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Introduction
This resource has been developed as part of a T Level Resource Improvement Project to support providers delivering the T Level in Management and Administration. 

The resource is a set of formative assessment questions to support learners to develop the skills and understanding to answer questions in the core exams.

This resource has two sections:

1. Formative assessment questions
There is a range of questions covering the following core elements:
· business context (core element one);
· people (core element two);
· finance (core element four); and
· business behaviours (core element seven).

There are questions that address each of the three assessment objectives:
· AO1 – Demonstrate knowledge and understanding of contexts, concepts, theories and principles.
· AO2 – Apply knowledge and understanding of contexts, concepts, theories and principles to different situations and contexts.
· AO3 – Analyse and evaluate information and issues related to contexts, concepts, theories and principles to make informed judgements.

Each question specifies:
· targeted content – the specification reference that the question is designed to assess
· the question itself
· indicative content – an indication of the content that a learner may provide in response to the question.  This section also makes includes a bullet point specific to the Assessment Objective:
· Applied highlights the key points that may be referred to in their application to the scenario
· Issue – relates to the key points in the scenario that should be the focus of the response
· a model answer – an exemplar response that clearly demonstrates how it meets the targeted content and assessment objective

2. Suggested development activities
For each of the core elements covered by this resource, there are examples of activities and resources that can be used to support further learning. These may be used to support formative assessment as learners who fail to demonstrate that they are responding to questions to the expected standard could use them to further develop their understanding and their application of the concepts, principles and theories covered by the content.
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[bookmark: _Toc117760041]AO1 questions

AO1a Demonstrate knowledge
All AO questions require the ability to recall knowledge. AO1a refers to instances where the learner is simply required to demonstrate basic recall. In the test, this helps to give confidence in sufficient coverage of the content and recognises that not all knowledge requires deeper understanding, for example, recalling terminology and number facts.

AO1b Demonstrate understanding
This refers to the ability to explain principles and concepts beyond simple recall of definitions in order to be able to transfer these principles and concepts between contexts. Learners need to demonstrate that they have built connections between related pieces of knowledge. AO1b focuses on learners’ ability to show understanding by summarising or explaining concepts in their own words, exemplifying, comparing and making inferences in general terms that show, for example, cause and effect.

Source: City & Guilds T Level Qualification in Management and Administration specification, page 24


[bookmark: _Toc117760042]Core element one: Business context
Targeted content
[bookmark: _Hlk108358427]1.2 How size, purpose and sector have an impact on organisations

Question
A business student is considering career options after college. They would like to work in a large national organisation but are not sure in which area they would like to work.

Describe the functional areas of a large national organisation to provide the business student with more information.

Indicative content
· finance
· IT
· human resources
· marketing
· production

Model answer
The finance department in a large organisation is responsible for managing the finance of the business. The business student may work on preparing balance sheets and cash-flow forecasts or on managing payroll in the organisation. They may need bookkeeping or accounting qualifications. 

The IT department in an organisation looks after all the IT infrastructure, maintains the technological systems and ensures everything functions effectively. This role is more suited to someone with an IT rather than a business background. 

The human resources (HR) department is responsible for recruiting and training employees. It is responsible for the recruitment and selection process, which includes interviewing prospective employees. HR also manages the training of staff and the creation of company policies. 

Marketing is a major area in a large organisation and involves several different roles. These include identifying, anticipating and satisfying customer needs and desires in the most profitable way. There are a number of different marketing roles that would be suitable for a business student.

Production is a functional area in which the main work of the business takes place. This may be in a factory or in design or sales.


Targeted content
[bookmark: _Hlk108358466]1.4 Legal entity types that organisations can form

Question
A business is looking to expand but would require external investment. The owners are considering selling shares in the organisation.

Describe the difference between a private limited (ltd) company and a public limited company (plc).

Indicative content
· sale of shares
· control
· share capital 
· number of shareholders

Model answer
There are a number of differences between a private limited (ltd) company and a public limited company (plc). These include:
· sale of shares – shares in a ltd company are sold to family and friends, whereas shares in a plc are sold openly to the public on the stock exchange
· number of shareholders – a plc is more likely to have many shareholders, tends to be a bigger company and has wider availability of shares, whereas a ltd company tends to be a small organisation
· share capital – a ltd company requires just £2 share capital to start up, whereas a plc requires £50,000 share capital 
· differences in control – in a ltd company shareholders tend to be the owners and managers of the organisation, whereas in a plc there tends to be a divorce of control from ownership.


Targeted content
[bookmark: _Hlk108359021]1.5 Organisational objectives and strategies for achieving them

Question
A fast-food restaurant chain is launching a new range of vegan burgers. The chain has over 3,000 establishments in the UK of which over 90 per cent are franchised. 

The owners are reviewing their business objectives for the year. Their priorities include the new vegan range, which they hope will grow their market share and eventually increase revenue by 10 per cent. 

Analyse the need for the restaurants new objectives to be SMART.

Indicative content
· definition of business objectives
· definition of SMART
· examples of SMART objectives
· purpose of business objectives and value of SMART objectives

Model answer
The regular business objectives set by the restaurant owners provide them with a sense of direction, motivation and a clear focus for the business. By setting objectives they are providing themselves with a target to aim for. They use the SMART concept to create new objectives. SMART stands for specific, measurable, achievable, realistic and timely. A SMART objective incorporates all these aspects and enables the organisation to focus its efforts. 

SMART objectives set the business up for success. The SMART method helps push the business forward, gives the owners a sense of direction and helps them achieve their goals. It provides well-defined, clear and unambiguous goals alongside specific criteria to measure progress. SMART objectives are attainable and possible to achieve. The restaurant owners are looking to increase revenue by 10 per cent. This is likely to be achievable for a well-known restaurant chain with a large presence of over 3,000 establishments. 

SMART objectives may create unnecessary pressure in the organisation and failure to meet goals may result in a sense of disappointment. The restaurant owners need to ensure that setting goals does not inhibit their creativity in other areas as they will be putting all their focus into achieving the SMART objectives and not looking out for new and enterprising opportunities. 

Using SMART goals will help push the restaurant owners further and give them a sense of direction. They are aware that they intend to increase revenue by 10 per cent in the long term, so are able to set smaller short-term targets to keep them on track. SMART goals also enable the owners to organise their campaigns, for example, by ensuring that any social media campaigns are aimed at increasing customer footfall and the business’s bottom line.


Targeted content
[bookmark: _Hlk108358735]1.6 The different forms of governance that operate in organisations

Question
A new trustee has just been appointed to the board of trustees of a local foodbank charity.

Describe the responsibilities of a member of the board of trustees of the foodbank charity.

Indicative content
· assumes legal responsibility for assets
· ensures stakeholders’ interests are met
· protects charity’s best interests

Model answer
The board of trustees of the foodbank charity is responsible for managing and governing the charity. As a member of the board, a trustee’s main responsibilities are to ensure decisions are made in the best interests of all stakeholders and to protect the charity’s best interests.


Targeted content
[bookmark: _Hlk108358581]1.6 The different forms of governance that operate in organisations

Question
A large transport organisation is preparing to recruit a new finance director.  

Describe the role and responsibilities of the finance director in a job advertisement.

Indicative content
· provides strategic and financial guidance
· develops financial policies
· directs and manages finance staff
· controls the organisational operating budget
· ensures statutory requirements are met

Model answer
The finance director provides strategic and financial guidance to ensure the organisation’s financial commitments are met. They are required to develop financial policies and procedures to ensure sound financial management. One of the main responsibilities of the finance director is to direct and manage finance staff to ensure they are motivated and trained to carry out their responsibilities. The finance director contributes to the achievement of business objectives by providing guidance and advice on financial strategy. They control the company's annual operating budget to ensure all financial targets are met. They also ensure compliance with all statutory regulations.


Targeted content
[bookmark: _Hlk108358598]1.7 The main legislative and regulatory frameworks that apply to organisations

Question
A construction company is currently building 350 new homes on the outskirts of a large city. Last week they were inspected by the Health and Safety Executive (HSE). 

Describe the role of the HSE.

Indicative content
· promotes health and safety at work
· provides a regulatory framework 
· enforces health and safety legislation

Model answer
The HSE is a national regulatory body that is responsible for promoting better health and safety at work. It provides a regulatory framework for organisations. The HSE is responsible for enforcing health and safety legislation in high-risk sectors such as construction. 


[bookmark: _Toc117760043]Core element two: People
Targeted content
2.2 The ways in which different types of organisation ensure that they have the right people to meet their business aims, including through deploying different recruitment channels and employment contracts

Question
A broadband provider has had an increase in demand for its services. To ensure it has an adequate number of customer service representatives to support its customers, it has identified a need to recruit 30 new employees to fulfil this role.

Using a flowchart format, identify a relevant recruitment process for the broadband provider to recruit 30 new employees.

Model answer



Targeted content
2.3 The value and benefits of an equal, diverse and inclusive workforce to an organisation

Question
A construction business has decided to create an equality and diversity policy to make the business more inclusive. However, they are unsure which of the protected characteristics they should include.

Suggest two protected characteristics from the Equality Act 2010.

Describe how the construction business could incorporate each one into their practices or procedures.

Indicative content
· definition of protected characteristics
· examples of protected characteristics – age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual orientation
· policies and procedures

Model answer
One of the protected characteristics the construction business could address is sexual orientation. It could ensure that the equality policy specifies that there will be no discrimination against employees of any sexual orientation and that appropriate action will be taken against anyone who discriminates against an employee or client because of their sexual orientation.

Another protected characteristic the construction business could address is pregnancy and maternity. The business could develop a pregnancy and maternity policy, plus procedures and risk assessments for pregnant employees and those who have recently given birth. Examples include adapted duties and additional rest breaks for pregnant employees and breastfeeding facilities for new mothers.


Targeted content
2.3 The value and benefits of an equal, diverse and inclusive workforce to an organisation

Question 
A supermarket chain has conducted an employee audit and identified that only 30 per cent of the workforce identify as female.

Suggest two ways in which the supermarket chain could recruit more female employees.

Indicative content
· audit existing recruitment activities
· develop policies
· create targeted adverts
· offer incentives
· have diverse interview panel
· applied – supermarket chain, gender diversity

Model answer
Recruitment adverts could be targeted by being more inclusive in their tone and use of language. They cannot specifically say that only women can apply as this would contravene equality legislation, but they could indicate to women that this is a suitable opportunity for them.

The supermarket chain should also review some of the terms and conditions of the job roles as they may present a barrier to women. For example, a proportion of staff will need to work through the night or late at night to restock the shelves. This may be a barrier to women with childcare responsibilities. Looking at the operation to see if some of these roles could be carried out during the day could open up more roles to women.


Targeted content
2.5 Different approaches to the way people are managed

Question
A large banking business has a matrix structure. A new employee has joined the finance team and is allocated to several new projects across the business that are outside their departmental team.

Discuss one impact of the matrix structure on the employee.

Indicative content
· different reporting requirements
· different managers to report to
· lack of clarity for reporting
· conflicting deadlines
· increased communication
· engagement with wider range of staff
· better understanding of the business

Model answer
The employee may report to two or more managers. The finance manager oversees the whole of the finance team and there will be different project managers for each of the projects in which the employee is involved. This could cause confusion for the employee in terms of managerial authority. They may find that they have multiple deadlines to meet or tasks to complete for different managers or they may be unsure which manager to consult regarding management decisions. However, the matrix structure enables the employee to benefit from better communication across departments and learn new skills from participating in a variety of projects.


[bookmark: _Toc117760044]Core element four: Finance
Targeted content
4.1 Common terms used in financial reporting

Question
The business owner of a new, small, independent clothing store has been preparing their store and it is now ready to open to the public for the first time.  

Evaluate the importance of considering both fixed and variable costs when considering the costs involved in running a business.

Indicative content
· definition of fixed costs and variable costs and identification of the differences between them
· recognition of the importance of the differences between the two different types of cost

Model answer
Fixed costs refer to the costs that are payable regardless of the amount sold or produced, for example, monthly rent, gas and electricity bills. These are the types of fixed cost that would be incurred by the clothing store. Although the amounts of each bill might change each month, they are regular commitments and, therefore, are fixed costs for the business. 

Variable costs for the clothing store are those that vary depending on the amount sold or produced, such as the cost of materials and accessories for producing items of clothing and plastic/paper bags for packaging items at the point of sale. These types of cost will change depending on the amount sold or produced and, therefore, are considered variable costs for the business. 

It is important for the business owner to know the difference between the two types of cost so that they can plan for those that are likely to stay the same and those that will increase during the months that sales/production increases.


Targeted content
4.1 Common terms used in financial reporting

Question
A newly qualified carpenter is preparing to join the family carpentry business as it moves into its third year of operation. The carpenter is preparing some financial documents in order to apply for a bank loan to fund the expansion of the business. 

Explain the difference between an income statement and a balance sheet.

Indicative content
· date/period related to each financial document
· key features of each financial document

Model answer
An income statement provides an account of how a business has performed financially over a period of time, usually a year, whereas a balance sheet is a statement of the business’s position, which provides a snapshot of their financial situation and is prepared on a specific date. 

An income statement shows the trading account income and expenditure in separate sections and can be used to calculate gross and net profits. It shows how much money has been spent and how. A balance sheet details fixed and current assets and current and non-current liabilities, as well as shareholders’ funds. It shows how money that has been invested has been spent.


Targeted content
4.3 Sources of finance for different types of organisation

Question
An engineering business is hoping to expand its operations. The current machinery is now outdated and needs to be modernised if the business is to achieve its aims and remain competitive. The cost of new machinery is £150,000. There are two options available for funding the purchase.

Option one: lease a new machine 
Leasing a machine will cost £2,500 per month. This includes any repair costs. The lease is for a minimum of three years and requires two months’ notice to cancel. There is an additional, one-off charge of £3,000 to deliver and install the machine. 

Option two: purchase a new machine using a loan with a variable rate of interest over five years 
The loan repayment will be £3,500 per month initially but it may vary depending on interest rates. The loan will be secured against the business premises. The delivery and installation of the machine will cost an extra £2,000. The business will need to consider any repair costs once the machine’s two-year guarantee period comes to an end.

Describe the differences between a lease and a loan.

Indicative content
· definition of lease and loan
· benefits of each option

Model answer
A loan is the borrowing of money, whereas a lease is a rental agreement for the use of specific equipment. As a means of financing, loans and leases have different benefits. A loan is beneficial during periods of falling interest rates and detrimental when interest rates rise. Unless the lease has special provisions, payments are generally fixed for the term of the lease. Fixed payments make budgeting and cash-flow management much easier.


Targeted content
4.5 How revenue and expenditure (including cash and profit) are tracked and controlled

Question
A new finance manager has been appointed to a well-known bakery chain. During their interview for this position, it was explained that a key responsibility of the role would be to accurately track and control revenue and expenditure for each bakery in the region.

Explain why it is important for an organisation to track and control revenue and expenditure.

Indicative content
· reasons – ensuring that expenditure does not exceed available income
· implications – financial difficulty, legal repercussions, reputation of the business
· examples of tracking and controlling revenue and expenditure

Model answer
Revenue and expenditure can be tracked using methods such as double-entry bookkeeping, budgeting, reporting and auditing. It is important to track and control revenue and expenditure using such methods to ensure that expenditure (spending) does not exceed available income. This is vital as a business can get into financial difficulty through failing to track and control revenue and expenditure effectively and, in some cases, may face legal repercussions. This is likely to damage the reputation of the business.


Targeted content
4.5 How revenue and expenditure (including cash and profit) are tracked and controlled

Question
Discuss the importance of budgeting for an organisation.

Indicative content
· managing spending
· remaining in control of revenue and expenditure
· making forecasts 
· being controlled by key performance indicators (KPIs)

Model answer
Budgeting is important as it can help an organisation to manage its spending, so that it remains in control of revenue and expenditure and makes a profit. Budgeting also helps a business to develop forecasts so that it can predict sales and costs and work with these projections in its planning. Budgets can be controlled by KPIs in different aspects of the business so that progress can be tracked.


[bookmark: _Toc117760045]Core element seven: Business behaviours
Targeted content
7.1 The importance of good communication and adapting social communication styles to professional standards and according to purpose, medium and audience

Question
Pop Recs Ltd is an independent record store located in a small town. It sells vinyl records and cassettes and hosts small music events. 

Describe one communication method that could be used to motivate employees at Pop Recs Ltd.

Indicative content 
· face to face 
· letter/email
· posters

Model answer
The store could motivate an employee by praising them during a face-to-face discussion, such as an appraisal or performance review.   


Targeted content
7.1 The importance of good communication and adapting social communication styles to professional standards and according to purpose, medium and audience

Question
A medium-sized retail business selling female clothing needs to train its staff to understand the importance of good communication.  

Define good communication.

Explain why good communication is important.

