BTEC NATIONAL IN BUSINESS (MANAGEMENT)
Unit 20 – Managing Physical Resources
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The assignments will be based on the work placement you completed before the summer break.  You could use a part time job or family business if you prefer.
Use the grid below to record your progress
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You must not ask to start distinction tasks until all the pass and merit tasks are signed off.
BTEC NATIONAL IN BUSINESS (MANAGEMENT)

Unit 20 – Managing Physical Resources
Assignment 1 - Describing physical resources
This task assesses

P1
Describe the key features of physical resources for a selected workplace
M1
Make recommendations for improvement of physical resources in a selected workplace


Signed​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​ (IV) _________________________________


Print Name__________________________________

You are the recently appointed health and safety officer at Workplace Connections, a voluntary organisation that helps young people find work experience placements.  You have been asked to produce a report that describes the key features of physical resources for a work placement of your choice.  
	P1
	You should structure your report using the points below:
a) Describe through the use of diagrams (plans), the physical resources at your business.  These could include:
equipment including ICT; materials; buildings and facilities; plant and machinery; supplies; services; energy

b) Explain either on the diagram or separately, the key features of these resources.  These could include:


suitability for purpose; efficiency; security; accessibility; ergonomics; planned maintenance and refurbishment; environmental factors, eg waste; emergency provision; insurance


	M1
	c) Write a memo to the Managing Director of Workplace Connections, Mrs Hoy, to attach to your report to recommend how these physical resources could be improved. 
You could use your own opinions here from your experiences at you work placement and/or interviews with the facilities manager.  Your recommendations MUST be explained and reasoned.  You should provide examples of the improvements you suggest.
 


Date assignment issued _____________________________
Deadline ________________________________​​_________
Key Skills opportunities: C3.1a Take part in a group discussion.
BTEC NATIONAL IN BUSINESS (MANAGEMENT)

Unit 20 – Managing Physical Resources
Assignment 2 - The role of the resources manager and health and safety legislation
This task assesses

P2
Describe the role of the resources manager in a selected organisation

P3
Outline key features of health, safety and environmental legislation and regulations that influence the management of physical resources

M2
Assess how effective the management of physical resources is in complying with legal requirements in a selected organisation


Signed​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​ (IV) _________________________________


Print Name___________________________________

As the recently appointed health and safety officer at Workplace Connections, a voluntary organisation that helps young people find work experience placements, you are asked to produce a briefing sheet to describe the role of the resources manager in the work placement of your choice.  This will be available for students to help them when they go on work placement.  To accompany the briefing sheet, you should produce an explanation of the legal requirements for managing physical resources  
	P2
	Tasks
a) Produce a briefing sheet to describe the role of the resources manager in the work placement of your choice.
You should include:

· Planning usage

· Obtaining resources

· Ensuring availability

· Monitoring 


You should refer to class notes/help sheet for more guidance about what to include under these headings

	P3
	b) Produce a ________________ to outline the key features of health, safety and environmental legislation and regulations that influence the management of physical resources.  You should include:
Statutory regulations and legal requirements


You should refer to class notes/help sheet for more guidance about what to include under these headings


	M2
	c) Produce a report to your managing director to assess how effective the management of physical resources is in complying with legal requirements in a selected organisation.
In your report you should 
· Explain how the business complies with the law (or not where applicable)
· Explain how the resources manager can benefit the organisation in terms of waste reduction, room utilization and should use examples to support this.  

· Explain the consequences of not complying with legal regulations for organisational performance such as financial penalties, legal action etc.




Date assignment issued _____________________________
Deadline ________________________________​​_________
Key Skills opportunities: ICT3.1 Search for information using different sources, and multiple search criteria in at least one case. C3.2 Read and synthesise information,
NATIONAL IN BUSINESS (MANAGEMENT)

Unit 20 – Managing Physical Resources
Assignment 3 
This task assesses

P4
Conduct a risk assessment of three physical resources in a selected workplace

P5
Design an appropriate system to monitor the quality and effectiveness of physical resources

M3
Review the effectiveness of monitoring systems for identifying deviations to planned use of resources 


Signed​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​ (IV) _________________________________


Print Name___________________________________

Workplace Connections now want you to conduct a risk assessment of three resources in the work placement you have selected and to design an appropriate system to monitor the quality and effectiveness of physical resources.  You should present these in an appropriate format.

	P4
	Tasks
a)  Conduct a risk assessment of three physical resources in the work placement you have selected.


	P5
	d) Design an appropriate system to monitor the quality and effectiveness of physical resources.  Your system should include 
· the criteria used to measure efficiency and effectiveness, including qualitative and  quantitative ones

· objectives

· targets

You should also include examples of different sources of feedback for evaluation purposes 


	M3
	e) Review the effectiveness of monitoring systems for identifying deviations to planned use of resources
You should use examples of how monitoring systems can identify discrepancies.  You can also include an assessment of whether the monitoring systems need improving
See your class notes and the help sheet for further advice and guidance



Date assignment issued _____________________________
Deadline ________________________________​​_________
Key Skills opportunities: N3.1 Plan an activity and get relevant information from relevant sources.

BTEC NATIONAL IN BUSINESS (MANAGEMENT)

Unit 20 – Managing Physical Resources
Assignment 4 – Distinction tasks
This task assesses

D1
Evaluate how a selected organisation’s policies and procedures contribute to effective and efficient management of physical resources and justify any proposals for change

D2
Recommend and justify any improvements that could be made to managing physical resources to comply with legal requirements, to reduce waste and obtain better value for money in a selected organisation


Signed​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​ (IV) _________________________________


Print Name___________________________________

These tasks require you to reflect on what you have learned in this unit and evaluate the policies and procedures that you have witnessed in a real business.  The work placement you have been investigating has been very interested in you review of their facilities management and have asked you to make a presentation to the manager explaining the effectiveness of their facilities management. 
	D1
	a) Prepare a short report/presentation where you evaluate the findings of your investigation in a), and using justified examples: 

i. explain what is meant by effective and efficient management of physical resources

ii. evaluate the contribution of the policies and procedures of the selected organisation to the effective and efficient management of physical resources

iii. identify and justify proposals for change.


	D2
	c)  The second part of the report should contain justified recommendations for improvements to the management of physical resources in your selected organisation ensuring:

i. compliance with legal requirements

ii. reduction in waste

iii. providing better value for money.




Date assignment issued _____________________________
Deadline ________________________________​​_________
Key Skills opportunities: C3.2 Read and synthesise information, C3.1b Make a formal presentation of at least eight minutes using an image or other support material.
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