
needed systematic ways to handle growing numbers of workers. Its focus was largely on
maintaining discipline, ensuring compliance with rules, and handling staff welfare.

Fillin the blank: Personnel management emerged during the revolution as organisations
sought systematic ways to manage workers.

Evolution of Personnel Management:
From Industrial Revolution to Modern HRM

Key Stages & Shifting Paradgims in Workplace Management

™ [}
. (D)
o— oL@
- - -
1. Industrial Revolution 4, Strategic HRM
(1700s-1880s) (2000s-Present)

+ Focus: Labally correct « Hiring & Firing « Hiring & Firing « Talent Acquiation
Up-udate information Wage Administration Demployee Integration & Talent
(rmited (limited) « Wage Adnistration Organizational Culture « Engagement &

* Worker Welfare « Union Relations * Aprropriate (HRM)

* Scientific Management » Training (basic) + Performance & audience, » Data Analytics
Management layout « Faining (basic) « Agile & Digital HR
(Taylorism)

AN * A \ J

Overall Impact: Evolving from Administrative to Strategi »

& People-Centric Functions

Source: OER Instnuizational @n Behavior & Writing Research.
License: Creative Commons CC BY 4.0.
Wednesday, January 28, 2026 at 11:17:29 AM WAT

Diagram showing the evolution of personnel management from industrial revolution practices to
modern HRM. Caption: Figure 1.1 Evolution of personnel management

1.1.2 Core functions of personnel management
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The core functions of personnel management include recruitment (the process of attracting and
selecting suitable candidates), training (providing opportunities for employees to acquire skills
and knowledge), welfare (ensuring employee well-being through facilities and support), and
record keeping (maintaining accurate employee data for administrative purposes). These
functions are essential for maintaining order and efficiency in organisations.

Fillin the blank: The core functions of personnel management include recruitment, training,
welfare, and keeping.

Box 1.1 Core functions of personnel management

Core Functions of
Personnel Management

Essential Activities for Effective Workforce Administration

2 1. Key Functions :_=_ 2. Description

* Recruitment & Selection Attracting & hiring talent

* Training & Development Enhansing skills & knowledge

‘ Employee Welfare & Relations Supporting well-being & harmony

Record Keeping & Compliance Managing data & regulations

Overall Impact: Organized Workforce, Productuitity, & Positive Environment »

Source: OER Human Resources & Management Research. License: Creative Commons CC BY 4.0.
Wanesday, January 28, 2026 at 11:18:03 AM WAT

Short description: A table listing the four core functions of personnel management. Caption: Box
1.1 Core functions of personnel management
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1.1.3 Limitations of personnel management in modern organisations

Although personnel management played a vital role in the past, it has limitations in today’s
dynamic environment. It tends to be reactive rather than proactive, focusing on administrative
tasks rather than strategic planning. Personnel management often treats employees as tools for
production rather than as valuable assets to be developed. These limitations led to the emergence
of human resource management, which adopts a more holistic and strategic approach.

Fillin the blank: Personnel management is often criticised for being reactive and focusing mainly
on tasks.

Symbolic of Administrative & Paper-Based Focus

Source: OER Human Resources & Management Research. /
License: Creative Commons CC BY 4.0. Weunesday, January 28, 2026 at 11:18:32 AM WAT

Image showing a traditional personnel office with files and paperwork, symbolising administrative
focus. Caption: Plate 1.1 Traditional personnel management office
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Pilot questions 1.1
1. Define personnel management.

2. State one reason why personnel management emerged during the industrial revolution.

w

Identify two core functions of personnel management.
4. Mention one limitation of personnel management in modern organisations.

5. Explain why personnel management is considered reactive.

1.2 Concept and Scope of Human Resource Management
1.2.1 Definition and evolution of human resource management

Human resource management (HRM) is a strategic approachto managing people in an
organisation, focusing on their development, motivation, and alignment with organisational goals.
Unlike personnel management, which is largely administrative, HRM integrates people
management into the overall strategy of the organisation. HRM evolved in the late twentieth
century as organisations recognised that employees are not just tools of production but valuable
assets whose growth contributes to long-term success.

Fillin the blank: Human resource management views employees as valuable whose
growth contributes to organisational success.
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Evolution from Personnel Management to Strategic HRM
Shifting Focus: From Administration to Workforce Strategy

R om Administative to stm
cys

1

Personnel 3. Strategic HRM
Management : Q
(1900s-1970s) (1980s-1990s) (2000s-Present) @

» Administrative Focus * Employee Relations « Strategic Partner

* Record-Keeping & Compliance « Training & Development « Talent Management
Hirining « Basic Planning » Workforce Planning

* Hiring & Firing « Culture Initiaitives « Data Analytics

» Wage & Benefits Admin « Transitional Phase » Engagement & Culture

» Reactive Approach * Proactive & Integrated

Overall Impact: Integrated People Strategy Driving Organizational Success »

Source: OER Human Resources & Management Research. License: Creative Commons CC BY 4.0

Wenesday, January 28, 2026 at 11[:9:13 AM WAT
Diagram showing the evolution from personnel management to HRM, highlighting the shift from
administration to strategy. Caption: Figure 1.2 Evolution from personnel management to HRM

1.2.2 Strategic functions of human resource management

The strategic functions of HRM include human resource planning (ensuring the right number of
people with the right skills are available), employee development (training and career growth
opportunities), performance management (monitoring and improving employee output), and
employee relations (building positive relationships between staff and management). These
functions ensure that HRM contributes directly to organisational effectiveness and
competitiveness.
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Fillin the blank: One strategic function of HRM is management, which involves
monitoring and improving employee output.

Box 1.2 Strategic functions of HRM

Strategic Functions of Modern HRM

Key Roles in Driving Organizational Success Through People

== 1. Key Functions 2. Description =

Workforce Planning & Staffing
Talent Development & Learning

Aligns people with business strategy

Enhances skills & capabilities

Performance Management * Optimizes individual & team output

Employee Relations & Engagement  * Fosters positive workplace culture

Compensation & Benefits

Rewards & retains talent

a Overall Impact: Integrated People Strategy,

High Performance & Competitive Advantage

Source: OER Human Resources & Management Research. License: Creative Commons CC BY 4.0.
Wenesday, January 28, 2026 at 11:19:54 AM WAT

Short description: A table listing the strategic functions of HRM. Caption: Box 1.2 Strategic
functions of HRM

1.2.3 Advantages of HRM over traditional personnel management

HRM offers several advantages compared to traditional personnel management. It is proactive,
anticipating organisational needs rather than simply reacting to problems. HRM focuses on
long-term goals, aligning employee development with organisational strategy. It also promotes
employee engagement, recognising that motivated staff are more productive and committed.

-
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These advantages make HRM more suitable for modern educational organisations, where
innovation and adaptability are essential.

Fillin the blank: HRM is considered proactive because it anticipates organisational
rather than simply reacting to problems.

Symbolic of Modern HRM: Collaborative & Strategic Planning
Source: OER Human Resources & Management Research. Lorol.. License: Creative Commons CC | BY 4
Whesday, January 28, 2026 at 11:20:28 AM WAT

Image showing HR managers working collaboratively with staff to plan and develop strategies.
Caption: Plate 1.2 HR managers collaborating with staff on strategic planning

Pilot questions 1.2
1. Define human resource management.

2. State one way HRM differs from personnel management.
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3. Identify two strategic functions of HRM.
4. Mention one advantage of HRM over personnel management.

5. Explain why HRM is considered proactive.

1.3 Key Differences Between Personnel Management and Human Resource Management
1.3.1 Comparative analysis of scope and focus

Personnel management is primarily concerned with administrative tasks such as recruitment,
record keeping, and staff welfare. Its scope is harrow, focusing on maintaining discipline and
ensuring compliance with organisational rules. In contrast, human resource management (HRM)
has a broader scope, integrating people management into the overall strategy of the organisation.
HRM focuses on employee development, motivation, and aligning staff contributions with
long-term organisational goals.

Fillin the blank: Personnel management focuses on administrative tasks; while HRM integrates
people management into organisational

-
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Scope Comparison: Personnel
Personnel Management vs Strategic HRM

Shifting Focus: From Administrative Tasks to Integrated Workforce Strategy

& B

p
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« Compliance (Basic)
« Employee Welfare
» Emaloyee Approach
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\ J \_
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: _» Talent Development
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* Talent Development
* Culture
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Overall Impact: Evolving from Administrative to Strrough »

& People-Centric | Success

Source: OER Human Resources & Management Research. License: Creative Commons CC BY 4.0

Wenesday, January 28, 2026 at 111:2!04 AM WAT
Diagram comparing the scope of personnel management and HRM. Caption: Figure 1.3
Comparative scope of personnel management and HRM

1.3.2 Differences in approach to employee relations and organisational goals

Personnel management often treats employees as tools for production, emphasising compliance
and discipline. HRM, however, views employees as valuable assets, promoting engagement,
motivation, and participation in decision-making. While personnel management seeks short-term
efficiency, HRM aims for long-term organisational success by aligning employee growth with
institutional objectives.

Fillin the blank: HRM views employees as valuable , promoting engagement and
motivation.
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Box 1.3 Differences in approach to employee relations

Employee Relations: Contrasting Approaces

Personnel Management vs. Strategic HRM

=% 1. Personnel Management 2. Strategic HRM
* Focus: Rules & Compliance * Focus: Engagement & Culture

* Approach: Reactive, Problem-Solving ¢ Approach: Proactive,

* Role of HR: Mediator, Enforer * Relationship-Building

* Role of HR: Mediator, Enfocer * Role of HR: Partner, Advocate

* Communication: Formal, Top-Down ¢ Communication: Open, Two-Way

» Employee View: Cost/Resource * Employee View: Asset/Investiment

S L

Overall Impact: Shift from Conflict Resolution to Culture

Building & Performance

Source: OER Human Resources & Management Research. License: Creneday, January 28, 2026 at 11:21:447 AM WAT

Short description: Atable contrasting personnel management and HRM in their approach to
employee relations. Caption: Box 1.3 Differences in approach to employee relations

1.3.3 Case examples of transition from personnel management to HRM in education

In educational organisations, the transition from personnel management to HRM is evidentin
practices such as performance appraisal, professional development, and participatory
decision-making. For example, schools that once focused only on maintaining staff records now
invest in continuous training and career growth for teachers. This shift reflects the recognition that
motivated and well-developed staff contribute more effectively to educational outcomes.

-
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Fillin the blank: In educational organisations, HRM practices include performance appraisal and
continuous for teachers.

\. =’ﬂ Talent Development Roadmap
iz _7‘ 3

=
Y
£ ‘. ]

R .

i

Prafessional Devallapnent Wetkshop
\nmovalive Tesching Strategies

‘atwe

28 w—

Overall Impact: Enhanced Pedogagy, Student Success, & Educator Growth )

Source: OER Educational HRM & Professional Development Research.
License: Creative Commons CC BY -0. Wednesday, 28, 2026 at 11:22:23 AM WAT

Image showing teachers engaged in professional development activities. Caption: Plate 1.3 HRM
practices in educational organisations

Pilot questions 1.3
1. State one difference in scope between personnel management and HRM.
2. How does HRM view employees compared to personnel management?

3. Identify one organisational goal that HRM emphasises more strongly than personnel
management.
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4. Give one example of HRM practice in educational organisations.

5. Why is HRM considered more strategic than personnel management?
1.4 Relevance of HRM in Educational Organisations
1.4.1 Importance of HRM in managing teachers and staff

Human resource management (HRM) plays a crucial role in educational organisations by
ensuring that teachers and staff are effectively recruited, trained, and supported. HRM helps
schools, colleges, and universities maintain a motivated workforce, which directly influences the
quality of teaching and learning. By focusing on professional development and fair treatment, HRM
ensures that staff members feel valued and committed to their roles.

Fillin the blank: HRM helps educational organisations maintain a workforce, which
directly influences the quality of teaching and learning.
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Overall Impact: Fossering a Supportive & Imovative Educational Environment )

Source: OER Educational HRM & Professional Development Research.
License: Creative Commons CC BY 4.0. Wednesday, 28, 2026 at 11:22:58 AM WAT

Image showing teachers and administrators engaged in a collaborative meeting. Caption: Plate 1.4
HRM supporting teachers and staff in educational organisations

1.4.2 HRM practices for promoting efficiency and effectiveness in schools

HRM practices such as performance appraisal (evaluating staff contributions), training
programmes (enhancing skills and knowledge), and employee relations (building trust and
cooperation) are essential for promoting efficiency in schools. These practices ensure that staff
members are not only competent but also motivated to achieve organisational goals. Effective
HRM also helps reduce turnover, improve morale, and create a positive school culture.

Fillin the blank: HRM practices such as performance appraisal and training programmes help
reduce staff and improve morale.
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Box 1.4 HRM practices for efficiency and effectiveness

HRM Practices for Efficiency &
Effectvenes in Schools

Optimzizg People Management to
Enhance Educational Outcomes

1. Key Practices |Z| 2. Description

* Strategic Workforce Planning * Aligns staff with school goals
 Targeted Recruitment & Selection * Attracts & retains top talent
* Ongoing Professional Development * Enhances teaching skills

* Performance Management & Feedback ¢ Fosters growth & accoutability
* Employee Well-being & Support * Improves morale & reduces burnout
» Data-Driven Decision Making * Informs staffing & development

Overall Impact: Enhanced Learning Environments, Staff & Student Success »

Source: OER Educational HRM Research. License: Creative Commons CC BY 4.0.
Wenesday, January 28, 2026 at 11:24:10 AM WAT

Short description: Atable listing HRM practices that promote efficiency and effectiveness in
schools. Caption: Box 1.4 HRM practices for efficiency and effectiveness

1.4.3 Challenges of implementing HRM in educational settings

Despite its importance, HRM faces challenges in educational organisations. Limited funding often
restricts training and development opportunities. Resistance to change may arise when staff are
accustomed to traditional personnel management practices. Additionally, balancing
administrative demands with the need for innovation can be difficult. Addressing these challenges
requires strong leadership, adequate resources, and a commitment to continuous improvement.
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Fillin the blank: One challenge of implementing HRM in educational organisations is limited
, which restricts training and development opportunities.

Challenges of HRM in Educational Organizations

Key Obstacles in Optimizzg People Management for Academic Success

& % e

1. Limited Funding 2. Resistance to Change 3. Balancing Diverse
& Resources Change Demands
« Tight budgets for salaries « Traditional mindisets * Student vs Staff needs
* Insuficient PD funds + Slow adoption of new tech + Admin vs. Faculty priorities
Insuificient PD funds « Bureauratic inertia * Regulatory compliance

+ Qutdated technology

Overall Impact:
Hindered Progress, Staff Burnout, &
Subopttmtal Outcomes

Source: OER Educational HRM Research. License: Creative Cammons CC BY 4.0
Wenesday, January 28,2026 at 11:24.41 AM WAT

Diagram showing challenges of HRM in education: limited funding, resistance to change, balancing
demands. Caption: Figure 1.4 Challenges of HRM in educational organisations

Pilot questions 1.4

1. State one way HRM supports teachers and staff in educational organisations.
2. ldentify two HRM practices that promote efficiency and effectiveness in schools.

3. Mention one benefit of effective HRM in reducing staff turnover.
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4. What challenge might arise due to limited funding in HRM implementation?

5. Explain why resistance to change can hinder HRM practices in schools.

Series Summary

This Series has introduced you to the foundations of personnel management and human resource
management, highlighting their importance in the effective running of educational organisations.
The purpose was to help you appreciate how managing people influences organisational success
and to prepare you to apply these concepts in primary, secondary, and tertiary institutions.

We began by defining personnel management, tracing its historical background, and identifying its
core functions and limitations. We then examined human resource management, exploring its
evolution, strategic functions, and advantages over traditional approaches. Following that, we
compared personnel management and HRM in terms of scope, employee relations, and
organisational goals, supported by examples from education/Finally, we evaluated the relevance
of HRM in educational organisations, considering its importance, practices, and challenges. By
completing this Series, you should now be able to define, describe, analyse, evaluate, and
compare key aspects of personnel management and HRM, as outlined in the Series Learning
Outcomes (SLOs 1.1-1.8).

Glossary of Terms

Employee relations The practice of building positive relationships between staff and
management, focusing on trust, cooperation, and communication.

Human resource management (HRM) A strategic approach to managing people in an
organisation, emphasising employee development, motivation, and alignment with organisational
goals.

Human resource planning The:process of ensuring that the right number of people with the right
skills are available to meet organisational needs.

Performance appraisal A formal system of evaluating an employee’s work performance to identify
strengths, weaknesses, and areas for improvement.

Personnel management An administrative function concerned with managing people in an
organisation, focusing on recruitment, training, welfare, and record keeping.

Record keeping The systematic maintenance of accurate employee data, such as attendance,
performance, and personal details, for administrative purposes.

Recruitment The process of attracting and selecting suitable candidates to fill positions within an
organisation.

Strategic functions of HRM Key activities such as planning, employee development, performance
management, and employee relations that link people management to organisational strategy.

-

MET | ONLINE LEARNING VIDEO PLATFORM FOR POST-SECONDARY & HIGHER INSTITUTION STUDENTS



Training programmes Organised activities designed to help employees acquire new skills or
improve existing ones for better job performance.

Welfare Measures taken by organisations to ensure the well-being of employees, such as health
services, recreational facilities, and support programmes.

Concept Check Questions 1
Objective questions
1. Define personnel management. (Linked to SLO 1.1)

2. Which of the following is not a core function of personnel management? a) Recruitment b)
Training c) Strategic planning d) Record keeping (Linked to SLO 1.2)

3. Personnel management is often criticised for being rather than proactive.
(Linked to SLO 1.3)

4. Human resource managementviews employees-as assets. (Linked to SLO 1.4)

5. Which of the following is a strategic function of HRM? a) Record keeping b) Employee
relations c) Staff discipline d) Filing (Linked to SLO 1.5)

Short-answer questions

6. Explain one limitation of personnel management in modern organisations. (Linked to SLO
1.3)

7. State two strategic functions of human resource management. (Linked to SLO 1.5)

8. Describe one advantage of HRM over traditional personnel management. (Linked to SLO
1.6)

9. Compare personnelmanagement and HRM in terms of their scope. (Linked to SLO 1.7)

10. Mention one challenge of implementing HRM in educational organisations. (Linked to SLO
1.8)

Long-answer questions

11. Analyse the differences between personnel management and HRM in their approach to
employee relations and organisational goals. (Linked to SLO 1.7)

12. Evaluate the relevance of HRM in educational organisations, highlighting its importance,
practices, and challenges. (Linked to SLO 1.8)

Answers to Concept Check Questions 1

Objective questions

-
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1. Personnel management is the administrative function concerned with recruitment, training,
welfare, and record keeping.