Indicative content 
· definition of good communication
· examples of good communication
· benefits of good communication, for example, enhanced reputation and job satisfaction for employees
· implications of poor communication, for example, lack of clarity and increased complaints

Model answer
Good communication is a sharing process involving two or more parties in conveying a message that is easily understood by each person.

Good communication is important because it helps the customer to understand the message being communicated by the staff member. This will give the customer confidence in the business and encourage repeat business.


Targeted content
7.2 The importance of self-management approaches

Question
A large manufacturing company has decided to internally recruit a new production manager from its existing production workers.  

Give one reason why it is important for the applicants to include their CPD log to demonstrate their personal development when applying for the position.

Indicative content 
· definition of CPD
· content of a CPD log
· benefits of a CPD log, for example, currency, relevance, self-promotion

Model answer
When applying for a manager’s job it is important to include a continuing professional development (CPD) log with the application as it shows the training completed by the applicant. Once in post, training should continue to ensure the manager keeps up to date with all the information relevant to their job. Employees must keep a record of their CPD to demonstrate their progress. The CPD log must be updated every time an employee completes training. This will help with their application for promotion as it indicates their commitment and demonstrates the level of expertise they have developed.


Targeted content
7.4 The importance of acting with integrity and building trust with stakeholders and colleagues

Question
Give one example of a way in which integrity can be shown in the workplace.  

Indicative content 
· definition of integrity
· example of integrity

Model answer
An events venue hosted a wedding at which all food and drink was included in the price. Each guest received a glass of champagne. At the end of the event, there were three unused bottles of champagne. Integrity would mean not charging for the champagne that was unused.


[bookmark: _Toc117760046]AO2 questions

AO2 Apply knowledge and understanding to different situations and contexts
This refers to the ability to use and apply knowledge and understanding of processes, procedures, generalisations, principles and theories to specified, concrete situations. AO2 is about being able to take the understanding of generalities (AO1b) and apply them to specific novel situations. It is more granular than the more extended synthesis/creation that may respond to an analysis (AO3a) of a complex holistic situation/brief.

Source: City & Guilds T Level Qualification in Management and Administration specification, pages 24–25




[bookmark: _Toc117760047]Core element one: Business context
[bookmark: _Hlk108358771]Targeted content
1.1 Types of organisation and the environments in which they operate

Question
A youth worker has a new job. They used to work for a local authority and are now working for a social enterprise.

Explain how working for a social enterprise may affect the role and responsibilities of the youth worker.

Indicative content
· definition of social enterprise
· characteristics of social enterprise, for example, generation of income through selling goods and services, self-sustaining
· applied – how characteristics of social enterprise affect the job role

Model answer
The social enterprise is a smaller organisation than a local authority so there will be fewer people to consider and it is likely that there will be a clearer structure and less bureaucracy. Social enterprises tend not to be funded through grants, which also means less bureaucracy. As a social enterprise is funded through sales of goods and services, the youth worker may find that there is an emphasis on encouraging engagement with paid-for services. However, essentially, the job roles are likely to be similar as both a local authority and a social enterprise will have a clear community-based emphasis and neither aims to make a profit.



Targeted content
[bookmark: _Hlk108358407]1.1 Types of organisation and the environments in which they operate

Question
A UK business is considering opening several offices overseas, mainly in Australia and the US.

Discuss one factor that may impact on an organisation operating internationally.

Indicative content
· time zones
· language barriers
· currency exchange rates
· budget 
· applied – time zones, currency exchange rates

Model answer
One key factor is time zones. Each of the planned locations has significant time differences from the UK. For example, Australia is operational when it is evening/night-time in the UK and US time is five to eight hours behind UK time. This has a significant impact on communication between offices and it may require some staff to change their working hours to facilitate this. However, it also means that the business can be operational 24 hours a day. Fortunately, the targeted locations all use English so there will not be a language barrier.



Targeted content
1.2 How size, purpose and sector have an impact on organisations

Question 
A large organisation has won a tender for a new project.

Explain how a matrix structure could support the success of the project.

Indicative content
· terminology 
· definition of matrix structure
· benefits – combining staff from different functional areas, temporary situation, improved communication
· applied – benefits to a large organisation, new project

Model answer
A large organisation is likely to have a fairly hierarchical and functional structure. However, for a project, these functional areas need to work together. A matrix structure improves communication between the functional areas, which is critical for a new project. These different areas need to work together in this way for the duration of the project only, so this does not affect the overall structure of the organisation.



Targeted content
1.3 The economic, social and environmental impacts of organisations

Question 
A local retail business has received negative publicity in the press. Their public relations (PR) agency has advised them to adopt CSR.

Explain why the business should adopt CSR.

Indicative content
· definition of CSR
· benefits of CSR, for example, better brand recognition, positive business reputation, increased sales and customer loyalty, operational cost savings, better financial performance
· examples of CSR activities – ethical investment, free goods for certain customers, reduced carbon footprint
· applied – focus on business reputation and promoting positive brand identity

Model answer
One of the key benefits of corporate social responsibility (CSR) is that any business can use it to promote a positive image. As this retailer has received some negative publicity, this is important. CSR would need to be implemented quickly and be meaningful so that it is not seen as just doing something for the sake of it. The type of CSR would depend on the issue that caused the negative publicity. For example, the company could work with a local community group for a specific purpose, such as reaching an agreement with local allotment users to sell their produce and share profits.


Targeted content
1.4 Legal entity types that organisations can form

Question
An accounting business has two partners. It has benefited from considerable growth in the past 12 months and is looking to bring in a new partner. One of the current partners is starting to think about retirement.

Discuss the benefits of this business becoming a limited liability partnership (LLP).

Indicative content
· separate legal entity
· can continue even if there is a change in membership
· profits are determined by the business
· protection for the business
· protection of personal assets
· applied – can continue even if there is a change in membership

Model answer
The key benefit to this business of becoming a LLP is that they do not have to change their legal entity if there is a new partner or an existing partner leaves, such as when retiring. A LLP gives the business the flexibility to expand that a partnership does not. 


Targeted content
1.5 Organisational objectives and strategies for achieving them

Question 
A small advertising company has suffered huge losses, in terms of both finance and staff turnover. Sickness levels are also high and no new contracts have been awarded for over three months.

Discuss the purpose of the advertising company setting organisational aims and objectives at this point.

Indicative content
· definitions of aims and objectives
· examples of aims and objectives – increased sales, decreased staff turnover, decreased sickness levels, increased collaboration
· applied – relate to specific weaknesses of the business and how aims and objectives can overcome them

Model answer
The advertising company sets objectives in order to place emphasis on and give priority to addressing their greatest weaknesses. These could include objectives which aim to increase sales and decrease staff turnover and sickness levels. Happy healthy staff who work for the company for a longer period are more likely to be productive and perform better. This will then support the company in winning more contracts, without which it will not survive.


Targeted content
1.5 Organisational objectives and strategies for achieving them

Question
The IT department of a college has previously received a poor score in a staff survey. The department analysed its KPIs and noticed that the average resolution time was very long. It introduced a new tracking system for reported issues and has scored much higher in this year’s survey.

Explain how KPIs helped the IT department to improve. 

Indicative content 
· definition of KPIs
· applied – specific KPIs and contribution to performance

Model answer
As the IT department had key performance indicators (KPIs), it was able to use the survey data to determine if they had been met. The KPIs provided a benchmark and the feedback provided evidence that the benchmark had not been met. The KPIs enabled the department to understand its performance. When it saw that performance levels had fallen below the standard it had set itself, it knew it had to act. Without KPIs there would have been no benchmarks to be measured against. 


Targeted content
1.7 The main legislative and regulatory frameworks that apply to organisations

Question
A large US cosmetics company is expanding into the UK market for the first time. Their human resources (HR) department is developing their recruitment process to meet UK equality legislation.

Identify the key legislation that needs to be applied.

Explain how the company can take account of this legislation.

Indicative content
· Equality Act 2010
· purpose – to protect employees from discrimination
· protected characteristics – age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual orientation
· applied – appropriate legislation, reference to recruitment, US systems and terminology

Model answer
The Equality Act 2010 was introduced to protect employees from discrimination in the workplace. It is unlawful for an employer to discriminate against job applicants because of one of the nine protected characteristics. 

As the company are looking to recruit new staff, the Act needs to be considered when designing person specifications to ensure they are not discriminatory. The company also needs to consider where it advertises the jobs and the language used in the adverts to ensure it is not discriminatory. As this is a US company, there may be terminology that is used in the US that is not acceptable in the UK.


Targeted content
[bookmark: _Hlk108358617]1.8 Different types of internal and external stakeholders and customers

Question
A retail business specialising in sportswear is introducing a new maternity range. It is considering how it will communicate with potential customers.

Identify and explain the most appropriate method of communication with the potential customers.

Indicative content
· different communication channels, for example, social media, radio, print
· applied – relate to maternity range

Model answer
The most appropriate method of communication for the sportswear business to use with potential customers is social media. This is because the target audience is relatively young and will have access to and use social media regularly. There are sites and podcasts specifically for this audience. Using the appropriate social media channels does not have to be costly, whereas traditional marketing, such as print-based adverts, would be expensive. As it is a new venture, minimising risk is critical.


Targeted content
[bookmark: _Hlk108358697]1.9 Impacts of current and emerging digital technologies

Question
An IT apprentice in a large national supermarket is based at head office. The supermarket is currently looking into new and emerging technologies to implement.

Discuss two methods the apprentice could use to keep up to date with emerging technologies.

Indicative content
· blogs, webinars, seminars, events
· applied – technology-, apprenticeship- or supermarket-specific responses

Model answer
The apprentice could subscribe to technology blogs that discuss emerging technologies in key areas of IT, such as mobile applications.  

The supermarket may also pay for the apprentice to attend specific technology events such as London Tech Week, which covers all aspects of technological innovation.


Targeted content
[bookmark: _Hlk108358678]1.9 Impacts of current and emerging digital technologies

Question
A sixth-form college is transitioning to cashless systems. They are considering using biometric scanners to enable learners to pay for food in the canteen and to enter the buildings.

Discuss two impacts of the college using biometric scanners.

Indicative content
· cost
· training
· process changes 
· operational effectiveness (safety, security)
· applied – reference to canteen, college

Model answer
There would be a large cost impact for the college to install biometric scanners throughout. They are expensive to manufacture and install and the college would also need to consider maintenance costs as they may be damaged by learners. 

Using biometrics would also have a training impact. The college would need to train IT staff to ensure they can maintain the technology throughout the college and it would also need to train canteen staff on how to use it as a payment method.


Targeted content
1.10 Organisational culture and values

Question
A small independent coffee shop wants to change its culture and values to include and reflect a commitment to sustainability.

Discuss one internal method the coffee shop could adopt to demonstrate and reinforce this commitment.

Indicative content
· definition of internal methods
· examples of internal methods – internal branding, employee-conduct policy
· applied – relate to sustainability or to a coffee shop

Model answer
One internal method the coffee shop could adopt is internal branding. It could use recycled furniture throughout the shop and ensure this is made clear to staff and customers. It could also use a green or neutral colour scheme to reflect sustainability.



Targeted content
[bookmark: _Hlk108358634]1.11 The different methods and channels through which organisations communicate

Question
A fast-food restaurant is launching a new range of vegan burgers. The restaurant is close to a financial district and is popular at lunchtime.

What is the most appropriate communication channel to promote the new range?
1. intranet
1. discounts
1. social media
1. public relations

Using multiple-choice questions for formative assessment
Multiple-choice questions usually have at least one correct answer and a number of plausible but incorrect answers. As a result, they are not always useful for formative assessment as they do not tell you what the learners know and what gaps exist in their knowledge. To use multiple-choice questions for formative assessment, the incorrect answers need to be selected so that they give you, the tutor, information about the students’ learning. For example, where the information in a scenario has been incorrectly interpreted or where there are common misconceptions, for example reading intranet as internet. Also, incorrect answer could include a possible answer that is not a communication channel but that is relevant to the scenario, such as the references to public relations and discounts. For this question, the information the tutor learns is how well the learner has interpreted the question and their level of literacy skills.


Targeted content
1.11 The different methods and channels through which organisations communicate

Question
A large NHS trust operates over three hospitals. It is developing a new training programme and materials for new administration apprentices.

Discuss one method of communication that would be suitable for this training.

Discuss one channel of communication that would be suitable for this training.  

Indicative content
· methods, for example, face to face, verbal, written 
· channels, for example, email, video conferencing, mobile applications
· applied – consider scale, distance, nature of trainees

Model answer
The best method of communication for the trust to use for this training programme is face to face. Face-to-face training encourages personal interaction and enables peers to work together. This helps apprentices get to know each other when they are new to a large business. 

When implementing the channels of communication for the training programme, the trust could use their intranet. This means the trainees could be based across several sites and still access the training.  


[bookmark: _Toc117760048]Core element two: People
Targeted content
2.1 The legislation which governs the employee lifecycle

Question 
Give one example of a hair-salon owner’s responsibilities in terms of their duty of care to a pregnant employee.

Indicative content
· carry out a risk assessment 
· keep a record of accidents
· provide a chair
· applied – hair salon, pregnancy

Model answer
A specific risk assessment needs to be carried out to assess any hazards that may arise as a result of the pregnancy. This is important in a hair salon as the employee will be working with chemicals and standing for long periods.  

The employer must adjust the working conditions based on any risks that are identified during the pregnancy risk assessment. If it is not possible to adjust the conditions, the employer must provide suitable alternative work. This may include limiting work to haircutting rather than colouring to avoid chemicals or providing a chair for use while working.


Targeted content
2.1 The legislation which governs the employee lifecycle

Question 
A new member of staff has just started work in the kitchen area of a fast-food restaurant.

Identify one item of health and safety legislation that the employer must adhere to when a new member of staff begins employment.

Discuss one responsibility of the employer under that legislation.

Indicative content
· legislation, for example, Health and Safety at Work etc. Act 1974
· responsibilities, for example, training, personal protective equipment (PPE)
· applied – kitchen area

Model answer
The most appropriate legislation is the Health and Safety at Work etc. Act 1974. 

The employer has a responsibility to provide any health and safety training that is required for the role. This will need to include the use of kitchen equipment such as grills and ovens as they are potentially dangerous for staff to use.


Targeted content
2.2 The ways in which different types of organisations ensure that they have the right people to meet their business aims, including through deploying different recruitment channels and employment contracts

Question 
A local manufacturer has recently expanded their business and needs to recruit a junior administration assistant.

Discuss one recruitment channel the manufacturer could use to recruit their new employee.

Indicative content
· online job boards
· social media
· recruitment agency
· company website
· word of mouth
· applied – manufacturer, administration assistant

Model answer
The employer would need to ensure that they use methods appropriate to the age range of potential applicants. A young person is likely to apply for such a junior post. Young people are used to communicating digitally so using social media or online job boards would be easily accessible to them. On social media, such as Twitter, the manufacturer could use hashtags that enable young people to filter and search. 


Targeted content
2.4 The importance and impact of employee wellbeing and resilience in organisations

Question 
An events management business has recently seen an increase in employees experiencing stress at work. As a result, the human resources manager has decided to introduce a new wellbeing initiative: a walking meeting once a week.

Give one advantage and one disadvantage of introducing the walking meeting to the working week.

Indicative content
· advantages – increased productivity, increased wellbeing, increased motivation, increased staff retention, improved communication
· disadvantages – staff safety, inefficient record keeping, distracting from main purpose of meeting, lack of inclusivity
· applied – events company, walking meetings

Model answer
A walking meeting would require employees to be more alert than if they were sat in a meeting room, which could lead to an increase in productivity. 

The area surrounding the business may not be suitable for walking and may have safety issues for staff, distracting them from engaging in the meeting.


Targeted content
2.4 The importance and impact of employee wellbeing and resilience in organisations

Question
Public hospitals are one of the biggest employers in the UK. To keep the UK’s healthcare system running smoothly, they need to retain staff by looking after their wellbeing.

Discuss one example of how public hospitals may promote the wellbeing of their employees.

Indicative content
· communication, for example, emails
· wellbeing programmes
· progress reviews 
· applied – hospital, large-scale organisation, 24/7 operation, promotion

Model answer
Hospitals could offer exercise programmes. These would need to be at different times to help employees that work in different departments and on different shifts to ensure that everyone has an opportunity to attend. This would promote wellbeing as such programmes encourage engagement with activities that are designed to de-stress. They also encourage engaging with others to counter feelings of isolation. 


Targeted content
2.5 Different approaches to the way people are managed

Question
A sales team in a car business have a monthly sales target that they aim to meet. However, there is concern about one team member who the rest of the team believe has not been making an appropriate contribution to the sales targets.

Discuss the best course of action for the manager of the sales team to address the poor performance of the sales-team member.

Indicative content
· set personal objectives
· training
· disciplinary action
· applied – sales team, team targets, individual poor performance

Model answer
Before any specific formal action can take place, the manager needs to have a performance review meeting with the team member. The purpose of this meeting is to outline issues related to their poor performance as a team member and determine if there is a valid reason for their performance such as personal issues, professional development needs or work-related issues. Once the manager determines the cause, they can then propose actions such as personal targets or training.  


