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Get the most from this book

Everyone has to decide their own revision strategy, but it is essential to review your work, learn it and test your understanding. These Revision Notes will help you to do that in a planned way, topic by topic. Use this book as the cornerstone of your revision and don’t hesitate to write in it – personalise your notes and check your progress by ticking off each section as you revise.

Tick to track your progress

Use the revision planner on pages 4 and 5 to plan your revision, topic by topic. Tick each box when you have:


	✚  revised and understood a topic


	✚  tested yourself


	✚  practised the exam questions and gone online to check your answers.




You can also keep track of your revision by ticking off each topic heading in the book. You may find it helpful to add your own notes as you work through each topic.

Features to help you succeed

Exam tips

Expert tips are given throughout the book to help you polish your exam technique in order to maximise your chances in the exam.

Typical mistakes

The author identifies the typical mistakes candidates make and explains how you can avoid them.

Now test yourself

These short, knowledge-based questions provide the first step in testing your learning. Answers are at the back of the book.

Definitions and key words

Clear, concise definitions of essential key terms are provided where they first appear.

Key words from the specification are highlighted in bold throughout the book.

Making links

This feature identifies specific connections between topics and tells you how revising these will aid your exam answers.

Revision activities

These activities will help you to understand each topic in an interactive way.

Exam practice

Exam practice questions are provided for each topic. Use them to consolidate your revision and practise your exam skills.







My revision planner

Element 1 Business context

1.1    Types of organisation and the environments in which they operate

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

1.3    The economic, social and environmental impacts of organisations

1.4    Legal entity types that organisations can form

1.5    Organisational objectives and strategies for achieving them

1.6    The different forms of governance in organisations

1.7    The main legislative and regulatory frameworks that apply to organisations

1.8    Different types of internal and external stakeholder and customer

1.9    Impacts of current and emerging digital technologies

1.10  Organisational culture and values

1.11  The different methods and channels through which organisations communicate

Element 2 People

2.1    The legislation which governs the employee lifecycle

2.2    The ways in which different types of organisation ensure that they have the right people to meet their business aims

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

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

2.5    Different approaches to the way people are managed

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

2.7    Teamworking and methods of working as part of a team

Element 3 Quality and compliance

3.1    The importance of maintaining and improving quality in all aspects of public and private sector organisations

3.2    How quality is measured in different sectors through quality standards

3.3    The role of regulatory bodies and inspections

Element 4 Finance

4.1    Common terms used in financial reporting

4.2    The role and purpose of financial reporting

4.3    Sources of finance for different types of organisation

4.4    Different forms of expenditure

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

Element 5 Policies and procedures

5.1    How organisations develop policies and procedures, and why

5.2    Establishing and monitoring Key Performance Indicators

Element 6 Project and change management

6.1    Drivers of organisational change

6.2    Reasons why organisations need to make continuous improvements and innovations

6.3    Common change management theories and models

6.4    Project management methodologies and approaches

6.5    Project management tools and approaches

6.6    How to support and improve projects through research, evidence and evaluation methods

Element 7 Business behaviours

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

7.2    The importance of self-management approaches

7.3    The importance of individuals adapting their behaviour to the expectations and policies of the organisation, including through compliance with codes of conduct and ethics

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

Glossary

Now test yourself answers

Exam practice answers

Index






Countdown to my exams


From September

Attend class in person or via the internet if necessary; listen and enjoy the subject; make notes. Make friends in class and discuss the topics with them. Watch the news.




6–8 weeks to go


	✚  Start by looking at the specification – make sure you know exactly what material you need to revise and the style of the examination. Use the revision planner on pages 4 and 5 to familiarise yourself with the topics.


	✚  Organise your notes, making sure you have covered everything on the specification. The revision planner will help you to group your notes into topics.


	✚  Work out a realistic revision plan that will allow you time for relaxation. Set aside days and times for all the subjects that you need to study and stick to your timetable.


	✚  Set yourself sensible targets. Break your revision down into focused sessions of around 40 minutes, divided by breaks. These Revision Notes organise the basic facts into short, memorable sections to make revising easier.







2–6 weeks to go


	✚  Read through the relevant sections of this book and refer to the exam tips, exam summaries, typical mistakes and key terms. Tick off the topics as you feel confident about them. Highlight those topics you find difficult and look at them again in detail.


