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Introduction

The aim of this pack is to provide exemplar student activities to assist in the delivery of the Business Management course at Intermediate 2 and to help prepare students for both the internal and external assessment.

The activities have been grouped into nine sections (labelled A–H) each of which relates to a major area of course content.

The activities include the following:

· Questions and suggested solutions

· Exercises – tasks for students

· Group activities 

· Case studies. 

The activities have been designed to be used in a variety of different ways. Thus, the questions might be suitable in the early stages of a topic where students could be referred to text-book or hand-out material as a possible source of suitable answers.  Alternatively, they could be used for revision purposes prior to internal or external assessment.  Case studies may be valuable at the later stages of a topic as a way of integrating the various aspects involved within the topic.  The case studies and questions can also be used as the basis for homework.  Some of the exercises could be used as a way of managing different learning sets if a teaching group consisted of students following a course at more than one level.

Business Decision Areas II: Finance and Human Resource Management 
Financial Management (Int 2)

G1 – The Role of Finance

A–Z of finance
Supply the missing word(s) to complete each sentence.  Write out the sentence.
A………… are anything a business owns.

A B…………… …………. is a statement showing the assets and liabilities of a business.

C………….. are the businesses and individuals to which a business owes money.

D……………… is the reduction in value of assets over a period of time.

E…………. is the monetary value of a business which belongs to the owner, in a company this would be the value of their ordinary shares.

F…………… …………….. are anything a business owns that will last for a number of years.

G……………. is the ratio of long term borrowings of a company to its share capital.

H…….. ……………. Spreading the payments of a purchase over a period of time.  The goods remain the property of the finance company until the final payment is made.

I………….. is money the business receives in the form of sales revenue etc.

L…………….. is the ability of a business to pay its debts in the short term.

M…..… …. is the difference between the buying and selling price of a firms product.

N…… …………. is calculated by deducting any expenses, that a business incurs, from the Gross Profit.

O…………….. is another name for the expenses of a business other than materials or labour.

P…………….. …………….. are shares in a limited company where the shareholders receive a fixed amount in dividends each year.

R……………… ……………  is the amount of profit which is kept back by a business for future investment.

A S…………………. is the software that would be used to produce financial statements such as cash budgets or balance sheets.

T……………….. is the money value of the sales of a business.

U……….. ……….. is the cost of one unit of production or of a single item.

V…………. ….….. are costs of the business which change in relation to output.

W…………….. ……………….. is the difference between the current assets and current liabilities of a business.

G1 – The Role of Finance: suggested solutions
A–Z of Finance 

A – Assets

B – Balance Sheet

C – Creditors

D – Depreciation

E – Equity

F – Fixed Assets

G – Gearing

H – Hire Purchase

I – Income

L – Liquidity

M – Mark-up

N – Net Profit

O – Overheads

P – Preference Shares

R – Retained Profit

S – Spreadsheet

T – Turnover

U – Unit Cost

V – Variable Costs

W – Working Capital

G2 – The Role of Finance

1. Explain each of the following terms:
· Working capital.
· Current liabilities.
· Liquidity.
· Gross profit.
2. A Financial Accountant reports to the Finance Director in Snax plc.  The Finance Manager reports to the Financial Accountant and has control over the Budget Manager and the Chief Cashier.  Two Accounts Assistants report to the Budget Manager, and the Chief Cashier has responsibility for three Accounts Assistants and two Payroll Clerks. 


Draw the organisation chart for the Finance Department of Snax plc.

3. Name three:

· Current assets.
· Expenses a café owner would incur.
· Users of financial information.
· Responsibilities of the finance department.
4. Why do firms use ratio analysis?
5. Identify the ratios used to assess profitability, liquidity and efficiency.

6. What are the limitations of ratio analysis?

7. Using your answer to question 3, name three users of financial information. Give the reasons for their interest in the financial information presented by a firm.

8. What is the purpose of the following:

· Balance Sheet
· Cash Flow Statement
· Profit and Loss Account?

