
 

 

 

  

  

T Level Technical Qualification in 
Management and Administration  

8715-311 Business Improvement 
Occupational Specialism 
Grade Standard Exemplification Material 
Distinction - Summer 2025 

 

Version 1-0 

 



 

 

8715-311 Business Improvement Occupational Specialism – Summer 2024 Distinction Grade SEM (v1-0) 

 

Version and date  Change detail  Section  
v1-0 
31st October 2025 

Original version published  

V1-1 
27th November 2025 Amendments in relation to City & Guilds Limited Back cover 

 



 

8715-311 Business Improvement Occupational Specialism – Summer 2025 Distinction Grade SEM (v1-0) 2 

Contents 

Introduction ............................................................................................................... 3 

Grade descriptors ..................................................................................................... 5 

Task 1 – Information Review and Data Analysis .................................................... 6 

Task 2 – Stakeholder Mapping, Engagement and Data Analysis ....................... 20 

Task 3 – Feasibility Review .................................................................................... 29 

Task 4 – Resistance Management ......................................................................... 35 

Task 5 – Business Improvement Proposal ........................................................... 40 

Task 6 – Risk Register ........................................................................................... 57 

 

  



 

8715-311 Business Improvement Occupational Specialism – Summer 2025 Distinction Grade SEM (v1-0) 3 

Introduction 
Summer 2025 Results 

This document is aimed at providers and learners to help understand the standard that was 
required in the summer 2025 assessment series to achieve a distinction grade for the 8715-
311 Business Improvement Occupational Specialism (OS).  

The Grade Standard Exemplification Material (Grade SEM) provided for the distinction grade 
displays the holistic standard required across the tasks to achieve the distinction grade 
boundary in the Summer 2025 series. 

The aim of these materials is to provide examples of knowledge, skills and understanding 
that attested to distinction competence in Summer 2025. It is important to note that in live 
assessments a candidate’s performance is very likely to exhibit a spikey profile and standard 
of performance will vary across tasks.  

The Occupational Specialism is graded Distinction, Merit, Pass or Unclassified.  

 

 

 

 

 

 

 

The distinction grade boundary is based on a synoptic mark across all tasks. The materials in 
this Grade SEM are separated into two sections as described below. Materials are presented 
against a number of tasks from the assignment. 

 

Task 

This section details the tasks that the candidate has been asked to carry out. What needs to 
be submitted for marking and any additional evidence required including any 
photograph/video evidence. Also referenced in this section are the assessment themes the 
candidates were marked against when completing the tasks within it. In addition, candidate 
evidence that has been included or not been included in this Grade SEM has been identified 
within this section.  

In this Grade SEM there is candidate evidence from:  

Task 1 – Information Review and Data Analysis  
Task 2 – Stakeholder Mapping, Engagement and Data Analysis 
Task 3 – Feasibility Review 
Task 4 – Resistance Management  
Task 5 – Business Improvement Proposal 
Task 6 – Risk Register 

Distinction 

Merit 

Pass 

Unclassified 
Weakest performance 

Grade 
Strongest performance 

 This evidence (holistically) 
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Candidate evidence  
This section includes exemplars of candidate work, photographs of the work in production (or 
completed) and practical observation records of the assessment completed by centre 
assessors. This was evidence that was captured as part of the assessment and then 
externally marked by City & Guilds. 

 

The Occupational Specialism brief and tasks can be downloaded from here .  

 

Important things to note:  

• We discussed the approach to standard setting/maintaining with Ofqual and the other 
awarding organisations before awarding this year. We have agreed to take account of the 
newness of qualifications in how we award this year to recognise that students and 
teachers are less familiar with the assessments (Ofqual guide for schools and colleges 
2025 - GOV.UK), whilst also recognising the standards required for these qualifications. 

 
• The evidence presented, as a whole, was sufficient to achieve the distinction grade. 

However, performance across the tasks may vary (i.e. some tasks completed to a 
higher/lower standard than distinction grade).  

  

https://www.cityandguilds.com/-/media/productdocuments/business_skills/business_admin_and_public_services/8715/assessment-materials/8715-31-business-improvement/2024-summer/8715-311-business-improvement-os-summer-2024-materials-v1-0-zip.ashx
https://www.gov.uk/government/publications/ofqual-guide-for-schools-and-colleges-2025#grading-arrangements-for-vtqsand-technical-qualifications-within-t-levels-in-the-academic-year-2023-to-2024
https://www.gov.uk/government/publications/ofqual-guide-for-schools-and-colleges-2025#grading-arrangements-for-vtqsand-technical-qualifications-within-t-levels-in-the-academic-year-2023-to-2024
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Grade descriptors  
 
To achieve a distinction, a candidate will be able to:  
 
Demonstrate an exemplary performance that fully meets the requirement of the brief. 
Demonstrates expertise in technical skills and techniques when obtaining, using, and 
interpreting data to support change or improvement in processes. 
 
Competently and independently demonstrates high levels of skill when identifying the data 
and information needed to support business improvement and change. Uses an exemplary 
level of data acquisition, collation, analysis, and presentation in order to make informed 
decisions to respond to opportunities for change or improvement to processes, with a high 
level of effectiveness. 
 
Demonstrate an exemplary use of techniques and tools required to support business 
improvement and change activities with a high degree of effectiveness, demonstrating 
extensive breadth and depth of knowledge and understanding of business improvement 
principles and processes. 
 
Show exemplary skills to identify and escalate potential resistance to proposed changes or 
improvements to processes. Creates comprehensive guidance to support the management 
of internal resistance to change.  
 
Carry out tasks to an exemplary standard, producing an excellent quality of work that is 
accurate and technically correct whilst meeting organisational and industry standards.  
 
Demonstrate exemplary understanding and skills when engaging and communicating with 
stakeholders in order to develop effective and lasting relationships that support the brief. 
Competently demonstrates the selection and use of communications and media that 
maximise the effectiveness and value of stakeholder relationships.  
 
Consistently select appropriate clear and effective verbal and written communication, using 
methods tailored succinctly to individual needs and tasks.  
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Task 1 – Information Review and Data Analysis 
 

Assessment number  
(eg 1234-033) 

8715-311 

Assessment title Occupational Specialism  

 
Candidate name <first name> <surname> 

City & Guilds candidate No. ABC1234 

 
Provider name <provider name> 
City & Guilds provider No. 999999a 

 

Task(s) 1 

Evidence title / description • Written summary of review and analysis  
• Data Analysis Plan  

 

Date submitted by 
candidate DD/MM/YY 
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Tasks 

Task 1 – Information Review and Data Analysis  
  

You have been asked to support the Managing Director of Ino Pack Ltd in the role of a 
Business Improvement Assistant to determine the best options for the organisation to 
relocate and enhance operational efficiency. 

The purpose of this task is for you to review all the available background information in order 
to identify what other data may be needed to enable you to draw conclusions and offer 
options to the management team. This information will then be used to support the 
development of a data analysis plan in order to show the next steps needed to respond to 
the brief.  

You must:  

• Use a range of research, analytical and statistical tools and techniques to review and 
analyse: 

- The options for the business to relocate and enhance operational efficiency. 
- Organisational information and the areas where additional research may be 

needed. 

You should produce a short-written summary that outlines the key outcomes of your 
review and analysis.  

• Using the outcomes of your review and analysis, you must prepare a Data Analysis 
Plan that outlines what you will need to do to respond to the brief and how you will  

• undertake this.  

You may use the Internet, as well as the information provided in the assignment brief, for this 
task. 

• Resources: 
• Assignment Brief 
• Figure 2b: Article - Leading Factory and Equipment Movers in the UK 
• Figure 4: Operational Cost Comparison for a UK Packaging Manufacturing 

Company: South of England vs. Midlands 
• Figure 5b: Recommended Factory type options for Ino Pack Ltd.  
• Internet 

• Conditions of assessment: 

• The maximum time allocated for this task is 4 hours 
• You must carry out the task on your own, under controlled conditions  

• What must be produced for marking that marks will be awarded for: 

• Short written summary of review and analysis 
• Data Analysis Plan 
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Figure  Strengths  Weaknesses  Threats Opportunities 

Figure 1 

organisation 

chart  

Easy to 

understand and 

displays each 

role effectively. 

   

Figure 

2a,2b,2c 

article  

Shows a through 

understanding of 

why the 

relocation can 

provide benefits 

to the business. 