2. c) Strategic planning.
3. Reactive.

4. Valuable.

5. b) Employee relations.

Short-answer questions

6. Personnel management is limited because it focuses mainly on administrative tasks and is
reactive rather than strategic.

7. Human resource planning and performance management (other acceptable answers:
employee development, employee relations).

8. HRMis proactive, aligning employee growth with organisational goals, unlike personnel
management which is reactive.

9. Personnel management has a narrow scope focused on administration, while HRM has a
broader scope integrating strategy.

10. Limited funding.
Long-answer questions

11. Basic response: Personnel management treats employees as tools, focusing on
compliance and discipline, while HRM views employees as assets, promoting engagement
and aligning their growth with organisational goals. Value-added response: Beyond this,
HRM fosters participatory decision-making and long-term organisational success, whereas
personnel management seeks short-term efficiency. In education, HRM encourages
collaboration'and innevation, which personnel management does not emphasise.

12. Basic response: HRM is relevant in education because it manages teachers and staff
effectively, promotes efficiency through practices like performance appraisal and training,
and faces challenges such as limited funding and resistance to change. Value-added
response: Outstanding learners may add that HRM contributes to building a positive
school culture, reducing turnover, and aligning educational outcomes with broader
institutional goals. They may also suggest strategies for overcoming challenges, such as
leadership development and resource mobilisation.

Answers to Pilot Questions 1

Part 1.1 Concept and scope of personnel management

-
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1. Personnel management is the administrative function concerned with recruitment, training,
welfare, and record keeping.

2. Itemerged during the industrial revolution to manage growing numbers of workers
systematically.

3. Recruitment and training.
4. ltislimited because it focuses mainly on administrative tasks.

5. Personnel management is considered reactive because it responds to issues rather than
anticipating them.

Part 1.2 Concept and scope of human resource management

1. Human resource management is a strategic approach to managing people, focusing on
development, motivation, and alignment with organisational goals.

2. HRM differs from personnel management by being proactive and strategic rather than
administrative.

3. Human resource planning and employee development.
4. HRMis proactive and alighs employee growth with.organisational strategy.
5. HRMis considered proactive because it anticipates organisational needs.
Part 1.3 Key differences between personnel management and human resource management

1. Personnel management has a narrow administrative scope, while HRM has a broader
strategic scope.

2. HRMviews employees as valuable assets, whereas personnel management treats them as
tools for production.

3. HRM emphasises long-term organisational success, while personnel management focuses
on short-term efficiency.

4./ Performance appraisal and professional development in schools.

5. HRMis considered more strategic because it integrates people managementinto
organisational planning.

Part 1.4 Relevance of HRM in educational organisations

1. HRM supports teachers and staff by ensuring effective recruitment, training, and
professional development.

2. Performance appraisal and training programmes.
3. Effective HRM reduces staff turnover by improving morale and engagement.

-
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4. Limited funding restricts training and development opportunities.

5. Resistance to change can hinder HRM practices by preventing adoption of new
approaches.
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Illustrations
Figure 1.1 Evolution of personnel management
o Al-generated using Copilotimage generation.

¢ Prompt: “Create a timeline diagram showing the evolution of personnel management from
the industrial revolution.to modern HRM.”

o Suggested OER search string: “evolution of personnel management timeline OER diagram”.
Box 1.1 Core functions of personnel management
e Al-generated using Copilot image generation.

o Prompt: “Create a text box listing the core functions of personnel management:
recruitment, training, welfare, record keeping.”

o Suggested OER search string: “core functions of personnel management OER text
resource”.

Plate 1.1 Traditional personnel management office

e Al-generated using Copilot image generation.
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¢ Prompt: “Generate an illustration of a traditional personnel office with files and paperwork,
symbolising administrative focus.”

e Suggested OER search string: “traditional personnel management office OER image”.
Figure 1.2 Evolution from personnel management to HRM
e Al-generated using Copilot image generation.

e Prompt: “Create a diagram showing the evolution from personnel management to HRM,
highlighting the shift from administration to strategy.”

e Suggested OER search string: “evolution from personnel managementto HRM diagram
OER”.

Box 1.2 Strategic functions of HRM
e Al-generated using Copilot image generation.

e Prompt: “Create a text box listing the strategic functions of HRM: planning, development,
performance management, employee relations.”

e Suggested OER search string: “strategic functions of HRM OER text resource”.
Plate 1.2 HR managers collaborating with staff on strategic planning
e Al-generated using Copilot image generation.

e Prompt: “Generate an illustration of HR. managers collaborating with staff to plan and
develop strategies.”

e Suggested OER search string: “human resource management collaboration OER image”.
Figure 1.3 Comparative scope of personnel management and HRM
e Al-generated using Copilot image generation.

e Prompt: “Create a diagram comparing the scope of personnel management and HRM,
showing administrative versus strategic focus.”

e Suggested OER search string: “scope of personnel management vs HRM diagram OER”.
Box. 1.3 Differences in approach to employee relations
e  Al-generated using Copilot image generation.

e Prompt: “Create a text box listing differences in approach to employee relations between
personnel management and HRM.”

e Suggested OER search string: “differences personnel management HRM employee
relations OER text resource”.

-
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Plate 1.3 HRM practices in educational organisations
e Al-generated using Copilot image generation.

e Prompt: “Generate an illustration of teachers engaged in professional development
activities as part of HRM practices.”

o Suggested OER search string: “HRM practices in education professional development OER
image”.

Plate 1.4 HRM supporting teachers and staff in educational organisations
e Al-generated using Copilot image generation.

e Prompt: “Generate an illustration of teachers and administrators engaged in a collaborative
meeting to show HRM support.”

e Suggested OER search string: “HRM in education teachers administrators collaboration
OER image”.

Box 1.4 HRM practices for efficiency and effectiveness
¢ Al-generated using Copilot image generation.

e Prompt: “Create a text box listing HRM practices for efficiency and effectiveness in
schools.”

e Suggested OER search string: “HRM practices in schools efficiency effectiveness OER text
resource”.

Figure 1.4 Challenges of HRM in educational organisations
e Al-generated using Copilot image generation.

¢ Prompt: “Create a diagram showing challenges of HRM in education: limited funding,
resistance to change; balancing demands.”

o Suggested OER search string: “challenges of HRM in educational organisations diagram
OER”.

Outline of Parts and Subparts
2.1 Human resources in educational organisations
e 2.1.1 Definition and scope of human resources in education

-
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¢ 2.1.2 Roles and responsibilities of HR in schools and universities
e 2.1.3 Strategic importance of HR in educational effectiveness

2.2 Organisational structures and dynamics

¢ 2.2.1Types of organisational structures in education (hierarchical, functional, matrix)
e 2.2.2 Organisational culture and its influence on HR practices
e 2.2.3 Group dynamics and teamwork in educational settings

2.3 Human resource development in education
¢ 2.3.1Professional development and training for teachers and administrators
e 2.3.2 Performance appraisal and feedback systems
e 2.3.3 Career progression and succession planning in educational institutions
2.4 Challenges and contemporary issues in HR and organisational dynamics
e 2.4.1 Common HR challenges in education (recruitment, retention, workload)
e 2.4.2 Managing diversity and inclusionin educational organisations

e 2.4.3 Adapting HR practices to technological and global changes

Introduction

Educational organisations thrive on the people who work within them, and the way those people
interact with structures, cultures, and processes. Managing human resources in schools, colleges,
and universities is notsimply about filling positions, it is about creating conditions where staff can
perform effectively, collaborate productively, and adapt to change. This Series focuses on the
dynamics of humanresources and organisational life, helping you to see how these elements
shape the success of educational institutions.

The aim-of this Series is to equip you with the knowledge and skills to define the scope of human
resources in education, explain how organisational structures and cultures influence practice,
analyse teamwork and group behaviour, apply strategies for staff development, and evaluate
contemporary challenges in managing people.

We shall commence this Series by exploring human resources in educational organisations,
considering their definition, roles, and strategic importance. Next, we will examine organisational
structures and dynamics, focusing on how culture and teamwork affect HR practices. Following
that, we will move on to human resource development, where we will study professional growth,
performance appraisal, and career progression. Finally, we will wrap up by addressing challenges
and contemporary issues in HR and organisational dynamics, including diversity, inclusion, and
adapting to technological and global changes.
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Series Learning Outcomes
Upon completing this Series, you should be able to:
e SLO 2.1 define the scope and roles of human resources in educational organisations,
e SLO 2.2 explain the responsibilities of HR in schools and universities,
e SLO 2.3 analyse the strategic importance of HR in achieving educational effectiveness,
e SLO 2.4 describe different organisational structures used in education,
e SLO 2.5 explain how organisational culture influences HR practices,
e SLO 2.6 analyse group dynamics and teamwork in educational settings,

e SLO 2.7 apply strategies for professional developmentand training of teachers and
administrators,

e SLO 2.8 demonstrate how performance appraisal and feedback systems support staff
growth,

e SLO 2.9 evaluate approaches to career progression and succession planningin
educational institutions,

e SLO 2.10 identify common HR'challenges such as recruitment, retention, and workload
management,

e SLO 2.11 evaluate strategies for managing diversity and inclusion in educational
organisations, and

e SLO 2.12 assess how HR practices can adapt to technological and global changes.

2.1 Human Resources In Educational Organisations
2.1.1 Definition and scope of human resources in education

Human resources refers to the people who make up the workforce of an organisation, including
their skills, knowledge, and capacities. In educational institutions, human resources include
teachers, administrators, support staff, and governing bodies. Their scope extends beyond
recruitment to cover training, motivation, welfare, and career development.

Fillin the blank: In education, human resources include teachers, administrators, support staff,
and
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Categories of Human Resources in Educational Organizations
Key Stakeheters & Workforce Groups in Academic Institutions

= 36 U
1. Teachers & Faculty 2. School Administration 3. Support Staff 4. Governing Bodies

* Principals & Vice- « Librarians

« Instructional Staff « School Boards

Vice-Priicipals « Counselerls
« Subject Matter Experts * Trustes
. CurJricu|um Develg ers SDeparient e  IT Support » Parent-Tuacher Associations
5 * Office Management « Custotial & Facilities

* Direct Student Interaction « Strategic Planning » Community Representatives

» Administrative Assistants

Overall Impact: Holstic Workforce Driving Educational Success  ==p

Source: OER Educational HRM & Organizational Studies Research. License: Creative Commons CC BY 4.0 4. WAT
Wednesday, January 28, 2026 at 11:25:57 AM WAT

Diagram showing categories of human resources in educational organisations Caption: Figure 2.1
Categories of humanresources in education

2.1.2 Roles and responsibilities of HR in schools and universities

The role of human resources in educational organisations is multifaceted. HR professionals and
administrators are responsible for recruitment, induction, and placement of staff. They also
manage professional development programmes, performance appraisal systems, and staff welfare
initiatives.

Recruitment involves attracting and selecting qualified candidates to fill vacancies. Induction
refers to the orientation process that helps new staff adapt to the institution. Performance

-
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appraisal is the systematic evaluation of staff performance, often used to identify strengths,
weaknesses, and training needs.

Fillin the blank: The process of helping new staff adapt to the institution is called

\

\

‘ F | Ou,

Collaborotive Teaching
& Growth Strategies

7\ I
Symbolic of Modern HRM: Investing in Educational Development.

Source: OER Educational HRM & Professional Development Research.
License: Creative Commons.Janiday. 28, Jan._236 CC BY 4.0 [Jj WAT 1@)

\ 4

Image of HR professionals conducting a training session in a school setting Caption: Plate 2.1 HR
roles in educational organisations

2.1.3 Strategic importance of HR in educational effectiveness

Human resources play a strategic role in ensuring educational effectiveness. By aligning HR
practices with institutional goals, schools and universities can enhance teaching quality, improve
student outcomes, and maintain organisational stability. For example, effective HR planning
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ensures that the right number of qualified teachers are available, while professional development
programmes keep staff updated with modern pedagogical practices.

The strategic importance of HR also lies in its ability to foster innovation, manage change, and build
a supportive organisational culture. When HR policies prioritise staff motivation and welfare,
institutions are better positioned to achieve long-term success.

Fillin the blank: Aligning HR practices with goals enhances teaching quality and student
outcomes.

Box 2.1 Strategic importance of HR in education

Strategic Importance of HR in
Educational Effectivenes

Key Roles for Optimize People & Outcomes in Schools

@ 1. Strategic Roles [V 2. Description
« Talent Management & Attracting, retaning & growing top
educators. Enhaning teaching &
Development

leaching & leadership skills.

« Organizational Culture & Fostering .a posnt'lve, collaborative
Erdiacarnaiit & supportive environment.
gag Improving morale & reducing burnout.

« Strategic Workforce Planning Aligning staff needs with school goals.
Ensuring right people in right roles.

) Overall Impact: Enhanced Learning,

Student Success & School Excellence

Source: OER Educational HRM Research. License: Creative Commons 4. Welmeday, January 28, 2026 at 11:27:07 AM WAT

Pilot questions 2.1
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1. Define human resources in the context of education.

2. Listtwo categories of human resources in educational organisations.
3. Whatis the process of orienting new staff called?

4. State one responsibility of HR in schools and universities.

5. Why is HR considered strategically important in educational effectiveness?

2.2 Organisational Structures And Dynamics
2.2.1 Types of organisational structures in education

An organisational structure is the formal arrangement of roles, responsibilities, and relationships
within an institution. In education, structures determine how authority flows, how communication
is managed, and how tasks are coordinated. Common structures include hierarchical, where
authority is clearly defined from top to bottom, functional, where staff are grouped according to
specialised roles, and matrix, which combines elements-of both hierarchy and function to
encourage collaboration.

Fillin the blank: An organisational structure refers to the formal arrangement of roles,
responsibilities, and within an institution.

-
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Common Organizational Structures
in Educational Institutions

Visualizing Reporting Relationships & Workforce Organization

«e 1. Hierechical Pyramid {’;3, 2. Functional Grouping @ 3. Matrix Grid
B (Traditional) £S

(By Dept.) (Project-Based)

Departments
L ]
L 3 - . »

; E 3 uddree ] STEM AT | Projects/
Pireipals & Cunizalum i sy TEM Qosiihe
Vice-Pracipals be Uibrarians Cu:Di'V I.ufn : :li(:‘x 3 |Snmne - | " | I Onii)lle A

Ti:z:‘::‘:’ Libradans Y oo Programs : | " . Caliaborative
Dewsa Learring
Fhowms Onricalin ! .
Eolace L4 + °

Rotknons L
Fnmian
Resourres

Top-Down Authority, Clear Chain Grouped by Speciaization, Dual Reporting, Flexible
of Command Efficiency & Collaborative

Overall Impact: Framework for Coordination & Decision-Making

Source: OER Educational Leadership & Organizational Studies Research. Commons. License:
Wenesday, January 28, 2026 at 11:27:37 AM WAT

Diagram comparing hierarchical, functional, and matrix structures in education Caption: Figure 2.2
Types of organisational structures in education

2.2.2 Organisational culture and its influence on HR practices

Organisational culture refers to the shared values, beliefs, and norms that shape behaviour within
an institution. In schools and universities, culture influences how staff interact, how decisions are
made, and how policies are implemented. A positive culture fosters collaboration, innovation, and
trust, while a negative culture may lead to resistance, low morale, and poor performance.

HR practices such as recruitment, induction, and professional development are often guided by
organisational culture. For example, a culture that values inclusivity will prioritise diversity in hiring,
while a culture focused on innovation will encourage continuous training and experimentation.
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Fillin the blank: Organisational culture refers to the shared values, beliefs, and that
shape behaviour within an institution.

]

Symbolic of a Collaborative & Supportive Organizational Culture
Fostering Teamwork, Innovation & Shared Success in Schools

Source: OER Educational Leadership & Culture Research. License: Creative Commons CC BY 4.0.
Welnesday, January 28, 2026 at 11.28:11 AM WAT

Image of teachers and administrators collaborating in a school meeting Caption: Plate 2.2
Organisational culture influencing teamwork

2.2.3 Group dynamics and teamwork in educational settings

Group dynamics refers to the patterns of interaction and relationships that occur when individuals
work together in teams. In educational organisations, teamwork is essential for curriculum
planning, student support, and administrative coordination. Effective group dynamics involve clear
communication, mutual respect, and shared responsibility.
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When group dynamics are positive, teams can solve problems creatively and achieve institutional
goals more efficiently. However, poor dynamics may result in conflict, lack of cooperation, and
reduced productivity. HR plays a vital role in fostering healthy group dynamics through training,
conflict resolution, and team-building activities.

Fillin the blank: Group dynamics refers to the patterns of and relationships that occur
when individuals work together in teams.

Box 2.2 Key elements of effective teamwork in education

Effective Teamwork in Education

Key Elements for Collaborative Success in Schools

* Clear Communication * Open, honest, active listening
* Valuing diverse perspectives

* Mutual Respect & Trust

* Shared Vision & Goals « Aligned objectives & purpose
» Shared Responsibility * Collective owrnship & accontability
* Conflict Resolution * Constructive problem-solving

» Overall Impact: Enhanced Learning

Environments, Innovation & Collective Growth

Source: OER Educational Leadership & Teamwork Research. License: Creative Commons CC BY 4.0.
Wenesday, January 28, 2026 at 11:28:45 AM WAT

Pilot questions 2.2

1. Define organisational structure in the context of education.
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2. Name two types of organisational structures commonly found in educational institutions.
3. What does organisational culture refer to?
4. Give one example of how organisational culture influences HR practices.

5. Whatis meant by group dynamics in educational settings?

2.3 Human Resource Development In Education
2.3.1 Professional development and training for teachers and administrators

Human resource development (HRD) refers to the planned activities and strategies designed to
improve the knowledge, skills, and abilities of staff within an organisation.In education, HRD is
critical because teachers and administrators must continually update their competencies to meet
evolving curricular demands, technological changes, and diverse learner needs.

Professional development may take the form of workshops, seminars, mentoring, or in-service
training. These programmes help staff to remain effective.in their roles and to adapt to new
educational policies and innovations. For example, training in digital literacy equips teachers to
integrate technology into classroom practice.