G2 – The Role of Finance: suggested solutions
1. Working capital – the difference between Current Assets and Current Liabilities.  The funds available to meet immediate expenditure.

Current liabilities – amounts owing that are expected to be repaid within one year.

Liquidity – the ease with which assets can be converted into cash. 
Gross Profit – the difference between the sales of a business and what it cost to buy (or make) those sales.

2. Organisation Chart – Snax plc – Finance Department

FINANCE DIRECTOR
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3. Current Assets – stock, debtors, cash/bank, prepayments.
Expenses – telephone, heat and light, advertising, rent, depreciation. 
Users – employees, managers, shareholders, owners, government,  creditors, lenders.
Responsibilities – recording financial transactions, payments of accounts, preparation of final accounts, payment of wages and salaries.
4. Ratio analysis is used by firms to find out how they have performed over a period of time or in comparison to other businesses in a similar line.  Final accounts are not very informative on their own – ratio analysis provides a relatively simple way of interpreting these figures to help monitor the performance of a business.  

5. Profitability – Return on capital employed, Net profit margin, Gross profit margin.

Liquidity – Current ratio, Acid test ratio.

Efficiency – Rate of stock turnover, debtors’ collection time, creditors’ collection time.
6. Limitations of ratio analysis

· must compare ‘like with like’ – for example, size, product range, objectives of business

· accounting procedures used may be different – for example,  stock valuation, methods of depreciation

· ratio analysis is based on historic information and does not take into account other factors within a business – for example, quality of staff or location of the business – which may be very positive aspects which effect performance

· ratio analysis does not take into account general business conditions and the economic environment.
7.
Users of financial information:

· Employees – will want to know how well the business is doing and whether their job is secure.
· Managers – need information on the performance of the business in order to make informed decisions.

· Shareholders – will want to know how well the business is doing to see how much they will receive in dividends.
· Owners – will want to know how profitable their business is.
· Government – need to know how businesses are performing for taxation purposes.
· Creditors – will want to know if the business is able to pay their debts

8. The purpose of the Balance Sheet is to show the net worth of the business through its assets and liabilities.


The purpose of a Cash Flow Statement is to forecast the likely receipts and payments of the business over a period of time to know exactly how much money will be available each month.  It helps to identify any times that there may be a shortage of cash in the future.


The purpose of a Profit and Loss Account is to calculate how much profit the business has made after the deduction of all expenses. 

G3 – Financial Information

Fiona’s Flower Shop
From the following information produce the Cash Flow Statement for Fiona’s Flower Shop for January to March.

· Fiona had £50,000 start up capital with which she would like to purchase a van worth £15,000 and equipment worth £20,000 in January.

· At 1st January Fiona had £1,900 in her bank account.

· Fiona anticipated that her sales would be £8,500, £10,000 and £10,200 respectfully for January, February and March.

· Her estimated stock purchases for January to March were £5,500, £6,000, and £6,200.

· Other expenses that would be incurred are estimated as follows:

Rent 
£5,000 per month

Wages 
£1,100 per month

Heat and light 
£300 per month

Van running expenses 
£500 per month

If possible present this using a spreadsheet.

G3 – Financial Information: suggested solutions
Fiona’s Flower Shop
	Fiona's Flower Shop
	
	
	
	
	

	Cash Flow Statement 
	
	
	
	
	

	January – March
	
	
	
	
	

	
	Jan
	
	Feb
	
	March

	Opening Balance
	£1,900
	
	£13,000
	
	£10,100

	
	
	
	
	
	

	Receipts
	
	
	
	
	

	Sales
	£8,500
	
	£10,000
	
	£10,200

	Start-up Capital
	£50,000
	
	£0
	
	£0

	
	£60,400
	
	£23,000
	
	£20,300

	Payments
	
	
	
	
	