Targeted content
2.5 Different approaches to the way people are managed

Question
A cleaning business has 10 employees. Cleaning fees are paid by the hour and employees are expected to complete all tasks in the time allocated. Staff complain that they struggle to achieve tasks in this time. The manager adopts a pacesetting management style and gives disciplinaries to staff who do not regularly meet their targets. 

Recently, seven of the 10 employees have exceeded the time allocated for their cleaning jobs.

Discuss one alternative management style the manager could use to help the team to achieve their targets.

Indicative content
· definition/characteristics of pacesetting management style
· definition/characteristics of alternative management styles, for example, directive management
· applied – time management, team management, disciplinary

Model answer
The manager could adopt a directive management style. This may bring some structure to the team and ensure that all team members are aware of expectations. Directive management sets out clear processes to be followed, which should enable staff to complete the tasks in the allocated time.  


Targeted content
2.5 Different approaches to the way people are managed

Question
A manufacturing business has seen a recent decline in sales. In addition, their business customers have complained that orders are being processed too slowly. 

The quality manager is ultimately responsible for checking that orders are processed. There are two team leaders who directly supervise the staff. Each has a different leadership style.  

Discuss the most appropriate leadership style to ensure the orders are processed on time.

Indicative content
· characteristics of different leadership styles, for example, autocratic, democratic
· applied – manufacturing, processes, time management, potentially conflicting management styles

Model answer
The authoritative leadership style would be the most appropriate in this case and would need to be adopted by all staff who have responsibility. It is important that all staff have clear expectations of the goals set for processing orders and the monitoring of their performance against these goals to ensure any issues are identified early in the process.


Targeted content
2.6 Approaches used by organisations to ensure that individuals develop the skills they need to contribute effectively to the organisation and its changing needs

Question
A newly qualified teacher has recently started a teaching job at a secondary school. An experienced teacher has been allocated as their mentor for the first year of teaching.

Discuss one benefit of the mentoring process for the teacher and one benefit for the school.

Indicative content
· benefits to teacher – personalised support, develops relationships, self-confidence, self-awareness
· benefits to school – employee satisfaction, professional development, staff retention
· applied – school, teacher

Model answer
One key benefit of being a mentee is the personalised guidance and support that is provided in areas of potential difficulty, such as a specific aspect of the subject being taught or a particular class dynamic. The mentor should be someone who has expertise in relation to these issues that can then be discussed and explored.  

One benefit for the school is staff retention. A new teacher may find aspects of the job daunting and difficult. Without a mentor the teacher might feel that they have to cope on their own and they may be reluctant to share difficulties with senior management. If they cannot cope, they may decide not to continue with the career and leave the school.  


Targeted content
2.7 Team working and methods of working as part of a team

Question
A marketing team has been tasked with creating a new digital-marketing campaign. The team has been given a deadline to complete the campaign. However, the marketing manager and the marketing executive have an ongoing disagreement about the campaign.

Discuss one impact of the conflict on the team. 

Indicative content
· impacts on team – overall performance, divisive, failure to meet deadlines, staff morale, mixed messages
· applied – senior staff in conflict, marketing campaign

Model answer
Conflict in the marketing team could affect the overall performance of the team. The conflict between two senior members of the team could be a distraction as they may be giving different messages to junior team members. This could result in employees wasting their time in carrying out unnecessary tasks in order to please one manager. 


Targeted content
2.7 Team working and methods of working as part of a team

Question
A marketing team has been tasked with creating a new digital-marketing campaign. The team has been given a deadline to complete the campaign. However, the marketing manager and the marketing executive have an ongoing disagreement about the campaign. They fundamentally disagree about its theme.

Discuss one approach that could resolve the conflict between the marketing manager and marketing executive.

Indicative content
· conflict resolution strategies – accommodating, compromising, collaborating, negotiating
· applied – senior managers, marketing campaign

Model answer
The marketing team could appoint one of the other team members to be a facilitator. This would need to be someone with a level of seniority to give them credibility for the two members in conflict. The facilitator would provide an opportunity for the senior managers to air their opinions in a civilised environment. This would enable the facilitator to introduce the team perspective to the discussion so that the senior managers could see the impact of their conflict on others.


Targeted content
2.7 Team working and methods of working as part of a team

Question
A tech business has a hybrid working policy which involves allowing employees to work from home three days a week. This means that teams are not always in the office at the same time.

Discuss one example of communication media that the technology business could use to keep employees informed of future plans. 

Indicative content
· examples of communication media – video conferencing, phone calls, emails, online messaging platforms
· applied – hybrid working, different days in the office, tech company

Model answer
Working in a technology business, staff should not have concerns about using digital technology to communicate. While online messaging is useful for keeping in touch, it does not provide the same sense of belonging to a team as face-to-face meetings. Therefore, using video-conferencing technology would enable meetings to take place between those in the office and those working remotely and give all employees a sense of belonging to a team and encourage motivation.


[bookmark: _Toc117760049]Core element four: Finance
Targeted content
4.1 Common terms used in financial reporting

Question
A computer shop sells new and used equipment and repairs existing equipment. The shop also sells print cartridges, paper and computer accessories such as bags. Rooms above the shop are let to tenants. 

Identify three types of revenue source for the shop.

Indicative content
· sales of products
· property rental
· providing services

Model answer
· sales of products
· property rental
· providing services 



Targeted content
4.1 Common terms used in financial reporting

Question
A self-employed dance teacher is looking at their business finances to see how much money is available to invest in some new dance equipment for the business.

Explain why it is important to understand the difference between gross profit and net profit in this situation.

Indicative content
· definition of gross profit and net profit 
· components of the formula for each type of profit
· comparison of the two, highlighting differences
· consequences of misunderstanding the definitions
· applied – link to the aim to purchase new equipment  

Model answer
It is important for this organisation to know the difference between gross profit and net profit as they wish to purchase new equipment. Gross profit is an initial profit figure, calculated by deducting the cost of sales from revenue, whereas net profit is a final figure, calculated by deducting expenditure from gross profit.

The dance teacher may think they have made a profit when considering the gross profit figure alone and so may spend money on the equipment. However, the net profit figure may show that they have not made enough money to buy the equipment. Net profit is the figure that should be used to make financial decisions.  


Targeted content
4.1 Common terms used in financial reporting 

Question
An accounts department is preparing the end-of-year accounts and has identified the following errors:
· the business has not invoiced a customer for £650
· the accounts assistant forgot to deposit a cheque for £1,200 at the bank
· an invoice of £410 from a recent supplier has not been recorded

Describe the impact of each of these errors on current assets and current liabilities.

Indicative content
· errors identified as current assets or liabilities 
· adjustments described
· applied – missing invoice, missing deposit, no records

Model answer
As the business has not invoiced a customer for £650, this will impact current assets. Trade receivables will increase.

As a cheque for £1,200 has not been deposited at the bank, this can impact both current assets and liabilities. Either current assets will increase or current liabilities will decrease in case the business has used its bank overdraft. 

Current liabilities will increase by £410 once the invoice from the supplier has been recorded.


Targeted content
4.2 The role and purpose of financial reporting

Question
The owner of a new local bakery business that specialises in birthday cakes has been finding that they are spending a lot of money on ingredients and not selling enough cakes each month. They are worried that this is affecting their ability to generate sufficient revenue to cover the start-up costs and make a profit from sales. They are willing to change their suppliers if this will help. The business has only been operating for three months and the owner is keen to improve their financial situation as soon as possible.

Discuss the advantages to this business of using a breakeven analysis.

Indicative content
· breakeven formula
· reference to costs and revenue
· reference to monitoring costs, profits
· applied – reference to new business, benefit of monitoring finances, potential to increase prices

Model answer
The advantages of using a breakeven analysis are that both the fixed and variable costs are known, so a business owner is able to calculate the breakeven point: the level of sales needed to cover costs. This is important for this business as it has only recently started. A breakeven analysis can help with trialling different costs to assess the impact of changing a supplier.  

As the business is not selling enough cakes, the owner may use a breakeven analysis to help them decide if they can lower prices in order to increase sales and still make a profit.

Another advantage of using a breakeven analysis is that the margin of safety is known. Therefore, a business owner knows the amount by which sales would need to decrease or increase before the breakeven point is reached and they can take appropriate action.


Targeted content
4.2 The role and purpose of financial reporting

Question
A UK-based travel company, which specialises in selling cheap holidays, is preparing its end-of-year accounts. Over the past year, they have sold 2,100 holidays with an average selling price of £125 per person. The company’s cost of sales for the year is 60 per cent of its total revenue. It has also incurred other expenses of £25,000 and has to pay a corporation tax rate of 20 per cent on any operating profit.

Using the template below, calculate the travel company’s profit for the year. Show your working:

	
	£

	Revenues
	

	Cost of sales
	

	Gross profit
	

	Other expenses
	

	Net profit
	

	Corporation tax
	

	Profit after tax
	



Indicative content
· calculations of sales
· use of formula to calculate sales
· use of formula to calculate revenues
· use of formula to calculate gross profit
· use of formula to calculate net profit
· use of formula to calculate corporation tax
· applied – use of relevant information to complete the table

Model answer
	
	£

	Revenues 
	262,500

	Cost of sales
	157,500

	Gross profit
	105,000

	Other expenses
	  25,000

	Net profit
	  80,000

	Corporation tax
	  16,000

	Profit after tax
	  64,000




Targeted content
4.2 The role and purpose of financial reporting

Question
The manager of a local tech start-up wants to produce a range of financial reports to update investors on the financial health of the organisation.

Discuss two different report types that could be used.

Indicative content
· balance sheets
· cash flow
· profit and loss accounts
· management accounts
· year-end reporting
· applied – start-up (new), update investors

Model answer
A balance sheet gives a quick overview of a business’s assets and liabilities and can also help track owner and shareholder investments. This will be helpful for the business if it wants to show this type of information to its investors. A balance sheet is best supported by two other types of report to give a holistic financial picture of the business. These are a profit and loss account and a cash flow. Investors are likely to be initially interested in the big picture and want to look at the detail only if there is an issue.  

A year-end report, also known as an annual report, details the activities of an organisation in the previous year, reporting on performance, financial information and appropriate key performance indicators (KPIs). This will be helpful for the shareholders of the business as it contains important financial information such as the profit and loss account, balance sheet and details of the past year’s financial activity.


Targeted content
4.2 The role and purpose of financial reporting

Question
A successful sports shop sells all kinds of sports equipment, including footballs, tennis and badminton rackets, cricket bats and balls. It is looking to develop the business by selling sports shoes. 

Having researched the market, the shop owner will introduce one of the most popular models of football boot to see if it can be profitable. If successful, the range of sports shoes would be expanded. For space reasons, this would mean an extension to the existing building. The owner would have to take out a bank loan to pay for this. 

The following figures are based on first-year forecasts for selling the football boots: 
· cost of each pair of boots from the distributor is £10 
· fixed costs (including loan repayment, additional insurance, business rates, heating, etc.) are £2,000 
· maximum sales are 200 pairs per month 
· selling price is £30 per pair

Calculate the breakeven.

Draw a breakeven chart to show the safety margin if the sales target is met.

Indicative content
· breakeven formula 
· breakeven graph – lines for fixed cost, total cost, total revenue, breakeven
· maximum number of units
· formula for safety margin
· safety margin on graph 
· applied – use of relevant data and formula

Model answer
Breakeven = fixed cost / contribution per unit
Contribution per unit = price per unit - variable cost per unit
Breakeven calculation = 2000 / (30 - 10) = 2000 / 20 = 100 pair of shoes 
Safety margin = 200 - 100 = 100 pair of shoes 
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Targeted content
4.3 Sources of finance for different types of organisation

Question
A hairdressing salon has been operating successfully for three years. The owner is planning to create a new section for beauty treatments, removing two of the hair stations. This will include the removal of one sink and two chairs and mirrors.

Discuss the advantages of using internal sources of finance to fund this development.

Indicative content
· definition of internal sources of finance
· types of internal source of finance
· advantages, for example, business remaining in control of its finances, does not involve any repayment/interest
· relate to external sources of finance
· applied – reference to sales of existing materials, successful business so should be profits

Model answer
The advantages of using internal sources of finance are that the business remains in control of its finances and is not involved in the repayment of any money borrowed, including possible interest. 

The sale of fixed assets, such as the sink, chairs and mirrors, enables finance to be raised on assets that are likely no longer required, so there is reduced impact on overall finances. 

As the business has been successful, there should be the potential for retained profits to be used to fund the change, so the business may not need to use its own capital.


Targeted content
4.3 Sources of finance for different types of organisation

Question
A public limited company (plc) has decided to expand its operations in South East England. To expand the operations, the business needs new premises and machinery. The forecast cost of premises is £330,000 and the machinery costs £450,000. The business generated £3.3m in revenue last year.

Recommend the best option to finance this expansion.

Indicative content
· finance options, for example, retained products, new share issue, property mortgage, equipment leasing
· advantages of financing methods
· applied – reference to existing profits, plc, financing of new property, financing of equipment

Model answer
The business generated £3.3m in revenue last year and is expanding, which suggests that it is making a profit. As it is a plc there will also be some retained profit. The business should use some of its retained profit for this expansion as this will limit its exposure to debt and minimise any repayments and additional costs which will impact on future profits.


Targeted content
4.3 Sources of finance for different types of organisation

Question
The sole owner of an independent car dealership is looking to fund the physical expansion of the business to include increasing the car showroom and office space. 

There are no significant profits and the owner does not have access to any personal finance to fund this.

Discuss the risks associated with using external sources of finance for this expansion. 

Indicative content
· examples of sources of finance
· disadvantages, for example, costs associated with external funding such as repayment/interest, potential loss of control if opened up to partnership 
· applied – only one owner, no significant profits

Model answer
As external sources of finance are those that come from outside a business, the associated risks include having to repay the amount borrowed in a set amount of time, often with interest, as is the case with bank loans, credit cards and overdrafts. As there are no significant profits being made, the business may find it more difficult to repay any loans.

Raising external sources of finance through investor funding, venture capitalists and angel investors will involve giving up a portion of the ownership of the business in exchange for funding, in a similar way that shareholders require a return on their investment in the form of dividends. This would need to be factored into the business finances and a suitable plan proposed for achieving a return on investment for shareholders. As the only owner at the moment, this could impact on their ability to make business decisions going forward as they would always have to consider their investors.


Targeted content
4.4 Different forms of expenditure

Question
A driving instructor is looking at business finances to see whether the driving lesson prices are high enough to cover all costs each month. Their calculations are based on selling 90 per cent of available slots. However, the figures show that the total costs vary from month to month. 

Explain how the difference between fixed costs and variable costs can affect the changes in costs that are being experienced.

Indicative content
· definition of fixed and variable costs
· examples of fixed and variable costs
· applied – relate examples of fixed and variable costs to this situation

Model answer
Fixed costs, also known as indirect costs, are the costs that must be paid, no matter how many products the business produces or sells or how many customers it has. 

Examples of fixed costs include car tax and insurance and gas and electricity bills. 

These are often called indirect costs because there is no direct link between these costs and the amount sold – they must be paid regardless. 

This contrasts with variable costs, also known as direct costs, which are directly related to the number of items sold or produced. 

The driving instructor has a number of fixed costs such as insurance and car repayments. Variable costs include petrol. Even if the number of lessons remain the same each month, learners may drive in different areas so the amount of petrol used may vary accordingly. Also, the price of the petrol may vary from one week to another.  

These changes in variable costs can impact on business profits on a week-by-week basis, even if the number of sales remains the same.


Targeted content
4.4 Different forms of expenditure

Question
At a local networking event, two new business owners compare the details of their start-up costs and find that their expenditure costs are very different.  

One business owner is in the process of starting a local taxi firm with a team of drivers and a fleet of brand-new cars. The other is in the process of starting a graphic design business, providing design services to small businesses. They will take on projects via enquiries made through their social media pages and business websites.

Discuss the differences in start-up costs for these two businesses.

Indicative content
· definition of expenditure
· examples of expenditure
· applied – size of business, assets of business, purpose of business

Model answer
Expenditure relates to the payments made by a business. There are many examples of expenditure for a business, including staff costs, pension contributions, rent, utility bills, insurance, company vehicles, materials, machinery, equipment and software. However, this expenditure varies from business to business as it is influenced by the size and purpose of the organisation. 

The taxi firm has to purchase or lease assets, such as cars, for the business whereas the design business needs to purchase software which is lower cost. Also, the taxi firm will need a physical location from which to work, whereas the graphic design firm can work from a home office. The marketing costs may also be different as the design firm will use social media and a website, which is relatively low cost, whereas a taxi firm will need to carry out more promotional activities and produce materials such as leaflets. Such promotional materials need to be designed and printed, which is costly.