Fillin the blank: Professional development programmes such as workshops and mentoring help
staff remain in their roles.
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Symbolic of Ongoing Educator Growth:
Cultivating Skills & Knowledge in Schools

Source: OER Educational Training & Development.
License: Creative Commons CC BY 4.0. Wehesday, January 28.2026 at 11:2:9.31 AM WAT

Image of teachers attending a professional development workshop Caption: Plate 2.3 Professional
development workshop for teachers

2.3.2 Performance appraisal and feedback systems

Performance appraisal is the systematic evaluation of an employee’s work performance against
established standards. In educational organisations, appraisal helps identify strengths, areas for
improvement, and training needs. Common methods include classroom observations, student
feedback, peer reviews, and self-assessment.

Feedback systems are equally important, as they provide constructive guidance to staff. Effective
feedback is specific, timely, and focused on improvement rather than criticism. When appraisal
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and feedback are well managed, they enhance motivation, accountability, and professional

growth.
Fillin the blank: Effective feedback should be specific, timely, and focused on rather
than criticism.
Performance Apparisal & Growth Cycle
in Education
A Continous Loop for Educator Development & Student Success
1. Goal Setting & 3 4. Improvement &
& Planning & Reflection
» Define Objectives Gy, * Implement New Strategies
» Establish Expectations {}"’o(/ Reflect on Progress
(y
(9]

T@"*%

» Overall Impact: Enhanced Teaching, Learning & Organizational Excellence

b

Professional Growth B
& Student Success T
"cg}) ©\
\, 2
(y
&)
2. Observaon & % 3. Feedback &
Development : « Provide Constructive Input
« Gather Evidence s « Identify Growth Areas
« Evaluate Practice * Reflect on Progress

Source: OER Educational Leadership Research. License: Creative Common, January 28, 28, 2026 at 11:30:04 AM WAT

/

Diagram showing the cycle of performance appraisal and feedback in education Caption: Figure

2.3 Performance appraisal and feedback cycle

2.3.3 Career progression and succession planning in educational institutions

Career progression refers to the advancement of staff through higher responsibilities, promotions,
or specialised roles. In education, career progression motivates staff by recognising their
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contributions and providing opportunities for growth. For example, a teacher may advance to
become a head of department or school administrator.

Succession planning is the process of preparing individuals to take on leadership roles when
vacancies arise. It ensures continuity and stability in educational organisations. HR departments
often identify potential leaders and provide them with training and mentoring to prepare them for
future responsibilities.

Fillin the blank: Succession planning ensures continuity and in educational
organisations.

Box 2.3 Career progression and succession planning

Career Progression & Succession Planning in
Educational Institutions

1. Career Progression 2. Succession Planning

¢ Defined pathways for Proactive identification of
educators & staff future leaders

» Opportunities for leadership roles « Developing talent pipelines

* Professional development * Ensuring leadership continuity
& mentetrhop

« Vertical & horizontal Miniming disruption

movement

Overall Impact: Stable Leadership, Empowered

Educators, & Long-Term School Success

Source: OER Educational Leadership Research. License: Creative Commons CC BY 4.0.
Wentesday, January 28, 2026 at 11:30:39 AM WAT

Pilot questions 2.3
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1. Define human resource development in the context of education.

2. Give two examples of professional development activities for teachers.
3. Whatis performance appraisal used for in educational organisations?
4. State one characteristic of effective feedback.

5. Whatis succession planning, and why is it important in education?

2.4 Challenges And Contemporary Issues In HR And Organisational Dynamics
2.4.1 Common HR challenges in education

Educational organisations face several human resource (HR) challenges, ranging from
recruitment and retention to workload management. Recruitment difficulties often arise due to
shortages of qualified teachers in certain subject areas, whileretention issues may stem from poor
working conditions or limited career progression opportunities. Workload management is another
pressing concern, as teachers and administrators frequently balance heavy responsibilities that
can lead to stress and burnout.

Fillin the blank: Recruitment difficulties in education often arise due to shortages of
teachers in certain subject areas.

-
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Major HR Challenges in
Educational Organizations

Key Workforce Obstacles in Schools & Universities

1. Recruitment & Staffing 2. Retention & Turnovr 3. Workload & Well-being
* Attracting qualified teachers « High early-carer attrition * Excessive class sizes
» Shortages in speciaized subjects « Lack of career progession « Administrative burdens
* Low salaries & compensation « Administrative burdens
+ Compettion with private sector * Limited professional « Student behavior challenges
Complex hiring processes development Teacher burnout & stress

Overall Impact: Staff Shortges, Lower Morale, & .

Decreased Educational Quality

Source: OER Educational HRM Research. License: Creative Commons CC BY 4.0.
Wednesday, January 28, 2026 at 11:31:11 AM WAT

Diagram showing common HR challenges in education (recruitment, retention, workload) Caption:
Figure 2.4 Common HR challenges in education

2.4.2 Managing diversity and inclusion in educational organisations

Diversity and inclusion refer to recognising and valuing differences among staff and students,
while ensuring equal opportunities and fair treatment. In educational organisations, diversity may
involve differences in gender, ethnicity, age, ability, or socio-economic background. Inclusion
ensures that these differences are respected and integrated into organisational practices.

HR departments play a vital role in promoting diversity and inclusion by implementing fair
recruitment policies, providing anti-discrimination training, and fostering inclusive organisational
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cultures. When diversity is managed effectively, it enriches the learning environment and enhances
creativity and problem-solving.

Fillin the blank: Inclusion ensures that differences among staff and students are respected and
into organisational practices.

Symbolic of Diversity & Inclusion in Education.

Fosetring a Welcoming & Equitable Learning Environment.

Source: OER Educational Leadership & Inclusviity Research. Vtlay, January 28, 2026 at 11:34:40 AM WAT
License: Creative Commons CC BY 4.0

Image of diverse teachers and students collaborating in a classroom Caption: Plate 2.4 Diversity
andinclusion in educational organisations

2.4.3 Adapting HR practices to technological and global changes

Educational organisations must continually adapt HR practices to respond to technological
advancements and global changes. Technology has transformed teaching and administration,
requiring staff to develop digital skills and adapt to online learning platforms. Globalisation has
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increased the diversity of student populations and introduced new expectations for international
standards of education.

HR practices now include training in digital literacy, supporting remote work, and preparing staff for
cross-cultural communication. Institutions that fail to adapt risk falling behind in competitiveness
and effectiveness.

Fillin the blank: HR practices now include training in literacy to support modern
teaching and administration.

Box 2.4 Contemporary issues in HR and organisational dynamics

Contemporary HR & Organizational
Dynamics in Education
Key Issues Shaping the Future of Educational Institutions

1. Technology & 2. Globaation & 3. Diversity, Equity &
Digitalization Cross-Culturalism Inclusion (DEI)
¢ Al & Automation  Diverse Student Populations » Inclusive Hiring Practices
 E-Learning Platforms » International Collaborations » Equitable Access & Support
« Data Analytics for HR * Global Talent Mobility * Unucucchous Bias Training
¢ Remote & Hybrid Work e Cultural Competency * Belonging & Culture Building
Training

Overall Impact: Adapting to Evolving Demograpics, Tools -

& Mindsets for Educational Success

Source: OER Educational HRM Research. License: Creative Commons CC BY 4.0.
Wenesday, January 28, 2026 at 11:30:08 AM WAT

Pilot questions 2.4
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1. Name one common HR challenge faced by educational organisations.
2. What does diversity and inclusion mean in the context of education?

3. Give one example of how HR can promote inclusion in schools.

4. Why is digital literacy important for modern HR practices in education?

5. How does globalisation affect HR practices in educational organisations?

Series summary

This Series has highlighted the central role of human resources and organisational dynamics in
shaping the effectiveness of educational institutions. We began by examining the scope and
responsibilities of human resources, emphasising their strategic importance insupporting
teaching quality and institutional stability. Then we explored organisational structures and
cultures, showing how they influence HR practices and teamwork. Moving on, we studied human
resource development, focusing on professional growth, performance appraisal, and career
progression. Finally, we addressed contemporary challenges suchas recruitment, retention,
diversity, inclusion, and adapting HR practices to technological and global changes.

By working through these Parts, you should now be able to define and explain the scope and roles
of HR in education, analyse organisational structures; culture, and group dynamics, apply
strategies for professional development and appraisal, evaluate career progression and
succession planning, and assess contemporary challenges in HR management. These abilities
directly align with the Series Learning Outcomes and provide you with practical insights for
managing people and processes.in educational organisations.

Glossary of terms

Career progression: The advancement of staff in educational organisations through promotions,
higher responsibilities, or specialised roles.

Diversity and inclusion: Recognising and valuing differences among staff and students, while
ensuring equal opportunities and fair treatment in organisational practices.

Group dynamics: The patterns of interaction and relationships that occur when individuals work
togetherinteams.

Human resource development (HRD): Planned activities and strategies designed to improve the
knowledge, skills, and abilities of staff within an organisation.

Human resources (HR): The people who make up the workforce of an organisation, including their
skills, knowledge, and capacities. In education, this includes teachers, administrators, support
staff, and governing bodies.
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Induction: The orientation process that helps new staff adapt to the institution and understand its
policies, culture, and expectations.

Organisational culture: The shared values, beliefs, and norms that shape behaviour within an
institution.

Organisational structure: The formal arrangement of roles, responsibilities, and relationships
within an organisation, determining how authority flows and tasks are coordinated.

Performance appraisal: The systematic evaluation of an employee’s work performance against
established standards, often used to identify strengths, weaknesses, and training needs.

Professional development: Programmes such as workshops, seminars, mentoring, or in-service
training designed to help staff remain effective in their roles.

Recruitment: The process of attracting and selecting qualified candidates to fill vacancies in an
organisation.

Retention: The ability of an organisation to keep staff employed over time by providing supportive
conditions and opportunities for growth.

Succession planning: The process of preparing individuals to take on leadership roles when
vacancies arise, ensuring continuity and stability in educational organisations.

Workload management: The process of balancing and organising responsibilities to prevent
stress and burnout among staff.

Concept check questions 2
Objective questions

1. Who are considered part of human resources in educational organisations? (Linked to SLO
2.1)

2. Which'organisational structure is characterised by a clear chain of command from top to
bottom? (Linked to SLO 2.4)

3./ What term refers to the systematic evaluation of an employee’s work performance? (Linked
to SLO 2.8)

4. Succession planning ensures continuity and in educational organisations.
(Linked to SLO 2.9)

5 Which HR challenge is often caused by shortages of qualified teachers in specific subject
areas? (Linked to SLO 2.10)

Short-answer questions

6. Define organisational culture and explain its influence on HR practices. (Linked to SLO 2.5)

-

o)
MET | ONLINE LEARNING VIDEO PLATFORM FOR POST-SECONDARY & HIGHER INSTITUTION STUDENTS



7. ldentify two examples of professional development activities for teachers. (Linked to SLO
2.7)

8. State one characteristic of effective feedback in performance appraisal. (Linked to SLO 2.8)

9. Give one example of how HR can promote inclusion in educational organisations. (Linked
to SLO 2.11)

10. Explain why digital literacy is important for modern HR practices in education. (Linked to
SLO 2.12)

Long-answer questions

11. Analyse the strategic importance of human resources in educational effectiveness. (Linked
to SLO 2.3)

12. Evaluate how organisational structures and group dynamics influence teamwork in
educational settings. (Linked to SLO 2.4, SLO 2.6)

13. Critically assess the role of HR development in motivating and retaining staff in educational
institutions. (Linked to SLO 2.7, SLO 2.8, SLO 2.9)

14. Discuss the contemporary challenges faced by HR in education and propose strategies to
address them. (Linked to SLO 2.10, SLO 2.11, SLO 2.12)

Answers to Concept check questions 2
Objective questions

1. Teachers, administrators, support staff, and governing bodies.

N

Hierarchical structure.
3. Performance appraisal.
4. Stability.
5. Recruitment difficulties.
Short-answer questions

6. Organisational culture refers to the shared values, beliefs, and norms that shape behaviour
within an institution. It influences HR practices by guiding recruitment, induction, and
professional development.

7. Workshops and mentoring programmes.
8. Feedback should be specific, timely, and focused on improvement.

9. Byimplementing fair recruitment policies or providing anti-discrimination training.
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10. Digital literacy enables staff to integrate technology into teaching and administration,
supporting modern educational practices.

Long-answer questions

11. Basic response: Human resources are strategically important because they ensure
qualified staff are available and motivated, which enhances teaching quality and student
outcomes. Value-added response: Beyond staffing, HR contributes to innovation,
organisational culture, and long-term institutional success by aligning policies with
educational goals.

12. Basic response: Organisational structures and group dynamics influence teamwork by
shaping communication and coordination. Value-added response: Effective structures and
positive group dynamics foster collaboration, problem-solving, and innovation, while poor
structures or dynamics can lead to conflict and inefficiency.

13. Basic response: HR development motivates staff through training, appraisal, and career
progression, which improves retention. Value-added response: It:also builds institutional
capacity by preparing future leaders, fostering professional.identity, and ensuring
adaptability to change.

14. Basic response: Contemporary challenges.include recruitment, retention, diversity, and
adapting to technology. Value-added response: Strategies to address these challenges
include promoting inclusive policies, investing in digital training, supporting staff welfare,
and aligning HR practices with global educational standards.

Answers to Pilot Questions 2
Answers to Pilot Questions 2.1

1. Human resources in education refers to the people who make up the workforce, including
their skills, knowledge, and capacities.

2. Teachers and administrators.
3. Induction.

4. Recruitment, induction, professional development, performance appraisal, and staff
welfare.

5./ Because HR aligns practices with institutional goals, enhancing teaching quality, student
outcomes, and organisational stability.

Answers to Pilot Questions 2.2

1. Organisational structure is the formal arrangement of roles, responsibilities, and

-
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2. Hierarchical and functional structures.

3. Organisational culture refers to the shared values, beliefs, and norms that shape behaviour
within an institution.

4. A culture valuing inclusivity will prioritise diversity in hiring.

5. Group dynamics refers to the patterns of interaction and relationships that occur.when
individuals work together in teams.

Answers to Pilot Questions 2.3

1. Human resource development is the planned activities and strategies designed to improve
staff knowledge, skills, and abilities.

2. Workshops and in-service training.

3. To evaluate staff performance against standards, identifying strengths, weaknesses, and
training needs.

4. Feedback should be specific, timely, and focused on improvement.

5. Succession planning prepares individuals forleadership roles, ensuring continuity and
stability in educational organisations.

Answers to Pilot Questions 2.4
1. Recruitment difficulties.

2. Diversity and inclusion. mean recognising and valuing differences among staff and students
while ensuring equal opportunities.

3. Byimplementingfairrecruitment policies.
4. Because it enables staff to integrate technology into teaching and administration.

5. ltincreases diversity in student populations and introduces new expectations for
international standards.
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Illustrations

e Figure 2.1 Categories of human resources in education Attribution: Al-generated
placeholder using prompt “Generate a diagram with labelled boxes showing teachers,
administrators, support staff, and governing bodies as categories of human resources in
education.” Platform: Microsoft Copilot Image Gen. Suggested OER source: “human
resources categories in education diagram OER.”

e Plate 2.1 HR roles in educational organisations Attribution: Al-generated placeholder using
prompt “Generate an image of HR professionals conducting a training session for teachers
in a school setting.” Platform: Microsoft Copilot Image Gen. Suggested OER source: “HR
training session in schools OER.”

e Box 2.1 Strategic importance of HR in education Attribution: Al-generated placeholder using
prompt “Generate a text box summarising three strategic roles of HR in educational
effectiveness.” Platform: Microsoft Copilot Image Gen. Suggested OER source: “strategic
importance of HR in education OER.”

e Figure 2.2 Types of organisational structures in education Attribution: Al-generated
placeholder using prompt “Generate a diagram showing three organisational structures:
hierarchical pyramid, functional grouping chart, and matrix grid.” Platform: Microsoft
Copilot Image Gen. Suggested OER source: “educational organisational structures diagram
OER.”

e Plate 2.2 Organisational culture influencing teamwork Attribution: Al-generated
placeholder using prompt “Generate an image of teachers and administrators collaborating
in a school meeting to reflect organisational culture.” Platform: Microsoft Copilot Image
Gen. Suggested OER source: “school organisational culture teamwork OER.”

e Box 2.2 Keyelements of effective teamwork in education Attribution: Al-generated
placeholder.using prompt “Generate a text box listing key elements of effective teamwork
in education: communication, respect, shared responsibility.” Platform: Microsoft Copilot
Image Gen. Suggested OER source: “effective teamwork in education OER.”

o Plate 2.3 Professional development workshop for teachers Attribution: Al-generated
placeholder using prompt “Generate an image of teachers attending a professional
development workshop in a school hall.” Platform: Microsoft Copilot Image Gen.
Suggested OER source: “teacher professional development workshop OER.”

o Figure 2.3 Performance appraisal and feedback cycle Attribution: Al-generated placeholder
using prompt “Generate a circular diagram showing performance appraisal leading to
feedback, improvement, and professional growth.” Platform: Microsoft Copilot Image Gen.
Suggested OER source: “performance appraisal feedback cycle education OER.”
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e Box 2.3 Career progression and succession planning Attribution: Al-generated placeholder
using prompt “Generate a text box summarising career progression and succession
planning in educational institutions.” Platform: Microsoft Copilot Image Gen. Suggested
OER source: “career progression succession planning education OER.”

e Figure 2.4 Common HR challenges in education Attribution: Al-generated placeholderusing
prompt “Generate a diagram with three labelled sections: recruitment, retention, workload
challenges in education.” Platform: Microsoft Copilot Image Gen. Suggested OER source:
“HR challenges in education diagram OER.”

e Plate 2.4 Diversity and inclusion in educational organisations Attribution: Al-generated
placeholder using prompt “Generate an image of diverse teachersiand students
collaborating in a classroom to reflect inclusion.” Platform: Microsoft Copilot Image Gen.
Suggested OER source: “diversity inclusion in education OER.”

e Box2.4 Contemporary issues in HR and organisationaldynamics Attribution: Al-generated
placeholder using prompt “Generate a text box summarising three contemporary issues in
HR and organisational dynamics: technology, globalisation, diversity.” Platform: Microsoft
Copilot Image Gen. Suggested OER source: “contemporary HRissues in education OER.”