	Purchases
	£5,500
	
	£6,000
	
	£6,200

	Rent
	£5,000
	
	£5,000
	
	£5,000

	Wages
	£1,100
	
	£1,100
	
	£1,100

	Heat and Light
	£300
	
	£300
	
	£300

	Van Running Costs
	£500
	
	£500
	
	£500

	Equipment
	£20,000
	
	£0
	
	£0

	Van
	£15,000
	
	£0
	
	£0

	
	£47,400
	
	£12,900
	
	£13,100

	
	
	
	
	
	

	Closing Balance
	£13,000
	
	£10,100
	
	£7,200


G4 – Financial Information

Trax (UK) Limited
Trax (UK) Limited is a private company manufacturing trainers and leisure footwear.  Study the following figures relating to the Trading, Profit and Loss Accounts for 2004 and 2005.

Trading Profit and Loss Accounts for year ended 31 Dec


2004
2005


£
£

Sales
200,000
250,000

Cost of Sales
120,000

(i)

Gross Profit
(ii)
100,000

Expenses
45,000
(iii)

Net Profit
(iv)
50,000

(a) Using the information provided, calculate the figures missing from boxes (i) to (iv).

(b) Using your answers from question (a), calculate the company’s Gross Profit and Net Profit Ratio as a percentage of Sales for 2004 and 2005.  Comment on any changes that took place.

(c) The company’s sales increased in 2005.  State three reasons which might explain why this has happened.

An extract from Trax (UK) Ltd’s Balance Sheet is shown below.

Balance Sheet (extract) as at 31 December 


2004
2005


£000’s
£000’s

Ordinary Share Capital
120
150

Reserves
30
60

(d) Trax (UK) Ltd’s capital employed has changed between 2004 and 2005.  Explain what is meant by capital employed and explain the change that took place.

(e) Calculate the Return on Capital Employed in 2005.

(f) Explain the importance of the Return on Capital Employed ratio to a shareholder in the company.

G4 – Financial Information: suggested solutions
Trax (UK) Limited
(a)
£150,000


£80,000


£50,000


£35,000

(b)

2004
2005

Gross Profit %
40%
40%


Net Profit %
17.5%
20%

(c)
Possible reasons for sales increase:

· better advertising

· expanded product range

· reduced competition – a competitor may have closed down

· increased selling price.
(d)
Capital employed is a term used to describe the long-term capital (share capital, reserves, long term loans) used by a company to resource its activities.  


The capital employed of Trax has increased from £150,000 in 1997 to £210,000 in 1998.  This change has resulted from an issue of ordinary shares to the value of £30,000 and an increase in reserves of £30,000 probably due to retained profit.

(e)
23.8 per cent.
(f)
To the shareholder, the return on capital employed indicates the profitability of investing in the company.  A high return on capital employed (such as 23.8 per cent as for Trax) suggests that the company is a potentially good investment and is likely to pay out high dividends.  The return on capital employed figure should always be higher than the current interest rate, otherwise it would be more profitable for shareholders to put their investments into a bank account. 

G5 – Uses of Financial Information

Read the following case study and answer the questions that follow.

Comrie Carpets Ltd
From the information provided you are to produce the Cash Flow Statement for Comrie Carriers Ltd for the six months from January to June.  You should produce the statement using a suitable spreadsheet package.

1. The predicted revenue for the 6 months is (in £000’s):



Jan
Feb
Mar
Apr
May
June


60
70
70
50
50
60

2. The company receives additional payments when a large national carrier hires drivers and lorries from time to time.  On average the payments are £5,000 per month.

3. In April £40,000 new capital is introduced to help purchase a new lorry.

4. The monthly wage bill is £16,000.

5. Nazir Mohammed (the major shareholder) draws £3,000 from the business each month.

6. Corporation tax of £26,000 is to be paid to the Inland Revenue in June.

7. Accountancy fees of £8,000 are paid in January.

8. The lease on the premises is £4,000 per quarter – starting in January.

9. Fuel is purchased every two months starting in February, and costs £22,000 each time.

10. A monthly allowance of £3,000 is made for spare parts and tools.

11. The company expects to pay net quarterly VAT payments of £41,000 in March and £37,000 in June.

12. The annual insurance premium is paid in April and is expected to be £20,000.

13. The quarterly telephone bills are expected to be £1,000 in March and £1,500 in June. 

14. A monthly allowance of £5,000 covers electricity, advertising and miscellaneous items.

15. The company plans to purchase a new lorry in April for £80,000.

16. The opening bank balance is £9,000 overdrawn.

(a) In what months will Comrie Carriers experience cash flow problems?