Targeted content
4.4 Different forms of expenditure

Question
A market stall is rented at a cost of £50 for the day. The stall owner sells candles, with each candle costing £2.20 to make. The stall has promotional material including banners and posters which cost £14.70. At the end of the first day, 55 candles were sold.

Calculate the total cost and show your working. 

Indicative content
· use of a formula 
· variable cost of 55 candles
· fixed cost of stall rental
· fixed cost of promotional materials
· applied – use data to calculate total cost

Model answer
Fixed cost + variable cost = total cost

Total cost of stall = rental cost (£50) + cost of making candles (£2.20 x 55) + promotional cost (£14.70) = £185.70


Targeted content
4.4 Different forms of expenditure

Question
A payroll assistant is calculating the annual payroll for employees. 

The office manager has to pay 20 per cent tax on any income above £12,570 per year. Their salary before tax is £3,250 per month.

Calculate the amount of money paid to the officer manager after tax this year.

Indicative content
· calculate gross annual income
· calculate 20 per cent tax on the income above £12,570
· applied – calculate total net income after tax for the year

Model answer
Total income before tax = £3,250 x 12 = £39,000
Tax calculation = £39,000 – £12,570 = £26,430
Amount of tax paid at 20 per cent = £5,286
Annual income after tax = £39,000 – 5,286 = £33,714


Targeted content
4.5 How revenue and expenditure (including cash and profit) are tracked and controlled

Question
A non-current asset was acquired and installed on 1 September 2018. The asset itself cost £100,000 and its installation cost a further £20,000. At the time, it was assumed that the asset would have no residual value and it was decided to depreciate it using the reducing balance method at a rate of 50 per cent per annum. The asset was sold on 31 August 2021 for £35,000.

What was the profit or loss on disposal?

Indicative content
· use of reducing balance method 
· net book value for three years 
· applied – calculation of profit or loss

Model answer
Cost of asset = £100,000
Installation cost = £20,000
Rate of depreciation = 50 per cent

	Year
	Actual cost of asset
	Depreciation 
	Accumulated depreciation
	Net book value

	1
	£120,000
	£60,000
	  £60,000
	£60,000

	2
	 
	£30,000
	  £90,000
	£30,000

	3
	 
	£15,000
	£105,000
	£15,000



Profit on disposal = £35,000 - £15,000 = £20,000


Targeted content
4.5 How revenue and expenditure (including cash and profit) are tracked and controlled

Question
1. A business starts with £10,000 in a business bank account. 
2. The owner pays themselves £500.
3. The business buys a van for £1,000 cash.
4. The business buys a computer for £500 and promises to pay later (buys on credit).

For each transaction write down the dual effect.

Indicative content
· applied – double entries using debit/credit terms or showing the impact on the balance sheet 

Model answer
1. The business has £10,000 more cash – asset (cash) increases. The business owes £10,000 to the owner – liability (capital) increases.
2. The business has £500 less cash – asset (cash) decreases. The business has repaid some of the investment – drawings increase. 
3. The business has a van worth £1,000 – asset (non-current assets –vehicles) increases. The business has £1,000 less cash – asset (cash) decreases. 
4. The business has a computer worth £500 – asset (non-current assets –computer) increases. The business owes the supplier £500 – liability (payables) increases.


[bookmark: _Toc117760050]Core element seven: Business behaviours
Targeted content
7.1 The importance of good communication and adapting social communication styles to professional standards and according to purpose, medium and audience

Question
The human resources (HR) department of a large manufacturing company has been working for some time with the production manager on a project concerning a complex new bonus structure.  

Discuss one method of communication that could be used to explain the new structure to the manufacturing staff.

Indicative content 
· oral – speaking, presentation, online meeting
· written – email, report, online post
· applied – to staff, complex information, potentially sensitive

Model answer
The HR manager could organise a meeting of all the manufacturing staff in one room and talk to them about the new structure. This type of verbal communication would enable staff to ask questions immediately after hearing about the new structure.


Targeted content
7.1 The importance of using good communication

Question 
A large mobile-phone business has stores throughout the UK. The owners have decided to put a customer service staff member on the door of each store to welcome customers.  

Discuss one benefit of this action.

Indicative content 
· improved customer satisfaction
· improved sales
· better reputation
· customer retention
· applied – member of staff on the door

Model answer
Having customer service staff on the door of each mobile-phone store is good for the business as customers will react positively to being welcomed into the store. They will feel valued and will want to buy a mobile phone from the business, which will increase sales in the store.


Targeted content
7.1 The importance of good communication and adapting social communication styles to professional standards and according to purpose, medium and audience

Question
An online fast-fashion retailer is revising the home page of its website. Its marketing team are being asked to propose visual communications that can be added to the home page and promote sales.

Recommend one visual type of communication for the website.

Indicative content 
· infographics
· presentations
· interactive content
· motion graphics
· images
· applied – relate to young adults, website, fashion

Model answer
The online fashion business could add some active content to the home page of its website. This could be a video of models wearing the latest fashion that is sold by the business. This would attract young people who see posts of current fashion on social media and thus would relate to this type of communication.


Targeted content
7.1 The importance of good communication and adapting social communication styles to professional standards and according to purpose, medium and audience

Question
An email is to be sent to a team leader requesting some updated information.

Which statement would not be appropriate to use in the email?

1. “I would be grateful if you could let me have this information promptly.”

1. “Please could you let me know as soon as possible.”

1. “Can you do me a favour and let me know today?”

Using multiple-choice questions for formative assessment
Multiple choice questions usually have at least one correct answer and a number of plausible but incorrect answers. As a result, they are not always useful for formative assessment as they do not tell you what the learners know and what gaps exist in their knowledge. To use multiple-choice questions for formative assessment, the incorrect answers need to be selected so that they give you, the tutor, information about the students’ learning. For example, where the information in a scenario has been incorrectly interpreted, where there are common misconceptions, for example reading intranet as internet.  

In this example, the correct answer uses an informal communication style. If the learner does not select this response, this shows that they do not understand when to use formal and informal communication. 


Targeted content
7.1 The importance of good communication and adapting social communication styles to professional standards and according to purpose, medium and audience

Question
A trainer is planning to send the following email to their team:

“H&S meeting tomorrow starts at 4. The boss is cumin so don’t be late. 😊”

Redraft the email using professional language.

Indicative content 
· health and safety
· date
· time
· greeting
· salutation
· tone
· grammar, syntax, spelling, etc.
· applied – greeting and salutation, emoji, avoid acronyms, precise information, formal language

Model answer

Good afternoon, everyone, 

The planned health and safety meeting will be held tomorrow (date in six-digit format) at 4pm.

The meeting will be attended by (name of the manager) so please ensure that you arrive on time. 

Kind regards,

(Name) 


Targeted content
7.1 The importance of good communication and adapting social communication styles to professional standards and according to purpose, medium and audience

Question
A day centre offers a range of activities to its members including arts and crafts, table sports and films. It is planning to update them on an important new policy. The members are aged between 55 and 88.

Discuss which methods of communication would be most appropriate for this situation.  

Indicative content 
· written communication
· examples of written communication – notices
· applied – complex information, need to adapt for different accessibility needs

Model answer
Written communication would be the most appropriate method. Policy documents are complex and contain detailed information, so time is needed to read them in detail. As the day centre has a range of lengthy activities, the members will be planning to visit for a significant period of time and this means that they can access the written document throughout the day.


Targeted content
7.1 The importance of good communication and adapting social communication styles to professional standards and according to purpose, medium and audience

Question 
Hype Recs Ltd is an independent record store. 

In 2022, Hype Recs Ltd received a letter from its landlord, the local council, explaining that the store was to be closed so that the building could be used for student housing.

Discuss one benefit to the local council of using a letter to inform Hype Recs Ltd that its store is going to be closed.

Indicative content 
· formal communication
· opportunity to explain reasons
· avoidance of direct conflict
· legal record
· applied – legal issue

Model answer
The letter relates to a legal issue. Using a letter enables the council to provide detailed reasons for closing the shop. This helps them to explain their reasoning, which is then more likely to be heard than during a face-to-face meeting, which could be interrupted by the store owner. This should help to reduce conflict.  


Targeted content
7.2 The importance of self-management approaches

Question
A new accounts assistant has been appointed to a finance company. The role includes contacting businesses to chase late payment of invoices. The new employee has had two days of training, working alongside the senior accounts assistant and including observing telephone communications with late-paying customers. The training also included a role-play exercise to enable the new employee to practise speaking confidently to customers on the phone.

Following this training, the new employee was allocated 20 late-paying customers to contact each day. The senior accounts assistant explained that they were to self-manage their time but to ensure that each customer on the list was contacted on that day. After two weeks the accounts assistant had not contacted all the customers and there were approximately 30 late-paying customers still to be contacted.

Give one example of how this lack of self-management will impact the finance company.

Indicative content 
· impact on the company, for example, loss of revenue
· applied – finance company, late payments, new employee, training received/provided, expectations

Model answer
One example of how a lack of self-management will impact on the finance company is that it will lose money. The job is to contact 20 customers each day and now there is a backlog of calls. The customers who have not been called have not paid. If they had been contacted there is a good chance that they would have paid their invoice. Even if they had not paid, the non-payment would most likely have been escalated to a senior accounts assistant for follow up and chasing again. This means that there would be more revenue coming into the business than there is now.


Targeted content
7.2 The importance of self-management approaches

Question
One team member aged 55 and another aged 25 are setting up a meeting room. The set-up requires some elements of manual labour. 

How could unconscious bias be minimised in this scenario?

Indicative content 
· definition of unconscious bias
· examples of unconscious bias
· applied – ageism, stereotyping physical ability levels

Model answer
To prevent age bias, it is important to train team members to understand the issues related to age bias and address the misconceptions associated with workers of different ages. Older people may be stereotyped as being slow and lacking energy. Younger people may also be misjudged, for example, by being perceived as lacking experience. Exploring the concept of unconscious bias and considering examples through training enables team members to be aware of the potential for its use and to develop avoidance techniques.


Targeted content
7.2 The importance of self-management approaches

Question
One team member aged 55 and another aged 25 are setting up a meeting room. The set-up requires some elements of manual labour. 

Describe one example of unconscious bias that could occur in this scenario.  

Indicative content 
· definition of unconscious bias
· ageism
· applied – specific examples relate to younger and older people, physical activity

Model answer
One example of unconscious bias would be the younger people in the team forming their own group and the older people forming a separate group.


Targeted content
7.2 The importance of self-management approaches

Question
A hair stylist at a city-based hair salon is spending more than the allotted time with their clients. 

Discuss the impact of their poor time-management skills.

Indicative content 
· definition of time management
· time-management techniques
· applied – impacts on salon, customers, stylist

Model answer
One impact of this situation on the hair stylist is that they may become stressed as they continually see customers waiting. The customers may start to show dissatisfaction with the delay, which will add to the stress. The stress may cause further delays or poor performance. This could then affect the business as there may be increased complaints or customers may move to other salons.  


Targeted content
7.2 The importance of self-management approaches

Question
A member of staff returns to work after a two-week holiday. There are 160 new emails in their inbox. 

Explain how the emails should be prioritised for action. 

Indicative content 
· date order
· classification
· duplication
· prioritisation 
· time 
· applied – two-week delay only, 160 emails

Model answer
Although there is a large number of emails, the oldest has been waiting two weeks only for a response. The member of staff could start by looking at the oldest emails and then check whether there are any follow-up or related emails. They could then be classified as urgent or not urgent and grouped together. If urgent, they should be dealt with immediately; if not, then the employee could look at the next set of emails. This means that urgent emails are dealt with first and it may mean that several emails can be answered at once, making the process more time efficient.


Targeted content
7.2 The importance of self-management

Question
An events business organises music concerts. An outdoor event has been booked for over a year but a week before it is due to start a severe weather warning is announced. This will be demotivating for staff and they will need to show resilience.

Explain how the events business can support staff resilience when preparing for and delivering the event.

Indicative content 
· definition of resilience
· types of resilience, for example, physical, mental, emotional
· resilience techniques, for example, mindfulness, purpose, self-awareness
· applied – weather, staff, event

Model answer
The event organiser will already have a contingency plan for adverse weather. To support the mental resilience of staff, the organiser should communicate this plan to their staff so that they understand how different aspects of the event will be handled, the resources that are needed and how their roles will change. If staff training is needed, this should be put in place in advance so that staff are prepared. This will help with their physical resilience. To help with emotional resilience, staff will need to be supported throughout the event. This may mean that team leader roles need to change with more emphasis placed on being supportive during the adverse weather.


Targeted content
7.3 Methods of promoting behavioural change

Question
A travel company based on the Welsh coast specialises in canoeing holidays. While waiting for customers to arrive, the team leader notices instructors playing around in the water.

Discuss one impact on the business if the team leader does not challenge this poor behaviour.

Indicative content 
· poor reputation
· poor publicity
· job losses
· customer/staff injury
· applied – health and safety, legal implications, financial implications

Model answer
If the poor behaviour is not challenged it may continue and recur during a lesson. This would suggest to customers that the behaviour is acceptable and may encourage them to take the same risks. This may lead to accidents and injuries, which would affect the company’s insurance and could result in legal action and, possibly, loss of business and reputation.


Targeted content
7.4 The importance of acting with integrity and building trust with stakeholders and
colleagues

Question
An IT company has decided to allow their staff to work from home. They will only have contact with their manager online.  

Discuss one way in which staff could demonstrate integrity with this new way of working.

Indicative content 
· definition of integrity
· examples of integrity – being dependable, honesty, commitment
· applied –a home environment

Model answer
One way in which an employee can show integrity while working at home is to be honest. They could show this by ensuring that they work their set hours and do not finish early, even if there are no meetings or other ways for their employer to check on them. 


Targeted content
7.4 The importance of acting with integrity and building trust with stakeholders and
colleagues

Question
The owner of a café in a large town has attracted a new investor. They want to support the expansion of the business and open another café in the town.  

Discuss one way in which the café owner could build trust with this new investor.

Indicative content 
· definition of build trust
· examples of methods – openness, honour commitments, honest communication, offer help and assistance, be reliable
· applied – relate to opening a new café, relate to an investor

Model answer
For a café owner who wants to build trust with a new investor, it is important to be honest and open about all business matters. This may include being clear about when the investor can contribute to decision-making and which decisions will remain the responsibility of the café owner. Clearly defining roles will help to develop the relationship.


[bookmark: _Toc117760051]AO3 questions

AO3 Analyse and evaluate information and issues
Complex thinking that distinguishes patterns and relationships, breaking material into constituent parts, determining how constituent parts are related to one another and holistically, inferring underlying assumptions, conditions, relevance or causation.

The ability to analyse and evaluate the interrelated issues arising from a complex scenario to propose a best solution or predict impacts, etc. (eg considering a response to a work-related problem or issue, such as one related to income generation or performance management).

City & Guilds T Level Qualification in Management and Administration specification, pages 24–25.



[bookmark: _Toc117760052]Core element one: Business context
Targeted content
[bookmark: _Hlk108358939]1.1 Types of organisations and the environments in which they operate

Question
A large national supermarket chain has 1,500 stores throughout the UK. This includes a mix of superstores, community express shops, petrol stations and pharmacies. It has several regional offices and the head office is based in central London. 

The chain has over 5,000 employees and uses a functional structure.

It has benefited from 5 per cent growth in the past 12 months and is considering continuing this growth trajectory by opening outlets internationally.

Discuss the impact of the supermarket chain operating internationally.

Indicative content
· benefits – new markets, sales growth
· limitations – market needs and desires, investment required, brand recognition, loss of UK focus
· opportunities/threats – investment, economies, new market needs and desires, brand recognition, loss of UK focus, different legislation (diverse expectations but potentially less restrictions), different financial requirements (eg minimum wage, taxation)
· issues – 5 per cent growth in the UK does not indicate potential for growth elsewhere, UK environment may support success while that in other countries may not, diverse range of outlets – which should be introduced to new markets.

Model answer
There are many advantages to the supermarket chain expanding its operations internationally. The main advantage is the provision of new market opportunities. Expanding abroad would give the supermarket chain new opportunities to increase profits by operating in other countries as they are such a large well-known business in the UK. The chain has proven itself as a good business through its 5 per cent growth rate and the size of its UK operations. It could use these figures in its marketing efforts abroad. However, expanding internationally also presents barriers such as customer behaviours and market conditions. What and how shoppers buy abroad could be vastly different to the UK. For example, the diet and culture may be different as well as working conditions, wages and levels of disposable income. Conducting market research is costly and time-consuming, but essential, and the supermarket chain would not be able to do this quickly. It will take time and investment to decide in which countries to operate and it may be that after having made these time and financial commitments, the findings are negative.

Operating internationally has the potential to increase profitability. The UK business has benefited from 5 per cent growth, which has the potential to further increase in another country. The UK has strict competition legislation which prevents businesses from forming a monopoly and so further growth in the UK could be halted or restricted. Accessing new markets internationally would provide the supermarket chain with new opportunities for growth. However, it needs to consider differences in laws and regulations. For example, staff may need to be provided with better working conditions and an increased minimum wage and this may add costs to the business, which may impact on potential profits.