Power, Authority, Politics, And Conflict In Educational Organisations
Series outline
3.1 Nature and sources of power in educational organisations

¢ 3.1.1 Definition and types of power

e 3.1.2 Sources of power in schools and universities

e 3.1.3Implications of power for leadership and management
3.2 Authority and legitimacy in educational management

e 3.2.1 Concept of authority and its distinction from power

e - 3.2.2 Types of authority in educational organisations (traditional, charismatic, legal-
rational)

e 3.2.3 Legitimacy and its role in sustaining authority
3.3 Organisational politics in education
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¢ 3.3.1 Meaning and nature of organisational politics
¢ 3.3.2Political behaviour in educational institutions
o 3.3.3 Positive and negative impacts of politics on decision-making
3.4 Conflict in educational organisations
e 3.4.1 Definition and sources of conflict
o 3.4.2Types of conflict (intrapersonal, interpersonal, intergroup, organisational)
e 3.4.3 Strategies for conflict management and resolution

e 3.4.4 Constructive versus destructive conflict outcomes

Introduction

In every educational institution, whether primary, secondary, or tertiary, the way power is
exercised, authority is legitimised, politics is practised; and conflicts are managed has a direct
impact on organisational effectiveness. Teachers, administrators, and managers frequently
encounter situations where decisions are shaped not only by formal structures but also by informal
dynamics. This Series is therefore highly relevant, as it equips you to recognise and respond to
these forces that influence relationships, leadership, and communication within educational
organisations.

The aim of this Series is to enable you to define, explain, analyse, and evaluate the concepts of
power, authority, politics, and conflict in. educational organisations, and to apply appropriate
strategies for managing these dynamics constructively.

We shall commence this Series by exploring the nature and sources of power in educational
organisations, considering its types and implications for leadership. Next, we will move on to
authority and legitimacy, examining how authority differs from power and how legitimacy sustains
it. Following that, we will studyorganisational politics, focusing on political behaviours and their
positive and negative impacts on decision-making. Finally, we will wrap up by discussing conflict in
educational organisations, identifying its sources and types, strategies for management, and the
distinction between constructive and destructive outcomes. By the end of this Series, you will have
a balanced understanding of these critical organisational dynamics and their relevance to
educational practice.

Series Learning Outcomes

Upon completing this Series, you should be able to:
e SLO 3.1 define the concept of power and identify its types within educational organisations,
e SLO 3.2 explain the sources of power in schools and universities,

-
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e SLO 3.3 analyse the implications of power for leadership and management,

e SLO 3.4 define authority and distinguish it clearly from power,

e SLO 3.5 describe the types of authority in educational organisations,

e SLO 3.6 evaluate the role of legitimacy in sustaining authority,

e SLO 3.7 define organisational politics and explain its nature in educational institutions,
e SLO 3.8 identify and analyse political behaviours in schools and universities,

e SLO 3.9 evaluate the positive and negative impacts of organisational politics on decision-
making,

o SLO 3.10 define conflict and identify its sources in educational organisations,

o SLO 3.11 categorise types of conflict such as intrapersonal,.interpersonal, intergroup, and
organisational,

e SLO 3.12 apply strategies for conflict management and resolution in educational settings,
and

e SLO 3.13 evaluate the constructive anddestructive outcomes of conflict in educational
organisations.

3.1 Nature And Sources Of Power In Educational Organisations
3.1.1 Definition and types of power

In educational organisations, power is the capacity of an individual or group to influence the
behaviour, decisions, or actions of others. Power is not always formal, as it can be exercised
through authority, persuasion, or control of resources. Recognising the different types of power
helps managers and educatorsunderstand how influence operates within schools and
universities.

The main types of power include:
o Legitimate power: derived from formal positions or roles.
e Reward power: based on the ability to provide incentives.
e  Coercive power: rooted in the capacity to impose sanctions.
e Expert power: arising from specialised knowledge or skills.

o Referent power: linked to personal charisma or respect.

-
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Types of Power in Organizations

Understanding Influence & Authority Dynamics

5. Referent Power
+» Charisma, likability
» Admairation, respect

« Personal connections
4. Referent Power

Knowledge, skills g

1. Legitmante Power
+ Formal position

« Specialzed expertiees « Authority from role
@% + Org. hiearchy

Influence
& Authority

Y
Y’ 2. Reward Power

« Control over resources
« Promotions, raises
« Positive reinofcerment

3. Coercoive Power
Ability of punsh

+ Threats, penaities
» Fear-based compliance @

3. Reward Power

« Control

» lraises

» Problem-solving ability

Overall Impact: Shaping Behavior, Decision-Making & Org. Culture

Source: OER Organizational Behavior Research, License: Creative Commons CC BY 4.0
Wemesday, January 28, 2026 at 11:36:13 AM WAT

Diagram showing five types of power (legitimate, reward, coercive, expert, referent) in a wheel
format Caption: Figure 3.1 Types of power in educational organisations

Fill in the blank: power arises from specialised knowledge or skills.

3.1.2 Sources of power in schools and universities

The sources of power in educational organisations are diverse. Formal authority is a key source,
granted through organisational structures such as head teachers, principals, or vice-chancellors.
Another source is control of resources, which includes budgets, facilities, and access to
information. Expertise also serves as a source of power, as individuals with specialised knowledge
often influence decisions.
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In addition, personal attributes such as charisma, communication skills, and trustworthiness can
generate power informally. Finally, networks and alliances within the organisation provide
individuals with influence by connecting them to decision-makers.

Caption: Box 3.1 Sources of power in educational organisations

Sources of Power in Educational
Educational Organizations

Key Roles for Optimize People & Outcomes in Schools
&= 1. Power Bases M 2. Description

» Formal Authority * Position, Staff needs
* Specialized hierachy, regulations

Expertise & Knowledge

e Control over Resources » Specialized skills, experience,
« Networks & Relationships info

* Budgets, staffing, technology
e Charisma & Reputation Allinores, & Faculity support.

* Personal appeal, trust aut respect.

) Overall Impact: Shaping Decisions,

Student Shange & Leading Initiatives

Source: OER Educational HRM Research. License: Creative Commons 4. Welneday, January 28, 2026 at 11:36:52 AM WAT

Source: OER Educational HRM Research, License: Creatine Cammons CC BY 4.0.
Wenesday, January 28,2026 at 11:34:51 AM WAT

e | Formal authority
e Control of resources
e Expertise

e Personal attributes
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e Networks and alliances

Fillin the blank: One informal source of power in educational organisations is attributes
such as charisma and trustworthiness.

3.1.3 Implications of power for leadership and management

Power has significant implications for leadership and management in education. Leaders who use
power responsibly can inspire trust, motivate staff, and achieve organisational goals. However,
misuse of power can lead to resentment, conflict, and reduced effectiveness.

Effective leaders balance different types of power, combining legitimate authority with expertise
and personalinfluence. They also recognise that power must be exercised ethically, ensuring
fairness and respect for all members of the organisation.
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Caption: Table 3.1 Implications of power for leadership and management

Implications of Power in Leadership

Understanding the Dual Nature of Influence & Authority in
Organizations

1. Positive Implications |
* Faciliates Goal Achievement * Potential for Abuse & Corruption
* Enhances Decision-Making * Resistance & Resserment
* Inspires & Motivates Others * Reduced Creativity & Autonomy
e Creates Order & Structure * Focus on Self-Interest
* Enables Conflict Resolution * Ethical Dillemas

- Overall Impact: Complex & Context-Dependent

Influence on Organizational Dynamics

Source: OER Organizational Behavior Research. License: Creative Commons CC BY 4.0.
Wenesday, January 28, 2026 at 11:37:28 AM WAT

Positive implications Negative implications

Inspires trust and commitment||Creates resentment if misused

Motivates staff Leads to conflict

Achieves organisational goals ||[Reduces effectiveness
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Fillin the blank: Leaders who misuse power may create among staff and reduce
organisational effectiveness.

Pilot questions 3.1

1. Define power in the context of educational organisations.

N

Identify the five types of power commonly found in schools and universities.
3. State two sources of power in educational organisations.
4. What informal source of power is linked to charisma and communication skills?

5. Explain one positive and one negative implication of power for leadership and
management.

3.2 Authority And Legitimacy In Educational Management
3.2.1 Concept of authority and its distinction from power

In educational organisations, authority is the recognised right of an individual or group to make
decisions, give orders, and expect compliance. Authority is formally sanctioned by organisational
structures and accepted by members of the institution. By contrast, power is the broader ability to
influence others, which may or may not be formally recognised. For example, a school principal
has authority because of their official position, while a respected teacher may exercise power
through expertise or charisma.

-
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Authority vs. Power in Organizations

Understanding Formal Rights & Informal Influence Dynamics

= 1. Authority () 2. Power

(Formal Right) I®~ (Informal Influence)

e Derived from position/role

Derived from personal

* Defined by rules & attributes, expertise, networks
hieaarchy

e Legitmate & instistuinalized

Broader & less defined

Gained through relationships & actions;

¢ Specific scope & limits

Varies with context & individuals

Overall Impact: Shaping Behavior, Decision-Making &

Organizational Culture

Source: OER Organizational Behavior Research. License: Creative Commons CC BY 4.0.
Wenesday, January 28, 2026 at 11:38:07 AM WAT

Diagram comparing authority (formal, sanctioned) and power (informal, influence) Caption: Figure
3.2 Distinction between authority and power

Fill in the blank: Authority is the recognised to make decisions and expect compliance.
3.2.2 Types of authority in educational organisations
Max Weber identified three main types of authority that are relevant to educational management:

¢ Traditional authority: based on customs, traditions, and established practices. For
example, respect for senior teachers or long-standing cultural norms in schools.

e Charismatic authority: derived from the personal qualities of a leader, such as inspiration,
vision, or charisma.

-
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e Legal-rational authority: grounded in formal rules, laws, and organisational structures,
such as policies and regulations in universities.

Caption: Table 3.2 Types of authority in educational organisations

Types of Authority in Organizations

Understanding the Bases & Examples of Formal Rights

2. Basis EI Examples

* Rational-Legal * Formal rules & laws * School Principal :
i * Formal rules & * Customs & history * Family-run schools |
: Position in hieaarchy history Long-landing traditions |
; o Traditional e Inherted status * Long-steacher leader

: * Chariasatic * Follower belief Elden’s guidace

Motivator :

Overall Impact: Shaping Behavior, Decision-Making &
Direction in Organizations

Source: OER Organizational Behavior Research. License: Creative Commons CC BY 4.0.
Wenesday, January 28, 2026 at 11:38:43 AM WAT

Type of authority||Basis Example
Traditional Customs and traditions||Respect for senior teachers
Charismatic Personal qualities Inspirational school leader

Legal-rational Rules and structures ||Principal enforcing school policies
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Fillin the blank: Legal-rational authority is grounded in formal and organisational structures.
3.2.3 Legitimacy and its role in sustaining authority

Legitimacy refers to the acceptance and justification of authority by members of an organisation.
Authority is effective only when it is perceived as legitimate. For example, a head teacher’s
authority is legitimate when staff and students believe it is exercised fairly and in line with
organisational values.

Legitimacy sustains authority by fostering trust, compliance, and respect. Without legitimacy,
authority may be challenged, leading to resistance or conflict. Leaders in education must therefore
act ethically, communicate clearly, and demonstrate fairness to maintain legitimacy.
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Caption: Box 3.2 Ways to sustain legitimacy in educational organisations

Sustaning Legitimaicy in
Educational Organizations

Key Strategies for Maintaning Trust & Credidility

——— - —————————— - ——— - -y,
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e Overall Impact: Enhanced Trust, Reputation, & Community Support

Source: OER Educational Leadership & Policy Research. License: Creative Commons CC BY 4.0.
Wenesday, January 28, 2026 at 11:39:18 AM WAT

Acting ethically and fairly

Communicating clearly and transparently

Demonstrating competence and expertise

Respecting organisational values and norms

Fillin the blank: Authority is effective only when it is perceived as by members of the
organisation.
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Pilot questions 3.2
1. Define authority in the context of educational organisations.
2. Distinguish between authority and power with one example.
3. Name the three types of authority identified by Max Weber.
4. Which type of authority is grounded in formal rules and organisational structures?

5. Explain one way legitimacy sustains authority in educational organisations:

3.3 Organisational Politics In Education
3.3.1 Meaning and nature of organisational politics

In educational organisations, organisational politics refers toactivities undertaken by individuals
or groups to gain advantage, influence decisions, or protect their interests, often outside formal
procedures. Politics is a natural part of organisational life, as people bring diverse goals, values,
and perspectives into the workplace. While politics can sometimes be viewed negatively, it can
also serve constructive purposes, such as buildingalliances or promoting innovation.

-
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Organizational Politics in Education

Understanding the Interrlay of Interests, Influence & Decision-Making

=
S
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Overall Impact: Shaping Policies, Power Dynamics & Outcomes l

in Educational Institutions

Source: OER Educational Leadership Research. License: Creative Commons CC BY 2.4 AM WAT
Wednesday, January 28, 2026 at 11:40:21 AM WAT

Diagram showing organisational politics as overlapping circles of interests, influence, and
decision-making Caption: Figure 3.3 Meaning and nature of organisational politics

Fill in the blank: Organisational politics refers to activities undertaken to gain or influence
decisions outside formal procedures.

3.3.2 Political behaviour in educational institutions

Political behaviour includes actions such as lobbying, coalition-building, persuasion, and
negotiation. In schools and universities, staff may engage in political behaviour to secure
resources, influence policy, or protect their professional interests. For example, teachers may form
alliances to advocate for curriculum changes, or administrators may negotiate with governing
boards to secure funding.
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Political behaviour can be both overt, such as formal lobbying, and covert, such as informal
networking. Recognising these behaviours helps managers anticipate challenges and respond
appropriately.

Caption: Box 3.3 Examples of political behaviour in educational institutions

Examples of Political Behaviour in
Educational Institutions

Naviating Influence & Self-Interest in Schools

&= 1. Political Tactics [£)2. Contexts & Scenarios

» Budget Allocation Meetings
e Curriculum Development

* Forming Coalitions & Alliances
* Lobbing for Resources
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Overall Impact: Shaping Decisions, Culture & Individual Trajerdries =

Source: OER Educational Leadership Research. License: Creative Commons CC BY 4.0.
Wenesday, January 28, 2026 at 11:41:00 AM WAT

e | Lobbying for resources
¢ Coalition-building among staff
e Persuasion in decision-making

e |Informal networking and alliances
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Fillin the blank: Teachers may form to advocate for curriculum changes or protect their
professional interests.

3.3.3 Positive and negative impacts of politics on decision-making

Organisational politics can have both positive and negative impacts on decision-making. Onthe
positive side, politics may encourage diverse perspectives, foster negotiation, and lead to more
inclusive decisions. On the negative side, politics can create bias, favouritism, or conflict,
undermining fairness and transparency.

Effective leaders in education recognise the dual nature of politics. They aimto harness its
constructive aspects, such as collaboration and advocacy, while minimising destructive outcomes
like division or mistrust.
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Caption: Table 3.3 Positive and negative impacts of organisational politics

Impacts of Organizational Politics

Understanding the Dual Nature of Influence &
Power Striggles in Organizations
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Influence on Organizational Dynamics

Source: OER Organizational Behavior Research. License; Creative Commons CB BY 4.0.

Wenresday, January 28, 2026 at 11:42:10 AM WAT
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Fillin the blank: Organisational politics can undermine fairness and when it leads to bias or
favouritism.

Pilot questions 3.3
1. Define organisational politics in the context of educational organisations.
2. Give two examples of political behaviour in schools or universities.
3. Whatis one positive impact of organisational politics on decision-making?
4. Whatis one negative impact of organisational politics on decision-making?

5. How can educational leaders manage the dual nature of organisational politics?

3.4 Conflict In Educational Organisations
3.4.1 Definition and sources of conflict

In educational organisations, conflict is a situation wherethere is disagreement, opposition, or
incompatibility between individuals or groups. Conflict is a natural part of organisational life, as
people often have different goals, values, or interests. While conflict can be disruptive, it can also
stimulate growth and innovation when managed constructively.

Common sources of conflict include competition for resources, differences in values or beliefs,
unclear roles and responsibilities, communication breakdowns, and personality clashes.

-
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Sources of Conflict in Educational Organizations
Understanding Common Causes of Discargrements in Schools
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Source: OER Educational Leadersihip Research. License: Creative Commons CC BY 4.0 AT
Wevnesday, Jemuary 28, 2026 at 1:43.52 AM WAT

Diagram showing sources of conflict in educational organisations (resources, values, roles,
communication, personalities) Caption: Figure 3.4 Sources of conflict in educational organisations

Fill in the blank: Conflict arises when there is disagreement or between individuals or

groups.
3.4.2 Types of conflict
Conflicts in educational organisations can be categorised into several types:

¢ Intrapersonal conflict: occurs within an individual, such as when a teacher struggles
between personal values and institutional demands.
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Interpersonal conflict: arises between two individuals, for example, disagreements
between colleagues.

Intergroup conflict: occurs between different groups, such as departments competing for
resources.

Organisational conflict: involves larger structuralissues, such as disputes between staff
and administration over policies.

Caption: Table 3.4 Types of conflict in educational organisations

Types of Conflict in
Educational Organizations

Understanding Common Disaggrement Categories in Schools & Universities

e TYype of O Description : Examples in
Conflict o =l Education
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Source: OER Educational Leadership Research. License: Creative, Janiiuary 28, 2026 at 11:44:30 AM WAT
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Type of conflict||Description Example

Intrapersonal [|Within an individual |Teacher balancing personal values and school rules

Interpersonal |[|Between individuals |Disagreement between colleagues

Intergroup Between groups Departments competing for resources

Organisational |[Structural or systemic||Staff opposing administrative policies

Fillin the blank: conflict occurs between different groups, such as departments.competing
for resources.

3.4.3 Strategies for conflict management and resolution

Effective conflict management involves recognising the source of conflict and applying appropriate
strategies. Common strategies include:

¢ Avoidance: ignoring minor conflicts to prevent escalation.

o Accommodation: prioritising harmony by yielding to others.

o Compromise: finding a middle ground where both parties give up something.

e Collaboration: working together to find a win-win solution.

e Competition: asserting one’s position, often used when quick decisions are needed.

Leaders in education must choose strategies carefully, depending on the nature and seriousness
of the conflict.

-
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Caption: Box 3.4 Strategies for managing conflict in educational organisations

Managing Conflict in
Educational Organizations

Key Strategies for Fostering Resolution & Collaboration in Schools

== 1. Strategies Description

* Faciliate Open Communication * Encourage dialogue, safe spaces

* Neutral third-party helps find

* Mediation & Negotiation common ground

* Collaborative Problem-Solving * Establish behavioal
guidelines, conflict conflict

* Set Clear Norms & Policies resolution procedures

e Understand perspectives, validate

feelings
Y L

* Empethy & Active Listening )

N

Improved Relationships, & Enhanced Student Focus

Overall Impact: Healthier Work Environment, )

Source: OER Educational Leadership Research. License: Creative BY 4.0. Wenesday, January 28, 2026 at 11:45:07 AM WAT

e Avoidance

e Accommodation
e  Compromise

e Collaboration

e Competition

Fillin the blank: The strategy of involves working together to find a win-win solution.