Challenges are 

clear and can 

help avoid them. 

Simple and 

does not 

provide any 

inside on how 

these can be 

achieved. 

This could 

lead to 

rushing the 

project to 

achieve these 

benefits 

which would 

impact the 

business. 

Provides 

certain 

challenges that 

may be faced 

with the 

relocation 

which allows 

time to 

mitigate them. 

Figure 3- Ino 

pact ltd 

website. 

Core operations 

are clearly listed 

allowing for full 

transparency on 

what the 

business 

conducts.  

  Compliance 

and 

regulations the 

business 

abides by are 

listed and can 

attract new 

customers. 

Figure 4 A simple yet 

effective way of 

conducting a 

Certain areas 

such as talent 

availability and 
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pros vs cons 

analysis 

between the 

companies two 

options.  

recruitment, 

should have 

more detailed 

displayed due 

to how 

important it is to 

the business. 

Figure 5a 

staff related 

costs. 

Strong 

knowledge of 

how much it will 

cost the 

business to hire, 

train or even 

make redundant.  

The percentage 

loss for 

redundancy 

costs are not 

always going to 

be the same a 

new out look on 

this is needed. 

 Allows for 

costs to be 

slightly more 

accurate as 

these costs 

are displayed 

thoroughly. 

Figure 5b 

factory types  

A through 

understanding of 

what each site 

includes showing 

off the positives 

of each choice. 

It does not 

show the 

negatives 

which could be 

overlooked if 

the benefits are 

good enough. 

Overlooking 

potential 

negatives can 

cause for a 

loss of 

investment or 

hirer costs. 

Allows for 

evaluation to 

be conducted 

on each site to 

see which one 

will bring the 

most benefits 
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and Highest 

ROI. 

Figure 5c 

relocation 

costs 

Shows every 

cost for each site 

to an 

understandable 

simplified degree 

allowing for full 

transparency on 

how much each 

cite will cost. 

   

Figure 6 

Extraordinary 

directors 

meeting- 

agenda and 

minutes  

Shows a good 

understanding of 

Karl Roddies 

(production 

Supervisor)’s 

concern about 

staff wellbeing 

and is effectively 

trying to 

reassure him 

that it can be delt 

with similarly 
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We also conducted a PESTLE analysis using our own knowledge combining it with 

Deepseek.ai and ChatGPT, to help simplify and improve the data collected.  

1. Political Factors: 

• Relocation Implications: Ino Pact Ltd. is considering relocating from its high-

cost location north of London to the Midlands. This move could be influenced 

by regional government policies, particularly around incentives for businesses 

to relocate, such as tax breaks or grants for operating in less expensive areas. 

The government might also offer support to businesses relocating to certain 

regions to promote economic growth outside of London.  

o Source: General understanding of regional economic development 

incentives in the UK. 

• Brexit: Given the uncertainty surrounding Brexit, especially in terms of supply 

chains and trade with the EU, the political environment may have long-term 

implications on international packaging material costs and regulations. Post-

Brexit trade rules could impact material costs and the supply chain, particularly 

with any changes in import/export duties or delays at borders.  

o Source: The evolving impact of Brexit on UK industries. 

2. Economic Factors: 

• Cost of Operation and Location: Relocating to the Midlands could help lower 

operational costs as the area may have cheaper land, labour, and operational 

expenses compared to London. This would help improve profit margins and 

supply chain efficiency, which is a strategic response to the excessive cost of 

operating in a southern region. 
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o Source: Common knowledge of regional differences in operational 

costs across the UK. 

• Inflation and Cost of Raw Materials: The inflationary pressures on raw 

material costs could significantly impact Ino Pact Ltd.'s profitability. As a 

packaging company, fluctuations in material costs (such as plastic, cardboard, 

or other materials) directly affect production expenses. 

o Source: General economic conditions and the volatility of material 

prices. 

• Wage Considerations: The shift in location to the Midlands may also affect 

wage structures. Wages in the Midlands could be lower than in the London 

area, which may help reduce labour costs but could also impact the attraction 

and retention of skilled workers. 

o Source: General understanding of regional wage disparities within the 

UK. 

3. Social Factors: 

• Labor Force Availability and Skills: Relocating to the Midlands may offer 

access to a different pool of talent, especially in manufacturing and logistics. 

There could be challenges in recruiting skilled workers depending on the local 

labour market, but there may also be an opportunity to employ individuals at a 

lower cost than in London. 

o Source: Labour availability and skills within regions. Using ONS (nation 

office of statistics 
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• Consumer Preferences and Sustainability: Social trends show increasing 

demand for eco-friendly packaging. Ino Pact Ltd. may need to consider 

shifting towards more sustainable packaging materials, such as biodegradable 

options, to align with consumer and corporate sustainability goals. Packaging 

companies are facing pressure from consumers and regulatory bodies to meet 

sustainability targets. 

o Source: Growing environmental consciousness among consumers and 

corporations. 

4. Technological Factors: 

• Automation and Technological Advancements: Technological 

improvements in packaging machinery and production lines could help Ino 

Pact Ltd. improve efficiency, reduce waste, and cut down labour costs. 

Automation could also improve the company’s competitiveness in the global 

market, particularly if it involves smart packaging or digital solutions in logistics 

and inventory management. 

o Source: Trends in industrial automation in manufacturing sectors. 

• Digitalization of Supply Chain Management: The use of digital platforms 

and software tools for logistics, inventory management, and production 

optimization is increasingly common. Ino Pact Ltd. could benefit from adopting 

advanced technology to streamline their supply chain, reduce lead times, and 

increase overall efficiency. 

o Source: Adoption of digital tools in the manufacturing industry. 
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5. Legal Factors: 

• Regulations on Packaging Materials: The packaging industry faces strict 

regulations regarding the types of materials used in packaging, especially 

concerning environmental sustainability (e.g., the UK government's plastic 

packaging tax). Compliance with these regulations will be important as Ino 

Pact Ltd. looks to remain competitive and avoid fines.  

o Source: Packaging regulations and taxes in the UK (e.g., Plastic 

Packaging Tax). 

• Labor Laws: The company must comply with UK labour laws, including 

employment contracts, health and safety regulations, and worker protections, 

especially if it shifts production to a new location and hires a new workforce.  

o Source: UK labour laws and workplace regulations. Contracts of 

employment and working hours - GOV.UK  

6. Environmental Factors: 

• Environmental Regulations and Sustainability: Increasingly stringent 

regulations around waste management and recycling will impact Ino Pact Ltd. 

as it produces packaging materials. The company may need to invest in more 

sustainable production processes or materials to meet these regulations. 

o Source: Government policies on waste reduction and recycling. 

• Carbon Footprint and Energy Consumption: The environmental impact of 

operations, including energy consumption and the carbon footprint of 

production processes, will become more important. Relocating the operations 

https://www.gov.uk/browse/employing-people/contracts
https://www.gov.uk/browse/employing-people/contracts
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might offer the company an opportunity to improve energy efficiency or take 

advantage of renewable energy sources available in the Midlands. 

o Source: Sustainability trends and government incentives for green 

energy in manufacturing. 

• ChatGPT – prompt “ please conduct a PESTLE analysis for a packaging 

company using the information provided, please reference where each finding 

is from Introduction – Ino Pact Ltd is a small, yet dynamic company centred 

around production of packaging materials, the company’s success is driven by 

a dedicated team of up to 40 members consisting of 29 production workers, 3 

production supervisors, 1 logistics coordinator and 5 administrative staff. 

Currently Ino Pact Ltd is operating in a high-cost area Located north of London 

and are looking at relocating their site towards the midlands, this is in attempt 

to better the operation costs and increase profit and supply chain efficiency. 

Below this intro will be SWOT analysis of each of the figures provided in the 

brief, a pestle analysis alongside a data analysis plan. “  

• Research findings-  using ONS ( Home - Office for National Statistics ) we can 

find out that the employment rate of 16-64 year olds is 74.9% across the up  

0.1pp on previous year, this shows that people are actively looking for work 

giving a better outlook for finding talent in a new location if it comes to it. 

