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300 Management and Administration Core
5. Policies and procedures 
Worksheet 3: Developing policies and procedures (tutor)
Task brief:

You work as a business administrator for a large online retailer. The retailer employs 100 office-based staff and 50 warehouse operatives who do not have computer facilities provided. 

Your manager has asked you to research effective methods of policy management and how policies and procedures could be stored in order to make them current and accessible to all staff in the organisation, regardless of their role. 

You should provide suggestions to your manager in the form of a document. 

Your suggestions must be realistic and highlight the benefits of using such methods

Tutor guidance:

Learners should submit a document containing realistic suggestions for a policy management solution. The suggested methods should ensure that all staff both office based and non-computer users have access to the policies and procedures. 

One of the most effective methods would be to offer a hybrid approach whereby policies and procedures are stored on a computer intranet for computer-based users and non-computer based users, ie warehouse staff should be provided the policies and procedures by email or if they do not have email access they receive a hard copy. 

Learners should also refer to managing the policies and procedures and informing staff when a new policy or procedure is introduced or is updated. This could be an email notification to all staff. 






[image: A picture containing text, clipart

Description automatically generated]Page 1 of 1                       
                                           © 2022 City and Guilds of London Institute. All rights reserved.
                                    ‘T-LEVELS’ is a registered trade mark of the Department for Education.
                 ‘T Level’ is a registered trade mark of the Institute for Apprenticeships and Technical Education.	
image1.jpg
T-LEVELS




image2.jpg