Do)
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3.4.4 Constructive versus destructive conflict outcomes

Conflict can lead to both constructive and destructive outcomes. Constructive conflict encourages
problem-solving, innovation, and stronger relationships. Destructive conflict, however, results in
hostility, reduced cooperation, and organisational inefficiency.

Educational leaders must aim to transform conflict into constructive outcomes by promoting
dialogue, fairness, and mutual respect.

Caption: Table 3.5 Constructive and destructive outcomes of conflict

Outsomes of Conflict

Understanding the Dual Nature of Conflict's Effects on Organizations

,/ \‘
I I
I I
| I
I I
I I
I |
I I
I I
: e Innovation & Problem-Solving * Reduced Producivity :
;  Improved Communication e Stress & Turnovr ;
I I
: * Cociision & Understanding * Damaged Relationships :
: * Positive Change * Negative Change :
: :
\ ,I

Overall Impact: Complex & Contex-Dependent

Effects on Organizational Dynamics

Source: OER Organizational Behavior Research. License: Creative Commons CC BY 4.0. Wedresday, January 28,2026 at 11:45:41 AM WAT
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Constructive outcomes Destructive outcomes

Encourages problem-solving||Creates hostility

Stimulates innovation Reduces cooperation

Strengthens relationships Causes organisational inefficiency|

Fillin the blank: Conflict becomes destructive when it results in hostility and reduced
among staff.

Pilot questions 3.4
1. Define conflict in the context of educational organisations.
2. ldentify two common sources of conflict in schools and universities.
3. Name the four main types of conflict in educational organisations.

4. Which conflict management strategy-involves finding a middle ground where both parties
give up something?

5. Give one constructive and one destructive outcome of conflict in educational
organisations.

Series summary

This Series has examined the dynamics of power, authority, politics, and conflict in educational
organisations, highlighting their importance for effective leadership and management. Its purpose
was to help you recognise how these forces shape relationships, decision-making, and
organisational culture, and why.they are central to the contextual management of primary,
secondary, and tertiary institutions.

We began by defining power, identifying its types, and analysing its sources and implications for
leadership. We then distinguished authority from power, explored Weber’s three types of authority,
and evaluatedthe role of legitimacy in sustaining authority. Following that, we considered
organisational politics, looking at political behaviours and their positive and negative impacts on
decision-making. Finally, we addressed conflict, identifying its sources and types, applying
strategies for management, and evaluating constructive and destructive outcomes. By completing
this Series, you should now be able to define, explain, analyse, and evaluate these concepts, and
apply strategies for managing politics and conflict in line with the Series Learning Outcomes.

Glossary of terms

-
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¢ Accommodation: A conflict management strategy where one party yields to maintain
harmony.

e Authority: The recognised right to make decisions, give orders, and expect compliance
within an organisation.

¢ Charismatic authority: Authority derived from the personal qualities of a leader, suchas
inspiration or vision.

¢ Coercive power: Power based on the ability to impose sanctions or punishments.

e Collaboration: A conflict management strategy where parties work together to find.a win-
win solution.

o Compromise: A conflict management strategy where both parties give up something to
reach a middle ground.

e Conflict: A situation of disagreement or opposition between individuals or groups in an
organisation.

o Constructive conflict: Conflict that leads to positive outcomes such as problem-solving,
innovation, or stronger relationships.

o Destructive conflict: Conflict that results in negative outcomes such as hostility, mistrust,
or inefficiency.

e Expert power: Power arising from specialised knowledge or skills.

¢ Formal authority: Authority granted through organisational structures and official
positions.

¢ Intrapersonalconflict: Conflict occurring within an individual, often involving personal
values or choices.

o Intergroup conflict: Conflict between different groups, such as departments competing for
resources.

¢ [ Interpersonal conflict: Conflict between two individuals, such as colleagues with differing
views.

e Legal-rational authority: Authority based on formal rules, laws, and organisational
structures.

e - Legitimacy: The acceptance and justification of authority by members of an organisation.
e Legitimate power: Power derived from holding a formal position or role.

o Networks and alliances: Informal sources of power created through relationships and
connections with others.

-
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e Organisational conflict: Conflict involving larger structural or systemic issues within an
organisation.

e Organisational politics: Activities undertaken to gain advantage or influence decisions
outside formal procedures.

¢ Personal attributes: Qualities such as charisma, communication skills, and
trustworthiness that can generate informal power.

¢ Political behaviour: Actions such as lobbying, coalition-building, persuasion, and
negotiation used to influence decisions.

o Power: The capacity of an individual or group to influence the behaviour, decisions; or
actions of others.

¢ Referent power: Power based on personal charisma, respect, or admiration.
o Reward power: Power based on the ability to provideincentives or benefits.

o Traditional authority: Authority based on customs, traditions, and established practices.

Concept check questions 3
Objective questions
1. Which type of power is derived from holding a formal position or role? (Linked to SLO 3.1)

2. InWeber’s classification, which type of authority is grounded in rules and organisational
structures? (Linked to SLO 3.5)

3. Organisationalpolitics refers to activities undertaken to gain outside formal
procedures:(Linked to SLO:3.7)

4. Whichconflict management strategy involves finding a middle ground where both parties
give up something? (Linked to SLO 3.12)

5./ Conflict becomes destructive when it results in hostility and reduced among staff.
(Linked to SLO 3.13)

Short-answer questions
6. Define power in the context of educational organisations. (Linked to SLO 3.1)
7. Explain one implication of power for leadership and management. (Linked to SLO 3.3)
8. Distinguish between authority and power with one example. (Linked to SLO 3.4)
9. State two examples of political behaviour in educational institutions. (Linked to SLO 3.8)

10. Identify two common sources of conflict in schools and universities. (Linked to SLO 3.10)
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Long-answer questions

11. Analyse the role of legitimacy in sustaining authority within educational organisations.
(Linked to SLO 3.6)

12. Evaluate the positive and negative impacts of organisational politics on decision-making in
education. (Linked to SLO 3.9)

13. Assess strategies for managing conflict in educational organisations, highlighting when
each might be most effective. (Linked to SLO 3.12)

Answers to concept check questions 3
Objective questions

1. Legitimate power.

2. Legal-rational authority.

3. Advantage or influence.

4. Compromise.

5. Cooperation.
Short-answer questions

6. Power is the capacity of an individual or group to influence the behaviour, decisions, or
actions of others in an organisation.

7. Power can inspire trust and.motivate staff when used responsibly, but misuse may lead to
resentment and conflict.

8. Authority is the recognised right to make decisions, such as a principal enforcing school
rules, while power may be informal, such as a teacher influencing colleagues through
expertise.

9. Examplesincludelobbying for resources and coalition-building among staff.
10. Competition for resources and communication breakdowns.

Long-answer questions

11. Basic response: Legitimacy ensures that authority is accepted and justified by members of
the organisation, fostering compliance and respect. Value-added response: Outstanding
learners may explain how legitimacy is maintained through ethical leadership,
transparency, and alignment with organisational values, and may provide examples of how
loss of legitimacy leads to resistance or conflict.

12. Basic response: Organisational politics can encourage diverse perspectives and

-
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13.

learners may evaluate how politics can be harnessed constructively through inclusive
decision-making and advocacy, while destructive politics can be minimised through
fairness and clear communication. They may also provide case studies of schools where
politics influenced curriculum or resource allocation.

Basic response: Strategies such as avoidance, accommodation, compromise,
collaboration, and competition can be applied depending on the situation. Value-added
response: Outstanding learners may assess which strategies are most effective in specific
contexts, such as collaboration for long-term solutions or competition for.urgent decisions.
They may also discuss how combining strategies can lead to sustainable conflict resolution
in complex educational settings.

Answers to Pilot Questions 3

Answers to Pilot Questions 3.1

1.

Power is the capacity of an individual or group to influence the behaviour, decisions, or
actions of others.

Legitimate, reward, coercive, expert, and referent power.
Formal authority and control of resources.
Personal attributes such as charisma and communication skills.

Positive implication: inspires trust and motivates staff. Negative implication: creates
resentment and conflict if misused.

Answers to Pilot Questions 3.2

1.

2.

Authority is the recognised right to make decisions, give orders, and expect compliance.

Authorityis formally sanctioned, while power may be informal. For example, a principal has
authority, but a teacher may exercise power through expertise.

Traditional, charismatic, and legal-rational authority.
Legal-rational authority.

Legitimacy sustains authority by fostering trust, compliance, and respect among members
of the organisation.

Answers to Pilot Questions 3.3

1.

2.

-

Organisational politics refers to activities undertaken to gain advantage or influence
decisions outside formal procedures.

Lobbying for resources and coalition-building among staff.
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3. Encourages diverse perspectives.
4. Creates bias and favouritism.

5. Leaders can harness constructive aspects such as collaboration while minimising
destructive outcomes through fairness and transparency.

Answers to Pilot Questions 3.4

1. Conflictis a situation of disagreement or opposition between individuals or groups in an
organisation.

2. Competition for resources and communication breakdowns.
3. Intrapersonal, interpersonal, intergroup, and organisational conflict.
4. Compromise.

5. Constructive outcome: encourages problem-solving. Destructive outcome: creates
hostility.

References and Attributions 3

This section compiles all references, illustration sources, and suggested open educational
resources (OERs) used in Series 3: Power, Authority, Politics, and Conflict in Educational
Organisations. Entries are presented in APA style for clarity and consistency.

Core references

e French, ). R. P., & Raven, B. (1959). The bases of social power. In D. Cartwright (Ed.),
Studies in socialpower (pp. 150-167). Ann Arbor: Institute for Social Research.

o Mintzberg, H. (1983). Power in and around organisations. Englewood Cliffs, NJ: Prentice
Hall.

e Rahim, M.A.(2002). Toward a theory of managing organisational conflict. International
Journal of Conflict Management, 13(3), 206-235.

e Robbins,S. P., &Judge, T. A. (2019). Organisational behaviour (18th ed.). Harlow: Pearson
Education.

e Weber, M. (1947). The theory of social and economic organisation. New York: Free Press.
IlWlustration attributions

e Figure 3.1 Types of power in educational organisations Al-generated suggestion: “Generate
a wheel diagram showing five types of power: legitimate, reward, coercive, expert,
referent.” Suggested OER search string: “types of power in organisations OER diagram.”
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e Box 3.1 Sources of power in educational organisations Al-generated suggestion: “Generate
a text box summarising sources of power in educational organisations.” Suggested OER
search string: “sources of power in educational organisations OER summary.”

e Table 3.1 Implications of power for leadership and management Al-generated suggestion:
“Generate a two-column table showing positive and negative implications of power in
leadership.” Suggested OER search string: “implications of power in leadership OER table.”

e Figure 3.2 Distinction between authority and power Al-generated suggestion: “Generate a
diagram comparing authority as formal right and power as informal influence.” Suggested
OER search string: “authority vs power in organisations OER diagram.”

e Table 3.2 Types of authority in educational organisations Al-generated suggestion:
“Generate a three-column table showing types of authority, their basis, and examples.”
Suggested OER search string: “types of authority in organisations OER table.”

e Box 3.2 Ways to sustain legitimacy in educational organisations Al-generated suggestion:
“Generate a text box summarising ways to sustain legitimacy in educational organisations.”
Suggested OER search string: “legitimacy in educational organisations OER summary.”

o Figure 3.3 Meaning and nature of organisationalpolitics Al-generated suggestion:
“Generate a diagram showing organisational politics as overlapping circles of interests,
influence, and decision-making.” Suggested OER search string: “organisational politics in
education OER diagram.”

e Box 3.3 Examples of political behaviourin educational institutions Al-generated suggestion:
“Generate a text box listing examples of political behaviour in educational institutions.”
Suggested OER search string: “examples of political behaviour in education OER
summary.”

e Table 3.3 Positive and negative impacts of organisational politics Al-generated suggestion:
“Generate a two-column table showing positive and negative impacts of organisational
politics.” Suggested OER search string: “impacts of organisational politics OER table.”

e _Figure 3.4 Sources of conflict in educational organisations Al-generated suggestion:
“Generate a diagram showing sources of conflict in educational organisations: resources,
values, roles, communication, personalities.” Suggested OER search string: “sources of
conflict in educational organisations OER diagram.”

e  Table 3.4 Types of conflict in educational organisations Al-generated suggestion: “Generate
a table showing types of conflict, their description, and examples in education.” Suggested
OER search string: “types of conflict in educational organisations OER table.”

e Box 3.4 Strategies for managing conflict in educational organisations Al-generated
suggestion: “Generate a text box summarising strategies for managing conflict in
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educational organisations.” Suggested OER search string: “conflict management strategies
in education OER summary.”

e Table 3.5 Constructive and destructive outcomes of conflict Al-generated suggestion:
“Generate a two-column table showing constructive and destructive outcomes of conflict.”
Suggested OER search string: “constructive vs destructive conflict outcomes OER table.”

Outline of Parts and Sub-Parts
4.1 Foundations of Organisational Communication
¢ 4.1.1 Definition and importance of communicationin organisations
e 4.1.2 Elements and process of communication
e 4.1.3 Types of communication (formal,.informal, verbal, non-verbal)
4.2 Barriers to Effective Communication
e 4.2.1Physical and environmental barriers
o 4.2.2 Psychological and semantic barriers
e 4.2.3 Organisational and cultural barriers
4.3 Communication Strategies for Organisational Effectiveness
e 4.3.1Principles of effective communication
e 4.3.2Tools and channels of communication in education
e 4.3.3 Enhancingclarity, feedback, and active listening
4.4 Communication and Human Relationships in Education
e 4.4.1Interpersonal communication and trust-building
e 4.4.2 Conflict resolution and negotiation through communication

e - 4.4.3 Role of communication in teamwork and collaboration

Introduction
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In every educational institution, communication is the lifeblood that keeps the organisation
functioning smoothly. Without clear and effective communication, even the best policies and
structures may fail to achieve their intended outcomes. Misunderstandings, conflict, and
inefficiency often arise when communication channels are weak or neglected. This Series draws
attention to the importance of communication as both a managerial tool and a relational process,
helping you to appreciate its relevance to organisational effectiveness and human relationships in
primary, secondary, and tertiary institutions.

The aim of this Series is to equip you with the knowledge and skills to analyse communication
processes, identify barriers, and apply strategies that enhance organisational effectiveness while
strengthening interpersonal trust and collaboration.

We shall commence this Series by exploring the foundations of organisational communication,
including its definition, elements, and types. Next, we will examine barriers to effective
communication, such as physical, psychological, semantic, organisational, and cultural
challenges. Following that, we will move on to communication strategies for organisational
effectiveness, focusing on principles, tools, and techniques that improve clarity, feedback, and
active listening. Finally, we will wrap up by considering communication and human relationships in
education, looking at interpersonal trust, conflict resolution, negotiation, and teamwork.

Series Learning Outcomes
Upon completing this Series, you should be able to:
e SLO 4.1 define organisational communication and identify its key elements,
e SLO 4.2 explain the different types of communication used in educational organisations,

o SLO 4.3 analyse barriers to effective communication, including physical, psychological,
semantic, organisational, and cultural factors,

e SLO 4.4 apply principles and tools of effective communication to enhance organisational
clarity’and feedback,

e SLO 4.5 demonstrate active listening skills as part of communication strategies for
organisational effectiveness, and

e SLO 4.6 evaluate the role of communication in building human relationships, focusing on
trust, conflict resolution, negotiation, and teamwork.

4.1 Foundations of Organisational Communication
4.1.1 Definition and importance of communication in organisations

Communication is the process of transmitting information, ideas, and feelings from one person or
group to another, with the aim of creating shared understanding. In organisations, communication

-
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is essential for coordination, decision-making, and relationship-building. Without effective
communication, even well-designed structures may fail to achieve their goals.

Fillin the blank: Communication is the process of transmitting , ideas, and feelings to
create shared understanding.

The Communication Cycle: Understanding How We Exchange Information
Key Components & Process Flow in Interactions

* Verbal/Non-verbal,
* Meaning

1. Sender

* Communication method g Q

| 5. Feedback

X * Encodes thought

I * Originates message Shesoon e

‘ * Confirmation

1 * Clarity

1

1

|

|

\ |
: 1
) 1
\ 1
i )
. )
0 1
) ]
: 3. Channel S 4. Receiver :
: * Content : : CJ anne * Decodes message !
: (e.g. M voice, temail). — * Interprets meaning :
|

|

1

1

|

I

1

|

I

|

I

Source: OER Organizational Behavior & Comnunication Research Lioz=e: Creative Commons CC BY 4.0.
Wennesdsy, January 28, 2026 at 11:48.00 AM WAT

Overall Impact: Clearer Understanding, Better Collaboration & Stronger Relationships } :

Diagram showing communication as a cycle between sender, message, channel, receiver, and
feedback. Caption: Figure 4.1 The communication cycle in organisations.

4.1.2 Elements and process of communication

The elements of communication include the sender, message, channel, receiver, and feedback.
The process of communication begins when a sender encodes a message, transmits it through a
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chosen channel, and the receiver decodes it. Feedback ensures that the message has been
understood as intended.

Effective communication requires clarity, appropriate channels, and active listening. For example,
a teacher giving instructions must choose words carefully, use a suitable medium, and check that
learners have understood.

Fillin the blank: The process of communication begins when the encodes a message and
transmits it.

Elements of Communication
Key Components & Examples in Interactions

- Example in
Description Education

Origiantes & encodes Principal announcing Principal announcing new

Sender : ;
the message new policy policy
Message converad/nerwbral) Email of commuication \gice
5 Decodes & interprets Email, staff meeting, Teachers, staff, students
Receiver (verbal/novbral) memo stuents
Feedback message message follow-up email

» Overall Impact: Enhanced Clarity, Mutual Understanding &
Effective Collaboration

1
1
1
1
1
1
1
1
I
|
1
|
1
1
1
1
1
1
1
i
| Information being Policy details, tone of
1
1
1
1
1
1
1
1
1
1
!
|
1
1
1
1
1
1
1
1
I

Response to the Teachers, staff, Questions, nodded heads, E

Source: OER Organizational Behavior & Communication Research. License: Creative Cenday, January 28, 2026 at 11:48:37 AM WAT

Caption: Table 4.1 Elements of communication.
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Element | Description Example

Sender ||Originator of the message Teacher giving instructions
Message ||Information being conveyed Lesson objectives
Channel [|Medium used to transmit Spoken words, email

Receiver ||Person who interprets the message ||Learners

Feedback||Response to confirm understanding||Questions, nodding

4.1.3 Types of communication

Organisations use different types of communication, which can be classified as formal or
informal, and verbal or non-verbal.