	✚  Test your understanding of each topic by working through the ‘Now test yourself’ questions in the book. Look up the answers at the back of the book.


	✚  Make a note of any problem areas as you revise and ask your teacher to go over these in class.


	✚  Look at past papers. They are one of the best ways to revise and practise your exam skills. Write or prepare planned answers to the exam practice questions provided in this book. Check your answers at the back of the book.


	✚  Use the revision activities to try out different revision methods. For example, you can make notes using mind maps, spider diagrams or flash cards.


	✚  Track your progress using the revision planner and give yourself a reward when you have achieved your target.







One week to go


	✚  Try to fit in at least one more timed practice of an entire past paper and seek feedback from your teacher, comparing your work closely with the mark scheme.


	✚  Check the revision planner to make sure you haven’t missed out any topics. Brush up on any areas of difficulty by talking them over with a friend or getting help from your teacher.


	✚  Attend any revision classes put on by your teacher. Remember, they are an expert at preparing people for examinations.







The day before the examination


	✚  Flick through these Revision Notes for useful reminders, for example, the exam tips, exam summaries, typical mistakes and key terms.


	✚  IMPORTANT: Check the time (is it morning or afternoon?) and place of your examination. Keep in touch with other students in your class. 


	✚  Make sure you have everything you need for the exam – pens, highlighters and water.


	✚  Allow some time to relax and have an early night to ensure you are fresh and alert.







My exams

Paper A

Date:.......................................................................................

Time:.......................................................................................

Location:.................................................................................

Paper B

Date:.......................................................................................

Time:......................................................................................

Location:................................................................................








Introduction

Assessing Management and Administration T Level

Assessment objectives

There are several different assessment objectives that you will need to demonstrate within your exams:


	✚  AO1a Demonstrate knowledge (10%): you will need to demonstrate your knowledge of a range of different topics by recalling key information. 


	✚  AO1b Demonstrate understanding (20%): you will need to demonstrate your ability to explain various principles and concepts related to the knowledge you have learnt, such as the cause and effect of a specific situation.


	✚  AO2 Apply knowledge and understanding to different situations and context (40%): you will need to use and apply your knowledge and understanding of principles, processes, procedures and theories to a range of different contexts. It is important that you apply these to the situations that are provided in the question paper in order to demonstrate this assessment objective.


	✚  AO3 Analyse and evaluate information and issues (30%): you will need to analyse and evaluate a range of complex issues and this will often involve a decision. For example, you may be asked to suggest a solution to a business problem or to evaluate the impact of a decision on a business.


	✚  Maths and English skills: these will be assessed in the exams with maths being specifically targeted in Paper 2. English skills will be assessed by the quality of your responses to Section B of Papers 1 and 2 so it is important that you formulate your answers in a coherent way to ensure that this assessment objective can be met. 




Command words

Each exam question will contain a command word which tells you what you have to do in order to answer the question. Common command words are shown below. It is important that you are familiar with these.


	✚  Identify/give: you have to give a short answer normally consisting of a list of names or facts. You will have to recognise the correct answer or prove why something is certain by giving a one-word answer or short sentence.


	✚  State: you have to give some features or facts related to a specific topic. 


	✚  Describe: you have to give an account of a topic which includes the relevant characteristics, qualities or events of the subject. It is best to give two or three points in your answer depending on the number of marks that are available for the question.


	✚  Discuss: you have to give a summary of the topic that shows understanding and offers a range of ideas and arguments or advantages and/or disadvantages.


	✚  Explain: you have to give the reasons for, the purposes of or the effects of something. You will need to develop your answer and show your knowledge of the subject area.


	✚  Calculate: this is used for maths questions and you need to show your ability to use formulae. You should include your workings and your final answer.


	✚  Analyse: you have to demonstrate your ability to identify the characteristics of a topic, discuss the pros and cons of the subject or argument and then come to a conclusion.


	✚  Evaluate: you have to make a qualitative judgement by using your knowledge and evidence from a given context. You must reach a specific conclusion or decision.



It is important that you read each exam question carefully so that you are sure of what the command word is asking you to do and you do not answer in the wrong way. For example, if you were to state something in your answer rather than explain, you would limit the number of marks that could be awarded because an explain answer requires more detail.

The T Level exam papers

The T Level Technical Qualification in Management and Administration is externally assessed by two exams which are set and marked by City and Guilds. Both exams cover knowledge that you will have gained from your studies of the Core. They are graded from A* to E with each exam having an overall weighting of 30% of the final T Level grade. Both exams are 2.5 hours in length.