(b) Are there are reasons as to why their payments are particularly high in the months highlighted in question 1?

(c) Suggest a source of finance Comrie Carriers could obtain to improve their cash flow situation in these months and give reasons why it is an appropriate one. 

G5 – Uses of Financial Information: suggested solutions
	Comrie Carriers Ltd
	
	
	
	
	

	Cash Flow Statement
	
	
	
	
	

	
	
	
	
	
	
	

	
	Jan
	Feb
	Mar
	Apr
	May
	June

	Opening Balance
	(9,000)
	£17,000  
	£43,000  
	£49,000  
	(9,000)
	£19,000  

	
	
	
	
	
	
	

	Receipts
	
	
	
	
	
	

	Sales
	£60,000  
	£70,000  
	£70,000  
	£50,000  
	£50,000  
	£60,000  

	New Capital
	£0  
	£0  
	£0  
	£40,000  
	£0  
	£0  

	Other Income
	  £5,000  
	  £5,000  
	   £5,000  
	   £5,000  
	  £5,000  
	  £5,000  

	
	£56,000  
	£92,000  
	£118,000  
	£144,000  
	£46,000  
	£84,000  

	
	
	
	
	
	
	

	Payments
	
	
	
	
	
	

	Wages
	£16,000  
	£16,000  
	£16,000  
	£16,000  
	£16,000  
	£16,000  

	Drawings 
	£3,000  
	£3,000  
	£3,000  
	£3,000  
	£3,000  
	£3,000  

	Tax
	£0  
	£0  
	£0  
	£0  
	£0  
	£26,000  

	Accountancy fees
	£8,000  
	£0  
	£0  
	£0  
	£0  
	£0  

	Lease
	£4,000  
	£0  
	£0  
	£4,000  
	£0  
	£0  

	Fuel
	£0  
	£22,000  
	£0  
	£22,000  
	£0  
	£22,000  

	Spare parts
	£3,000  
	£3,000  
	£3,000  
	£3,000  
	£3,000  
	£3,000  

	VAT
	£0  
	£0  
	£41,000  
	£0  
	£0  
	£37,000  

	Insurance
	£0  
	£0  
	£0  
	£20,000  
	£0  
	£0  

	Telephone
	£0  
	£0  
	£1,000  
	£0  
	£0  
	£1,500  

	Misc
	£5,000  
	£5,000  
	£5,000  
	£5,000  
	£5,000  
	£5,000  

	Lorry
	         £0
	         £0
	         £0
	  £80,000
	         £0
	          £0

	
	£39,000
	£49,000
	£69,000
	£153,000  
	£27,000
	£113,500

	
	
	
	
	
	
	

	Closing Balance
	£17,000
	£43,000
	£49,000
	(9,000)
	£19,000
	(29,500)


(a)
April and June 
(b)
In April they intend to purchase the lorry costing £80,000. A one-off payment of £20,000 for insurance is to be paid and in June a tax bill of £26,000 and a VAT bill of £37,000 s to be paid.  