¢ Formal communication refers to official channels such as memos, reports, and meetings.

¢ Informal communication occurs through casual conversations or social interactions,
often called the “grapevine”.

e Verbal communication uses spoken or written words.

¢ Non-verbal communication includes gestures, facial expressions, posture, and tone of
voice.

Fillin the blank: Informal communication in organisations is often referred to as the
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Types of Communication in
Organizations

Key Flows & Methods of Information Exchange

’ Description

* Official channels, e.g. emails, e Casual, unficoial, e. "grapavaine”,
reports, meetings social interactions
¢ Informal  From subodinates to superiors, e.

e. feedback, reports

e Upward

e From superiors to subodnates, e.
e Downvard instructions, policies

¢ Among peers/collaeges, e., team

e Horizontal callaboration

Overall Impact: Enhanced Coordination,

Information Flow & Organizational Culture

Source: OER Organizational Behavior & Communication Research. License:
License: Creative Commons 4.0. Wehesday, January 28, 2026 at 11:49:131 AM AM UM WAT

Caption: Box 4.1 Types of communication in organisations. Content:
o Formal: official channels such as reports and meetings
e Informal: grapevine and casual conversations
e  Verbal: spoken or written words
¢ Non-verbal: gestures, facial expressions, tone of voice
Pilot questions 4.1
1. Whatis communication in the context of organisations?

2. Listthe five elements of communication.
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3. Whatrole does feedback play in the communication process?
4. Distinguish between formal and informal communication.

5. Give two examples of non-verbal communication.

4.2 Barriers to Effective Communication
4.2.1 Physical and environmental barriers

Physical barriers are obstacles in the environment that prevent messages from being transmitted
clearly. These may include noise, poor acoustics, faulty equipment, or geographical distance
between sender and receiver. In educational organisations, for example, a teacher speaking in a
large hall without a microphone may struggle to reach all learners effectively.

Fillin the blank: Physical barriers include noise, poor acoustics,faulty equipment, or
distance.
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Physical Barriers to Communication
Understanding Obstacles to Effective Information Exchange

= , Ao

<)

2. Distance
« Geographic separation
« Large meeting rooms
» Remote work

1. Noise

» Loud enviroments
« Background chatter

Physical Barriers to

Communication
= =
& ] =
1. Distance 3. Faulty Equipment
* Loud environments E ) « Malnfuncting microphones
« Construction sounds = * Poor internet connection
» Background chatter + Outdaatet technology

Overall Impact: Misunstriadangs, Delays & Reduced Productvity )

Source: OER Organizational Behavior Research. License: Creti BY 4.0. Wecnesday, January 28, 2026 at 11:50:0AM AM WAT

Diagram showing examples of physical barriers such as noise, distance, and faulty equipment.
Caption: Figure 4.2 Physical barriers to communication.

4.2.2 Psychological and semantic barriers

Psychological barriers arise from the mental state, attitudes, or emotions of the sender or
receiver. Stress, prejudice, or lack of attention can distort communication. For instance, a learner
who feels anxious may misinterpret instructions.

Semantic barriers occur when words or symbols are misunderstood. This may happen due to
jargon, ambiguous language, or differences in interpretation. For example, technical terms used by
administrators may confuse teachers who are unfamiliar with them.

Fillin the blank: Semantic barriers occur when words or symbols are by the receiver.
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Psychological & Semantic Barriers to

Barriers to Commuinication

Undersanding Cognitive & Language &
Obstacles in Instacles in Interactions

Psychological Barriers @ Semantic Barriers

» Selective Perception e Jargon & Technical Language
Focusing is certain info Language

* Emotional Filters interpetation * Specialized words

¢ Emotional Filters e Unerar mortg

e Lack Trust  Differing Interpetations

e Suspicoeved notions e Ambigiuty mean different things

o Sterestypes * Language Differences

e Resistant to ideas ¢ Translation issues

Overall Impact: Misunstrdangs, Conflict,

Inforation Flow & Reduced Collaboration

Source: OER Organizational Behavior & Communication Research. License:
Creative Cremmons CC BY 4.0. Wednesday, January 28, 2026 at 11:51:00 AM WAT

Caption: Box 4.2 Psychological and semantic barriers. Content:

o Psychological: stress, prejudice, lack of attention

¢ Semantic: jargon, ambiguous language, misinterpretation
4.2.3 Organisational and cultural barriers

Organisational barriers are created by the structure and practices of an institution. These may
include rigid hierarchies, excessive rules, or poor communication channels. For example, when
messages must pass through many levels of authority, they may be delayed or distorted.
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Cultural barriers arise when people from different backgrounds interpret messages differently.
Differences in values, beliefs, or customs can lead to misunderstandings. In diverse educational
settings, cultural sensitivity is essential to avoid miscommunication.

Fillin the blank: Organisational barriers may occur when messages pass through too many levels
of

.......................................................................................

Organizational & Cultural Barriers
to Communication

Understanding Systemic & Environmental Obstacles
in Organizations

amm TYype of Examples in
Education

Barrier

Barriers issues * Information silos
e Lack of clear channels

* Time constaints

* Reluctance to disargee
* Power distance
* Language differences

Cultural Barriers Shared values,
beliefs & norms

Overall Impact: Hindhered Collaboration, Misunstranding &
& Reduced Reduced Efficiency

Source: OER Organizational Behavirr & Communication Research. License: Creatirday, January 28, 2026 at 11:52:.00 AM WAT

Caption: Table 4.2 Organisational and cultural barriers.

Barrier type ||Description Example

Organisational||Caused by structure and rules Delayed messages due to hierarchy
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Barrier type |[|Description Example

Cultural Caused by differences in values and customs||Misinterpretation of gestures

Pilot questions 4.2
1. What are physical barriers to communication?
2. Give two examples of psychological barriers.
3. What causes semantic barriers?
4. How do organisational structures sometimes create barriers to communication?

5. Why are cultural barriers significant in educational organisations?

4.3 Communication Strategies for Organisational Effectiveness
4.3.1 Principles of effective communication

Effective communication refers to the exchange of information in a way that is clear, accurate,
and understood by all parties. In educational organisations, it ensures that instructions are
followed, policies are implemented, and relationships are strengthened. The main principles are
clarity, conciseness, consistency, and courtesy. For example, when a school administrator
communicates a new policy, the message must be clear, free of unnecessary jargon, consistent
with existing rules, and delivered respectfully.

Fillin the blank: Effective communication requires clarity, conciseness, consistency, and
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Principles of Effective Communication

Key Guidelines for Clear & Impactud Information Exchange

= 1. Principles

° Clarity & Concichess e Clear, direct language; avoid jargon
* Active Listening * Fully attending; seeking to understand
° Empehty & Respect * Achowlolging others' perspectives

¢ Specific, timely, and actioanle input

* Approuctive Feedback

e Choising the right medium for the
message

Overall Impact: Enhanced Understanding,

Stronger Relationhips & Goal Aligimant

Source: OER Communication Studies Research. License: Creative Commons CC BY 4.0.
Wenesday, January 28, 2026 at 11:51:37 AM WAT

- ——— i —————————— - - - - - - ————

Caption: Box 4.3 Principles of effective communication. Content:
e Clarity: messages should be easily understood
e Conciseness: avoid unnecessary details
e Consistency: align with organisational values and rules
e Courtesy: respectful and considerate delivery
4.3.2 Tools and channels of communication in education

Communication channels are the pathways through which information flows in an organisation.
These may be formal or informal, and can include written documents, meetings, emails, notice
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boards, and digital platforms. Choosing the right channel depends on the nature of the message
and the audience.

Communication tools in education include newsletters, circulars, learning management systems
(LMS), and instant messaging applications. For instance, an LMS can be used to share assignments
and feedback, while notice boards may display important announcements.

Fillin the blank: Communication channels may be formal or informal, depending on the nature of

the

Source: OER Educational Tehnology & Communication Research. License: Creatir day, January 28,2026 at 11:52:22 AM WAT

in Education

in Organizations

118

Channel/Tool
Channel/Tool

Description

Structural & systemic

& Engagement

Commurication Tools & Channels

Facilliating Information Exchange in Learning Environments

Examples in
Education

School-wide structures,

Formal Official electronic i Managment Systems
platforms confeences
School-wide emails Email, staff meeting, Faculty meetings,
F<.)rfnal intactions memo Management Systems
Digitson (LMS), video confrences
Structured face-face- Fasual elcton-tearch-  Reluctance tace clear
Informal faceas torn the conferences of snodia schenis
In-Person  anneractions memo
Informal  Hallway conversations,  Massaging apps (e.el, ~ Sponatonurations,
Digrson breakroom chats WhatsApp groudia breakroom chats
platforms platforms activities

» Overall Impact: Enhanced Collaboration, Information Flow &

Caption: Table 4.3 Tools and channels of communication in education.
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Channel/Tool Description Example

Written documents||Formal records of information Reports, circulars

Meetings Face-to-face discussions Staff meetings

Digital platforms  ||Online systems for communication|LMS, email

Informal channels |Casual exchanges Conversations, grapevine

4.3.3 Enhancing clarity, feedback, and active listening

Clarity in communication means using simple language and avoiding ambiguity. Messages should
be structured logically and tailored to the audience.

Feedback is the response given by the receiver to confirm understanding. Ittmay be verbal, such as
asking questions, or non-verbal, such as nodding. Feedback helpsthe sender know whether the
message has been received as intended.

Active listening is a skill that involves paying full attention to the speaker, interpreting their
message, and responding appropriately. In educational organisations, active listening builds trust
and reduces misunderstandings.

Fillin the blank: listening involves paying full attention, interpreting the message, and
responding appropriately.
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Key Elements of Effective Communication
Understanding the Interornaction of Clarity, Feelback & Active Listening
otes Understandl-”

oo

[ ¥ wlls
1. Clarity 2. Active Listening

* Clear, consise message * Focus & attention
* Simple language @ * Paraharase & sumiarize
* Well-defined purpose * Empohetic response
Enhanced
Connection

3. Feedback

* Timely & specific
* Constructive & respectful
* Two-way exchange

Overall Impact: Stronger Relationships, Mutual Undrstanding & Collaboration 9

Source: OER Communication Studies Research. License: Creative Commons CC BY 4 4.0 WAT
Wemesday, January 28,2026 at 11:52:58 AM WAT

Diagram showing clarity, feedback, and active listening as interconnected elements of effective
communication. Caption: Figure 4.3 Enhancing clarity, feedback, and active listening.

Pilot questions 4.3
1. What are the four principles of effective communication?
2./ Give two examples of communication tools used in education.
3. What determines the choice of communication channel?
4. Why is feedback important in communication?

5. Define active listening in your own words.
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4.4 Communication and Human Relationships in Education
4.4.1 Interpersonal communication and trust-building

Interpersonal communication is the exchange of information, feelings, and meaning between
individuals through verbal and non-verbal messages. It is central to building trust in educational
organisations, as trust grows when communication is open, respectful, and consistent. For
example, a teacher who listens attentively to learners’ concerns demonstrates reliability and care,
which strengthens relationships.

Fillin the blank: Interpersonal communication involves the exchange of information, feelings, and
between individuals.
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Interperornal Communication & Trust-Building:
A Two-Way Process

Receiver: Decodes
Interprtets

Sender: Encodes
& Shares Message

Feedback & Response

Shared
Undrstanding

Overall Impact: Builds Empathy, Reduces #

Conflict & Fosters Stronger Relationships

Source: OER Communication Studies Research.
License: Creative Commons CC BY 4.0. Wetnesday, January 28, 2026 at 11:53:27 AM WAT

Diagram showing interpersonal communication as a two-way process of message exchange and
trust-building. Caption: Figure 4.4 Interpersonal communication and trust-building.

4.4.2 Conflict resolution and negotiation through communication

Conflict resolution is the process of addressing disagreements constructively to restore harmony.
In organisations, conflicts may arise from differences in opinions, values, or interests. Effective
communication helps to clarify misunderstandings, identify common ground, and negotiate
solutions.

Negotiation involves dialogue between parties to reach a mutually acceptable agreement. It
requires active listening, empathy, and clear expression of needs. For example, when two teachers
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disagree about resource allocation, negotiation through respectful communication can lead to
compromise.

Fillin the blank: Negotiation requires active listening, empathy, and clear expression of

Conflict Resolution & Negotation Through

Communication
Leveraging Dialogue for Constructive Outcomes in Organizations

1. Conflict ResolutiorD 2. Negotation )
» Mediation * Principled Neogiation
* Faciilites dialogue, finds common * Focus on interests, not positions
ground
* Active Listening * Colaborative Problem-Solving
» Undertand needs, validate feelings  Jointly create solutions
* Empethy & Perspective-Taking » Clear Communication
¢ See from other’s view ¢ Express needs, propose solutions

Overall Impact: Peaceful Conflict, )

Mutual Gain & Strengthned Relationships

Source: OER Organizational Behavior & Communication Research. License: Creative Commons CC BY 4.0.
Wemeeday, January 28, 2026 at 11:54:08 AM WAT

Caption: Box 4.4 Conflict resolution and negotiation. Content:
e . Conflict resolution: addressing disagreements constructively
o Negotiation: dialogue to reach agreement
e Skills required: listening, empathy, clarity

4.4.3 Role of communication in teamwork and collaboration

MET | ONLINE LEARNING VIDEO PLATFORM FOR POST-SECONDARY & HIGHER INSTITUTION STUDENTS



Teamwork refers to individuals working together towards shared goals, while collaboration
involves pooling knowledge and skills to achieve outcomes that may not be possible individually.
Communication is central to both, as it ensures coordination, reduces duplication of effort, and
fosters a sense of belonging.

In educational organisations, teamwork among teachers enhances curriculum delivery, while
collaboration between administrators and staff supports effective policy implementation. Clear
communication of roles, responsibilities, and expectations is essential for success.

Fillin the blank: Teamwork and collaboration depend on clear communication of roles,
responsibilities, and

The Role Communication in Teamwork
& Collaboration

Enhaning Group Dynamics & Shared Success in
Organizations

1 -
g:annu'r °°|| Examples in
FAARRRUSO0 Education
Ensuring everyone on  Project briefs, kiofff School-wide structures,
Aspect the sage ing ane thhe  meetings Managment Systems
goals. conftrences
Using dialogue on Using dialogue to Faculty’ staff meeting,
Shared the sae regarding goals, address disargnments Management Systhen
Unbrstandngtasks & expectations.  find solutions. memo
. Structured face-face- Medation sessions, Faculty meetings, chat
Conflict discargermente& find open forums, sthar Management Systems,
Resolution con soluctions feedback loups feedback loops
Informal  Hallway conversations,  Team emails, chat Inclusive meetings,
In-Person  Preakroom chats plattforms, shared respggtful brroom chats
platforms platforms activities

» Overall Impact: Enhanced Collaboration, Information Flow &
& Team Coheson

Source: OER Edgicational Tehnology & Research. License: Gre Commons CC BY 4.0. Wened:ry 28, 2026 at 11:55.00 AM WAT

Caption: Table 4.4 Role of communication in teamwork and collaboration.
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Aspect Contribution of communication Example

Ensures coordination and shared .
Teamwork goals Teachers planning lessons together

Administrators and staff implementing

Collaboration||Pools knowledge and skills .
policy

Belonging Builds trust and inclusion Staff meetings with open dialogue

Pilot questions 4.4
1. Whatis interpersonal communication and why is it important in education?
2. How does communication help in conflict resolution?
3. What skills are essential for effective negotiation?
4. Give one example of teamwork supported by communicationin educational organisations.

5. Why is clear communication of roles and responsibilities important in collaboration?

Series summary

This Series has emphasised the importance of communication as a cornerstone of organisational
effectiveness and human relationships in educational institutions. Its purpose was to show that
communication is not only about transmitting information but also about building trust, resolving
conflict, and supporting collaboration. By exploring communication in this way, you have seen how
it underpins management practices and contributes to the smooth functioning of primary,
secondary, and tertiary institutions.

We began with the foundations of organisational communication, examining its definition,
elements, and types. Then we considered barriers such as physical, psychological, semantic,
organisational, and cultural challenges. Following that, we explored strategies for effective
communication, focusing on principles, tools, and techniques that enhance clarity, feedback, and
active listening. Finally, we examined communication in human relationships, highlighting
interpersonal trust, conflict resolution, negotiation, and teamwork. By completing this Series, you
should now be able to define organisational communication and its elements (SLO 4.1), explain
different types of communication (SLO 4.2), analyse barriers to effective communication (SLO 4.3),
applyprinciples and tools to improve clarity and feedback (SLO 4.4), demonstrate active listening
skills (SLO 4.5), and evaluate the role of communication in building trust, resolving conflict, and
supporting collaboration (SLO 4.6).

Glossary of terms

-
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e Active listening: A communication skill that involves paying full attention to the speaker,
interpreting their message, and responding appropriately.

¢ Channel: The medium through which a message is transmitted, such as spoken words,
email, or digital platforms.

e Clarity: The quality of communication that ensures messages are simple, logical, and
easily understood.

e Collaboration: Working together by pooling knowledge and skills to achieve shared
outcomes that may not be possible individually.

¢ Communication: The process of transmitting information, ideas, and feelings between
people to create shared understanding.

e Conflict resolution: The process of addressing disagreements constructively to restore
harmony in relationships or organisations.

e Courtesy: A principle of effective communication that requires messages to be delivered
respectfully and considerately.

e Feedback: The response given by the receiver to confirmunderstanding of a message,
which may be verbal or non-verbal.

¢ Formal communication: Official communication that follows established channels such
as reports, memos, or meetings.

¢ Informal communication: Unofficial communication that occurs through casual
conversations or social interactions, often referred to as the grapevine.

¢ Interpersonal communication: The exchange of information, feelings, and meaning
between individuals through verbal and non-verbal messages.

¢ Negotiation: A dialogue:between parties aimed at reaching a mutually acceptable
agreement, requiring listening, empathy, and clarity.

¢ Non-verbal communication: Communication that uses gestures, facial expressions,
posture, and tone of voice rather than words.

e Organisational barriers: Communication obstacles created by an institution’s structure or
practices, such as rigid hierarchies or excessive rules.

¢  Physical barriers: Environmental obstacles that hinder communication, such as noise,
poor acoustics, or faulty equipment.

o Psychological barriers: Communication obstacles caused by mental states, attitudes, or
emotions such as stress, prejudice, or lack of attention.