Another concern about trading internationally is fluctuations in exchange rates, which would impact supplies and sales. The exchange rate may be favourable internationally if the supermarket chain is exporting products and the pound falls, they would pay less.


Targeted content
[bookmark: _Hlk108358918]1.2 How size, purpose and sector have an impact on the organisation

Question
A large national supermarket chain has 1,500 stores throughout the UK. This includes a mix of superstores, community express shops, petrol stations and pharmacies. It has several regional offices and the head office is based in central London. It has over 5,000 employees.

Evaluate the suitability of a functional organisational structure for the supermarket chain.

Indicative content
· definition of functional organisational structure
· characteristics of functional organisational structure
· advantages, disadvantages, consideration of employees, business success, customers and other stakeholders
· issues – size, scale, differentiation

Model answer
A functional organisational structure is a way of organising workers, who are grouped according to their specific skills and knowledge. It is a vertical structure comprising each department and the many roles they incorporate, including the CEO, finance, sales and logistics. Functional organisations contain specialised units that report to a single authority. These are referred to as silos because they function independently and have their own vertical management structure. Workers in each functional department communicate exclusively with each other, then department heads communicate, if necessary, between functional areas. 

This works well in a large organisation like the supermarket chain because a sales assistant in a store in Manchester reports to their area manager and general manager but does not need to work or communicate with someone working in marketing in the head office in London. There are many reasons the supermarket chain would choose to use a functional structure, including specialism, productivity, accountability and clarity.  

In terms of specialisation, each department in the organisation can focus on one area of work. All staff who work in sales in the supermarkets focus on this aspect and do not receive information about the pharmacies and petrol stations. This ensures that vital information reaches the right staff quickly. A limitation to this is the inability to collaborate with others who do not work in the same area in the organisation. 

When employees with similar skills and experience are grouped together, it makes production more efficient and of a higher quality. Roles and tasks are consistent, there is less time spent learning and accountability is clear. The hierarchy is simple and employees know the one manager they report to. This is vital in a large organisation with many areas, like the supermarket chain, as it streamlines communication and reduces confusion among employees. The workers are more likely to feel confident about what they are doing and to feel loyal to their department and the organisation as a whole. This, in turn, increases morale and work ethic as there is more job security, which is vital given the current economic environment and cost-of-living crisis. Confident and happy staff in the supermarket stores provide customers with a better experience; happy customers are more likely to return and encourage others to use the supermarket. This drives up sales and increases profits for the business, which then create job security in other areas of the business, such as the head office. 

The main disadvantage of using a functional organisational structure is that managers tend to make decisions without consulting the department first, which can lead to problems. A department can become autocratic and put its own departmental goals above those of the organisation as a whole. This can lead to the department becoming disenfranchised from the organisation in terms of goals, values and mission.



Targeted content
[bookmark: _Hlk108358957]1.3 The economic, social and environmental impacts of organisations

Question
A large further-education college in Manchester is trialling a new four-day working week in the next academic year. 

It currently employs over 300 staff and has over 4,000 learners enrolled on full- and part-time courses. 

The learners and staff will be on campus Monday to Thursday and staff will work from home on Fridays. 

The college will be closed on Fridays.

Discuss the social impact on the college of adopting a four-day working week.

Indicative content
· social, ethical, environmental, financial, legal considerations
· issues – the business, other stakeholders (employers, learners, local businesses)

Model answer
Many organisations are choosing to adopt a four-day working week. There are many benefits to this and it can have a positive social impact on an organisation. 

The main impact is better employee engagement. A four-day week can lead to happier and more committed employees, who are less likely to be stressed or take sick leave as they have more time to rest and recover. Staff at the college will spend less time commuting and have more time at home with their families and to dedicate to mental wellness. Staff will be encouraged to be more productive while at work, so productivity levels will be higher. Lecturers will be energised to teach more stimulating lessons and to spend more time and effort on learners. 

Reducing the working week would also have an environmental benefit. Reducing the time spent on campus means that staff are commuting less, which takes cars off the road. This, in turn, would mean staff are spending less money commuting to work and have more disposable income to spend on luxuries and in other areas of the economy. The large buildings around the college would not be in use for an extra day, so less energy would be used in lighting and heating. This would reduce overheads for the organisation, hopefully meaning it would be more profitable and able to look at increasing wages for staff.

However, reducing the working week may affect local businesses that are used by staff such as petrol stations, cafés and local retailers. If staff are not in the local area of the college as often, they may frequent businesses in their own local community instead.

Targeted content
[bookmark: _Hlk108358880]1.3 The economic, social and environmental impacts of organisations

Question 
A fast-food restaurant has a wide and varied menu, including burgers, milkshakes and desserts. It is well established in the local area and few changes have been made since it first opened over 20 years ago. The owners are reluctant to make significant changes because of the risk of losing their loyal customers. Staff uniforms were changed ten years ago. This involved a new colour scheme and an international manufacturer and there was a negative reaction from customers. In order to maintain low costs, the owners have explored the use of international suppliers of food and equipment but have still had to implement a few price increases. They have also been able to sell their used cooking oil to transport operators. They have recently introduced a delivery service, working with a branded online delivery company. 

Evaluate the environmental impacts of the fast-food restaurant’s operations.

Indicative content
· reference to negative and positive impacts
· carbon footprint, waste, packaging
· issues – no change (potentially plastic-based packaging), international source for staff uniform, supplies (carbon footprint), waste to be used as fuel to minimise impact, delivery (could use electric, non-diesel transport but people drive to the restaurant so the impact may be negated)

Model answer
Running an environmentally friendly business helps to reduce the impact on the environment and preserve natural resources. Operating in an environmentally friendly way has many benefits not only to the business but also to wider society. 
The fast-food restaurant could consider using packaging made from recycled materials, for example, in the burger boxes, cups and straws. As there have been no changes for 20 years, it is likely that they are still using plastic packaging. Replacing single-use plastics with biodegradable materials is better for the environment. Alternatives to plastics are more readily available for the business to purchase in bulk and may be less costly, thus supporting their aim to keep prices down. It is likely that many of the changes to packaging will not be noticed by customers but they may see the benefits of lower costs in the price they pay. The restaurant owners may also find that customers view this change positively as attitudes to environmental issues have changed. As a fast-food restaurant, a significant proportion of the customer base is likely to be young families who are interested in environmental issues. This change could work positively for the business.


Targeted content
1.4 Legal entity types that organisations can form

Question
A business graduate has always wanted their own restaurant and has lots of ideas about what it will be like. Throughout college and university they worked in a well-known fast-food restaurant, eventually being given a management role. The graduate has been offered an opportunity to open their own franchise for the same company. 

Discuss the suitability of a franchise for this graduate.

Indicative content
· definition of franchise
· advantages, for example, successful business brand, lots of support, training
· disadvantages, for example, pay percentage of profits, lack of independent decision-making
· issues – business expertise, management expertise, own vision, advantages and disadvantages of a franchise

Model answer
The graduate already knows a lot about business from their studies and they also have experience of running a restaurant through the franchise. They would, therefore, be well placed to run their own hospitality business. An issue with the franchise is that they will not be realising their own vision and would have to adhere to the franchise company’s expectations. If they have their own ideas for a new menu or design concept, they will not be able to implement them. However, the franchise company will provide everything required. It has a recognised name (brand) and so the restaurant is more likely to be successful. Starting a new business from scratch would require a lot of marketing, which would add to the costs. The franchise will do all this for them. The graduate might find that working with the support of the franchiser is a good first step to running their own business, before they look at setting up on their own. They should see it as a steppingstone. 


Targeted content
1.7 The main legislative and regulatory frameworks that apply to organisations

Question
There are almost 300,000 nurses and over 120,000 doctors employed by the NHS in the UK, the majority of which are employed in hospitals throughout the country. A large NHS trust in North West England is conducting a quality assurance exercise to ensure staff throughout the trust are protecting patient information, as there have been instances of small data leaks throughout the NHS. Over the past 10 years there have been vast developments in digital technologies and new legislation to protect patient information has been introduced. The trust holds medical records and data about many people in the region. They have recently introduced a new cybersecurity system in the hope that it will reduce the risk of data leaks and breaches.

A member of staff with responsibility for data protection in the trust audited a busy accident and emergency department. During a four-hour period they noticed: 

· a nurse left patient-transfer documentation on their desk while they used the toilet
· a doctor gave an update to a parent of a child receiving treatment 
· a receptionist left a computer logged into Outlook (email) and walked away 
· two healthcare assistants discussed a patient in the waiting room

Discuss the impact of these audit findings on the trust.

Indicative content
· General Data Protection Regulation (GDPR) and other data protection legislation
· sources of data breaches
· impacts of data breaches
· issues – significance of individual breaches to a large organisation, range of individuals involved, nature of issues, potential opportunities

Model answer
Data breaches feature in headlines around the world. Even though new legislation has been introduced, for example, the General Data Protection Regulation (GDPR) that places a greater emphasis on data security and what organisations are permitted to do with customer details, cyber criminals are still finding ways to gain access to customer information. This is of particular concern to the NHS in terms of patient details and patient confidentiality. 

A data breach could have many damaging impacts on the trust, including financial loss, disrupted business operations and damaged reputation. If we look at the audit undertaken, we can identify three small breaches. The doctor giving the update to the parent is not a data breach as the parent has decision-making powers for the child. The other three incidents were small data breaches which, in themselves, would not have a big impact on the trust. However, if such small breaches are witnessed over a short period of time in one department it could be inferred that this is happening throughout the trust and, thus, the impact could be more severe. 


Targeted content
1.9 Impacts of current and emerging digital technologies

Question
There are almost 300,000 nurses and over 120,000 doctors employed by the NHS in the UK, the majority of which are employed in hospitals throughout the country. A large NHS trust in North West England is conducting a quality assurance exercise to ensure staff throughout the trust are protecting patient information, as there have been instances of small data leaks throughout the NHS. Over the past 10 years there have been vast developments in digital technologies and new legislation to protect patient information has been introduced. The trust holds medical records and data about many people in the region. They have recently introduced a new cybersecurity system in the hope that it will reduce the risk of data leaks and breaches.

A member of staff with responsibility for data protection in the trust audited a busy accident and emergency department. During a four-hour period they noticed: 

· a nurse left patient-transfer documentation on their desk while they used the toilet
· a doctor gave an update to a parent of a child receiving treatment 
· a receptionist left a computer logged into Outlook (email) and walked away 
· two healthcare assistants discussed a patient in the waiting room

Discuss how modern technology could be used to minimise the risk of data leaks in the trust.

Indicative content
· types of technology – intranet, cyber software, encryption software, firewalls, anti-virus, training technologies, tracking
· issues – small data breaches, restricting digital breaches, difficulty restricting non-digital breaches, such as verbal discussions

Model answer
Technology plays a vital role in minimising the impact of data breaches in organisations. As we have seen through the audit undertaken in the accident and emergency department, there are several small data breaches in the trust, committed by people with different job roles. Although the impact on the trust of each individual breach may be small, if such breaches are continually happening throughout various departments then, collectively, they represent a major problem for the trust.
The trust could use technology in several different ways. The intranet could be used for new employee training programmes for roll out across the trust so that staff members are better equipped to spot signs of a breach. This could include a secure-password policy, implementing mandatory complex passwords on all accounts and secure networks. If all employees are aware of how small lapses in judgement in their everyday work could cause a data breach and are better equipped with knowledge of how to prevent this, then fewer of these small breaches would happen. 
However, even with technology and the use of security systems, human error still exists, which is the main issue revealed by the audit. There is always the possibility of human error, so there is a limit to the impact modern technology can have on the risk of data leaks in the trust.


Targeted content
1.9 Impacts of current and emerging digital technologies

Question
There are almost 300,000 nurses and over 120,000 doctors employed by the NHS in the UK, the majority of which are employed in hospitals throughout the country. A large NHS trust in North West England is conducting a quality assurance exercise to ensure staff throughout the trust are protecting patient information, as there have been instances of small data leaks throughout the NHS. Over the past 10 years there have been vast developments in digital technologies and new legislation to protect patient information has been introduced. The trust holds medical records and data about many people in the region. They have recently introduced a new cybersecurity system in the hope that it will reduce the risk of data leaks and breaches.

A member of staff with responsibility for data protection in the trust audited a busy accident and emergency department. During a four-hour period they noticed: 

· a nurse left patient-transfer documentation on their desk while they used the toilet
· a doctor gave an update to a parent of a child receiving treatment 
· a receptionist left a computer logged into Outlook (email) and walked away 
· two healthcare assistants discussed a patient in the waiting room

Discuss what modern technology could be implemented by the trust to reduce the data leaks identified during the audit.

Indicative content
· technology examples – biometrics, security software, two-factor authentication
· issues – not all breaches were technology based, small leaks, mainly verbal, some technology, need more than technology

Model answer
There is a common misconception among businesses that cyberattacks and data breaches happen only on a large scale and to large organisations. As we have seen through the audit undertaken in the accident and emergency department, there are numerous small data breaches in the trust. Although the impact on the trust of each breach may be small, if such breaches are continually happening throughout various departments, then, collectively they represent a major problem for the trust. Various items of technological equipment, along with better training of staff, can be implemented to address this issue. 

The use of collaborative software, such as Zoom or WhatsApp, could be encouraged so that discussions take place online rather than verbally. This means that the content of discussions would be more private and there would be less risk of them being overheard. However, it is important to recognise that this issue is not likely to be overcome through technology alone as additional training would be required. Technology can be used for training, for example, the trust may make online videos available so that staff can continually refresh their understanding and the trust can keep a record of who is using these resources.

The trust could implement the use of computer biometrics for logging in instead of using passwords, which are less secure. The trust could install scanners on the IT equipment that can be used to capture the biometric information for verification of identity. This would ensure that systems can only be accessed by those with the permission to do so. However, this would not necessarily impact the specific issues that were highlighted during the audit.

The trust could ensure that they regularly update their security software. For example, software that can check that all systems are up to date. This is a simple and cost-effective way for the trust to use technology to reduce data leaks. 

The trust could explore simple but effective measures such as using computer timeout features, which automatically log out the user after a short period of inactivity. This means that screens go blank as soon as the member of staff is not using either a mouse or keyboard, which reduces the risk of them walking away from the computer with the display left on. This particular issue was highlighted by a receptionist walking away from their desk but applies to whenever a member of staff has to leave a computer terminal to carry out their role, such as a nurse or doctor, so this measure would minimise the risk of a significant number of potential breaches.

The trust could also use two-factor authentication for relaying patient data over the phone. However, this may cause issues as members of the public may not have sufficient knowledge of this technology, it may not be the most time-effective method and it does not resolve the issues highlighted during the audit.


Targeted content
[bookmark: _Hlk108358976]1.11 The different methods and channels through which organisations communicate

Question
A fast-food restaurant chain is launching a new range of vegan burgers. The company has over 3,000 restaurants in the UK, over 90 per cent of which are franchised. 

Discuss how the company could inform stakeholders of the new menu items.

Indicative content
· stakeholders – existing customers, potential new customers, franchisees, investors, staff, suppliers
· methods of communication/promotion, for example, email, social media, advertising
· issues – scale of business, business model (franchise), types of stakeholder, key message to be communicated, timescales

Model answer
The main stakeholders the restaurant will need to communicate the new menu items to are customers, franchisees and suppliers. Franchisees will need to be informed first so they can train staff and prepare for serving the food, suppliers will need to source the products for delivery to the restaurants and customers will need to know about the item to buy it.

The most appropriate communication method in this scenario is written communication. This has many potential channels but not all of them are appropriate here. When communicating with the franchisees, the restaurant will first need to inform them of the new products and then about promotion and any specific training or equipment required. Such information is delivered most effectively in writing as the level of detail needed would be lost through other forms of communication and written communication means that there is a record that can be referred to in future. The restaurant chain is likely to do this through a company email to all franchisees and company-owned restaurant managers. Email is an instant form of business communication, so potential delays in sending the information are minimised and the instructions can be actioned more quickly. There is a facility to confirm receipt. The company would be able to send all the information required by the hundreds of franchisees in one message. Email allows the attachment of documents, which could include some promotional materials or designs for new menu boards as well as training materials for staff, as vegan food will have specific preparation requirements. 

There are many channels through which the restaurants could communicate with customers. They are most likely to use social media and press releases. Social media is a powerful tool which companies can use to communicate with customers. Launching a new vegan menu opens the restaurant up to a new audience. Social media is a cost-effective communication channel and is much cheaper than traditional advertising. The costs of maintaining a social media presence are minimal. The business would need to commit resources to managing its social media presence and have a team who dedicate time to responding to feedback and producing updated content. Restaurants are likely to run contests or giveaways on social media, such as offering the opportunity to win some items from the new vegan range. This is also a good opportunity to invite customers to “ask us anything” about the new items. This is particularly useful for attracting potential customers that are new to the brand. The restaurants may also use their social media channels to celebrate events like national vegan and vegetarian days/weeks and encourage new customers to try the food.