(c)
Comrie Carriers could obtain a bank overdraft for these two months to help their cash flow situation.  An overdraft allows you to spend more money that you actually have in your bank account with prior agreement with the bank.  It is the most appropriate method of finance to use in this situation because the cash flow problem is only short term as the large payments in April and June are only one off.  A bank overdraft should only be used as a short term solution to cash flow problems as it can become very expensive if used regularly.  
Business Decision Areas 2: Finance and Human Resource Management 
Human Resources (Int 2)

H1 – Elements of Human Resource Management

1.
List five factors which are the responsibility of the Human Resources department of a large organisation.

2.
Write a brief explanation of the following terms:

· Contract of Employment

· Recruitment and selection

· Training and development

· Staff welfare

· Health and Safety at Work.
3.
You are employed as a Junior Clerical Assistant in the Personnel Department of a large manufacturing organisation.  As part of your induction you are required to become familiar with the department structure.  Prepare an organisation chart of the Personnel Department to show you understand the lines of authority within the department.


A Personnel Manager is in charge of the department.


The following assistants report to the Personnel Manager:


Assistant Manager – Training


Assistant Manager – Health and Safety


Assistant Manager – Industrial Relations


A Company Secretary reports to the Personnel Manager.


There are two Clerical Assistants.  Both report to the Assistant Manager – Training.

The Assistant Manager for Health and Safety has responsibility for a Clerical Officer and a Nurse.


The Assistant Manager – Industrial Relations has a Factory Officer.  You report to the Factory Officer.

4.
What is meant by internal recruitment?


(a)
Give three advantages of companies recruiting internally.


(b)
Give three disadvantages of companies recruiting internally?  

5.
What is meant by external recruitment?


State three different ways an organisation could recruit externally.

6.
Collect a variety of job advertisements from your local newspaper.  Produce a table to show similarities between the advertisements.


Produce a brief report on your findings.

7.
Assume you are applying for a job or a university place and have received an application form.  Write a brief paragraph – use your Personal Statement and Other Achievements sections in your Record of Achievements Folder – stating why you are an ideal candidate.

8.
Look in Yellow Pages to find the names and addresses of local employment agencies.  Contact them to find out what procedures they use for registration.

9.
Find out if your school/college has an induction programme for new staff.  


Write a short summary of what is involved.

H1 – Elements of Human Resource Management: suggested solutions
1.
Select any five from:

· Recruitment

· Selection

· Training

· Staff development

· Health and Safety at Work

· Disciplinary procedures

· Staff welfare

· Appraisal

· Industrial Relations
2.
Contract of Employment:
A legal document signed by the employer and employee, which sets out the conditions under which employees will work – rates of pay and holiday entitlements.


Recruitment and selection:
Choosing and appointing the best employees to work in an organisation.


Training and development:
Providing employees with new skills, knowledge and experiences so that they can carry out their jobs efficiently.


Staff welfare:
Ensuring the health and wellbeing of all employees in an organisation.


Health and Safety at Work:
The obligation by employers and employees to ensure that working conditions conform to legal requirements. 
H1 Elements of Human Resource Management: suggested solutions
3.
Personnel Department 





Personnel Manager








Company Secretary



Assistant Manager


Assistant Manager

Assistant Manager



(Training)


(Health and Safety)

(Industrial Relations)







Factory Officer


Clerical Assistant

Clerical Assistant
Clerical Officer

Nurse







Junior Clerical







Assistant

4.
Internal recruitment – means filling a vacancy from within the organisation.


(a)
Advantages (any three)
· gives employees opportunities to develop their career

· shorter induction courses needed

· employers know employee’s abilities

· may be a much quicker way to hire staff as there can be fewer formalities involved in the process
· fewer costs may be incurred in relation to advertising and selection.

(b)
Disadvantages (any three)
· no new ideas are brought into the organisation from outside

· there is no ‘buzz’ that follows when a new person joins the organisation

· appointing from within the organisation may cause jealousy and resentment from other staff.
5.
External recruitment – means filling a vacancy from outwith the organisation.


Any three:


(a)
placing an advert in newspaper


(b)
advertising at local job centre


(c)
using commercial recruitment agency


(d)
word of mouth.
Questions 6 – 9 
Individual pupils will have their own answers.
H2 – Elements of Human Resource Management

1.
Why do firms normally ask job applicants to supply references?

2.
Explain the following terms:

(a) ‘on-the-job training’;

(b) ‘off-the-job training’.