However, Unemployment rate for these ages have increase by 0.5pp on 

previous year. This information collected was from oct-dec of 2024 however, 

so this could have gone down as there is not a more trusted site to find out 

this information on. 

https://chatgpt.com/?model=auto
https://www.ons.gov.uk/
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• Packaging industry in the UK has annual sales of £14 billion and employs 

some 80,000 across multiple businesses, this is representing only 3% of the 

UK’s manufacturing workforce, however this is a major contributor the UK 

GDP and a vital link in the packaging supply chain for most businesses 

operating with in the UK.  ( The Packaging Federation – 

www.packagingfedn.co.uk ) another site mentions “ The UK packaging 

industry volume was 119.7 billion units in 2023 and will grow at a CAGR of 

more than 1% from 2023 to 2028.  “  ( United Kingdom (UK) Packaging Market 

Size and Analysis by Material Type, Innovations and Forecast to 2028 ) telling 

us that due to the industry being successes full new talent will be looking to 

work for companies like Ino pack Ltd. 

• We Looked at other areas such as technology and environmental however 

these are heavily connected to our pestle which we included above. 

http://www.packagingfedn.co.uk/#:%7E:text=The%20UK%20Packaging%20Manufacturing%20Industry%20has%20annual%20sales%20of%20%C2%A3,in%20the%20Packaging%20Supply%20Chain.
http://www.packagingfedn.co.uk/#:%7E:text=The%20UK%20Packaging%20Manufacturing%20Industry%20has%20annual%20sales%20of%20%C2%A3,in%20the%20Packaging%20Supply%20Chain.
https://www.globaldata.com/store/report/uk-packaging-market-analysis/#:%7E:text=The%20UK%20packaging%20industry%20volume,product%20packaging%20in%20the%20country.
https://www.globaldata.com/store/report/uk-packaging-market-analysis/#:%7E:text=The%20UK%20packaging%20industry%20volume,product%20packaging%20in%20the%20country.
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Type of 

data  

Why we need it? How will it benefit us? 

SWOT Swot analysists are common in change 

proposals and to find out about a 

business, strengths, weaknesses, threats 

to them and opportunities given. A swot is 

useful here as it allows us to see 

everything that the business is offering. 

It provides us with insights into the business, what 

we need to improve and what we can mitigate, 

without a SWOT an external threat or internal can 

take effect and impact the business which we can 

stop from happening if one is conducted. 

PESTLE  We need a pestle analysis to review all 

the Political, Economic, social, 

technological, legal and environmental 

factors that could affect the business. 

Conducting a pestle will benefit us carrying strong 

insights on what we need to do to remain not only 

operational but also safe as it tells us what certain 

things the company must obey by. 

Research  We need this to find the sites, costs, 

impact and a lot more research will always 

be needed to carry out anything as you 

need to make sure that it is possible 

before you carry out the project. 

It allows us to gage what may happen if we go 

through with the project, it allows us to find out 

how to carry out the project how to manage 

resistance to the change, research is the building 

blocks to any good project and benefits the 

company in thousands of ways as it prevents any 

major problems due to knowing beforehand that it 

could happen. 

Feasibility 

report. 

A feasibility report is needed to conduct 

price checks for each site. 

It benefits us by showing which site is the 

cheapest or most expensive it can also tell us 
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Summary –  

after conducting our own research on both the brief provided and using the tools at 

are disposal we concluded that The company’s operations, structure, and planning 

detailed in the SWOT are of great quality alongside key understandings of what they 

need to do to improve their business, Goals are set and building showing strong 

intent for success.  

the key outcomes of our pestle analysis show that there is potential that the 

relocation could be influenced by a regional government, which could include 

potential tax breaks a grant for moving to these areas (due to more jobs being 

created for the locals) it also tells us that Brexit is still having and impact of the supply 

chain of materials from the delivery times to the costs of them causing small risks and 

other stories, if the price is high for the site, with a 

feasibility report you can see that it may be the 

cheapest by square meter giving you a different 

view on that site. It helps distinguish the good from 

the bad in deals.  

Site 

research 

To expand the knowledge of each site. It allows us to see what ISO’s they may be 

compliant with already where they are based and 

if they are easy to travel to either via driving or 

public transport for the staff, using that information 

we can pick out the best site using the cost vs 

benefit statistical tool. 
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worry, we also were able to prove that moving to the midlands will offer lower 

operation costs due to the land being cheaper but also the wages and rent due to the 

overall cost of living being cheaper than being located around London. Moving 

towards the midlands also allows for Ino Pack to move more towards sustainability as 

there are more renewable energy sources available due to more natural green space 

for solar panels or windfarms then there are in the south. 

Key outcomes of our research include valuable insights into the employment 

statistics of the north and south of the UK, a onlook into the UK’s packaging 

industry’s growth and potential costs associated with relocation. On top of the 

research conducted the data analysis plan written shows the need for a feasibility 

report to being done to better understand the costs of each site with a justified 

recommendation based on stats and statistics provided after doing such report will 

show towards all members of staff.  

In conclusion,  With all research completed in mind the company can make and 
informed decision about the relocation that will lead to increase profitability and 
longer sustainability, by using all tools used Ino Pack should be able to make a well 
educated guess on which site will benefit them but also if it is even worth the risk of 
moving in the first place. 
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Task 2 – Stakeholder Mapping, Engagement and Data 
Analysis 
 
Assessment number  
(eg 1234-033) 

8715-311 

Assessment title Occupational Specialism  

 
Candidate name <first name> <surname> 

City & Guilds candidate No. ABC1234 

 
Provider name <provider name> 
City & Guilds provider No. 999999a 

 

Task(s) 2 

Evidence title / description • Stakeholder map  
• Written summary of potential impacts to stakeholders  
• Stakeholder communication plan  

 

Date submitted by 
candidate DD/MM/YY 
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Task 

Task 2 – Stakeholder Mapping, Engagement and Communication  
  

The purpose of this task is for you to analyse the potential impact on stakeholders if the 
organisation were to relocate to a centralised location towards the Midlands. 

You must:  

a) Create a Stakeholder Map to include internal and external stakeholders in the  
business, including their level of power/interest. 
 
b) Write a summary of the potential impacts that may be experienced by different  
stakeholders if Ino Pack Ltd were to proceed with the relocation.  
 
c) Create a Stakeholder Communication Plan showing how they will consult  
stakeholders in response to any impacts, along with any potential improvements and  
changes that may arise from Ino Pack Ltd relocating  
  
Resources:  

• Assignment Brief  
• Figure 1: Organisation Chart 
• Figure 2a: Article – Reasons Why the Factory Relocation Can Grow Your Business 
• Figure 2c: Employment Law Advisers query 
• Figure 4: Operational Cost Comparison for a UK Packaging Manufacturing Company: 

South of England vs Midlands 
• Figure 6: Extraordinary Directors Meeting – Agenda and Minutes 

  
Conditions of assessment:  

• The maximum time allocated for this task is 4 hours  
• You must carry out the task on your own, under controlled conditions   

  
  
What must be produced for marking that marks will be awarded for:  

• Stakeholder map  
• Written summary of potential impacts to stakeholders  
• Stakeholder communication plan  
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Candidate evidence 

Stakeholder mapping 

Team role Role  Expectations  Level of 

interest (1-

low, 5 high)  

Level of 

power (1-low, 

5 high) 

INTERNAL  INTERNAL INTERNAL INTERNAL INTERNAL 

Managing 

director 

Overseeing the company strategic direction. To inform all members of staff about the changes and 

the need for the changes that are taking place, along 

side ordering the research or doing the research to a 

company this task. 

  5   5  

Operations 

manager 

To manage the daily operations of the 

business. 

To manage operations during the research phase along 

side other phases such as training for possible new hires 

along side making sure that operations are smooth after 

downtime as the business makes a move towards a new 

site. 

3 3 

X3 production 

supervisors 

Manage production of the employees or their 

line of work. 

To help with KPI’s after and before the move record how 

well the sites are performing based on their production 

output. 

3 2 

Logistics 

coordinator  

Manage and coordinator all logistics such as 

shipping that takes place within the business. 

To work with and communicate with the team that is 

going to be moving all the equipment, provide this 

information to all key members of the team to allow 

communication to be tight within the organisation during 

the move if anything goes wrong. 

3 3 

Administrators  To administer the efficiency of the business 

and do all admin work such as finance. 

To alert managers and directors of the possible changes 

that may be needed to adhere to budget or other 

limitations that could affect the business. 

4 4 

Employees To produce the products that are sold to 

customers. 

During the move they are expected to be clear with their 

future intentions, if they are opting to leave the business 

due to maybe travel issues their expectation is to alert 

2 2 
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the managerial team of this to make it easier for the 

business to adapt. 

