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USE OF TECHNOLOGY:





Give at least two examples of the use of technology in the organisation.





Find out how the introduction of new technology has made an impact on a) the organisation as a whole and b) individuals who have to use it.





JOBS and ROLES:





Produce a mini-case study of two different people in the organisation who do different jobs.  Your case study should include:





Name of the job


Brief description of the roles/responsibilities


The use of technology – if applicable


The skills/qualities and qualifications needed for each job
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DIFFERENT WAYS OF WORKING:





Which of the following ways of working are offered in the company:





Full-time Permanent


Full-time Temporary


Part-Time Permanent


Part-time Temporary


Flexi –time (Flexible Working hours)


Overtime


Seasonal


Working from home


Hot-desking











For each that is available, get details of at least TWO e.g. what does part-time temporary actually mean?





























Task:





For each of the following, give examples from your work-based placement.


What rights and responsibilities does the employer have? Give 3 examples of each.





What rights and responsibilities does the employer have? Give 2 examples of each.





How are disagreements sorted out? If possible, give an example.





Is there a recognised trade union or staff association: if so, what is it?
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NB:	For Level 1 you must answer at least two of the four questions.


	For Level 2 you must answer all four questions.
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NB:	For Level 1 you must answer at least two of the four questions.


	For Level 2 you must answer all four questions.
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Rights and Responsibilities in the Workplace




















Task:





For each of the following, give examples from your work-based placement.


What rights and responsibilities does the employer have? Give 3 examples of each.





What rights and responsibilities does the employer have? Give 2 examples of each.





How are disagreements sorted out? If possible, give an example.





Is there a recognised trade union or staff association: if so, what is it?
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Equal Opportunities




















Task:


For each of the following, give examples from you work-based placement.


Does the organisation have an equal opportunity policy? Give 3 examples of the kind of information it contains.





Give examples of any jobs you observed being carried out mostly by a) men and b) women.





Do job adverts mention equal opportunities? Can you provide an example?





Are there any facilities for childcare and/or access for the disabled? Give a brief description of one of these if they exist.
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NB:	For Level 1 you must answer at least two of the four questions.


	For Level 2 you must answer all four questions.





NB:	For Level 1 you must answer at least two of the four questions.


	For Level 2 you must answer all four questions.
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The Importance of Discipline at Work





























Task:





Discipline in the Workplace





What rules does the organisation have in order to maintain discipline in the workplace?





What happens if someone breaks the rules? (Try to give several examples)





Why is it important to employees that the organisation has rules?





Why is it important to employers that the organisation has rules?
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Health & Safety at Work





























Task:


What Health & Safety Rules do the employees have to follow?





What are the most common accidents?





What happens when there is an accident?





What is the role of the Health & Safety representative?
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