[bookmark: _Toc117760053]Core element two: People
Targeted content
2.1 The legislation which governs the employee lifecycle

Question
Happy Homes Ltd is an estate agency with over 100 branches nationwide. The company is managed by a board of directors and regional managers. Each branch has a local manager responsible for branch performance and serving the local housing market.

To ensure that Happy Homes Ltd’s managers and employees are well rewarded and motivated, the company gives managers regional and local autonomy to manage the business in line with local needs.

The human resources (HR) director oversees the company’s HR function on a national scale. Part of their role is to ensure that Happy Homes Ltd’s employees are a happy, well-motivated and well-trained workforce. 

Discuss the key legislation the HR director needs to consider in order to support workers throughout the employee lifecycle.

Indicative content
· legislation
· Equality Act 2010
· Health and Safety at Work etc Act 1974
· Working Time Regulations 1998
· Employment Rights Act 1996
· issues – support employees, national company but with local manager autonomy, employee motivation and wellbeing

Model answer
During the recruitment process, the Equality Act 2010 provides protection for prospective employees, applicants and newly recruited employees to ensure that they can be offered fair and equal opportunities, regardless of their protected characteristics. As the company gives local managers autonomy, it is important that they are aware of this legislation and it is the HR director’s responsibility to set in place recruitment processes that support these local managers to comply with the legislation. They may need training, particularly in relation to potential unconscious bias, to ensure compliance with the legislation. 

Once applicants have been through the selection process and accepted an offer of employment, they are covered by employment legislation such as the Health and Safety at Work etc Act 1974 and the Working Time Regulations 1998. This legislation aims to ensure that employees remain safe while at work and are appropriately trained for their roles. The Working Time Regulations also ensure that employees do not work too many hours and are given breaks and time out for meals. The HR director is responsible for examining working conditions. When the local managers decide to recruit a new member of staff, the HR director will need to check the proposed working conditions to ensure they comply with the legislation. They may need to advise the managers about changes to their planned working conditions. In some situations, the managers may wish to make temporary changes to respond to local needs. The HR director will need to ensure that the managers are aware of the legal requirements in advance while remembering that they have local autonomy. If the HR director develops a good working relationship with the managers they will be encouraged to discuss their plans for change to ensure they are legally compliant. 

One type of change that may arise in a branch is in response to changes in employee personal circumstances, such as becoming a parent. The employee would be entitled to parental leave under the Employment Rights Act 1996. The HR director could create policies and procedures to ensure that there is maternity, paternity and parental protection for employees of Happy Homes Ltd and that they receive the correct amount of leave and pay. Creating organisational policies would support the local managers in meeting their legal requirements.

When voluntarily leaving a business or being asked to leave, employees are covered by the Employment Rights Act 1996 and cannot be unfairly dismissed. This also links to the Equality Act 2010 as employees who are unfairly dismissed may have protected characteristics. The HR director needs to have robust disciplinary procedures in place for managers to follow to ensure no employees are unfairly dismissed. There should be a process whereby the managers report plans for discipline or dismissal and the HR director or a member of their team works with the local manager to agree the exit or disciplinary process.

It is important to note that there is no specific legislation relating to supporting employee wellbeing and motivation, which is also part of the HR director’s role. However, if staff are made aware of how they are protected and supported by the business through their policies that comply with legislation, they should feel positive about the company.


Targeted content
2.1 The legislation which governs the employee lifecycle

Question
The IT support team in a business has received several urgent requests for support. The manager has enforced a compulsory late-working policy. A member of the team has filed a complaint about the late-working policy. They cannot stay late because of childcare commitments.  

Evaluate the introduction of the late-working policy to deal with the urgent requests.

Indicative content
· characteristics of late-working policy
· status of policies
· process of developing policies
· introduction of policy from employer and employee perspectives
· issues – new policy to respond to increased workload, lack of communication, lack of engagement with staff in the process of development, implications of policy on staff

Model answer
The late-working policy would enable the team to complete the urgent requests that are outstanding without impacting on their day-to-day work. However, there may be employees in the team who are not happy with working late every evening because of plans or commitments. The manager could keep the policy but make it optional for employees with the addition of an offer of overtime as an incentive. This may encourage employees to work the additional hours needed to complete the tasks. 

The late-working policy puts at least one employee in a difficult position. They may not want to let their employer down and want to ensure they are contributing to the team. Despite this, they have personal commitments that impact on their ability to work later than their contracted hours. Before making an official complaint, the employee could have an informal discussion with the manager to discuss their concerns. This would enable the manager to consider alternative options and help both parties reach a mutually acceptable arrangement. 



Targeted content
2.2 The ways in which different types of organisations ensure that they have the right people to meet their business aims, including through deploying different recruitment channels and employment contracts 

Question
Happy Homes Ltd is an estate agency with over 100 branches nationwide. The company is managed by a board of directors and regional managers. Each branch has a local manager responsible for branch performance and serving the local housing market.

To ensure that Happy Homes Ltd’s managers and employees are well rewarded and motivated, the company gives managers regional and local autonomy to manage the business in line with local needs.

The human resources (HR) director oversees the company’s HR function on a national scale. Part of their role is to ensure that the workforce is supported with regular continuing professional development (CPD).  

Discuss how the HR director can provide CPD that will be motivational for their staff and contribute to an efficient workforce.

Indicative content
· definition of CPD
· examples of CPD
· benefits and limitations of CPD
· issues – national business, local branches, autonomy for local managers, motivation, CPD

Model answer
Happy Homes Ltd could use a reward scheme to motivate their employees, such as financial or material incentives. The rewards could be based on the CPD that contributes to improved performance. This would encourage employees to be engage in professional development and, as a result, it should improve their performance and that of the company overall. It also shows that their hard work has been acknowledged. However, some employees at Happy Homes Ltd may not be motivated by incentives or may not want to commit to CPD, so this would not be beneficial for all. The local managers have autonomy, so they would need to decide which rewards could be given in their branch. They know their staff and thus who will benefit from this initiative.

The HR director could establish a workforce board, on which staff who have engaged with appropriate CPD can represent their local area. This would then involve more staff in decision-making processes that affect the business overall. This would help employees to feel that they work in an inclusive workplace which values their opinion. However, this may demotivate the existing local managers who consider that their contributions are not valued and their authority is being eroded. As a result, they may not encourage their staff to engage with CPD.
Targeted content
2.3 The value and benefits of an equal, diverse and inclusive workforce to an organisation

Question
Happy Homes Ltd is an estate agency with over 100 branches nationwide. The company is managed by a board of directors and regional managers. Each branch has a local manager responsible for branch performance and serving the local housing market.

To ensure that Happy Homes Ltd’s managers and employees are well rewarded and motivated, the company gives managers regional and local autonomy to manage the business in line with local needs.

The human resources (HR) director oversees the company’s HR function on a national scale. Part of their role is to ensure that Happy Homes Ltd has a diverse workforce with all social groups represented.  

Evaluate the benefits of having an equal, diverse and inclusive workforce for Happy Homes Ltd.

Indicative content
· definitions of equality, diversity, inclusion
· reference to legislation
· benefits to business, employees
· issues – national business, local autonomy

Model answer
An equal and diverse workforce can bring many benefits to a business. Employees from a variety of backgrounds and cultures can bring a knowledge base and new ideas to the business. This is beneficial for Happy Homes Ltd as new knowledge and innovation from diverse employees may help the company to penetrate new markets, for example, by marketing properties in new areas with a more diverse population. 

Having an equal, diverse and inclusive workforce also helps to improve the reputation of the business. Hiring diverse employees and having diverse leadership shows that the business is committed to equality among the workforce. It would help Happy Homes Ltd to be perceived as a caring employer that pays attention to detail when hiring employees with protected characteristics.

Having an inclusive and diverse workforce also creates an opportunity for the business to scout for new talent that they may not otherwise find. If Happy Homes Ltd were to specifically advertise in new locations, they could encounter potential employees from diverse backgrounds who have a valuable skill set and the knowledge needed for different job roles.


Targeted content
2.4 The importance and impact of employee wellbeing and resilience in organisations

Question
A coding company has seen a decrease in employee productivity in the last six months. To find out why, the company has produced an employee survey. Once completed, the results will be analysed and wellbeing initiatives introduced.

The results are shown in Figure 1.



Figure 1

Analyse the survey results and use this to suggest suitable wellbeing initiatives. Your response should include reasoned judgements.

Indicative content
· definition of wellbeing
· examples of wellbeing initiatives
· data interpretation
· issues – workplace stress, mental health

Model answer
The results show that the biggest factor affecting motivation is workplace stress, at 35 per cent. This is closely followed by mental health at 22 per cent and long hours at 20 per cent.

This suggests that there could be multiple factors contributing to the decline in productivity. The coding company could introduce an open-door policy or offer a focus group for employees. This would enable them to raise queries and to air grievances and concerns and would help the employer to understand why productivity has decreased. 

The research does not show whether employees’ mental health issues involve anxiety, depression or other mental-health conditions. The coding company could offer an employee assistance programme (EAP) as a wellbeing initiative. The EAP would cover all mental-health conditions and give employees the opportunity to talk to someone both inside and outside the workplace. 

To address the issue of long hours, the coding company could offer a flexible-working policy that enables employees to work from home for part of the week. This wellbeing initiative would also help address the issue of employees who are demotivated by their long commute as they would only have to do this for part of the week. 

Finally, for employees who have identified lack of recognition impacting on their motivation, the management team from the coding company could offer an official gratitude programme. This would formally recognise employees who have performed their jobs well and gone the extra mile, hopefully resulting in an increase in productivity. 



Targeted content
2.4 The importance and impact of employee wellbeing and resilience in organisations

Question
A clothing store has experienced a decrease in sales due to the Covid pandemic. As a result, many employees have resigned to seek new employment. The remaining employees have lost motivation due to the resultant increased workload.

Discuss options for wellbeing initiatives that the clothing store could introduce.

Indicative content
· definition of wellbeing
· wellbeing initiatives, for example, health initiatives, social initiatives, work–life balance initiatives
· issues – clothing store, increased workload

Model answer
The clothing store could offer additional rest breaks to its employees. This would help the remaining employees to catch their breath during busy periods before resuming their duties. However, as they are already short staffed, this would mean that they will not have enough staff available to deal with customers and may lead to those who are not on a break experiencing even more stress. If there were more breaks, they would need to be at times when the shop is quiet. However, the staff may not appreciate having a break at quiet times.

The store could also offer staff benefits such as free or subsidised gym membership. This would provide health benefits to employees as well as being a stress reliever. However, this relies on staff doing something in their own time and may add to work–life balance issues as it means they will not have time to do other things. Subsidised membership also means that staff will have to make a financial contribution, so they may not be able or willing to take advantage of this offer.

Another option is providing refreshments for staff, such as free healthy snacks that they can have whenever they want. A balanced diet is an important part of wellbeing but if staff are really busy, they may be missing out on meals and breaks as there is no staff cover. The store could arrange fresh-fruit deliveries for staff and provide a smoothie maker. This would show that they are investing in their staff and have some empathy for their situation, which will encourage them to be more motivated to work.  


Targeted content
2.5 Different approaches to the way people are managed

Question
A small catering business provides Asian foods to the local market. It has four employees: the owner, a relative of the owner and two new recruits. The owner is keen to maintain standards and tends to adopt an autocratic style of management with their employees. 

Conflict has arisen in the team between the new employees and the owner’s relative. 

Discuss how the owner’s leadership style can impact on conflict resolution.

Indicative content
· definition and characteristics of autocratic leadership
· definition and characteristics of alternative leadership styles
· issues – conflict, involves relatives, autocratic leadership, small business

Model answer
Autocratic leaders give little autonomy to staff and prefer to make the decisions themselves. The owner may use this approach to attempt to resolve the conflict in their team. They may choose to tell the staff that they must remain professional and carry on with their duties regardless of the conflict. This could be beneficial to the team as it would mean that tasks are carried out as normal and the employees may eventually move on and forget the conflict. Conversely, it may present problems. The relative may feel that the owner should be on their side, while the new employees may feel that the owner has taken the relative’s side. All staff may become resentful of their employer as they are not being heard, which, in the long term, could lead to a reduction in productivity. 


Targeted content
2.5 Different approaches to the way people are managed

Question
A small catering business provides Asian foods to the local market. It has four employees: the owner, a relative of the owner and two new recruits. The owner is keen to maintain standards and tends to adopt an autocratic style of management with their employees. 

Analyse the impact of using an autocratic leadership style in this business.

Indicative content
· definition of autocratic leadership style
· characteristics of autocratic leadership style
· alternative leadership styles
· issues – small business, new staff, relative is an employee, business aims

Model answer
An autocratic leadership style enables clear decision-making for the business, which may save time in the long term. However, the relative may not appreciate lack of involvement in the decision-making process. Conversely, new staff may appreciate not being involved in decision-making when they know little about the business.

Autocratic leadership also clearly defines the management structure. This could be reassuring for the new employees as it is clear who they need to go to if there are problems.

However, an autocratic leadership style could give an impression of lack of trust or responsibility, particularly for the relative, who may consider that they should be trusted to be more involved. The new employees may also feel that this means that there is no opportunity for extra responsibilities or progression in the business, which could lead to resentment. 

The work environment may be very structured with specific rules or processes. This appears to be working well as the catering business is currently very successful. New staff will appreciate defined processes to help them to settle into their job. However, in future, this may be demotivating if the processes are deemed to be monotonous or not fit for purpose.


Targeted content
2.6 Approaches used by organisations to ensure that individuals develop the skills they need to contribute effectively to the organisation and its changing needs.

Question
Happy Homes Ltd is an estate agency with over 100 branches nationwide. The company is managed by a board of directors and regional managers. Each branch has a local manager responsible for branch performance and serving the local housing market.

To ensure that Happy Homes Ltd’s managers and employees are well rewarded and motivated, the company gives managers regional and local autonomy to manage the business in line with local needs.

The human resources (HR) director oversees the company’s HR function on a national scale. Part of their role is to ensure that the workforce is supported with regular continuing professional development (CPD).  

Discuss how the HR director can provide CPD that will be motivational for their staff and contribute to an efficient workforce.

Indicative content
· definition of CPD
· examples of CPD
· benefits and limitations of CPD
· issues – national business, local branches, autonomy for local managers, motivation, CPD

Model answer
Happy Homes Ltd could use a reward scheme to motivate their employees, such as financial or material incentives. The rewards could be based on the CPD that contributes to improved performance. This would encourage employees to be engage in professional development and, as a result, it should improve their performance and that of the company overall. It also shows that their hard work has been acknowledged. However, some employees at Happy Homes Ltd may not be motivated by incentives or may not want to commit to CPD, so this would not be beneficial for all. The local managers have autonomy, so they would need to decide which rewards could be given in their branch. They know their staff and thus who will benefit from this initiative.

The HR director could establish a workforce board, on which staff who have engaged with appropriate CPD can represent their local area. This would then involve more staff in decision-making processes that affect the business overall. This would help employees to feel that they work in an inclusive workplace which values their opinion. However, this may demotivate the existing local managers who consider that their contributions are not valued and their authority is being eroded. As a result, they may not encourage their staff to engage with CPD.


Targeted content
2.6 Approaches used by organisations to ensure that individuals develop the skills they need to contribute effectively to the organisation and its changing needs

Question 
A marketing business has a policy to offer industry-specific continuous professional development (CPD) courses to its employees, who are expected to register for at least one course a month. However, some employees have not been attending CPD sessions.

Discuss the approach to CPD taken by the marketing business.  

Indicative content
· definition of CPD
· examples of CPD
· benefits and limitations of approach – to employees, to business
· issues – compulsory CPD, lack of engagement

Model answer
Engaging with CPD would enable employees from the marketing business to keep up to date with the industry, including any trends, legislation and regulations. It would also help the employee to maintain the skills and knowledge needed for their role. The marketing industry changes regularly and continually requires new skills. CPD equips employees for future progression, making them more employable.  

CPD offers benefits to employees, so the lack of engagement from some may be because it is a compulsory requirement. Some staff may resent having to engage with CPD. They may also have too many work commitments, leaving insufficient time for CPD. Sometimes, CPD may need to be done in their own time and staff may desire a better work–life balance.  

There is nothing in the policy about the type of CPD or time requirement for CPD. For example, reading journals and attending a course are two types of CPD. The business might encourage greater engagement if the requirement were personalised, for example, by setting each employee a target with a clear aim and time allocation for the CPD. There should also be an opportunity to share learning from CPD among employees and across teams.