EXTERNAL EXTERNAL EXTERNAL EXTERNAL EXTERNAL 

Government  To enforce legislations and regulations. The government may be expected to help with the 

relocation as they wish to move more jobs to the north 

naturally, however the government also are expected to 

enforce legislations and regulations checks on the new 

sites to see if they are compliant with these regulations. 

2 4 

Customers  Work with the business on any endeavour 

they may face. 

The expectation that is held on customers is that they 

stay loyal to the business and continue to collaborate 

with them during down time and the starting of 

operations at a new site 

3 3 

Suppliers  To supply the raw materials needed for Ino 

Pack to produce their products. 

One expectation that suppliers may face is to with hold 

any incoming Materials for Ino pack as they move into a 

new site, they could also be asked to introduce a trade 

credit function for Ino Pack as the company settles into 

their new home and savings are low. 

4 4 

Competitors  Provide competition for Ino pack  One thing that is expected of a competitor is to try and 

over do Ino pack, this can come as due to Ino’s down 

time competitors may take advantage of this and steal 

their customers to increase their own revenue. 

5 2 

 
Summary of potential impacts that may be experienced – This summary will show all positive and negative impacts for both 

internal and external stakeholders that may appear if Ino pack Ltd were to proceed with the relocation of their operations. 

Internal –  

Each internal stakeholder may have their own impacts but some can have similar ones which will be mentioned with in the text 

for example, for both Production supervisors and production workers are both impacted by traveling distance due to the 

relocation of the site, if the business moves to far away from their home they may decide to leave the business to find a better 

suited work place closer to home, this is due to these members of staff not having the option to work remotely on some days 

due to their main roles being based on using the equipment that Ino Pack provides for these staff members to work on, this 
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could result in possible redundancies. However, it can also benefit these staff members as the areas that Ino Pack is looking to 

relocate to have a lower living cost which could pull them towards the change as they will most likely be on the same salary as 

before just living in a less costly area to work and live in. 

The impact on Manging director Alex Hodson has both positives and negatives, One such negative is that she will be 

overworked causing stress to appear due to planning and communicating the plan to all stakeholders especially to each 

member of staff, and each stakeholder knows what is going to happen with business, She is needing to do this to help the 

relocation go ahead as planned without sudden objection by a stakeholder with high power or high interest, which helps reduce 

the risk of resistance to change however, a positive impact that may appear is that  working with these stakeholders can bring a 

unique outlook on to something that needs it, meaning that the project could be improving daily based on the feedback she is 

gaining from working so closely with these stakeholders. It also allows for future benefits to appear as relationships are born 

within and outside of the business with contractors. 

An Impact the operations and Production supervisors may face is that production and efficiency will be low or worse than 

before, this will be caused by the slowing down of production as equipment is slowly moved out of the current site and moved to 

the new site, this can also get worse if Someone in the higher ranks decided to shut down production fully during the relocation 

of the equipment to the new site. This will affect the customers and even suppliers of the business and it will be mentioned later 

on for them. 

A major impact for Logistics manager would also be stress due to attempts of getting all the major equipment out of the current  

site over to the new one along side last minute shipping before products go off sale ready for down time, this could be stressful 

and will cause major distribution the all product lines along side the moving if it is done wrong with out the proper planning and 

prevention. Similarly administrative members will be caught up being stresses due to this change and the impact of it could be 

the same, however the potential impact of slower shipping and longer delivery times could lead to the business losing 

customers. 

Employees may face the largest impact, due to this relocation allot of staff may be affected by travel restrictions, this can be 

down to the cost of driving to work or using public transport as Ino Pack moves towards the north and away from their homes in 

the south, this could lead to numerous staff being made redundant to make space for new staff located near the new sites,  

External-   

The impact that the government may face is that their costs may increase, this could be caused by all the new job opportunities 

being created by this relocation  causing new housing to be built for that area to allow for more talented workers to move into, 

this impact can cause for some other areas to slowly lose funding as new areas are being transformed into working cities or 

towns, this can also be viewed as a positive however, this would be down to the fact that due to more jobs being created the 

government is going to gaining more money due to employees paying income tax, this will help fund their local agencies and 

better their own operations. However, an impact on employees of the business currently also pays into an impact for the 

government, this is down to the business making staff redundant these redundant staff won’t be able to pay tax as they will not 

have access to an income. 
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One big impact that is faced by customers is going to be the longer delivery/shipping time of products they bought from Ino 

Pack, this will be down to the Ino Pack Having to stop production during the moving of equipment to their new site, higher 

demand of products due to multiple customers requiring the same products or Ino Pack Being a further distance then normally,  

these issues will cause for a loss on their side due to not having the packaging materials they need to send out the products that 

they produce safely, this impact can lead into Competitors Having more of an advantage to gain new customers with that being 

their main impact, without Ino pack being able to effectively produce their products during down time, competitors will be able to 

gain an advantage over Ino Pack or others with in the industry due to poaching customers that are requiring certain aids, 

Another impact for the external stakeholders of Ino pack is for the supplier or suppliers that Ino Pack, can not produce any 

products due to the nature of shutting down a site to move equipment, suppliers will be left with a customer that will require help 

to store the current materials they are requiring meaning that their own stock levels could exceed their limit and they might be 

forced into selling for less to provide space for the materials that they might need to be stored. 

In summary both external and internal stakeholders will be impacted all changes brings impact some more beneficial then the 

other, a lot of internal impacts also impact the external members, this leads to me thinking on how we can introduce a 

communication plan to warn those involved of the upcoming struggles as the project moves through each major step of the 

project. 

Communication plan 

Team role Priority 

(1-low 

5- high)  

Reason for communication  Key Communication points Type of 

communication  

How 

often 

Internal Internal Internal Internal Internal Internal 

Manging 

director  

5 To share and gain updates on how the current 

task of the project is going. They will also 

receive updates on how the project is moving if 

they have been out of business for a while and 

should be given the most precise explanation of 

anything that is going on. 

-updates on how the project is doing 

-how employees are feeling about the 

change. 

-budget  

-time 

-resources needed. 

Online call 

Team meeting 

Messages 

Emails  

 

Every 1-

2weeks 

to allow 

things to 

change. 

Operating 

manager 

4 To gain updates on how the current task of the 

project is going. They will also receive updates 

on how the project is moving if they have been 

out of business for a while and should be given 

-updates on timing  

-how the site is improving  

-tour of new site to allow for them to get 

used to it. 

In person 

meeting 

Emails 

Messages 

2-4weeks 

at best  
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the most precise explanation of anything that is 

going on. 
Calls  

Production 

supervisors  

3 To gain updates on how the current task of the 

project is going. 

-updates on timing  

-how the site is improving  

-tour of new site to allow for them to get 

used to it. 

-estimated time of production start. 

In person 

meeting 

Emails 

Messages 

Calls 

2-4 

weeks  

Productions 

workers/ 

employees  

2 To provide updates on their job security and how 

the project is coming 

-update for job security 

-equipment they may need when they 

start working again. 

-update on how the project is coming 

along. 

Newsletters  Monthly 

(every 

4weeks) 

Administrators  4 To share and gain updates on how the current 

task of the project is going.  

-updates on how the project is doing 

-how employees are feeling about the 

change. 

-budget  

-time 

-resources needed. 

update for job security 

-equipment they may need when they 

start working again. 

 

In person 

meeting 

Emails 

Messages 

Calls  

Newsletters  

1-2weeks 

External  External External External External External 
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Government  4 To gain updates on how the current task of the 

project is going. They will also receive updates 

on how the project is moving if they have been 

out of business for a while and should be given 

the most precise explanation of anything that is 

going on. They should also be given a full 

explanation if anything went wrong as they are 

the one that will take legal action if they find out 

you haven’t reported it properly. 

-updates on how the project is doing 

-how employees are feeling about the 

change. 

-budget  

-time 

-resources needed. 

update for job security 

-equipment they may need when they 

start working again. 

-expenses  

In person 

meeting 

Emails 

Messages 

Calls  

Newsletters  

Monthly 

or 

bimonthly  

Customers  2 To gain updates on how the current task of the 

project is going.  

- updates on timing  

-how the site is improving  

-tour of new site to allow for them to get 

used to it. 

-estimated time of production start.  

