5. Policies and procedures 
Multiple choice questions (learner)
Which of the below contains information on the times when a policy or procedure was updated and why?
a. Scope 
b. Background 
c. Version tracking 
d. Approval date 

Which of the below is an example of a procedure?
a. Equality, diversity and inclusion 
b. Using internet and email 
c. Code of conduct 
d. Health and safety 

Which of the below is a blueprint of day-to-day operations?
a. Policy
b. Procedure
c. Law
d. Regulation 

What should be included within all procedures as good practice?
a. Related laws 
b. Process map 
c. Corporate structure 
d. Risk assessment 

What type of organisation would most likely have a Complaints Procedure?
a. Charity
b. Not for profit
c. Social enterprise 
d. All of the above 

When developing policies and procedures, organisations must ensure that it is:
a. fit for purpose 
b. accurate 
c. consistent 
d. all of the above 
Which of the below is an example of non-mandatory policy?
a. Data protection 
b. Disciplinary and dismissal policies
c. Health and safety 
d. All of the above 

Which of the below is an example of required by law policy?
a. Complaints 
b. Data protection 
c. Grievance
d. All of the above 

What does KPI stand for?
a. Key process information 
b. Key process introduction 
c. Key performance indicator 
d. Key performance information 

Which of the following is a reason why organisation use KPIs?
a. To assist with meetings 
b. To assist with staff development 
c. To create a workload for staff 
d. To identify any patterns or trends

Which of the following is the first step an organisation should take when setting a KPI?
a. Make sure the organisation goals are measurable.
b. Understand what a KPI or performance measure is and is not.
c. Evaluate the existing KPIs and performance measures. 
d. Ensure there is buy-in from the people who will support the KPI.

Which of the following terms describes the increase or decrease in actual from the budget/projected amount for each KPI?
a. Target
b. Variance
c. Descriptor 
d. Commentary 



Which of the following terms is the graphical representation of information and data?
a. Data visualisation
b. Data validation 
c. Conditional reporting 
d. Metrics 

Which of the following terms is the collection of visualisations of data to show an organisation’s performance overall?
a. RAG rating  
b. Report 
c. Dashboard 
d. Business intelligence (BI) 

Which of the following is the term given to creating and implementing KPIs for individual organisational departments based on the overall organisational KPIs?
a. Cascading 
b. Defining 
c. Goals 
d. Objectives 

Which of the following can be used to measure the achievement of KPIs by staff?
a. Employee performance reviews / appraisals
b. Team meetings
c. One to one meeting
d. All of the above 

How many staff must an organisation have before the business is required to have a Health and Safety Policy by law?
a. 1
b. 3
c. 4
d. 5

Who should an organisation involve when creating a change in their ‘pension policy’?
a. Recruitment consultant 
b. Data protection officer  
C. Trade union
D. CEO


[image: ]T-Level Technical Qualification in 
Management and Administration (Level 3)
300 Management and Administration Core



[image: A picture containing text, clipart

Description automatically generated]Page 1 of 1                     © 2022 City and Guilds of London Institute. All rights reserved.
Which of the following is an example of a strategic KPI?
a. To increase customer satisfaction to 70% and above by next year. 
b. To increase selling in three new regions of the world in the next two years.
c. To increase the growth profit margin by 5% each year. 
d. To increase the number of social media followers. 

Which of the following should be the first step to take when developing a new policy?
a. Hold a consultation with staff affected by the policy and unions if appropriate.
b. Create policy and send to management team to review. 
c. Internal approval of policy and board approval if required.
d. Arrange meetings to discuss policy.
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