Targeted content
2.7 Team working and methods of working as part of a team

Question
A leading fitness business with gyms throughout the UK employs staff as fitness instructors. They provide personal fitness sessions to members and non-members of the gym and are set monthly targets. For the last three months, personal fitness session targets have been up to 20 per cent below target in some gyms, although nationally targets are being met.

Discuss the most appropriate methods of managing the team of fitness instructors to encourage them to achieve their targets.

Indicative content
· team performance 
· approaches to improving team performance, for example, team ownership, communication, working environment, incentives
· issues – some teams achieving team targets, but not consistent

Model answer
Although targets are being met nationally, some individual gyms are not meeting them. Further analysis of the data is needed to identify any patterns in gyms that are not meeting targets. There may be external factors, such as factory closures, that are impacting on people’s ability to pay for additional services. The data analysis should also look at individuals in each underperforming team to identify whether specific fitness instructors are affecting team performance. Qualitative research could also be undertaken by talking to individuals and teams to determine any particular issues or patterns.

The current approach to assessing team performance is by setting team goals and evaluating the team’s ability to meet these externally set goals. This may be an issue. An alternative approach would be to hold individual underachieving staff to account by putting individual short-term targets in place to track performance and encourage staff. This may help to improve targets but this method could be problematic if there is another factor, such as the employee having personal issues or insufficient footfall at that gym, which could result in non-achievement of targets. In that case, this would not solve the current issue. It would also not support team working as it could encourage fitness instructors to be more competitive to meet their personal targets. This could affect the atmosphere and negatively impact the customer experience. Another approach would be to ask each team to set their own targets. They would then collaborate with each other, supporting effective team building and team working, which would give them a sense of collective ownership and empowerment and greater motivation at work.


[bookmark: _Toc117760054]Core element four: Finance
Targeted content
4.1 Common terms used in financial reporting

Question
The owner-manger of an independent pizza restaurant in the town centre has been on sick leave for the past six months. They have instructed their assistant manager to take over day-to-day responsibility for the restaurant, including financial reporting, until they return. The assistant manager has misunderstood the financial terminology and has reported on the gross profit generated by the restaurant only, rather than calculating the net profit figure. Therefore, they believe they have made a profit and, as a result, have begun purchasing additional furniture for the restaurant.

Evaluate the implications of the assistant manager misunderstanding the financial reporting information.

Indicative content
· definitions of and differences between gross profit and net profit
· issues – implications of differences between gross profit and net profit for decision-making, specific decisions made

Model answer
The assistant manager has made a significant error in interpreting the financial information. Decisions have been made based on the gross profit figure rather than net profit figure. This is significant as the gross profit does not take account of expenditure, other than the cost of sales. Gross profit refers to the amount of profit remaining after the cost of goods sold has been deducted from the revenue generated and is the first of the two profit figures that needs to be calculated. Net profit refers to the amount of money left when all expenses, other than the cost of sales, have been deducted from the gross profit figure. The gross profit figure is needed to calculate the net profit. By going ahead and making additional furniture purchases for the business, through using the money they believe is profit, they have not considered all the expenses that need to be paid. This may mean that the business does not have enough money and it is possible that it may go into debt and have issues securing payment terms on finance in the future.


Targeted content
4.1 Common terms used in financial reporting

Question
The figures below are part of a statement of financial position for two retail outlets. 

	Current assets
	Business A
	Business B

	Cash
	£150,000
	  £20,000

	Inventory
	£460,000
	  £90,000

	Trade receivables 
	  £30,000
	£120,000



Discuss the relative financial performance of each business. 

Indicative content
· reference to each business’s current assets
· issues – data for two businesses, relationships, patterns

Model answer
Business A maintains a higher reserve of cash and stocks and low receivables, which can help the business to have improved liquidity. Business B has a lower level of current assets, with less stock and cash and a higher amount of cash receivables. This could impact negatively on the company’s efficiency.

The amount of cash reserves and stock is very high in business A compared to business B. Business A must use their current assets productively and reinvest them to increase their revenue. 


Targeted content
4.2 The role and purpose of financial reporting

Question
A hair stylist runs a salon in a busy town centre. The business has had some cash-flow problems since reopening after lockdown. Payments for materials, such as colour and shampoo, had to be made even though they were not used. On reopening, it is clear that the styling chair needs repairs, which will incur additional expenditure.

	
	Jan
	Feb 
	Mar

	Receipts/inflows
	£
	£
	£

	Cash sales (hair styles and products)
	600
	700
	800

	Credit sales (hair styles and products)
	800
	800
	800

	Total receipts
	
	1,500
	

	
	
	
	

	Payments/
outflows
	
	
	

	Wages
	200
	200
	200

	Bills
	400
	500
	 400

	Interest
	100
	100
	100

	Materials
	1,200
	1,400
	 1,600

	Advertising
	 100
	 100
	100

	Total payments
	2,000
	
	 2,400

	
	
	
	

	Net cash flow
	
	(800)
	

	Opening balance 
	500
	(100)
	

	Closing balance 
	(100)
	
	(1700)



1. Using the table above, complete a cash-flow statement for the salon.
1. Advise the salon owner how to improve their cash-flow problems.
Indicative content
· cash-flow formula
· method/formula for completing missing data in the table
· issues – identify issues from the cash flow and suggest improvements



Model answer
	
	Jan
	Feb 
	Mar

	Receipts/inflows
	£
	£
	£

	Cash sales (hair styles and products)
	600
	700
	800

	Credit sales (hair styles and products)
	800
	800
	800

	Total receipts
	 1,400
	1,500
	1,600

	
	
	
	

	Payments/
outflows
	
	
	

	Wages
	200
	200
	200

	Bills
	400
	500
	 400

	Interest
	100
	100
	100

	Materials
	1,200
	1,400
	 1,600

	Advertising
	 100
	 100
	100

	Total payments
	2,000
	2,300
	 2,400

	
	
	
	

	Net cash flow
	(600)
	(800)
	(900)

	Opening balance 
	500
	(100)
	(800)

	Closing balance 
	(100)
	(900)
	(1700)



The salon should consider the following methods to improve cash flow: 

1. Reduce credit sales by taking deposits for services over a certain amount and ensuring payments are made on completion of the service.
2. Give customers incentives to increase sales, for example, offers on products, a loyalty card and “introduce a friend”. Although there may be costs associated with these, they will increase sales which will reduce the amount of stock. 
3. Cut unnecessary spending on utility bills that are very high for this business. It may be possible, for example, to reduce energy bills for a short period over the summer. This could be enabled by ensuring staff turn off equipment that is not being used.
4. Reduce stock levels as material costs are very high and consider the just-in-time (JIT) approach, which will reduce monthly expenditure.
5. Maintain a cash-flow forecast to keep track of all finances.
6. Lease the styling chair instead of buying a new one or consider repairs and delay the purchase.
7. 

Targeted content
4.3 Sources of finance for different types of organisation

Question
The owner of a sports camp business has been running successful summer camps for the past three years, making a profit each year. They offer a variety of outdoor activities, some of which are more popular than others, and require a lot of sports equipment. The owner has decided to raise additional capital to expand the business to offer after-school club sessions.

Evaluate the suitability of the business using internal sources as a form of finance.

Indicative content
· define internal sources of finance
· suggest internal sources of finance that could be used
· issues – where do they obtain internal sources of finance?

Model answer
Internal sources of finance relate to finance that is generated through the business itself, such as retained profits from previous years or money generated through the sale of assets. The owner of the sports camp business could consider either of these sources of finance as an option as they have made a profit each year for the past three years. However, the business has no known assets other than sports equipment and it is unlikely they would want to sell the equipment if they are to expand. 



Targeted content
4.5 How revenue and expenditure (including cash and profit) are tracked and controlled

Question
The Miss Berry company produces and sells premium handbags. The table below shows a summary of their income statements over a three-year period.  

	
	2019
	2020
	2021

	Revenue
	£170m
	£142m
	£125m

	Gross profit
	£105.3m
	  £99.1m
	  £71.3m

	Net profit
	  £43.5m
	  £25.5m
	  £21.9m

	Dividend per year
	5p
	5p
	5p



Calculate the percentage change in revenue from 2019 to 2021.
Assess the value of the information contained in the table to Miss Berry and its stakeholders. 

Indicative content
· calculating percentage change in revenue
· issues – revenue, gross profit, net profit, dividend per share for all main stakeholders

Model answer
[bookmark: _Int_xPg65K2u]Percentage change in revenue from 2019 to 2021 = (170 – 125) / 170 x 100 = 26.47% decrease in revenue.

Decrease in revenue: Directors and shareholders will not be happy with this change and they may cut some jobs. The decrease in revenue could be an impact of Covid and the loss of jobs in the local community. 

Decrease in gross profit: Same as the decrease in revenue above. It will also impact suppliers as the company may decide to reduce production following the decrease in revenue. 

Decrease in net profit: In addition to the impact on stakeholders mentioned above, the decrease in net profit will also reduce corporation taxes and impact government revenue. 

Dividend remains the same: Overall, shareholders will not be happy with the reduction in revenue and profits. However, the amount of dividend remains the same per share which means shareholders will continue to receive the same amount of dividend if the company remains profitable. 


[bookmark: _Toc117760055]Core element seven: Business behaviours
Targeted content
7.1 The importance of good communication and adapting social communication styles to professional standards and according to purpose, medium and audience

Question
The owner of a hotel in the north of Scotland, which specialises in skiing holidays, wants to expand their business. They are aware that their customers mainly come from England and they want to try and attract more Scottish residents to the hotel. To do this they are considering offering weekend courses as an introduction to skiing.  

They intend to start these weekend courses in October.

The table below shows the marketing communication methods that the owner is considering using.

	Method of marketing communication
	Timing of the method
	Price of the method

	Newspaper advertisement (half a page) in Scottish national newspaper with a voucher for 10 per cent off first booking
	Advertisement to appear on a Saturday for eight weeks from the beginning of August
	£400 to design advert
£700 per advert
£700 x 8 weeks = £5,600
Total cost = £6,000

	Facebook advertisement targeting all Facebook users in Scotland, offering a discount code if advertisement is shared
	Advertisement to appear daily for the first two weeks of September 
	£400 to design advert




Recommend which method would be most suitable. 

Indicative content 
· access to potential market
· reach 
· impact
· timescale
· cost 
· issues – Scottish market, October event, convert to holiday bookings

Model answer
The hotel owner must consider the marketing options to promote the skiing holidays in Scotland. The first option is to advertise in the Scottish national newspaper. This is a good idea as it is the main newspaper in Scotland so anyone can buy it and see the advertisement. If the advertisement appears in the newspaper once a week for eight weeks, people will keep seeing it, which may encourage them to book a skiing holiday at the hotel as the course start date approaches.  

However, there are several reasons why the hotel owner should not promote the skiing holiday in a national newspaper. More people tend to look at online news websites to keep informed so are less likely to buy a national newspaper. This means that the advertisement would be a waste of money as it will not be seen by most of the people who live in Scotland and thus the hotel owner will not reach their target audience. Also, eight weeks is a long time for a newspaper advertisement to run and people may tend to ignore it after they have seen it once. Also, August is the main month for holidays and so this may mean that fewer people will buy a newspaper and, therefore, the advertisement is a waste of money.

Using a Facebook advert targeted at Facebook users in Scotland is a good idea as different age groups use Facebook. Therefore, the hotel owner is able to appeal to more of the Scottish population to book a skiing holiday at the hotel. Providing a discount to people sharing the advertisement on their Facebook profile will also increase the number of people who will see it and this may also include those from other parts of the UK. People may be more likely to book a skiing weekend if they receive a discount and so this may increase the number of bookings. Using a Facebook advertisement is also cheaper than a newspaper advertisement.

However, there are now fewer people using Facebook with the advent of different social media platforms that have more users. So the hotel owner may wish to consider using Instagram or TikTok to increase their target audience. However, focusing on online marketing may narrow the potential audience and by limiting the campaign to September people may not be able to book a holiday for the next month at such short notice.  

In conclusion, the hotel owner should use the online marketing method and use Facebook to advertise the skiing weekends to Scottish residents. They will be able to share general information on their own Facebook page to accompany the Facebook advertisements. The main reason is cost as online marketing is cheaper and so the business will save money on their marketing communications.




Targeted content
7.1 The importance of good communication and adapting social communication styles to professional standards and according to purpose, medium and audience

Question
Sharks in a sportswear design business, which started in 2021.

Sharks wants to improve its brand awareness in the UK. Nearly two-thirds of Sharks products are sold in sports shops not owned by Sharks. At present, Sharks has only a small number of stores in major cities and retail parks. 

Sharks is considering opening more of its own shops. 

Discuss the proposal for Sharks to open more branded shops.

Indicative content 
· the concept of brand and brand awareness
· competition
· risks – costs, brand image
· benefits – direct communication, maintain brand image
· issues – risks associated with retail

Model answer
Opening their own shops will give Sharks more control over their brand. As a design-based company, brand is an important asset. They will be able to communicate directly with their customers through their trained staff and their instore messaging. This will maintain the brand image that Sharks wants to portray. Continuing to work with other retailers means that they lose some of that control. For example, their products may be put next to those of a direct competitor or next to an inferior product, so they may mistakenly be associated with that product or affected by the sales staff’s level of knowledge of their product.

However, opening more shops adds risk to the business. It will require financial commitment in terms of leases, business taxes and staffing. The business will need to ensure it has the manufacturing capacity to meet the potential demand from the increased sales they are forecasting. If they do have the manufacturing capacity, they may wish to consider pushing for more online rather than instore sales. This would reduce the financial commitment needed for the shops. As they are a design-based company, they are likely to be targeting a relatively young demographic who are used to online purchasing. They would also maintain control of their brand and communication.


Targeted content
7.2 The importance of self-management approaches

Question
A cosmetics retailer, established in 1995, sells ethical hair and beauty products. 

They have an appraisal system that involves store managers meeting their staff three times each year and giving feedback.

Assess the impact of having appraisal meetings three times each year.

Indicative content 
· definition of appraisal
· appraisal process
· benefits of feedback
· issues –formal reviews of performance three times a year

Model answer
Each appraisal meeting provides the manager with an opportunity to formally review each member of their staff and to measure their performance. As they are held at regular intervals there will be a clear opportunity to work with staff who are not performing as expected in order to improve their performance in a timely manner. The appraisal process involves setting targets, so regular reviews will support the business in improving quickly. However, staff can find appraisals daunting as they may feel their ability is being criticised or questioned. Having appraisals every four months can therefore lead to increased stress for staff. As the appraisal time approaches, they may lose focus on their work as they worry about the appraisal. It is also time-consuming for them as they will need to find evidence of how well they are performing against targets. It is more than just a four-monthly chat. It is important that staff see some benefit from these regular meetings. Focusing on what they are doing well will keep them motivated. Setting realistic targets and providing clear support options will be critical to making the appraisals successful.



Targeted content
7.2 The importance of self-management approaches

Question
An online delivery service has a customer service team that is responsible for ensuring that all orders are dispatched on time. They work in a call centre and respond to online and telephone requests. They have a positive working environment with background music and a TV screen showing news and sport. There is a kitchen where they can make drinks and snacks, which are provided at no cost to themselves. Each computer station has a display showing targets, performance against targets as a percentage, calls waiting and average response times. There is a staff room where employees can take scheduled breaks.

There has been an increase in complaints from customers and contract clients about the service. The complaints relate mostly to delays.

Discuss how the business can support the customer service team to manage their time more efficiently.

Indicative content 
· definition of time management
· time-management techniques, for example, time audit, lists, schedules, remove distractions
· issues – distractions in the environment

Model answer
The first action should be to carry out a time audit to determine the reason for delays. It could be that the deadlines and targets set are not realistic or that they are realistic and there are other reasons for staff inefficiencies. It is not clear whether the issue is caused by one or a small number of staff or whether it is systemic. The time audit will help to determine this. One potential issue for staff time management is the number of distractions. Some elements of the positive working environment may be distracting for staff. For example, they may spend a few seconds watching a news story, having drinks and snacks because they are readily available and taking slightly longer breaks because there is a comfortable area for relaxation. The displays on each desk may also be a distraction. However, having reminders of tasks to be performed is considered to be a good time-management technique and so it is recommended that this is maintained to remind staff of the purpose of their job.


Targeted content
7.4 The importance of acting with integrity and building trust with stakeholders and
colleagues

Question
An entrepreneur is planning to open a new factory in a small rural community. The local area is unknown to the entrepreneur but there are financial incentives available to open a business in the region. A business plan has been developed and resource requirements, including staffing, have been identified. Designs for the new factory have also been developed and planning permission requested.

Discuss the importance of the entrepreneur building relationships with local stakeholders.