Emails 

Messages 

 

Monthly 

or bi 

monthly 

(unless 

asked for 

update)  

 
High Power, Low Interest – Government Entities 

These stakeholders wield considerable influence over your business but typically do not engage with day-to-day operations 

unless they perceive an issue. Their ability to shut down or alter your operations is substantial, meaning that any missteps on 

your part could result in swift intervention. Given their limited interest, communication with government officials should be highly 

structured, formal, and precise. Mistakes or inaccuracies in your communication may lead to corrective actions or policy 

changes. Therefore, it is essential to remain initiative-taking, detailed, and accurate in all correspondence to avoid scrutiny. 

Low Power, High Interest – X3 Production Supervisors, Competitors 

These individuals or groups may not have the authority to enact change within your company, but they are highly invested in its 

progress. As such, they should be kept well-informed of developments through regular updates, which could be delivered via 

internal or external communication tools. Clear, timely, and accurate reporting is crucial, as their elevated level of interest often 

drives their desire for constant updates. While their influence is limited, their perception of your company’s progress can shape 

competitive strategies or internal decisions. 

Low Power, Low Interest – Employees, Customers, Suppliers 
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This group is characterized by a lack of both authority and active interest in the company’s strategic direction. While they may 

not be deeply engaged with your business's core operations, it is still important to maintain a baseline level of communication. 

Updates should be provided on a bi-monthly or quarterly basis, ensuring they remain informed about major project 

developments or organizational changes that could affect them. This frequency ensures they stay in the loop without 

overwhelming them with unnecessary details. 

High Power, High Interest – Managing Director, Operations Manager, Logistics Coordinator, Administrators, Senior 

Government Officials 

These are the key decision-makers who have both the power to influence and the personal stake in the company’s success. 

Their strategic decisions can significantly impact the trajectory of your business, and they often can shape critical operational, 

logistical, and financial aspects of the company. Regular, in-depth communication with this group is essential, typically occurring 

every 1-2 weeks, depending on the project’s nature. Feedback from these stakeholders should be actively sought and 

integrated into business processes, as their input is highly influential. Their engagement is central to ensuring that projects align 

with the broader strategic goals of the organization, and their concerns must be addressed promptly. 
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Task 3 – Feasibility Review 
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Date submitted by 
candidate DD/MM/YY 
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Task 

Task 3 – Feasibility Review   
  

The purpose of this task is for you to analyse the costs of relocating Ino Pack Ltd’s factory 
and assess the impact on the organisation’s finances and resources.  
 

You must:  

a) Calculate the total staff related costs (Figure 5a) 

b) Calculate the total estimated relocation cost for each factory facility 1 to 4 (Figure 5c). 
Then calculate the average cost for the amount of space available for each relocation option 
(Figure 5b)  

c) Using Figure 4 and your calculations, write a factual statement to the Managing Director 
summarising the results of your statistical analysis. Candidates are not being asked for  

  
Resources:  

• Assignment Brief  
• Figure 4: Operational Cost Comparison for a UK packaging Manufacturing Company: 

South of England vs. Midlands 
• Figure 5a: Staff Related Costs 
• Figure 5b: Recommended Factory Type Options for Ino Pack Ltd 
• Figure 5c: Relocation Costs 

  
Conditions of assessment:  

• The maximum time allocated for this task is 6 hours  
• You must carry out the task on your own, under controlled conditions   

  
  
What must be produced for marking that marks will be awarded for:  

• Demonstration of calculations, costings and statistical analysis using appropriate 
tools.  

• Statement summarising statistical analysis to the Managing Director 
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Candidate evidence 

Feasibility report –Bellow you will find a summary of all costs for each of the site locations, it 

will include: the option no, the size of the site, a description and benefits/ negatives, at the 

end of this document there will also be a factual statement based on our calculations based 

of the results of our statistical analysis. 

 1. Small-Sized Eco-Friendly 

Manufacturing Facility  

2. Medium-Sized Eco-

Friendly Manufacturing 

Facility 

3. Large-Sized Flexible 

Manufacturing Facility  

4. Extra Large-Sized Facility 

for Growth  

Size:(696 square metres)  Size: (1161 square metres)  Size: (1858 square metres)  Size: (3251 square metres)  

Characteristics:  

A compact space that includes 

essential areas for 

manufacturing, storage, and a 

small office. Limited number of 

workstations and basic 

amenities.  

Suitable for smaller-scale 

production with streamlined 

operations. May require 

efficient space planning to 

ensure comfort and 

functionality for 40 staff.  

Characteristics: Includes 

sustainable design 

features, such as energy-

efficient systems and waste 

management solutions. 

Accommodates 40 staff 

with a flexible layout for 

manufacturing, storage, 

and office space.  

Characteristics: Offers a 

flexible layout with potential 

for customisation, high-tech 

equipment, and ample room 

for 55 staff. Includes space 

for production, offices, and 

amenities.  

Characteristics: A spacious 

facility designed for large-

scale operations with 

extensive manufacturing and 

storage areas. 

Accommodates 70 staff. 

Supports significant growth 

and includes advanced 

features and employee 

amenities.  

Benefits: Aligns with Ino Pack 

Ltd.’s sustainability goals, 

smaller size, and more cost 

Benefits: Aligns with Ino 

Pack Ltd.’s sustainability 

goals, provides adequate 

Benefits: Provides room for 

future expansion, integrates 

advanced manufacturing 

Benefits: Accommodates 

future growth and large-scale 

production needs, provides 
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effective, reduced operational 

costs. Same staff count the 

organisation is used to. 

space for current needs, 

and allows for some future 

growth. Same staff count 

the organisation is used to. 

technologies, and supports 

flexible production 

processes. potential for 

customisation. 

extensive flexibility, and 

aligns with long-term 

strategic goals.  

Negatives: small scale 

production. Quite small, no 

room for expansion  

Negatives: no room for 

expansion 

 Negatives: way to big for 

current Ino Pack. 

All staff related costs concerning potential redundancy costs, hiring and training costs will be the same 

throughout, this is due to a lack of data concerning a realistic price provide in the brief. Redundancy 

costs being 20.5% of £980,000 being £200,900. Hiring salaries being £168,000 and training costs 

being £6,900. With all these costs combined it would be equivalent to £375,800. When we are 

calculating our cost per square meter there will be two different costs, one including all staff related 

costs and one excluding them, as these costs are only potential. A quick reminder these costs are all 

estimates as there is not an authentic way to tell how much everything will cost without gaining direct 

quotes. 

Option 1 estimated costs-  

Independent site surveys: £3,000 + Hiring an equipment moving company: £14,450 + Operation 

downtime: £25,000 +Marketing expenses to alert customers: £4,000+Legal fees: £3,000 + 

Refurbishment costs: £20,000+ New property rental deposit: £8,000.=Total cost before including staff 

costs: £77,450 at a total cost of £111.28 (rounded up to the nearest whole number) per squared 

meters, including staff costs £375.800 + £77,450 would bring the total costs up to £453,250 at a total 

cost of £651.22 per square meter. 

Option 2 Estimated Costs:  

Independent Site Surveys: £4,000 + Hiring an Equipment Moving Company: £14,450 + Operational 

Downtime: £30,000 +Marketing Expenses to Alert Customers: £4,000  + Legal Fees: £4,000 

+Refurbishment Costs: £40,000+New property rental deposit: £12,000=  Total cost before including 

staff costs: £108,450 at a total cost of £93.41 per squared meters, including staff costs £375.800 + 
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£108,450 would bring the total costs up to £484,250 at a total cost of £417.10 (rounded up to the 

nearest whole number) per square meter.  

Option 3 Estimated Costs:  

Independent Site Surveys: £5,000 + Hiring an Equipment Moving Company: £14,450 + Operational 

Downtime: £35,000+ Marketing Expenses to Alert Customers: £4,000 +Legal Fees: £5,000 + 

Refurbishment Costs: £50,000 +New Property Rental Deposit: £15,000= Total cost before including 

staff costs: £128,450 at a total cost of £69.13 per squared meters, including staff costs £375.800 + 

£128,450 would bring the total costs up to £504,250 at a total cost of £271.39 per square meter.  

Option 4 Estimated Costs:  

Independent Site Surveys: £6,000 + Hiring an Equipment Moving Company: £14,450  + Operational 

Downtime: £40,000 + Marketing Expenses to Alert Customers: £4,000 + Legal Fees: £6,000 + 

Refurbishment Costs: £60,000 + New Property Rental Deposit: £20,000 Total cost before including 

staff costs: £150,450 at a total cost of £46.28 (rounded to the nearest whole number) per squared 

meters, including staff costs £375,800 + £150,450  would bring the total costs up to £526,250 at a total 

cost of £161.87 per square meter. 