-
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¢ Receiver: The person who interprets and understands the message sent by the
communicator.

¢ Semantic barriers: Misunderstandings that occur when words or symbols are interpreted
differently, often due to jargon or ambiguous language.

e Sender: The originator of a message who encodes and transmits information to others.

¢ Teamwork: Individuals working together towards shared goals, supported by clear
communication and coordination.

Concept check questions 4
Objective questions
1. Define organisational communication. (Linked to SLO 4:1)
2. ldentify the five elements of the communication process. (Linked.to SLO 4.1)
3. Which type of communication is often referred to as the “grapevine”? (Linked to SLO 4.2)
4. Listtwo examples of physical barriers tocommunication. (Linked to SLO 4.3)
5. State one principle of effective communication. (Linked to SLO 4.4)
Short-answer questions
6. Explain the role of feedbackin the communication process. (Linked to SLO 4.1)
7. Describe one psychological barrier and its effect on communication. (Linked to SLO 4.3)

8. Distinguish between formal and informal communication with examples. (Linked to SLO
4.2)

9. Give two examples of communication tools used in educational organisations. (Linked to
SLO 4.4)

10 How does active listening contribute to organisational effectiveness? (Linked to SLO 4.5)
Long-answer questions

11. Analyse the impact of organisational and cultural barriers on communication in
educational settings. (Linked to SLO 4.3)

12. Evaluate strategies that enhance clarity, feedback, and active listening in communication.
(Linked to SLO 4.4, SLO 4.5)

13. Discuss the role of communication in building human relationships, focusing on trust,
conflict resolution, and teamwork. (Linked to SLO 4.6)

-
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Answers to concept check questions 4
Objective questions

1. Organisational communication is the process of transmitting information, ideas, and
feelings to create shared understanding within an institution.

2. Sender, message, channel, receiver, and feedback.
3. Informal communication.
4. Noise and geographical distance.
5. Clarity.
Short-answer questions

6. Feedback confirms whether the message has been understood as intended and allows
adjustments if necessary.

7. Stressis apsychological barrier that can cause misinterpretation or lack of attention,
reducing effectiveness.

8. Formal communication follows©fficial channels, such as reports or meetings, while
informal communication occurs casually, such as conversations among colleagues.

9. Newsletters and learning management systems (LMS).

10. Active listening ensures that messages are fully understood, builds trust, and reduces
misunderstandings.

Long-answer questions

11. Basic response: Organisational barriers, such as rigid hierarchies, delay or distort
messages, while cultural barriers cause misinterpretation due to differences in values or
customs. Value-added response: Outstanding learners may add that overcoming these
barriers requires flattening hierarchies, promoting inclusivity, and training staff in
intercultural communication to ensure messages are transmitted effectively across diverse
educational settings.

12. Basic response: Strategies such as using simple language, encouraging feedback, and
practising active listening improve communication clarity and effectiveness. Value-added
response: Learners may expand by noting that digital tools, structured feedback
mechanisms, and professional development workshops further enhance these strategies,
making communication more adaptive to modern educational contexts.

13. Basic response: Communication builds trust through openness, resolves conflict by
clarifying misunderstandings, and supports teamwork by coordinating roles and
responsibilities. Value-added response: Learners may extend this by explaining that

-
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effective communication also fosters collaboration across departments, strengthens
institutional culture, and enhances resilience in times of organisational change.

Answers to pilot questions 4
Answers to pilot questions 4.1

1. Communication is the process of transmitting information, ideas, and feelings to create
shared understanding.

2. Sender, message, channel, receiver, and feedback.

3. Feedback confirms whether the message has been understood and allows adjustments if
necessary.

4. Formal communication follows official channels such as reports and meetings, while
informal communication occurs casually, often called the grapevine.

5. Gestures and facial expressions.
Answers to pilot questions 4.2

1. Physical barriers are environmental obstacles such as noise, poor acoustics, faulty
equipment, or distance.

2. Stress and prejudice.

3. Semantic barriers are caused by jargon, ambiguous language, or misinterpretation of words
and symbols.

4. Organisational structures may create barriers when messages pass through too many
levels of authority, leading to'delays or distortion.

5. Cultural barriers are significant because differences in values and customs can cause
misinterpretation in diverse educational settings.

Answers to pilot questions 4.3
1. Clarity, conciseness, consistency, and courtesy.
2. Newsletters and learning management systems (LMS).

3. | The choice of communication channel depends on the nature of the message and the
audience.

4. Feedbackis important because it confirms understanding and helps the sender adjust the
message if needed.

-
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5. Active listening involves paying full attention, interpreting the message, and responding
appropriately.

Answers to pilot questions 4.4

1. Interpersonal communication is the exchange of information, feelings, and meaning
between individuals, and it is important because it builds trust.

2. Communication helps in conflict resolution by clarifying misunderstandings and identifying
common ground.

3. Listening, empathy, and clarity.
4. Teachers planning lessons together.

5. Clear communication of roles and responsibilities ensures coordination and prevents
duplication of effort in collaboration.

References and Attributions 4
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o Table 4.1 Elements of communication: Al-generated placeholder. Prompt: “Generate a
table summarising elements of communication with examples.” Tool/platform: Al table
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o Figure 4.2 Physical barriers to communication: Al-generated placeholder. Prompt:
“Generate a diagram showing physical barriers to communication: noise, distance, faulty
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interconnected elements of communication.” Tool/platform: Al diagram generator.
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Figure 4.4 Interpersonal communication and trust-building: Al-generated placeholder.
Prompt: “Generate a diagram showing interpersonal communication as a two-way process
that builds trust.” Tool/platform: Al diagram generator. Suggested OER search string:
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Box 4.4 Conflict resolution and negotiation: Al-generated placeholder. Prompt: “Create a
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Formal Writing Skills for Teachers and Managers
Series outline
Part 5.1 Fundamentals of Formal Writing
¢ 5.1.1 Characteristics of formal writing
e 5.1.2 Differences between formal and informal writing
e 5.1.3Common errors in formal writing
Part 5.2 Writing for Educational Purposes
e 5.2.1 Academic reports and lesson documentation
e 5.2.2 Writing examination questions and marking schemes
e 5.2.83 Preparing instructional materials
Part 5.3 Writing for Administrative and Managerial Purposes
e 5.3.1 Official letters and memos
e 5.3.2 Minutes of meetings and reports
e 5.3.3 Policy documents and circulars
Part 5.4 Professional Presentation and Communication
e 5.4.1 Formatting and referencing in formal writing
e 5.4.2Tone, clarity, and audience awareness

o 5.4.3 Digitaltools for professional writing

Introduction

In professional and educational environments, written communication plays a central role in
ensuring clarity, accountability, and credibility. Teachers and managers are frequently required to
prepare reports, lesson documentation, official letters, and policy documents. Unlike informal
writing, which may rely on casual tone and personal style, formal writing demands precision,
structure, and adherence to established conventions. This Series will help you strengthen these
skills, making your written communication more effective and impactful in both academic and
administrative contexts.

The aim of this Series is to equip you with the knowledge and skills required to produce clear, well-
structured, and professional documents for educational and managerial purposes. By the end of
the Series, you will be able to apply formal writing techniques confidently in diverse contexts,
ranging from classroom documentation to administrative communication.

-
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We shall commence this Series by exploring the fundamentals of formal writing, including its
characteristics, distinctions from informal writing, and common errors to avoid. Next, we will move
on to writing for educational purposes, where you will learn how to prepare academic reports,
lesson documentation, examination questions, and instructional materials. Following that, we will
examine writing for administrative and managerial purposes, such as official letters, memos,
minutes, and policy documents. Finally, we will wrap up by considering professional presentation
and communication, where we will discuss formatting, referencing, tone, clarity, audience
awareness, and the use of digital tools to enhance formal writing

Series Learning Outcomes

Upon completing this Series, you should be able to:
e SLO 5.1 define the key characteristics of formal writing,
e SLO 5.2 explain the differences between formal and informal writing;
e SLO 5.3 identify common errors in formal writing and suggest ways to correct them,
e SLO 5.4 demonstrate how to prepare.academic reports and lesson documentation,
e SLO 5.5 design valid and reliable examination questions and marking schemes,

e SLO 5.6 apply formal writing techniques to instructional materials such as lesson notes
and handouts,

e SLO 5.7 compose official letters and memos using appropriate structure and tone,
e SLO 5.8 record minutes of meetings and prepare reports that are clear and objective,

e SLO 5.9 draft policy documents and circulars that communicate organisational rules and
updates effectively,

e SLO5.10 analyse the.importance of formatting and referencing in professional writing,

e SLO5.11 evaluate the role of tone, clarity, and audience awareness in effective
communication, and

e SLO5.12 utilise digital tools to enhance accuracy, consistency, and collaboration in formal
writing.

5.1 Fundamentals of Formal Writing
5.1.1 Characteristics of formal writing

Formal writing is distinguished by its clarity, precision, and objectivity. Clarity means that ideas
are expressed in a straightforward manner, avoiding ambiguity. Precision refers to the careful
choice of words to convey exact meaning. Objectivity requires that writing avoids personal bias

-
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and maintains a professional tone. Formal writing also follows established conventions, such as
correct grammar, punctuation, and structured organisation.

clarity and precision in formal writing When writing formally, sentences should be complete,
concise, and logically connected. Avoiding slang, contractions, and overly casual expressions
helps maintain professionalism.

Characteristics of Formal Writing

Key Elements for Clear & Professional Communication

’ ‘\
= 1. Clarity
+ Clear, umbabligaus language « Exact termoololjy
« Direct & concise points * Specific facts & data
* Easy to understand ! * Avoids vagaueess
N I'g
Effective

Writing

* Neutral tone * Logical organization
» Evidence-based; no opinions « Paragaghs & headings
* Avoids personal pronuns + Formal transitions

1
]
1
1
1
1
1
]
1
1
1
]
1
1
)
1
1
1
1
i Formal
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1
1
1
1
1
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1
1
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1
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Overall Impact: Credibility, Professionalism & Comprehession ﬁ

Source: OER Communication Studies Research. License: Creative Commons CC BY 4.0
Wednesday, January 28, 2026 at 11:58:25 AM WAT

Diagram showing the main characteristics of formal writing (clarity, precision, objectivity,
structure) Figure 5.1: Characteristics of formal writing

Fillin the blank: Formal writing requires , precision, and objectivity to ensure
professionalism.

5.1.2 Differences between formal and informal writing
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Formal writing differs from informal writing in tone, vocabulary, and structure. Formal writing uses
complete sentences, avoids contractions, and employs precise vocabulary. Informal writing, on
the other hand, may include colloquial expressions, personal tone, and flexible sentence
structures. Formal writing is typically used in academic, professional, and administrative contexts,
while informal writing is more suited to personal communication.

tone and vocabulary in writing Tone in formal writing is respectful and professional, while
vocabulary is chosen carefully to avoid ambiguity. Informal writing may use everyday language,
humour, or personal anecdotes.

Formal vs. Informal Writing
& Comparision

Key Features for Clear Tone, & Shared Comicemon
Organizations

1. < 8

g_::ann E“ oo|| Examples in
STIARNCL 00 Education
Tone Subljective, casual School-wide structures,
Feature  Opjective, respectful meetings Managment Systems
goals. conforences
Schoodialogue on Using dialogue to Faculty’ steetings,
Foared ine sae regarding goals, address disargnments Management Systems
Vocabulury tasks & expectations.  find solutions. (LMS), video confrences
. Structured face-face- Oraunial renesions Faculty meetings,
Contations/ faccarger&igente& find  arcdrets slang allowed Management Systems
Abbrvations com solucioms dned to aluconts) feedback

Informal Hallway conversations,  Avoiid dave apps (e.€),  Personal familiar
In-Person breakroom chats Whats aim, anot 't) resakroom broom chats
platforms platforms activities

» Overall Impact: Enhanced the Right Style for Purpose Flow &

& Engagement

Source: OER Edgicational Tehnalogy & Communication Research. License: Creatir 0. Wenediry 28, 2026 at 12:03.23 AM WAT

Table comparing formal and informal writing features Table 5.7: Comparison of formal and informal
writing
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Fillin the blank: Informal writing often uses colloquial expressions, while formal writing requires
vocabulary.

5.1.3 Common errors in formal writing

Common errors in formal writing include misuse of grammar, poor sentence structure, and
inappropriate tone. Another frequent mistake is the use of redundancy, which means repeating
ideas unnecessarily. Writers may also struggle with ambiguity, where sentences are unclear or
open to multiple interpretations. These errors reduce the effectiveness of communication and may
undermine credibility.

avoiding redundancy and ambiguity To avoid redundancy, ensure each sentence adds new
information. To reduce ambiguity, use precise words and avoid vague expressions. Proof-reading
and editing are essential steps in formal writing to identify and correct such errors.

-

MET | ONLINE LEARNING VIDEO PLATFORM FOR POST-SECONDARY & HIGHER INSTITUTION STUDENTS



COMMON ERRORS IN
FORMAL WRITING

1. REDUNDANCY

* Example: “join together" (insted of "join"), "past history”

2. AMBIGIGITY

* Example: "The student said the professor was
brilliant. (Unclear who is brilliant)
"He put the book on the table, which was old Unclear if
book or table old.

3. POOR TONE

e Example: Informal: "dumped"” (“insteed of "discarded),
Overly Emotional: "It's a tragedy that...
Overly a tragedy that... (Unsteal: "It is unforunate that...")

Source: OER - Open Educational Resources

Box highlighting common errors in formal writing with examples Box 5.7: Common errors in formal
writing

Fill in the blank: Redundancy occurs when awriter _______ideas unnecessarily in formal writing.
Pilot questions 5.1

1./ State three characteristics of formal writing.

2. ldentify one difference between formal and informal writing.

3. Whatis meant by redundancy in formal writing?

4. Why is objectivity important in formal writing?

-
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5. Give one example of acommon error that reduces clarity in formal writing.

5.2 Writing for Educational Purposes
5.2.1 Academic reports and lesson documentation

In educational contexts, teachers and managers often prepare academic reports, which are
formal documents that present information about learners’ progress, achievements, or challenges.
These reports must be clear, objective, and evidence-based. Similarly, lesson documentation
refers to written records of teaching plans, objectives, and activities. Such documentation ensures
consistency in teaching and provides a reference for evaluation and improvement.

importance of documentation Accurate documentation supports accountability and helps
institutions maintain standards. It also enables teachers to reflect on their practice and make
adjustments where necessary.

-
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ACADEMIC LESSON
REPORTS DOCUMENTATION

o2

... SHARED
SKILLS

Source: OER - Open Educational Resources

Diagram showing the components of academic reports and lesson documentation Figure 5.2:
Components of academic reports and lesson documentation

Fill in the blank: Academic reports must be clear, objective, and to provide reliable
information about learners.

5.2.2 Writing examination questions and marking schemes

Teachers are responsible for preparing examination questions, which must be valid, reliable, and
aligned with learning outcomes. Validity means the questions measure what they are intended to
assess, while reliability ensures consistency across different learners and contexts. A marking
scheme is a structured guide that specifies how marks are allocated for each question, ensuring
fairness and transparency in assessment.
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principles of effective examination writing Questions should be free from ambiguity, pitched at
the appropriate level of difficulty, and varied in type (objective, short-answer, essay). Marking
schemes should be detailed enough to guide consistent grading.

PRINCIPLES OF EFFECTIVE
EXAMINATION QUESTIONS AND
AND MARKING SCHEMES

EXAMINATION MARKING
QUESTIONS SCHEMES

o VALIDITY: Measures what e FAIRNESS: Unbissed and
what it is intended is equiatble for all students.
to measure.

* FAIRNESS

e RELIABLITY: Consistent results

3 Clear criseria on
upon reitesting.

* RLARITY: Clearly worded and  TRANSPARENCY
unbnaphugous criteeria and expectations.

* CLARIT: Clearly worded and * CONSISTENCY
unbobougus Applied uniformy

across all scripts

Source: OER - Open Educational Resources

Table outlining principles of effective examination questions and marking schemes Table 5.2:
Principles of examination questions and marking schemes

Fillinthe blank: A marking scheme ensures fairness and in the assessment process.
5.2.3 Preparing instructional materials

Instructional materials are resources designed to support teaching and learning. These may
include lesson notes, handouts, worksheets, and multimedia resources. Effective instructional
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materials are clear, well-structured, and aligned with learning objectives. They should also be
accessible to learners and adaptable to different contexts.

qualities of effective instructional materials Good instructional materials are accurate,
engaging, and relevant. They should encourage active participation and help learners connect
theory with practice.

QUALITIES OF EFFECTIVE
INSTRUCTIONAL MATERIALS

* CLARITY: Easy to understand and free from jargon
to jargon.

* ACCURACY: Factual, correct, and up its uche-udate,
information.

* RELVEANCE: Directly relates on learning objectives and
student needs.

* ENGAGEMENT: Holds student atenners and encouages these
interaction.

» ACEXIBILITY: Usable by diverse ifferent teaching styles and
environments.

Source: OER - Open Educational Resources

Source: OER - Open Educational Resources

Boxlisting qualities of effective instructional materials Box 5.2: Qualities of effective instructional
materials

Fillin the blank: Effective instructional materials must be accurate, engaging, and to
support learning.

Pilot questions 5.2

rp
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1. Whatis the purpose of academic reports in education?

2. State one key component of lesson documentation.

3. What does validity mean in the context of examination questions?
4. Why is a marking scheme important in assessment?

5. ldentify one quality of effective instructional materials.

5.3 Writing for Administrative and Managerial Purposes
5.3.1 Official letters and memos

In administrative and managerial contexts, official letters are formal documents used to
communicate important information between individuals or organisations. They follow a structured
format, including the sender’s address, date, recipient’s details, salutation,body, and closing.
Memos, on the other hand, are brief internal communications used within organisations to convey
instructions, reminders, or announcements. Both require clarity, conciseness, and a professional
tone.

structure of official letters Official letters must be well organised, with each section serving a
clear purpose. Memos should be direct and focused, often using headings or bullet points to
highlight key information.