Paper 1

Paper 1 will only cover content on the following topics: Business context, People, and Business behaviours. 

The paper will have two sections: Part A and Part B. Part A will form 55% of the marks and Part B 45% of the marks. You will be asked a range of different questions which will include short answer questions, more structured questions and extended response questions. At times you will need to use the context given in a question. This means that your answer needs to contain specific information relating to the business scenario provided. 

Paper 2

Paper 2 will only cover content on the following topics: Quality and compliance, Finance principles, Policies and procedures, and Project and change management.

The paper will have two sections: Part A and Part B. Part A will form 55% of the marks and Part B 45% of the marks. You will be asked a range of different questions which will include short answer questions, more structured questions and extended response questions. The paper will start with shorter response questions and the demands of the questions will increase as you work through the paper, ending with the most demanding extended response questions. 

Question types

In both exams you will be asked a range of different types of question. These will include:


	✚  short answer questions which will vary from 1–4 marks. These questions will draw upon the knowledge that you have learnt


	✚  medium length questions which will be awarded 5–6 marks. These questions will require you to write a short description with reasons and/or an example to apply your knowledge


	✚  extended response questions which will be awarded up to 12 marks. These questions will require you to demonstrate your knowledge, often using a given context, as well as your ability to develop your reasons and write a well-structured response. They will test your knowledge of and ability to use the correct terminology.



Preparing for the exams

You will sit two exams which will test different areas of the T Level course. There are several ways that you can prepare for the two different exams. These include:


	✚  revising key topics areas and testing yourself regularly. For example, you could do this by making flash cards


	✚  asking your tutor for clarification if you are unsure about any area of the exam topics


	✚  making a revision timetable which includes the different topic areas and dates when you will revise them. Tick them off as you go along and make a note of areas which you think you will need to revisit


	✚  looking at sample papers and mark schemes which can be found on the T Level Technical Qualification in Management and Administration section of the City and Guilds website. Look at the different questions and have a go at answering them. Using the mark schemes to mark your answers is a good way to check your knowledge of the different areas of the course


	✚  using the ‘Now test yourself’ and ‘Exam practice’ questions that you will find throughout this book


	✚  making sure that you understand subject-specific terminology and are able to use it in the correct context in your answers. 



Exam techniques

Make sure that you do the following:


	✚  Read each question carefully, at least twice, so you know what you are being asked before you start to write your answer.


	✚  Look at the number of marks that are available for each question. This will help you work out how long you should spend on the answer.


	✚  Answer the question being asked. For higher mark questions, check about halfway through your answer that you are still answering the question and have not gone off the point that the question is asking. It is easily done so stop and double-check.


	✚  Read the command word in the question and make sure that you answer it in the correct way. See the list of command words in the section above.


	✚  Use the specific business context given in the question. For example, Jamie Jones’ sandwich business should maximise its sales by £100 because …


	✚  Use the business context throughout your answer. Just mentioning a business could mean that your answer is vague so make sure that the whole of your response is in the business context. 


	✚  Always show your working in questions that require a calculation.


	✚  Use as much business terminology as possible to demonstrate your knowledge of management and administration. For example, rather than saying ‘money’, which is a general term, you could use ‘sales revenue’ or ‘profit’.


	✚  Always reread your response to ensure that you have answered all parts of the question.


	✚  Do not leave any questions blank even if you are unsure of the answer. If you leave a question blank you will gain no marks, so have a go as you never know – you may be awarded some marks. You often know more than you think. 



Sample practice questions and commentaries

Short answer question

State the three As of active listening. (3 marks)

Response

Attending, Attitude and Adjustment

Commentary

The answer is not correct. The learner has not stated correctly the three different As, which are Attitude, Attention and Adjustment. Attending is incorrect so the answer would only be awarded 2 out of 3 marks.

Medium length question

A business has decided to implement biometrics for individuals who work within the office building to be able to enter the building. This is because many employees are working at home and in the office. 

Describe two impacts on the business of implementing emerging digital technologies. (6 marks)

Response

Biometrics are costly to a business as all individuals who may access the building will need to provide a biometric scan of their eyes, fingers or face in order for this to be put on the system. The new technology will need to be purchased which will be a cost. Another impact for the business is that it will be easier for managers to keep track of who is in the building on certain days.