3.
What contribution can training make to an organisation?

4.
Why might a company be interested in using a computerised open-learning package for training its employees?

5.
Match up the phrases with one of the following forms of discrimination.  The first one has been done for you.


A
Direct Racial Discrimination


B
Discrimination against disabled people


C
Direct Sex Discrimination


D
Indirect Sex Discrimination


E
Discrimination against older workers


F
Direct marriage discrimination 


Description
	‘Only females need apply’
	C

	‘Age limit 35 years’
	

	‘white person required’
	

	‘No access for wheelchairs’
	

	‘Single people only need apply’
	

	‘Applicants must be over 6 feet tall’
	


H2 – Elements of Human Resource Management: suggested solutions
1.
Firms ask for references to obtain more information on the candidate from their current employer or someone who knows them well enough to comment on their abilities, character etc. 
2.
(a)
‘on-the-job training’ – employee learns by practical experience in the workplace and working alongside experienced workers.

2.
(b)
‘off-the-job training’ – involves employee being trained away from workplace:



Training Areas/Workshop



College

3.
Training can make the following contributions:
· new skills/confidence for employees

· employees more effective

· overall organisation more efficient. 

4.
Open-learning package will allow employees to:

· work at their own pace

· learn at times that suit them

· have ongoing feedback and evaluation

· make the learning process more interesting/more interactive.

5 
Description
	‘Only females need apply’
	C

	‘Age limit 35 years’
	E

	‘white person required’
	A

	‘No access for wheelchairs’
	B

	‘Single people only need apply’
	F

	‘Applicants must be over 6 feet tall’
	D


H3 – Elements of Human Resource Management

A–Z of Human Resources
Supply the missing word(s) to complete the sentence.  Write out the sentence.

A ………….. is the system of monitoring an employee’s performance in order to identify strengths and weaknesses.

B ………… is an addition to wages to encourage extra effort from employees.

C ………… – this is an agreement between an organisation and other bodies.

D ………….… may motivate the subordinates and at the same time free the leader to do other tasks.  

E ……… is a method used by organisations to compare the values of different jobs.

F ………… is the title often given to a first line supervisor in a manufacturing environment.

G …… are personal targets set.

H …… ……. ………. … ………is the Act that ensures employers and employees maintain a safe working environment.

I …………….. is introductory training for all new employees.

J …. ……………  is a written statement of a particular job. 

K …………….… of human behaviour at work is essential for a Human Resources Manager.

L ……… is the term used for the employees in an organisation.

M …… ……..…… is the ability of employees to switch easily from one operation to another.

N .. ……..… ………… are sometimes called fringe benefits and are used to motivate employees.

O………..  S…. and R…… P……. A… is the law relating to temperature and sanitary facilities in offices and shops.

P ………… … ……….. is a way or rewarding employees depending upon how much they produce.

R ………… describes the situation when a job no longer exists.

S ……….. is the process of choosing a suitable candidate for a job in an organisation. 

T ………..….. aims to improve employees’ skills and attitudes.

U …….. …….. is union activity which is spontaneous and does not have the backing of the union head office. 

V …… ……….. is the first stage of fair dismissal.

W …….. ……….. is the final stage prior to being fairly dismissed.

Y ………… appraisals are a common feature of employee development programmes.

H3 – Elements of Human Resource Management: Suggested solution

A–Z of Human Resources
A – Appraisal

B – Bonus

C – Contract

D – Delegation

E – Evaluation

F – Foreman

G – Goals

H – Health and Safety at Work Act 

I – Induction

J – Job Description

K
Knowledge

L – Labour

M – Multi-skilled

N – Non financial rewards

O – Offices Shops and Railway Premises Act

P – Piece rate

R – Redundant

S – Selection

T – Training

U – Unofficial action

V – Verbal warning

W – Written warning

Y – Yearly

H4 – Elements of Human Resource Management

Read over the following case study and answer the questions that follow:

A new job for Gary
This was Gary’s first day at his new job.  He had seen the advert for an apprentice mechanic in the local newspaper last month and decided that this was what he wanted to do.  He loved cars and decided this was the ideal career for him.  He sent in an application form and a CV.  He had prepared well for the interview and had shown enthusiasm for the job.  He was delighted to be offered the position although there were four other candidates competing for it.  Now, he just could not wait to get his hands on the cars.