Factual summary  

Each site has their own Negative and benefits bellow is a summary for each site. 

Option 1: A smaller manufacturing site with a total size of 696 square meters. It operates with a current 

staff size of 40, aligning with Ino Pack Ltd.'s sustainability goals. The site offers a smaller footprint, 

making it more cost-effective. However, it lacks space for future growth, especially considering Ino 

Pack's plans to diversify its product offerings. The base cost for this site is £77,450, which is 

approximately £111.28 per square meter. When factoring in staffing costs (with no redundancies or 

replacement required), the total cost of the site comes to £453,250, or £651.22 per square meter. 

However, the site lacks sufficient office space for managers and could result in a cramped workspace, 

potentially leading to higher stress levels among staff and a decrease in overall efficiency. 

Option 2: A mid-sized manufacturing site with a total size of 1,161 square meters. This site is designed 

to accommodate 40 staff members and offers a flexible layout suitable for manufacturing, storage, and 
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office spaces. It aligns with Ino Pack Ltd.’s sustainability goals and provides adequate space for 

current needs, as well as some room for future growth. However, like Option 1, it does not offer 

amenities for staff, and the site layout may not fully support product diversification in the future. The 

base cost of the site is £108,450, or £93.41 per square meter. After accounting for potential 

redundancy and replacement costs (if necessary), the total estimated cost rises to £484,250, or 

£417.10 per square meter. 

Option 3: A larger manufacturing site with a total size of 1,858 square meters. This site provides a 

flexible layout with room for future expansion and incorporates advanced manufacturing technologies. 

It can accommodate up to 55 staff members, with separate areas for production and offices. The site 

includes amenities for all staff and offers the ability to customize spaces. The base cost of the site is 

£128,450, or £69.13 per square meter. After considering the potential costs of hiring and redundancy 

(if applicable), the total cost increases to £504,250, or £271.39 per square meter. However, due to the 

larger staff size, there may be a need to adjust the management style to accommodate the increase in 

personnel. 

Option 4: An extra-large facility designed for long-term growth, with a total size of 3,251 square 

meters. This site is built for large-scale operations and can accommodate up to 70 staff members. It 

aligns with Ino Pack Ltd.'s long-term strategic goals and is designed for extensive manufacturing and 

storage needs. While it may be considered large for the company's current size, it offers significant 

potential for future expansion. The base cost of the site is £150,420, or £46.28 per square meter. 

When factoring in staffing costs, the total cost comes to £526,250, or £161.87 per square meter. 
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Task 4 – Resistance Management 
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Task 

Task 4 – Resistance Management  
  

The purpose of this task is for you to recognise what to do when presented with resistance to 
change during the research of an improvement project.You have been asked to speak to the 
attendees of the Extraordinary Directors Meeting to confirm their views on what the 
organisation needs to do to facilitate the relocation. Alex and Lena’s views generally align 
with the comments recorded in the Extraordinary Directors meeting minutes. However, 
Production Supervisor Karl Roddis is initially resistant and later discloses he really does not 
want the move to a new location to go ahead. He believes it could cause job insecurity 
concerns, staff relocation stress and increased commute times. He tries to influence you 
during the conversation and specifically asks you to tailor your final report to agree with him.  

You must:   
• Produce a formal email to escalate Karl’s disclosure of resistance to the Managing 

Director 
  
This should include:  

• an analysis of Karl’s resistance to the relocation.  
• the potential impacts of Karl’s resistance   
• the proposed solutions to overcome Karl’s objection.    

  
Resources  
• Assignment Brief  

• Figure 1: Organisational Chart 
• Figure 6: Extraordinary Directors Meeting – Agenda Minutes 

  
  

Conditions of assessment:  
• The maximum time allocated for this task is 4 hours  
• You must carry out the task on your own, under controlled conditions  

  
What must be produced for marking that marks will be awarded for:  
• Formal Email 
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Candidate evidence 

Dear Alex Hodson. 

Intro  

I am writing to you regarding the concern of a staff member of yours, Karl Roddis. In 

your directors meeting Karl expressed some resistance to change regarding the 

impact it could have on staff,  he expresses that this change could cause a number of 

problems for members of staff with them being: Employee relocation stress, job 

security concerns and a increase to commute times, we understand that this will be 

an issue for most of your team and wish to address it, we would also like to mention 

that Karl tried to influence me to take his side in the matter and shut down the plan 

however I our team stands firm on being neutral and will always look towards what 

will benefit the business the most. 

Findings  

Our findings on Staff concerns, first of all employee relocation stress, Karl 

Highlighted himself that many staff are experiencing significant stress regarding a 

move with this including anxiety about the change in the work environment and 

routines, this could also cause stress among staff with kids as they could possibly 

struggle to pick up or drop off their children to school and still arrive on time to work. 

Another thing is the job security concerns, some staff may fear that due to the move 

they maybe made redundant and struggle to find a job that suits their needs this may 

occur due to the next risk that can often build into this, increased commute times 

could possibly result in staff fearing that they maybe made redundant if they are 

unable to travel the further distance to work. A final thing we would like to add is that 
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Karl tried to influence me to take his side in the matter at the end of the meeting and 

shut down the plan. 

Impact and solutions  

Firstly I would like to address the impact of Karls resistance, with his location in your 

organization structure he could be able to turn staff bellow him against the idea to 

which would cause for more time and resources being spent on mitigating the 

resistance or the chance that we would have to make these staff redundant if we 

follow through with the move. Karl has already shown that he isn’t shy to try and 

influence people to benefit his side so it may be an issue if not delt with in the correct 

way. A solution to this would be to work closely with Karl to see what he things we 

can do to improve the plan for this move collaboration between the whole team is the 

best way to find any resistance and what we can do to mitigate it. Another impact 

would be the that staff that do fear about their job security could cause problems for 

the current site, in some cases of change in business it is found that employees that 

disagree with the changes being made may take drastic measures to insure that the 

change doesn’t happen or slow down the change this could lead to possible removal 

of staff or staff leaving themselves, some staff may take striking up to consideration if 

it this fear is not delt with rationally and quickly, The best solution to stop this from 

happening has already been taken into actionable items and that would be for HR to 

collaborate with these staff that are expressing these fears on how they can reassure 

them that your business wants to keep them and help them to staff with the team. 

Karls final concern would be the increased commute times causing stress amongst 

staff as they fear that the commutes may be to long for them to have a good work life 

balance, this fear could cause for staff to look for work elsewhere and lead to Ino 
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Pack to loose skilled workers that they need, proposed solutions that can help 

mitigate this fear have already been raised by Lena, introducing a stress 

management workshop could help staff however they may see this as a cheap way 

to do so, which is why we also recommend providing assistance for employees who 

may consider relocating themselves to be closer to the new Facility, and introducing 

more flexibility for employees on what hours they want to work allowing them to book 

which time that are able to work on a new system that we can help you develop. 

In summary Karl resistance has good points which all should be addressed and 

collaborated with respectful, we suggest that Karl Works with HR to gain feedback 

from staff on how they feel about the change after our implementation of our 

proposed solutions and that clear communication needs to be implemented 

surrounding the project and the changes that may come to all staff. 

Thank you for taking your time to read this, I hope your having a good day please 

reply with any questions or feedback on the matter at hand.  

Yours sincerely  
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Task 

Task 5 – Business Improvement Proposal  
  

The purpose of this task is for you to prepare a comprehensive Business Improvement 
Proposal to enable Alex Hodson to create a full implementation plan.  