Commentary

The answer that has been provided starts off well with a comprehensive impact described by the candidate with three areas developed. The second impact is less detailed and lacks some development of the point that is being made. It does not meet the requirements for a description. This means the answer would be awarded 3 out of the 4 marks and would be classed as a mid-level response.

In order for the candidate to receive full marks, the second point could be developed further as currently it is too vague. For example:

Another impact for the business is that it will be easier for managers to keep track of who is in the building on certain days. This means that the managers can arrange meetings, for example, that require specific individuals to be in the office on particular days so that decisions can be made on projects. 

An alternative answer could have included information on training. The candidate would need to describe the following:

Training will need to be provided to all employees on how to use the system and for the individuals who will be managing the system on a daily basis. Training will be costly to the business, which will also have to provide the time for this training.

Extended response question

JT Sandwiches has several different outlets in business parks around the southwest of the country. The teams are quite large as each outlet has contracts with many large businesses in the area. Teamworking is at the heart of the business. Evaluate the benefits of teamworking. (12 marks)

Response

JT Sandwiches has recognised that teamworking can benefit the business in several different ways. Firstly, it can boost morale because working with other people has the potential to make the individuals that are working together feel less on their own and more part of an important team with a shared goal. Being part of a team that has individuals who have been selected for a specific reason, such as their skills and knowledge, will make people feel they are an important part of the process and give them confidence when making decisions. This can improve an individual’s social and esteem needs in order to be motivated to achieve as part of a team. 

Teamwork can also help to develop an individual as it can lead to opportunities for personal development for the individuals within the team. Working with others means that new knowledge and skills can be gained as the team works through the different elements of the project or task because of the situations or issues that are encountered. These will be faced as a team. For example, if a stakeholder does not provide some vital information that is required for a particular phase to continue, the team would need to decide how to troubleshoot the issue and individuals may have different opinions on how to progress. This could be a learning experience for a person who has not faced these challenges before so would be a development opportunity.

Finally, members of a successful team will want to support each other, have a good understanding of individual strengths and weaknesses, and strive to assist when required. There should not be a competitive environment in a supportive team. All goals and achievements should be shared as this creates a good working environment. Having a supportive atmosphere benefits the business as the leaders know that the members are working well together, are motivated and are striving to achieve the set aims and objectives to deliver high-quality work.

Commentary

This answer would be awarded 8 out of the possible 12 marks. The response is good as it has relevant and appropriate knowledge of the benefits of teamwork. However, it lacks context. The candidate mentioned the business, JT Sandwiches, in the first sentence but did not mention it in the rest of the answer. To gain more marks, the candidate would need to provide more context within each of the points. Another issue with this answer is that it ends abruptly. Remember, an evaluation needs to weigh up the judgements that have been made and be able to reach a specific conclusion and/or decision at the end. This question does not ask for a decision so you should give a conclusion instead.





1 Business context

1.1 Types of organisation and the environments in which they operate

The types of organisation commonly set up: characteristics and differences

A business is a type of organisation; a group of people that is formed for a given purpose and which then establishes and conducts its activities in pursuit of this purpose. Businesses can be either for-profit or non-profit organisations. Most business managers are required to make a profit but in other organisations this is not as important if these organisations are not-for-profit.


Business An organisation or enterprising operation engaged in commercial, industrial or professional activities.
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Figure 1.1 Business sectors



Private sector The part of the economy owned by individuals and groups of individuals.

Public sector The part of the economy where production is organised by the state or government.

Voluntary or third sector The part of the economy that consists of non-profit organisations.



Table 1.1 Features and examples of private, public and voluntary sector businesses










	Sector

	Explanation

	Types of business

	Examples of businesses






	Private sector

	Owned by individuals or groups of individuals with the goal of making a profit which is distributed to owners/shareholders.

	Sole traders, partnerships, limited liability partnerships, private limited companies, public limited companies, multinational companies

	Electricians, plumbers, restaurant owners, accountants, dentists, retail businesses




	Public sector

	Organisations and businesses that are owned, funded and accountable to the government.

	Businesses that provide a service for the national population or local communities on a not-for-profit basis in three different areas:

Healthcare: doctors, nurses, paramedics and administrative staff 

Education: teachers, teaching assistants and school librarians 

Social care: carers, social workers and probation officers.