Mr McManus, the Foreman, informed Gary that he would not be allowed to service the cars until he had been trained.  He would spend time watching the qualified mechanics, finding out the names of all the different parts of the car and engines, and attending a day-release course for car mechanics at the local college two days every week. He would also have to learn the main laws covering health and safety at work.  Mr McManus informed him that he would be issued with the company safety policy along with his contract of employment.

1.
Why is it important to prepare well for an interview?

2.
What is a CV?

3.
What kind of training will Gary be doing at the garage?

4.
Why is it necessary for Gary to attend college?

5.
Why is it important that Gary be familiar with the laws governing health and safety at work?
6.
Help Gary by preparing a list of current legislation affecting health and safety at work.

H4 – Elements of Human Resource Management: suggested solutions
1.
It’s important to prepare well for an interview so that you create a good impression and have a better chance of obtaining the job.

2.
A CV is a document presenting a job applicant’s qualifications, experience and interests.  It should provide enough detail to enable the organisation to assess the applicant’s suitability for the post as well as names and addresses of referees.

3.
Gary will be doing ‘on-the-job training’, which means he will have apprenticeship training – practical and working alongside an experienced mechanic.

4.
Gary needs to attend college to:
· attend courses about theory of car maintenance
· gain formal industry recognised qualifications
· advance his career.

5.
Employees have a responsibility to ensure their own, as well as other people’s health and safety in the workplace.  Gary must comply with the company’s rules and regulations and report any accidents, incidents.

6.
Health and Safety regulations:


The Factories Act 1961 – This act applies to a wide range of premises including garages.  It covers toilet and washing facilities.


The Office Shops and Railway Premises Act 1963 – Particularly important for offices and shops.  It covers temperature, ventilation, toilet and washing facilities.


The Health and Safety at Work Act 1974 – This Act places responsibility to maintain safe conditions at work. 


Reporting of Injuries, Diseases and Dangerous Occurrences Regulations, 1985 (RIDDOR) – These regulations require any injuries resulting from accidents at work be reported to the authorities within seven days.


Control of Substances Hazardous to Health Regulations, 1988 (COSHH) – This Act requires that workers dealing with hazardous substances must be given detailed information and training.


Noise at Work Regulations, 1989 – Employers must reduce the risk of hearing damage to employees to the lowest practical level.  Ear protectors must be provided where noise level is extremely high.
H5 – Elements of Human Resource Management

The following is an extract from a company handbook.

Vesco Plastics

‘New employees, who are recruited for specific technical skills – for example accountants, engineers or research scientists – must be academically and technically qualified with good first degrees, professional qualifications or research experience.  The company, however, places great emphasis on personal qualities, which are just as important as specific qualifications.’
1.
What are Vesco Plastics looking for in new ‘technical’ employees? 

2.
(a)
What other qualities does Vesco Plastics consider to be of extreme importance? 


(b)
Why would these qualities be considered just as important as specific qualifications.


(c)
List two of these qualities.
3.
How might a company such as Vesco Plastics encourage their employees’ self-development?

4.
How does your school/college encourage personal development?

H5 – Elements of Human Resource Management: suggested solutions
1.
They are looking for employees who are academically and technically qualified with good first degrees, professional qualifications or research experience.

2.
(a)
Personal qualities – for example,  punctuality.


(b)
Employees have to be flexible and work with different groups/teams on particular projects.  They have to be tolerant and get along with other people in the organisation.


(c)
Good communicator and good listener.