You must:  
a) Produce a Business Improvement Proposal showing your research findings and 

recommend potential options for relocating to a more centralised location towards the 
Midlands. This must include:  
- Justified recommendations on potential options they should select.  
- How stakeholders will be supported. 
- How key performance indicators will be used to support the implementation of the 
proposal. 
- Overall impact on current staff with suggested contingencies. 
- The overall impact on operational efficiency and costs  
 
 

b) Create an appropriate Project Delivery Plan demonstrating how your recommended 
options could be delivered within the business. You must consider how the plan will be 
managed and monitored.  

c) Using appropriate presentation software, develop a presentation that compares the 
pros and cons of two different change management models that could be used to 
implement your proposal. You should recommend which you think would be most 
appropriate for this project.  

d) Present your findings on the different change management models to the Managing 
Director. Your tutor will take on the role of the Managing Director, and you will present 
your findings to them. You will have 15 minutes to deliver your presentation. This will be 
video recorded so that it can be submitted for marking 

 
Resources:  

• Assignment Brief  
• Evidence of research and analysis from previous tasks  

  
Conditions of assessment:  

• The maximum time allocated for this task is 10 hours, including a maximum 15-
minute presentation  

• You must carry out the task on your own, under controlled conditions   
• The presentation will be delivered to the Managing Director of the organisation, with 

the role of the Managing Director taken by your tutor  
  
What must be produced for marking that marks will be awarded for:  

• Business Improvement Proposal  
• Project Delivery Plan  
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• Presentation slides with comparison of two different change management models  
• Video recording of presentation  
• Observation record form  

 

 

 

Candidate evidence 

 

Introduction- this document is our justified proposal improvement plan it will include: Justified 

recommendations on potential options that you should select, Evidence on how stakeholders will be 

supported, an explanation on how some KPI’s (Key performance indicators) will be used to support 

our justification alongside the overall impact on current staff with suggested contingencies mixed in 

with the impact on overall operational efficiency & costs. 

Current situation- Ino Pack Ltd is a small yet dynamic company specialising in the production of 

sustainable packaging materials. The company’s success is driven by a resolute team that brings 

together a mix of experience, technical expertise, and a strong commitment to eco-friendly practices. 

With a work force of up to 40 staff including all managers and production workers Ino Pack is 

operating with intent to stay a strong competitor for those in their market, in the last year they have 

expanded product offerings tailored to industries further north, such as packaging for automotive parts, 

food products and artisanal goods, by expressing the regional demands they have attracted new 

customers who are requiring specialised solutions.  

 

Current situation  Ino Pack Is operating in a high-cost area just north 

of London where rent and utility costs are high and 

rising. 
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Findings  Due to geographical customer expansion, increasing 

operational costs and the need to remain 

competitive in the uk market, the company is looking 

to relocate. 

Future Implementation  Relocate from the currently high-cost area in the 

south of England to a more affordable location north 

towards the midlands, to enhance profitability and 

improve supply chain efficiency  

 

Strengths and weakness. 

Strengths  Weaknesses  

A strong and dynamic team consisting of 40 staff 

members form all different backgrounds bring a 

diverse outlook on all current operations.  

An easy to be understanding of each staff members 

role outlined in a straightforward way that is easy to 

read. 

Diversity within the products that Ino pack offers 

helping them enter new markets tailored towards the 

north of England. 

Strong website outlining all their present products 

and overview of their core operations.  

Good client consultations and support as they 

collaborate closely with clients to implement optimal 

packaging solutions  

High-cost area within the north of London where 

costs are always increasing bringing down the 

profitability of the business. 

Managers looking to downsize because of the move 

idea (a dangerous idea as they enter new products 

to their diverse selection and need for such products 

is high)  
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Proposed solutions- below are the proposed facilities with all pros, negatives and costs considered, 

each solution will be named after the order they where in the brief we were provided with starting with 

option 1 on the far left and ending with option 4 on the right.  

Proposed solution 1. Small-Sized Eco-Friendly Manufacturing Facility 

Size:(696 square metres) 

Characteristics: A compact space that includes essential areas for manufacturing, storage, and a 

small office. Limited number of workstations and basic amenities. Suitable for smaller-scale production 

with streamlined operations. May require efficient space planning to ensure comfort and functionality 

for 40 staff. 

Costs – Independent site surveys: £3,000 + Hiring an equipment moving company: £14,450 + 

Operation downtime: £25,000 +Marketing expenses to alert customers: £4,000+Legal fees: £3,000 + 

Refurbishment costs: £20,000+ New property rental deposit: £8,000.=Total cost before including staff 

costs: £77,450 at a total cost of £111.28 (rounded up to the nearest whole number) per squared 

meters, including staff costs £375.800 + £77,450 would bring the total costs up to £453,250 at a total 

cost of £651.22 per square meter. 

Pros  Cons  

Aligns with Ino Pack Ltd.’s sustainability goals, smaller 

size, and more cost effective, reduced operational costs. 

Same staff count the organisation is used to.  

The site offers a smaller footprint, making it more cost-

effective. 

small scale production. Quite small, no room for 

expansion  

no staff areas for them to use during their allocated 

breaks. 

t lacks space for future growth, especially considering Ino 

Pack's plans to diversify its product offerings 

site lacks sufficient office space for managers and could 

result in a cramped workspace, potentially leading to 

higher stress levels among staff and a decrease in 

overall efficiency. 
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Proposed solution 2 Medium-Sized Eco-Friendly Manufacturing Facility  

Size: (1161 square metres)  

Characteristics: Includes sustainable design features, such as energy-efficient systems and waste 

management solutions. Accommodates 40 staff with a flexible layout for manufacturing, storage, and 

office space. 

Costs- Independent Site Surveys: £4,000 + Hiring an Equipment Moving Company: £14,450 + 

Operational Downtime: £30,000 +Marketing Expenses to Alert Customers: £4,000  + Legal Fees: 

£4,000 +Refurbishment Costs: £40,000+New property rental deposit: £12,000=  Total cost before 

including staff costs: £108,450 at a total cost of £93.41 per squared meters, including staff costs 

£375.800 + £108,450 would bring the total costs up to £484,250 at a total cost of £417.10 (rounded up 

to the nearest whole number) per square meter.  

 

Pros  Cons  

Aligns with Ino Pack Ltd.’s sustainability goals, provides 

adequate space for current needs, and allows for some 

future growth. Same staff count the organisation is used 

to. 

offers a flexible layout suitable for manufacturing, 

storage, and office spaces 

No room for expansion. 

it does not offer amenities for staff, and the site layout 

may not fully support product diversification in the future. 

 

 

 

Prosed solution 3 Large-Sized Flexible Manufacturing Facility 

Size: (1858 square metres)  

Characteristics: Offers a flexible layout with potential for customisation, high-tech equipment, and 

ample room for 55 staff. Includes space for production, offices, and amenities. 
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Costs- Independent Site Surveys: £5,000 + Hiring an Equipment Moving Company: £14,450 + 

Operational Downtime: £35,000+ Marketing Expenses to Alert Customers: £4,000 +Legal Fees: 

£5,000 + Refurbishment Costs: £50,000 +New Property Rental Deposit: £15,000= Total cost before 

including staff costs: £128,450 at a total cost of £69.13 per squared meters, including staff costs 

£375.800 + £128,450 would bring the total costs up to £504,250 at a total cost of £271.39 per square 

meter.  

 

Pros  Cons  

Provides room for future expansion, integrates 

advanced manufacturing technologies, and supports 

flexible production processes. potential for 

customisation.  

This site provides a flexible layout with room for future 

expansion and incorporates advanced manufacturing 

technologies.  

separate areas for production and offices  

The site includes amenities for all staff and offers the 

ability to customize spaces.  

 

due to the larger staff size, there may be a need to 

adjust the management style to accommodate the 

increase in personnel. 

 

 

Proposed solution 4 Extra Large-Sized Facility for Growth  

Size: (3251 square metres)  

Characteristics: A spacious facility designed for large-scale operations with extensive manufacturing 

and storage areas. Accommodates 70 staff. Supports significant growth and includes advanced 

features and employee amenities.  
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Costs- Independent Site Surveys: £6,000 + Hiring an Equipment Moving Company: £14,450  + 

Operational Downtime: £40,000 + Marketing Expenses to Alert Customers: £4,000 + Legal Fees: 

£6,000 + Refurbishment Costs: £60,000 + New Property Rental Deposit: £20,000 Total cost before 

including staff costs: £150,450 at a total cost of £46.28 (rounded to the nearest whole number) per 

squared meters, including staff costs £375,800 + £150,450  would bring the total costs up to £526,250 

at a total cost of £161.87 per square meter. 

Pros  Cons  

Accommodates future growth and large-scale production 

needs, provides extensive flexibility, and aligns with 

long-term strategic goals.  

This site is built for large-scale operations and can 

accommodate up to 70 staff members  

too big for current Ino Pack. 

Justified recommendation- After analysing our analysis of each site we have decided that option 3 

would be the best option for Ino pack, we believe this is true due to the large-scale site the increase in 

staff space alongside the benefits that this site brings to the table.  This facility comes in at 1858 

squared metres and offers a flexible layout with potential for customisation, the ability to customise will 

enable your brand to be ingrained in your customers heads if they were to come to your site.  