-
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COMPARISON OF OFFICIAL LETTER
AND MEMO STRUCTURES

OFFICIAL LETTER MEMORMANDUM (MEMO)
SENDER'S CONTA

—| INFORMATION | T [ 13
RECIPIENT'S TO:

] CONTACT INFORMATION FROM:

| »| SALUTATION SHARED ELEMENTS —»| SUBJECT:

................ >

.| SUBJECT INE (Optional) |_»| BODY PARGARPPS

L_»| SIGNATURE —»>| BODY PARGARPPS

L 5| pRINTED NAME & TITLE L_,| ATTACHMENTS/ENCLOSURES

(Optional)

Source: OER - Open Educational Resources

Diagram showing the structure of an official letter and a memo side by side Figure 5.3: Structure of
an official letter and a memo

Fill in the blank: Amemo is typically used for communication within an organisation.
5.3.2 Minutes of meetings and reports

Minutes of meetings are written records that capture the discussions, decisions, and actions
agreed upon during a meeting. They provide accountability and serve as a reference for future
follow-up. Reports are more detailed documents that present findings, analyses, or
recommendations on specific issues. Both minutes and reports must be accurate, objective, and
clearly structured.

-
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key elements of minutes and reports Minutes should include the date, time, participants, agenda
items, and decisions made. Reports should contain an introduction, methodology or background,
findings, and conclusions or recommendations.

KEY ELEMENTS OF
MINUTES OF MEETINGS AND
REPORTS

MINUTES OF REPORTS
MEETINGS

1. MEETING TITLE, DATE & TIME 1. TITLE & DATE:
AUTHOR & RECIPIENTS:
2. ATTENDES (PRESENT & ABSENT)

3. AGENDA ITEMS & DISCUSSIONS: 3. EXECUTIVE SUMMARY
Summary of t key kery findings and

“Discussed 'Q4 buzrget tudget, concerns about t dati
Searead® op recommendations.
4. DECISIONS/ACTIONS: 4. INTRODUCTION

sales.
Example: "Dle booked new marketing campaing

campaign. . 5. FINDING/BODY SECTIONS
Example: John to finalize Q4 report by Friday. Data shows 15% increase sales.

6. NEXT MEETING DATE & TIME Recommend investing in new software.

Source: OER - Open Educational Resources

Source: OER - Open Educational Resources

Table outlining the key elements of minutes of meetings and reports Table 5.3: Key elements of
minutes and reports

Fillinthe blank: Minutes of meetings must record the decisions made and the responsible
for actions.

5.3.3 Policy documents and circulars

Policy documents are formal statements that outline organisational rules, procedures, or
guidelines. They provide direction and ensure consistency in decision-making. Circulars are

-
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official notices distributed to staff or stakeholders to communicate policies, updates, or
instructions. Both must be written in clear, precise language to avoid misinterpretation.

importance of policy documents and circulars Policy documents establish standards and
expectations, while circulars ensure timely dissemination of information. Together, they support
organisational efficiency and compliance.

IMPORTANCE OF POLICY
DOCUMENTS AND CIRCULARS

1. PROVIDE GUIDANCE & CLARITY:
Establish clear rules, procedures, procedures and
expectations.

2. ENSURE COMPLIANCE:
ENSURE COMPLIANE to legal and regulatiory requirements.

3. PROMOTE FAIRNESS & CONSISTENCY:
Apply standards uniformy across o the organization.

4. FACILITATE DECISION-MAIKING: Serve as a referecord of
referresm re recores isssarse resolving issues.

5. DECUMENT PRACTICES: Share information openy wind
ENHANCE DATTE TIME
staikehoders.

Source: OER - Open Educational Resources

Source: OER - Open Educational Resources

Boxhighlighting the importance of policy documents and circulars Box 5.3: Importance of policy
documents and circulars

Fillin the blank: Policy documents provide direction and ensure in organisational decision-
making.

Pilot questions 5.3

-
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1. What is the main difference between an official letter and a memo?

2. State one key element that should be included in minutes of meetings.
3. Whatis the purpose of reports in administrative contexts?

4. Why are circulars important in organisational communication?

5. ldentify one reason why policy documents are essential in management.

5.4 Professional Presentation and Communication
5.4.1 Formatting and referencing in formal writing

Formatting refers to the arrangement and presentation of text in a document, ensuring it is visually
clear and professionally structured. This includes consistent use of headings, spacing, fonts,
margins, and alignment. Proper formatting makes documents'easier to read-and demonstrates
attention to detail. Referencing is the practice of acknowledging sources of information used in
writing. It ensures academic honesty, allows readers toverify information, and gives credit to
original authors.

importance of formatting and referencing Formatting enhances readability and professionalism,
while referencing strengthens credibility and prevents plagiarism. Both are essential in educational
and managerial contexts.

-
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FORMATING AND REFERECING STYLES

FORMATTING REFERECING
ELEMENTS STYLES

1. TITLE & DATE:

1. FORMATTING ELEMENTS AUTHOR & RECIPIENTS:
1. HEADINGS: Clear 2. APA: Author-date, for social
hiearfgrical (e.apl. Level 1, 2, 3), bold sciences
bold
2. SPACING: Double-spaced, inch margns 3. MLA: Author-page,
humanities
5. FONTS: Readable sans-serif, (e.p),
(e.Axril, Calbrii, or is.ei), Times Times 5. INSTHITUTIONAL: Specific
Rimes Nowairn), 12pt university/journal guidelines

Source: OER - Open Educational Resources

Source: OER - Open Educational Resources

Table outlining key. formatting elements and referencing styles Table 5.4: Key formatting elements
andreferencing styles

Fill in the blank: Referencing ensures academic honesty and prevents in formal writing.
5.4.2 Tone, clarity, and audience awareness

Tone in formal writing refers to the attitude conveyed through word choice and style. It should be
respectful, professional, and suited to the context. Clarity means expressing ideas in a
straightforward manner without ambiguity. Audience awareness involves tailoring the message to
the needs, expectations, and background of the intended readers. Together, these elements
ensure that communication is effective and appropriate.

rp
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achieving clarity and audience awareness Writers should avoid jargon unless the audience is
familiar with it, and they should use examples or explanations to aid understanding. Maintaining a
consistent tone throughout the document reinforces professionalism.

EFFECTIVE COMMUNICATION

. EFFECTIVE
OMMUNICATION

c
S
AUDIENCE
AWARENESS

Source: OER - Open Educational Resources

Source: OER - Open Educational Resources
Diagram showing the relationship between tone, clarity, and audience awareness in
communication Figure 5.4: Tone, clarity, and audience awareness in communication

Fillinthe blank: Effective communication requires tone, clarity, and awareness.
5.4.3 Digital tools for professional writing

In today’s workplace, digital tools play a vital role in enhancing formal writing. These include word
processors, grammar checkers, referencing software, and collaborative platforms. Word
processors such as Microsoft Word provide formatting and editing features. Grammar checkers
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like Grammarly help identify errors and improve sentence structure. Referencing software such as
Zotero or EndNote assists in managing citations. Collaborative platforms like Google Docs allow
multiple users to edit documents simultaneously.

advantages of digital tools Digital tools save time, improve accuracy, and support collaboration.
They also help maintain consistency in formatting and referencing, making documents more
professional.

DIGITAL TOOLS FOR
PROFESSIONAL WRITING

WORD: Word processing software for document
creation and editing.

GRAMMARLY: Al-powered writing assistant for
grammar, spelling, and style.

ZOTERO: Reference management tool for citations
citations and bibloligrapies.

GOOGLE DOCS: Cloud-based word procsor for
collaborative writing.

SLACK: Communication platform for team colaboratin an mes
TRELLO: Projetagement tool for oganiz asks and workflows.

Source: OER - Open Educational Resources

Box listing examples of digital tools for professional writing Box 5.4: Examples of digital tools for
professional writing

Fillin the blank: Grammar checkers such as Grammarly help identify and improve sentence
structure.

-
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Pilot questions 5.4
1. State one reason why formatting is important in formal writing.
2. Whatis the purpose of referencing in academic and professional documents?
3. ldentify one element that contributes to clarity in communication.
4. Give one example of a digital tool that supports professional writing.

5. Why is audience awareness important in formal communication?

Series summary

This Series has guided you in developing the essential skills of formal writing, a cornerstone of
effective communication for teachers and managers. Formal writing ensures clarity,
professionalism, and credibility in both educational and administrative contexts, making it vital for
producing reports, lesson documentation, policy documents, and-other institutional records.

We began by examining the fundamentals of formal writing, including.its characteristics,
differences from informal writing, and common errors to avoid. Then we moved on to writing for
educational purposes, where you explored academic reports, lesson documentation, examination
questions, and instructional materials. Following that, we considered administrative and
managerial writing, focusing on official letters, memos, minutes, reports, and policy documents.
Finally, we addressed professional presentation and communication, covering formatting,
referencing, tone, clarity, audience.awareness, and the use of digital tools. In line with the Series
Learning Outcomes, you should now be able to define the features of formal writing, demonstrate
its application in educationaland administrative contexts, analyse the importance of presentation
and communication, and evaluate the role of digital tools in enhancing professional outputs.

Glossary of terms

o Academic report: Aformal document that presents information about learners’ progress,
achievements, or challenges in an objective and evidence-based manner.

e Ambiguity: A lack of clarity in writing where a statement can be interpreted in more than
one way.

e  Audience awareness: The ability to tailor writing to the needs, expectations, and
background of the intended readers.

o Circular: An official notice distributed to staff or stakeholders to communicate policies,
updates, or instructions.

e Clarity: The quality of expressing ideas in a straightforward and easily understood manner.

-
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o Digital tools: Software applications such as word processors, grammar checkers,
referencing software, and collaborative platforms that support professional writing.

¢ Examination question: A written item designed to assess learners’ knowledge or skills,
which must be valid, reliable, and clearly worded.

¢ Formal writing: A style of writing that is clear, precise, objective, and professional,/avoiding
casual expressions and slang.

¢ Formatting: The arrangement and presentation of text in a document, including headings,
spacing, fonts, margins, and alignment.

¢ Grammar checker: A digital tool that identifies errors in sentence structure, spelling, and
punctuation, helping to improve accuracy.

¢ Instructional material: Resources such as lesson notes, handouts, worksheets, or
multimedia designed to support teaching and learning:

¢ Lesson documentation: Written records of teaching plans, objectives, and activities that
ensure consistency and provide a reference for evaluation.

e Marking scheme: A structured guide that specifies how marks are allocated for each
examination question, ensuring fairness and transparency.

¢ Memo: A short internal communication used within organisations to convey instructions,
reminders, or announcements.

¢ Minutes of meetings: Written records that capture discussions, decisions, and actions
agreed upon during aimeeting.

e Objectivity: The practice of avoiding personal bias in writing, focusing instead on facts and
evidence.

o Officialletter: Aformaldocument used to communicate important information between
individuals or organisations, following a structured format.

e Policy document: A formal statement outlining organisational rules, procedures, or
guidelines to ensure consistency in decision-making.

o Redundancy: The unnecessary repetition of ideas in writing, which reduces clarity and
effectiveness.

e Referencing: The practice of acknowledging sources of information used in writing,
ensuring academic honesty and credibility.

o Report: A detailed document that presents findings, analyses, or recommendations on
specific issues in a structured format.

-
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o Tone: The attitude conveyed through word choice and style in writing, which should be
respectful and professional in formal contexts.

¢ Validity: The extent to which an examination question measures what it is intended to
assess.

Concept check questions 5

Objective questions
1. Which three features best describe formal writing? (Linked to SLO 5.1)
2. Whatis the main difference between formal and informal writing? (Linked to SLO 5.2)
3. What does redundancy mean in formal writing? (Linked to SLO 5.3)

4. Which document records discussions and decisions made during a meeting? (Linked to
SLO5.8)

5. What does validity mean in the context of examination questions? (Linked to SLO 5.5)
Short-answer questions

6. Define audience awareness and explain why it is important in formal communication.
(Linked to SLO 5.11)

7. State one key component of lesson documentation. (Linked to SLO 5.4)
8. Explain why a markingscheme is important in assessment. (Linked to SLO 5.5)

9. ldentify one quality of effective instructional materials and explain its significance. (Linked
to SLO 5.6)

10. Describe the role of referencing in professional writing. (Linked to SLO 5.10)
Long-answer questions

114 Analyse the differences between official letters and memos, highlighting their structure and
purpose. (Linked to SLO 5.7)

12. Evaluate the importance of formatting and referencing in professional writing, with
examples from educational and managerial contexts. (Linked to SLO 5.10)

13. Discuss the advantages of using digital tools in formal writing, giving examples of how they
enhance accuracy and collaboration. (Linked to SLO 5.12)

Answers to concept check questions 5

Objective questions

-
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1. Clarity, precision, and objectivity.

2. Formal writing uses precise vocabulary and structured sentences, while informal writing
may use colloquial expressions and casual tone.

3. Redundancy means repeating ideas unnecessarily, which reduces clarity and
effectiveness.

4. Minutes of meetings.
5. Validity means the question measures what it is intended to assess.

Short-answer questions

6. Audience awareness is the ability to tailor writing to the needs and expectations of readers.
It is important because it ensures communication is effective and appropriate.

7. Objectives, activities, or evaluation.
8. A marking scheme ensures fairness, transparency, and consistency in grading.

9. Relevance: instructional materials must connect directly to learning objectives, ensuring
learners gain meaningful knowledge.

10. Referencing acknowledges sources, ensures.academic honesty, and strengthens
credibility.

Long-answer questions

11. Basic response: Official letters are formal communications sent between individuals or
organisations, following a structured format. Memos are brief internal communications
used within.organisations to convey instructions or announcements. Value-added
response: While both serve communication purposes, letters are external and more
detailed, whereas memos are internal and concise. Letters often include formal salutations
and closings, while memos use headings and bullet points. Together, they illustrate how
context shapes the formality and structure of communication.

12. Basic response: Formatting ensures documents are clear and professional, while
referencing acknowledges sources and prevents plagiarism. Value-added response: In
educational contexts, proper formatting makes lesson notes and reports easier to follow,
while referencing strengthens academic credibility. In managerial contexts, formatting
enhances readability of policy documents, and referencing supports evidence-based
decision-making. Both practices demonstrate professionalism and accountability.

13. Basic response: Digital tools improve accuracy, save time, and support collaboration in
formal writing. Value-added response: Tools such as Grammarly enhance grammar and
clarity, Zotero manages references efficiently, and Google Docs enables real-time

-
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collaboration. These tools not only improve document quality but also foster teamwork and
consistency across educational and managerial outputs.

Answers to pilot questions 5
Part 5.1 Fundamentals of Formal Writing
1. Clarity, precision, and objectivity.
2. Tone, vocabulary, and structure.
3. Redundancy means repeating ideas unnecessarily.
4. ltensures fairness and credibility in communication.
5. Ambiguity or unclear sentence construction.
Part 5.2 Writing for Educational Purposes
1. To present information about learners’ progress, achievements; or challenges.
2. Objectives, activities, and evaluation.
3. Validity means the question measures whatit is intended to assess.
4. ltensures fairness, transparency, and consistency in assessment.
5. Relevance, clarity, accuracy, or engagement.
Part 5.3 Writing for Administrative and Managerial Purposes

1. Letters are formal external communications, while memos are brief internal
communications.

2. Date, time, participants, agenda items, and decisions made.

3. To present findings, analyses, or recommendations.

4./ They.ensure timely dissemination of information.

5. They establish standards, provide direction, and ensure consistency in decision-making.
Part 5.4 Professional Presentation and Communication

1. | It makes documents clear, professional, and easy to read.

2. Toacknowledge sources, ensure academic honesty, and strengthen credibility.

3. Using precise vocabulary and avoiding ambiguity.

4. Microsoft Word, Grammarly, Zotero, or Google Docs.

-
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5. Itensuresthe message is tailored to the needs and expectations of readers.
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e Figure 5.1: Characteristics of formal writing — Al-generated placeholder. Prompt: “Generate
a diagram with four labelled sections showing clarity, precision, objectivity, and structure
as characteristics of formal writing.” Suggested OER search string: “Characteristics of
formal writing diagram OER.”

e Table 5.1: Comparison of formal and informal writing — Al-generated placeholder. Prompt:
“Create a table comparing formal and informal writing features such as tone, vocabulary,
and structure.” Suggested OER search string: “Formal vs informal writing comparison table
OER.”

e Box5.1: Common errors in formal writing — Al-generated placeholder. Prompt: “Generate a
text box listing common errors in formal writing such as redundancy, ambiguity, and poor
tone, with examples.” Suggested OER search string: “Common errors in formal writing
examples OER.”
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e Figure 5.2: Components of academic reports and lesson documentation — Al-generated
placeholder. Prompt: “Generate a diagram showing the components of academic reports
(objectivity, evidence, clarity) and lesson documentation (objectives, activities,
evaluation).” Suggested OER search string: “Academic report and lesson documentation
diagram OER.”

e Table 5.2: Principles of examination questions and marking schemes — Al-generated
placeholder. Prompt: “Create a table outlining principles of effective examination
questions (validity, reliability, clarity) and marking schemes (fairness, transparency,
consistency).” Suggested OER search string: “Principles of examination questions.and
marking schemes OER.”

e Box5.2: Qualities of effective instructional materials — Al-generated placeholder. Prompt:
“Generate a text box listing qualities of effective instructional materials such as clarity,
accuracy, relevance, and engagement.” Suggested OER search string: “Qualities of
effective instructional materials OER.”

e Figure 5.3: Structure of an official letter and a memo — Al-generated placeholder. Prompt:
“Generate a diagram comparing the structure of an official letter and a memo, with labelled
sections.” Suggested OER search string: “Structure of official letter and memo diagram
OER.”

o Table 5.3: Key elements of minutes and reports = Al-generated placeholder. Prompt:
“Create a table outlining the key elements of minutes of meetings and reports with
examples.” Suggested OER search string: “Minutes of meetings and reports key elements
table OER.”

e Box5.3: Importance of policy documents and circulars — Al-generated placeholder. Prompt:
“Generate ‘a text box highlighting the importance of policy documents and circulars in
organisational communication.” Suggested OER search string: “Importance of policy
documents:and circulars OER.”

o Table 5.4: Key formatting elements and referencing styles — Al-generated placeholder.
Prompt: “Create‘a table outlining formatting elements (headings, spacing, fonts) and
referencing styles (APA, MLA, institutional).” Suggested OER search string: “Formatting and
referencing styles table OER.”

o Figure 5.4: Tone, clarity, and audience awareness in communication — Al-generated
placeholder. Prompt: “Generate a diagram showing tone, clarity, and audience awareness
as interconnected elements of effective communication.” Suggested OER search string:
“Tone clarity audience awareness diagram OER.”

e Box5.4: Examples of digital tools for professional writing — Al-generated placeholder.
Prompt: “Generate a text box listing examples of digital tools for professional writing such
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as Word, Grammarly, Zotero, and Google Docs.” Suggested OER search string: “Digital
tools for professional writing OER.”
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