3.
They could offer in-service training such as outward bound/teamwork courses.

4.
Pupils are required to provide their own evidence.

H6 – Elements of Human Relations Management

Read the following extract from a conversation between a female employee and her boss at work.  Answer questions which follow.
Conversation 
Mrs Wallace
‘Come in Claire and have a seat’.  ‘Now, what can I do for you?’
Claire
‘I have just found out that Colin is being paid more than me for doing the same job.’
Mrs Wallace
‘How did you find out about that, I wonder.’  ‘Well if you must know his circumstances are slightly different than yours.’
Claire
‘I don’t understand.  Our job descriptions are exactly the same.  We come in at the same time, leave at the same time and in between do exactly the same job.  Can you explain what you mean Mrs Wallace?’
Mrs Wallace
‘You’re a married woman Claire, you have no children and your husband has a very-well paid job.  You don’t really need to work.  Just a bit of pin money eh?  Poor Colin is separated from his wife and has to support her and the two children.  He has two homes to run.  I couldn’t afford to give both of you a pay increase at this time, so I decided that Colin needed the rise more than you.’  ‘Don’t you agree?’
Claire
‘I certainly do not agree.’
1.
What is a job description?

2.
Claire and Colin have very different personal circumstances.  Should this affect their rate of pay?  Explain your answer.

3.
‘Employers are not allowed to discriminate’.  Explain what this means?

4.
Was Claire right to object?  Explain your answer.  

5.
What action can she take now?

H6 – Elements of Human Relations Management: suggested solutions
1.
Job Description – detailed description of nature of job, precise tasks and responsibilities involved.

2.
No – circumstances should not affect their pay.  There is a legal entitlement to equal pay if employees are doing the same work – The Equal Pay Act 1970.

3.
Employers are not allowed under current legislation – The Sex Discrimination Act 1975, Race Relations Act 1976 and Disabled Persons Act (s) – to discriminate on the grounds of sex, race or disability.  

4.
Claire was right to object.  She was being discriminated against.  She was being paid less than her male colleague for doing the same job.

5.
If she is a member of a trade union, she should report the details to her shop steward.  If she is not a member of a trade union, she should contact the Equal Opportunities Commission for advice or take her case to an Industrial Tribunal.

H7 – Employee Relations

A–Z of Employee Relations
Supply the missing word(s) to complete the sentence.  Write out the sentence.

A ……… – an acronym for a body which seeks to resolve conflict in the workplace.

B …. – …….. ……… an employee engaged mainly in manual work.

C…………….. …………… determining conditions of work and terms of employment through negotiation.

D ………..…. – a breakdown in relationship between employers and employees.

E ……… …………..…..… – a situation where employees have the same chances.

F ………….. is one that can respond quickly to changes in the requirements of the organisation.

G … …… – a reduction of output by workers whilst still carrying on their tasks. 

H …levels of absenteeism suggest that morale amongst the workforce is low.

I …….… ……… the relationship between firms and their employees. 

J …… …….……….. – a discussion between management and employee representatives.

L …… ….. – a situation in which employees are physically prevented from entering the premises.

M …………….. – an independent outsider who proposes the basis for settlement of disputes. 

N ………….. – communication between representatives of employers and employees.

O……... ……… – industrial action approved by the head office of a trade union.

P ………… – an attempt by trade union members to dissuade others from working during and industrial dispute.

Q ………. ………… – a discussion group that meets regularly to identify problems.

R ……….. is where an employer agrees to deal officially with a trade union. 

U ..……….. ……….. – union activities which do not have the backing of a trade union head office.

W ……… is the name given to payment in return for labour.

H7 – Employee Relations: Suggested solution

A–Z of Employee Relations
A – ACAS

B – Blue-collar worker

C – Collective bargaining

D – Dispute

E – Equal opportunities

F – Flexible workforce

G – Go-slow

H – High

I – Industrial relations

J – Joint consultation

L – Lock-out

M – Mediator

N – Negotiation

O – Official strike

P – Picketing

Q – Quality circle

R – Recognition

U – Unofficial strike

W – Wages
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