	NHS, BBC, Bank of England, armed forces (Royal Air Force, British Army and Royal Navy)




	Voluntary/third sector

	Not-for-profit businesses that provide a public service or help people. They have to make money to operate but any extra is reinvested. Voluntary businesses are there to create a social impact.

	Charities or social enterprises whose main aim is to help society rather than maximise profits for their owners.

Co-operatives which exist for the mutual benefit of their members.

	Charity examples: Oxfam, Cancer Research, SOFA Project (Bristol)

Social enterprises: community village shops, community cafes

Co-operatives: working men’s clubs, the Women’s Institute (WI), allotment societies








Typical mistake

Candidates often confuse the different business sectors and different types of business. It is important that you have a clear understanding of the three sectors and can identify and explain business examples for each.




Revision activity

Create a set of cards with the names of different types of business organisation on them, such as sole trader, charity, partnership. Then sort the cards into the three business sectors: private, public, voluntary. 



The characteristics of different organisation types and the reasons for setting up each one 

Table 1.2 Characteristics of different organisation types









	Sector

	Characteristic

	Explanation




	
Private

	To generate profits

	To ensure that the organisation’s revenue is greater than its total costs.




	To grow

	To ensure that profits are increasing. A private sector organisation would be considered to be failing if its profits were not growing or, worse, if it was making a loss, as happens when sales revenue is less than total costs.




	To survive

	To ensure that the business is striving forward with its aims and objectives, and planning for the future successfully.




	
Public

	To provide goods and services

	To provide goods and services for the benefit of the community, such as health, education and emergency services.




	To achieve environmental goals

	To ensure that goals that need the public and private sectors to work together can be achieved.




	To overcome a market failure

	If a private sector business that provides an essential service (such as rail services) is unable to make sufficient profit, a public sector organisation may step in to assist for a period of time.




	
Voluntary/third

	To provide neglected goods and services

	To provide goods or services that the public sector has neglected, is not able to afford or simply does not cover.




	To address an issue

	To address a problem, meet a need within a local community or address an issue within society at large in a way that is less formal and less structured than in the public and private sectors.




	To meet a need in society

	To meet a need that the private sector is unable and/or unwilling to meet as it is not considered profitable to do so.







Social enterprise

A social enterprise aims to generate profits and use them to advance its focus on environmental, social or economic wellbeing. It is often a not-for-profit organisation. The main feature of a social enterprise is that the organisation is selling a good or service to consumers at a price, in contrast to a charity or voluntary organisation that provides grants, awards or free services to people for their benefit. Helping the community is often the central focus of a social enterprise.


Profit The difference between the total costs and total revenue of a business.




Making links

Section 1.4 on page 28 has further information about the legal entity of different types of business.
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Figure 1.2 Example of a community lunch menu


Some social enterprises are known as non-governmental organisations (NGOs) as they are formed independently of the government to pursue humanitarian goals. NGOs can also be pressure groups that seek to influence the government.

Philanthropy

Some businesses donate their profits to causes they wish to promote in a form of charity, and well-known personalities from business and entertainment will often make charitable donations. Philanthropy is when private profits are used to benefit the wider public without the business or individual receiving anything in return. 

How the work environment differs in different organisation types, and the impacts and benefits of different work environments for individuals

The work environment can differ according to the sector (private, public or voluntary/third) the organisation operates in. It is important for management to create a work environment that suits the sector, and the environment will also be influenced by the internal environmental factors.


	✚  Private sector: if employees are judged by performance in terms of a rate of productivity, it is important for management to create the right environment so that this can be achieved. Equally, if technology is an important aspect of work, it is important to ensure that it is available to all. The business will benefit if employees are working in an environment that allows them to maximise their own productivity and the profits of the business. 


	✚  Voluntary sector: social media is used in campaigns to generate funds and bring about change. Again, individuals need to be given the tools to be able to use this form of fundraising. The business will benefit from the funds raised and individuals will benefit from the opportunity to use new or existing skills.


	✚  Public sector: due to the nature of their work, individuals in public sector organisations will often go above and beyond their role to ensure that they provide exemplary service. This benefits both the organisation and the individual.





Internal environmental factors The influences on work performance from within an organisation.



These examples demonstrate the importance of having the right work environment to satisfy both the individual and the organisation, no matter what sector the organisation operates in. 