Indicative content 
· definition of a stakeholder
· examples of stakeholders
· roles of stakeholders
· issues – establishing in a new location, access to resources (staff, construction), planning permission (local authority)

Model answer
The local community should be considered a key stakeholder. They could oppose the planning application. It is important to engage with the local community to ensure they are supportive of this new venture. This could be through local media, submitting a press release or sponsoring a local event so that the company name becomes familiar and is associated with local activities. Local residents are also potential employees for the new business and appointing new staff from the local area only may be viewed positively. It may be possible to work with a local college to identify trainees and potential apprentices. The more involvement with the local community there is, the more positive they will be. This will also be the case with the local authority as they become aware of the plans and engagement with the local community. The local authority are able to decline planning permission. This is unlikely as they are clearly promoting new business in the area. However, if the designs were created by architects from outside the local area, there may be some issues. Therefore, it would be beneficial to have the plans checked by a local architect to see if there are any potential issues. This would add to the costs of setting up the business and would need to be included in the business plan.


Targeted content
7.4 The importance of acting with integrity and building trust with stakeholders and colleagues 

Question
Class Motors is based in Birmingham. The business provides a luxury minibus and coach service. This has proved popular with customers who book the services for events such as weddings and parties, with guests travelling together being picked up and dropped off at a central point.

The business is looking to expand into a new location. Research has shown that luxury minibuses and coaches are in the greatest demand in London. There is an opportunity to take over an existing business – London Party Buses. Class Motors would instantly gain a large customer base which includes repeat bookings from well-known event venues, where the organiser books buses for their customers.

Class Motors has two options for communicating with the owner of London Party Buses to negotiate the takeover.

Option one – Appoint an external company to discuss the terms of the takeover with London Party Buses.

Option two – Set up a meeting with the owners of London Party Buses and meet face to face to discuss the terms of the takeover.

Recommend the most suitable option for Class Motors.

Indicative content 
· time
· control
· relationships
· trust
· issues – takeovers, new markets, expertise

Model answer
The first option for Class Motors to consider is to use an external company to liaise with London Party Buses to negotiate the takeover. An advantage of this is that it would save the business time. They would not have to arrange meetings and would not have to communicate until the deal is at its final stages and, even then, only to sign the paperwork. The external company would be experts in negotiation and may get a better deal than Class Motors. A disadvantage of this option is that Class Motors will lose some control over the negotiations. Negotiations will be impersonal as the external company will simply want to complete the job and will not consider any social factors. The external company would either need to make decisions on behalf of Class Motors or communicate directly with them each time a decision is required. This will, therefore, minimise the time benefit. It would also mean that Class Motors do not establish any relationship with London Party Buses. Going forward, it would be more difficult to contact them if there were any queries or opportunities to work with the former owners, who have local knowledge.

The second option is for Class Motors to speak directly to the owners of London Party Buses and meet them face to face. An advantage of this is that they will be able to build a business relationship with them, so that they can agree a takeover deal that meets both business’s needs. This relationship may be useful in the future, not only during these negotiations. A disadvantage is that the two parties might not get on, so the negotiations may become hostile. This would make the situation difficult and the business expansion may not happen.

The recommendation is for Class Motors to use the external company but work alongside them. Class Motors can rely on the negotiating expertise of the external company but work directly with London Party Buses to establish a business relationship.  
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[bookmark: _Toc117760057]Core element one: Business context

1.1 Types of organisation and the environments in which they operate
· Learners watch this YouTube video: Social enterprise 101 | YouTube
· Learners research different social enterprises in the UK. In small groups they discuss the features and characteristics of these organisations.
· Learners work in groups to read different sections Major factors affecting international business | Article | Assignmenthelp4me.com. They present a summary of their section to the rest of the class.
· Learners complete this activity: The impact of globalisation on businesses | BBC Bitesize
· Learners work in small groups to research case studies of businesses that have traded internationally and discuss the impact this had on the business.

1.2 How size, purpose and sector have an impact on organisations
· Learners read the following article: Functional structure: 3 key characteristics of functional structure | Article | www.masterclass.com
· Learners watch this YouTube video: Functional organisational structure: A–Z of business terminology | YouTube
· Provide learners with several scenarios of various business structures and ask them to identify the structure.
· Learners watch this YouTube video: Matrix organisational structure and examples | YouTube
· Learners read the BBC Bitesize resource: Functional activities | BBC Bitesize 
· Learners watch this YouTube video: Functional areas explained | HR, marketing, production and finance | YouTube 

1.3 The economic, social and environmental impacts of organisations
· Learners use BBC Bitesize as a recap and starter activity: Generation of electricity | BBC Bitesize
· Learners watch this YouTube video: Business and environmental sustainability | Business ethics | Md Azim | YouTube
· Learners have group discussions regarding the benefits of organisations being sustainable.  
· Learners read the article The impact of working a 4-day week | investopedia.com and then discuss the positive impact of a four-day working week.
· Learners work in groups to investigate how Starbucks or other large, branded organisations adopt corporate social responsibility (CSR).
· Learners read this case study: Management case study: corporate social responsibility of Starbucks | mbaknol.com
· Learners watch this YouTube video: CSR: what is corporate social responsibility? Definition, examples, benefits | YouTube

1.4 Legal entity types that organisations can form
· Learners work in pairs to look at the article, YouTube video and government guidance listed below. They then discuss how they could improve their answers to related questions and, working as a team, they attempt to answer questions again. 
· Limited liability partnership (LLP): the basics | Article | investopedia.com
· What is a limited liability partnership (LLP)? | YouTube
· Set up and run a limited liability partnership (LLP) | Guidance | gov.uk
· Learners watch these YouTube videos in groups and discuss the positives and drawbacks of franchising:
· How does franchising work? | YouTube
· Advantages and disadvantages of franchising | YouTube
· Learners watch this video: Business studies: plc and ltd explained | Exam tips | YouTube. They then describe the structure of a limited (ltd) company and a public limited company (plc) and produce a document setting out the key differences between them. 

1.5  Organisational objectives and strategies for achieving them
· In small groups, learners watch this YouTube video: SMART goals – quick overview | YouTube
· Learners write specific, measurable, achievable, realistic and timely (SMART) objectives for a set of scenarios and discuss why they are SMART.
· Learners complete the BBC Bitesize activity: Business aims and objectives | BBC Bitesize
· Learners watch the following YouTube video and discuss it in small groups: Business aims and objectives explained | YouTube
· Provide learners with a case study looking at key performance indicators (KPIs) in various organisations.

1.6 The different forms of governance that operate in organisations
· Learners work in groups. Each group is given roles in different types of organisation and asked to describe the roles and responsibilities.
· Learners read the document and watch the YouTube video below. They then have a class discussion around the topic.
· Board of trustees | investopedia.com
· Board roles and responsibilities | YouTube

1.7 The main legislative and regulatory frameworks that apply to organisations
· Learners watch the following YouTube video and then discuss it: An introduction to the Equality Act 2010 | YouTube
· Learners refer to the Health and Safety Executive (HSE) website and discuss the role of the organisation.
· Learners watch the YouTube videos and read the article below. In small groups, they then discuss how the data breaches at Facebook and British Airways had an impact on these organisations.
· The lasting impact of cyberattacks and data breaches | YouTube
· The psychology behind Facebook data breach - BBC News | YouTube
· British Airways boss apologises for "malicious" data breach | BBC News

1.8 Different types of internal and external stakeholders and customers
· Learners look at this website: How to use social media to engage stakeholders | kahootz.com. They conduct a mini literature review and, in pairs, discuss the main points and how social media is a key tool for communicating with customers.

1.9 Impacts of current and emerging digital technologies
· Learners work in groups to discuss the answers to the questions they have completed. Provide them with the model answers and ask them to look for the strengths / key points. Provide them with another scenario that looks at a different type of organisation.
· Learners research how large organisations such as Apple and Samsung use biometrics.  
· Learners read the following article and blog: 
· 6 ways to stay on top of emerging technology trends | medium.com 
· How to keep up with changing technology trends | blog.thomasnet.com

1.10 Organisational culture and values
· Learners work in small groups to analyse the model answers and what makes them exemplars of high performance levels.

1.11 The different methods and channels through which organisations communicate
· Learners read this text: Choosing the best communication method | face2facehr.com
· Learners are provided with a range of scenarios and discuss the most appropriate communication method.
· Learners debate “social media has a positive impact on business operations”.
· Learners watch this YouTube video: Communication channels | YouTube. They then discuss which methods of communication are the most appropriate for a variety of scenarios.
· Learners hold small focus groups where each group looks at what businesses would share on different communication channels. They then collectively feed back to the whole class.



[bookmark: _Toc117760058]Core element two: People

2.1 The legislation which governs the employee lifecycle
· Learners create a factsheet on the employee lifecycle and then undertake a matching task to match the correct legislation to the different stages.
· Learners explore different types of policy and their impact on employees.
· Learners read about indirect discrimination: Indirect discrimination | Citizens Advice. They then discuss the impact on employees. 
· Learners consult these websites:
· Pregnant employees’ rights | www.gov.uk
· Pregnancy and work: what you need to know as an employer – babies due on or after 3 April 2011 | publishing.service.gov.uk
· Learners access this website: Health and Safety at Work Act 1974 | Legislation | National 5 | Business management revision | BBC Bitesize

2.2 The ways in which different types of organisation ensure that they have the right people to meet their business aims, including through deploying different recruitment channels and employment contracts
· Learners research various recruitment channels and then match different roles to the most appropriate channels.
· Learners watch this YouTube video: The recruitment process | YouTube. They then design a simple recruitment process for a business. 
· Provide learners with various scenarios and ask them to match the methods to the scenarios.
· Learners role play recruitment and selection.

2.3 The value and benefits of an equal, diverse and inclusive workforce to an organisation
· Learners research these websites:
· The Equality Act and protected characteristics | Local Government Association 
· Protected characteristics | Equality and Human Rights Commission (equalityhumanrights.com)
· Learners produce a handout with details of methods businesses could employ to help them achieve equality and diversity.
· Learners research the benefits of having an inclusive workforce, then undertake a class discussion.
· Learners read equality and diversity policies and analyse the impact on the organisation.
· Learners have a peer discussion around the recruitment of people with diverse backgrounds and talk about their own experiences.
· Learners research methods and policies that help to recruit people with diverse backgrounds and apply them to the different scenarios.



2.4 The importance and impact of employee wellbeing and resilience in organisations
· Learners research walking meetings and their benefits and produce a mind map.
· Learners refer to the following website to help them understand the importance of wellbeing in the workplace and potential wellbeing initiatives: Wellbeing at work | Factsheet | CIPD
· Learners research wellbeing initiatives and discuss why they might be effective in a business.

2.5 Different approaches to the way people are managed
· Learners watch this YouTube video: Leadership styles explained | YouTube 
· Learners have a group discussion about leadership styles.
· Learners explore this website: tutor2u | Matrix structures
· Learners research organisational structures to gain an understanding of the impact of structures on a business.
· Learners look at the functional areas in a business and consider how each of them impacts on business funds.
· Learners watch this YouTube video on the pacesetting management style and its advantages and disadvantages: Pacesetting leadership style | YouTube
· Learners explore the key features of a variety of leadership styles and the impact on particular businesses.
· Learners are presented with scenarios and are asked to provide solutions in groups.
· Learners watch this YouTube video on Apple and how they manage their teams: Steve Jobs talks about managing people | YouTube. This is followed by a discussion on how poor performance could affect a team.

2.6 Approaches used by organisations to ensure that individuals develop the skills they need to contribute effectively to the organisation and its changing needs
· Learners complete a paired activity that involves identifying the benefits of continuing professional development (CPD) for the employee and the employer.
· Learners research information on this website: What are the benefits of CPD? | cpdstandards.com
· Learners look at this website: Benefits of mentoring for mentors, mentees and organisations | Indeed.com
· Learners research the relationship between a mentor and mentee and how it can be developed to help to understand the benefits.

2.7 Team working and methods of working as part of a team
· Learners role play team situations that involve conflict and discuss ways of resolving the conflict.
· Learners have a group discussion about the best ways to communicate in a team, including face-to-face and digital methods. The types of communication discussed are recorded on a mind map.
· Learners look at this website to help them think about communication methods: The 12 most important internal communication methods for companies | lumapps.com
· Learners study this handout: Belbin team role descriptions handout | belbin.com
· Learners role play different team roles.
· Learners research the following methods as a group task: 
· setting clear objectives or targets 
· holding staff to account when objectives and targets are not achieved 
· the use of performance improvement plans 
· disciplinary action 
They then answer the following questions and present their answers to the rest of the class:
· what are the advantages and disadvantages of each method?
· which scenarios would be most appropriate for each method?

[bookmark: _Toc117760059]Core element four: Finance

4.1 Common terms used in financial reporting
· Learners calculate gross profit and net profit from financial data, noticing the difference in the two values and commenting on it.
· Learners complete an income statement and statement of financial position based on information provided and annotate the features of each financial document.
· Learners calculate revenues from various sources.
· Learners identify which costs are fixed and which costs are variable for a variety of businesses.
· Learners explore the specific benefits of budgeting for different business scenarios.

4.2 The role and purpose of financial reporting
· Learners create a breakeven chart from a provided scenario and annotate all aspects of the breakeven chart.
· Learners comment on changes in costs and sales and the subsequent effect on the breakeven point based on different situations likely to be faced by businesses.
· Learners are given a scenario and package of completed financial documents and use them to analyse the financial health of a business.
· Learners make a list of formulas to be used.
· Learners calculate costs of sales by using different methods.
· Learners complete activities to produce income statements, showing gross profits, operating profits, net profits and profits after tax.
· Learners practise calculating the breakeven point using the chart, graph and formula methods.
· Learners complete related case studies to assess the importance of a breakeven analysis as a decision-making tool.
· Learners practise producing cash-flow statements at different points in the process.
· Learners explore the uses of cash flow and methods to improve cash-flow problems.

4.3 Sources of finance for different types of organisation
· Learners explore each possible source of internal finance and weigh up their advantages and disadvantages.
· Learners explore the advantages and disadvantages of a variety of external sources of finance in a variety of business contexts, as some may be more appropriate for different business types than others.

4.4 Different forms of expenditure
· Learners role play providing a consultancy service to new businesses setting out costs for a business that are likely to be fixed and variable and explain why this is the case.
· Learners are given examples of different businesses and map out the likely expenditure of a business depending on its size and purpose. 
· Learners map out the payroll expenditure of a business, including tax, national insurance (NI), pension and any other deductions depending on its size and purpose with different business examples to work with.

4.5 How revenue and expenditure (including cash and profit) are tracked and controlled
· Learners explore different methods of tracking and controlling revenue and expenditure and apply some methods themselves using given data.
· Learners set budgets for a variety of businesses based on a specific scenario and explain to their peers why they have set the budgets they have and how the budgets should/could be monitored by the business.
· Learners practise answering double-entry bookkeeping questions.
· Learners calculate gross profit.

[bookmark: _Toc117760060]Core element seven: Business behaviours

7.1 The importance of good communication and adapting social communication styles to professional standards and according to purpose, medium and audience
· Learners role play scenarios to show the difference between good and bad communication.
· Learners practise writing responses to questions, ensuring they give full and robust reasons.
· Learners decide on the most appropriate communication methods for different scenarios.
· Learners produce a handout giving the pros and cons of using each communication method.
· Learners are presented with different visual-communication methods and select and explain which is most appropriate for specific audiences and businesses.
· Learners are presented with scenarios that illustrate good and bad communication so that they can see the difference between them.
· Learners are given examples of formal communications and asked to consider how they can be improved. 
· Learners review different types of business documents and information and their purposes.
· Learners produce a glossary of key terms.
· Learners are given various examples of emails and letters and asked to redraft them to be formal or informal. 

7.2 The importance of self-management approaches
· Learners discuss their experiences of part-time work and work placement.
· A class debate is held with the class being split into two groups to discuss two options to an issue or a problem and decide which option is best.
· Learners engage in role-play exercises where they are the business owner or a relevant stakeholder and act out a scenario where there needs to be a building of trust.
· Learners relate self-management from their personal life to their professional life.
· Learners review case studies and make recommendations on how employees can show resilience.
· Learners are given a range of scenarios that relate to ageism to support their understanding and application of the topic.
· Learners look at scenarios of conscious and unconscious bias to distinguish between them. 
· Learners create a help sheet to support others in managing their own email inboxes.

7.3 Methods of promoting behavioural change
· Learners discuss what might be classed at poor behaviour in a business situation.
· Learners explore real-world case studies of businesses that have failed due to their failure to challenge poor behaviour.
· Learners review case studies to consider the impacts of staff behaviour on organisations.[image: Shape
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Identify a need for several vacancies


Decide on the selection criteria 


Advertise the vacancies on a job site 


Receive job applications 


Undertake a group assessment 


Interview remaining candidates 


Send job offers 


Send thank you emails to remaining applicants


Collect references 


What factors affect your motivation at work?

What factors affect your motivation at work?	
Long hours	Mental health	Workplace stress	Long commute	Lack of recognition	20	22	35	13	10	

	Activate Learning, Hopwood Hall College, The Manchester College and Reaseheath College are delivering this 
programme on behalf of the Education and Training Foundation. This programme is funded by the Department for 
Education.
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