The range of environments in which different organisations operate and how these environments may affect the organisation’s operation

External factors are beyond the control of the business and yet the business will have to adapt its operations according to these external factors. A PESTLE analysis can help a business to consider and plan for certain factors.


External factors Things that will affect a business that it does not have control over. A business will have to react to these external factors and make decisions to enable it to continue to trade.



Table 1.3 PESTLE analysis: Political, Economic, Social, Technological, Legal and Environmental factors








	Factor

	Explanation






	Political

	Political factors are the government policies and practices that affect and influence businesses. Businesses have to adhere to the policies and practices that are in place. If the government changes, these policies and practices may also change so businesses tend to be concerned when a new government takes office.




	Economic

	The economic cycle in most developed countries is one of recession followed by growth, followed by boom, followed by downturn, followed by growth, and so on.




	Social

	Social factors include social trends related to the values, beliefs and practices that we have as a population. They show how society is changing, which is helpful to a business as it can identify how to reflect these social changes for long-term survival. 

Demographic issues refer to the study of the population looking at age, race, economic status, level of education, employment, etc. This helps a business to focus on products and services that relate to the demographics of the population, attitudes to work and disposable income. 


	✚  Attitudes to work are the views and opinions of the population related to work that can affect the opportunities for all. For example, the number of individuals working from home increased during the COVID-19 pandemic, and since then some businesses have found it hard to get people back into the office. 




	✚  Disposable income is the income that individuals have once all their bills have been paid so they know what other goods and services they can afford.






	Technological

	Technological developments occur all the time so a product that contains electronic components must be able to deal with advances in technology if it is to remain functional. A business needs to ensure its
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The range of different factors that impact organisations


Time zones


Language barriers


Currency rates


Budget


Capital


Staff management


Internal processes


The local and national political environment and how it is applicable to the trading location

The local political environment




The national political environment





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



	

	

	

	

	

	














	
	
	
	
	



	
	
	
	
	



	
	
	
	
	



	
	
	
	
	






The impact of organisation size upon business activities and operations



	

	

	

	

	

	



The purpose of a business in relation to its vision and mission statement





















The range of sector types and the differences between them












The business models and structures of organisations, and the advantages and disadvantages of each




	

	

	

	

	


















	
	
	





	
	

	

	

	

	


		

	

	

	





	
		

	

	

	


	
	

	

	

	





	

	
	

	

	


	
	

	

	





	

	
	

	

	

	

	



	
	

	

	

	

	





	

	
	

	

	

	

	


	
	

	

	

	

	










	

	

	










How different structures impact organisation workings and the types of informal network and structure they may operate in



	

	

	

	











The operations and functions within an organisation


Finance



	

	

	

	

	

	




ICT


HR



Marketing



	

	

	







Production



	

	

	

	

	





	

	

	

	



Administration



	

	








R&D



	

	

	

	















The different roles within organisations, and how and why they differ
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The differences between organisations in the private, voluntary and public sectors, and how being in these sectors impact the organisation




	

	

	




1.3 The economic, social and environmental impacts of organisations



	

	

	



The reasons organisations adopt Corporate Social Responsibility









The responsibility of organisations to act and behave in ways that have a positive social, economic and environmental impact



[image: ]


Business ethics and the responsibilities that organisations have to their people and wider society







The benefits of organisations having a positive social, economic and environmental impact on society and the organisation itself



	

	

	





	

	

	

	



The approaches used by organisations to have a positive impact



	

	

	

	




The potential impacts of organisations failing to support their social, economic and environmental influence
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1.4 Legal entity types that organisations can form


Sole trader















	
	



	

	

	

	

	




	
	

	

	

	










Partnership



	

	

	

	











	
	



	
	

	

	

	




	
	

	

	







Limited Liability Partnership










	
	



	

	

	

	


	
	

	

	







Limited company







	

	

	












	
	



	
	

	

	

	


	
	

	

	

	







Franchise




	

	











	
	



	
	

	

	

	




	
	

	

	










Co-operative




	

	

	




	

	

	











	
	



	
	

	



	
	

	

	









Community interest company











	
	



	

	

	

	


	
	

	

	

	










Charity











	
	



	

	

	

	

	


	
	

	

	

	







Social enterprise


Multinational company



	

	

	

	

	


















1.5 Organisational objectives and strategies for achieving them

The purpose of setting organisational aims and objectives
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How objectives can be measured using different resources and tools



	

	

	

	

	







The strategies used to achieve objectives and how these are implemented, embedded and reviewed


	

	

	

	








Plan-Do-Check-Act cycle
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SWOT analysis



	

	

	

	








The 7 Ps of marketing



	

	

	

	

	

	

	















	
	

	

	




	

	

	

	

	

	





1.6 The different forms of governance in organisations

The importance of governance in an organisation, including the responsibilities associated with governance








	

	

	










	

	

	

	

	

	







How governance differs in relation to an organisation’s size, purpose, legal constitution and regulatory environment



	

	

	

	

	

	

	

	

	

	

	



	

	

	

	

	

	


The roles within different functions and their responsibilities





How governance is monitored in an organisation through the use of internal and external audit activities

Internal audits






External audits











	 
	
	





	
	
	



	
	
	



	
	
	



	
	
	



	
	
	



	
	
	






The difference in governance from public sector to private sector



	

	

	

	

	

	

	




	

	

	

	

	

	



Differences between public sector and private sector organisations


The format and responsibility of a board of directors/trustees and their control/impact on the organisation


	

	

	

	

	

	

	



Key rules and regulations that organisational governance teams are held accountable to










	
	





	
	



	
	




	
	




	
	



	
	



	
	



	
	






The potential consequences of failing to ensure proper governance of an organisation



	

	

	

	

	


1.7 The main legislative and regulatory frameworks that apply to organisations


Data Protection Act 2018




	

	

	







Equality Act 2010









	

	

	

	

	





Health and Safety at Work Act 1974



	

	

	

	

	

	


Bribery Act 2010



The Competition Act 1998


The Trade Descriptions Act 1968


The Sale and Supply of Goods Act 1994







Environmental/sustainability requirements










	
	



	
	



	
	



	
	



	
	



	
	





Consumer protection legislation










	
	



	
	



	
	



	
	



	
	





1.8 Different types of internal and external stakeholder and customer
















	
	





	
	



	
	



	
	



	
	














	
	



	
	



	
	



	
	



	
	



	
	



	
	










How stakeholder needs are transformed into a defined set of stakeholder requirements, which may be specified in a document containing statements




	

	

	




1.9 Impacts of current and emerging digital technologies


Digital processes









	
	



	
	



	
	



	
	





Cloud-based software


Remote working


Robotics


Big data


Biometrics




Internet of things


Augmented reality and virtual reality


Cloud computing


5G


Artificial intelligence


3D printing


Drones


Hybrid infrastructure












	
	
	
	





	
	

	

	




	
	

	


	




	
	

	

	




	
	

	

	






	
	

	

	



	
	

	


	





	
	
	
	





	
	

	

	



	
	

	

	




	
	

	

	







	
	

	

	




	
	

	

	



	
	

	

	






The rapid advancement of digitalisation and changing/emerging technologies


The security considerations when deploying new technologies


	

	

	

	






The methods of using digital technologies to communicate, and how to ensure users are safe and responsible online
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Methods to keep up to date with emerging technologies such as subscribing to blogs and attending webinars, seminars and events


1.10 Organisational culture and values







The reasons why organisations have different cultures and values



	

	

	




	

	


The importance of embedding organisational values in the organisation’s daily workings


	

	

	

	

	

	







The process of changing culture in an organisation, resistance to change and the barriers to change that exist



	

	

	

	

	

	


The methods that organisations use to demonstrate and reinforce their culture and values, both internally and externally



The methods that employees can use to demonstrate following the organisation’s culture and values, both internally and externally








	

	

	

	



1.11 The different methods and channels through which organisations communicate



	

	















	
	
	
	
	





	

	

	


	
	

	


	
	

	





	
	

	
	

	


	
	

	





	
	

	
	

	


	
	

	





	

	

	
	

	


	
	

	





	
	

	
	

	


	
	

	





	
	

	
	

	


	
	

	





	
	

	
	

	


	
	

	





	
	

	
	

	


	
	

	





	
	

	
	

	


	
	

	





	
	
	
	

	


	
	

	





	
	
	

	
	

	

	


	
	

	





	
	

	
	

	

	

	


	
	

	





	
	

	
	

	

	


	
	

	

	





	
	


	
	

	


	
	

	

	










	

	

	



How to maintain professional etiquette when using different communication channels



	

	

	

	

	


Considerations when communicating externally using different public channels
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