The site also comes with the most benefits of all sites with these benefits being: Provides room for 

future expansion, integrates advanced manufacturing technologies, and supports flexible production 

processes. potential for customisation. This site provides a flexible layout with room for future 

expansion and incorporates advanced manufacturing technologies. separate areas for production and 

offices the site includes amenities for all staff and offers the ability to customize spaces. Despite these 

benefits the negatives that come with this site are easily mitigated and can be beneficial to the 

business, for example one benefit that we discovered was down to the increase in staff, this appears 

as a negative due to the hire costs and organisation revamp, however this could help benefit Ino pack, 

as it provides them with a reason to improve their current way of operating and remove any negatives 

of their current organisation map. 
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In summary we believe that this is the best site the you can chose and its down to the large amounts 

of benefits and the room to grow and innovate in the market, the site also aligns with your original goal 

of decreasing operational costs whiles still increasing the current size of the business, this is down to 

the site being located further north of London the high and increasing costs that London faces do not 

take act in this area.  

Stakeholder support- during the move support for skate holders is needed to make sure that they are 

updated on how the move is going, this needs to be done in levels, and we believe that we have done 

this. Using the Mendelow matrix, this model of dividing up your stakeholders by power and interest 

can help you place when you should communicate with them how you should do it and what they need 

to know. We came up with 4 levels with 1 being the most important and 4 being less important below 

are the levels. 

Level 1- high power, high interest Level 2- high power, low interest Level 3- low power, high interest 

Level 4 – low power, lower interest we also divided stakeholders into these levels accordingly to where 

they are placed in these levels.  

Level 1  Managing Director, Operations Manager, Logistics Coordinator, Administrators, Government Officials 

Level 2  Government Entities 

Level 3 X3 Production Supervisors, Competitors 

Level 4  Employees, Customers, suppliers  

Level 1- These are the key decision-makers who have both the power to influence and the personal 

stake in the company’s success. Their strategic decisions can significantly impact the trajectory of your 

business, and they often can shape critical operational, logistical, and financial aspects of the 

company. Regular, in-depth communication with this group is essential, typically occurring every 1-2 

weeks, depending on the project’s nature. Feedback from these stakeholders should be actively 

sought and integrated into business processes, as their input is highly influential. Their engagement is 

central to ensuring that projects align with the broader strategic goals of the organization, and their 

concerns must be addressed promptly. 
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Level 2 - These stakeholders wield considerable influence over your business but typically do not 

engage with day-to-day operations unless they perceive an issue. Their ability to shut down or alter 

your operations is substantial, meaning that any missteps on your part could result in swift 

intervention. Given their limited interest, communication with government officials should be highly 

structured, formal, and precise. Mistakes or inaccuracies in your communication may lead to corrective 

actions or policy changes. Therefore, it is essential to remain initiative-taking, detailed, and accurate in 

all correspondence to avoid scrutiny. 

Level 3- These individuals or groups may not have the authority to enact change within your company, 

but they are highly invested in its progress. As such, they should be kept well-informed of 

developments through regular updates, which could be delivered via internal or external 

communication tools. Clear, timely, and accurate reporting is crucial, as their elevated level of interest 

often drives their desire for constant updates. While their influence is limited, their perception of your 

company’s progress can shape competitive strategies or internal decisions. 

Level 4- This group is characterized by a lack of both authority and active interest in the company’s 

strategic direction. While they may not be deeply engaged with your business's core operations, it is 

still important to maintain a baseline level of communication. Updates should be provided on a bi-

monthly or quarterly basis, ensuring they remain informed about major project developments or 

organizational changes that could affect them. This frequency ensures they stay in the loop without 

overwhelming them with unnecessary details. 

Impact on current staff- due to this move the current staff may be stressed about their job’s security, 

travel time to work or stressed in general, this will impact them and cause a lot of damage to their own 

moral alongside the business’s operations. These members for staff should be looked after and cared 

for, managers need to show they matter to these staff collecting regular feedback on how they are 

doing and looking into their KPI’s to help set goals for them to continuously improve. Karl has shown 

to care for his team and wants to help them, A solution to these impacts would be to work closely with 

Karl to see what he things we can do to improve the plan for this move collaboration between the 

whole team is the best way to find any problems they may have, this can all be done by using the 
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stakeholder communication plan that we provide you with as it outlines the best ways that 

communication can take place around the project. 

How can we use KPI’s to help support the implementation of the proposal. 

By setting up in different areas KPI’s can be used in diverse ways, going in order one way we can use 

KPI’s is in the pre-move phase for example this will cover the base for the move will help outline what 

is possible, with that mainly being done by the Cost Analysis KPI: that Measure the estimated costs of 

the move against the actual budget. This could include transport, relocation, new infrastructure setup, 

and any other expenses associated with the move. In this part of the phases Employee Retention KPI 

will also be used to: Track the percentage of employees willing to relocate or work remotely. Retaining 

skilled workers is vital during the transition. With formulars being used to calculate the costs Estimated 

Relocation Cost vs. Actual Relocation Cost 

KPIs for the Move Execution Phase is where the actual move will be taking place with KPI’s such as 

Operational Downtime KPI: that will help Measure the downtime that the company experiences during 

the move (e.g., production halts or delays). Formula: Total Hours of Operational Downtime / Total 

Operating Hours During the Move Logistics Efficiency KPI: will Track the efficiency of transportation 

and equipment relocation. This could include measuring how quickly assets (machinery, packaging 

materials, etc) are moved to the new site. Formula: Actual Relocation Time vs. Planned Relocation 

Time Alongside Employee Satisfaction KPI and Inventory Management KPI. Employee Satisfaction 

KPI: Gauge employee satisfaction during the move (could include surveys on stress levels, 

communication, and support). Formula: Employee Satisfaction Score from Relocation Survey 

Inventory Management KPI: Measure how well inventory and stock are managed during the move. 

Formula: Percentage of Inventory Moved Safely / Total Inventory Moved Post-Move Phase: 

Stabilization and Optimization After the move, it’s crucial to measure how well the company is settling 

into the new location and whether the transition is improving operational efficiency. KPIs for the Post-

Move Phase: Production Efficiency KPI: Track the impact of the move on production efficiency, such 

as the time it takes to reach pre-move productivity levels. Formula: Post-Move Production Output vs. 

Pre-Move Production Output Employee Retention KPI (Post-Move): Track the retention of employees 

after the move and determine if the new location has improved employee morale and job satisfaction. 
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Formula: Number of Employees Retained After Move / Total Number of Employees Post-Move. 

Customer Satisfaction KPI: Measure customer satisfaction to ensure that the move doesn’t negatively 

affect product delivery times or service quality. Formula: Customer Satisfaction Score Post-Move (via 

surveys or Net Promoter Score) Operational Cost Reduction KPI: Track whether the move has 

resulted in cost savings, whether due to lower wages, reduced rent, better supplier agreements, or 

other operational efficiencies in the Midlands. Formula: Pre-Move Operational Costs vs. Post-Move 

Operational Costs 

Long-Term: Growth and Future Performance - Once the business has fully settled, KPIs will support 

long-term monitoring to ensure that the relocation brings value and sustains growth. KPIs for Long-

Term Monitoring: Revenue Growth KPI: Track the growth in revenue post-move. The move should 

ideally lead to more operational opportunities or cost savings that fuel growth. Formula: Post-Move 

Revenue / Pre-Move Revenue. Market Expansion KPI: Measure the company’s ability to expand into 

new markets due to the Midlands' strategic location (closer to key organization routes or a more cost-

effective workforce). Formula: New Markets Entered Post-Move / Total Market. Employee Productivity 

KPI: Track whether employee productivity increases due to better working conditions, improved 

technology, or streamlined operations after the move. Formula: Post-Move Employee Productivity / 

Pre-Move Employee Productivity Customer Retention KPI: Evaluate the ability of the business to 

retain customers after the transition. If customers feel the move improved the business's operations or 

service, this will reflect well in customer retention. Formula: Percentage of Returning Customers / Total 

Number of Customers 

 

 

 

Overall impact on operation efficiency and costs. During the move, operations will most likely be shut 

down as relocating the current equipment to the new facility will be taking place, during this time there 

will be no products being made for customers or to be stored for future sale, any sales that will be 

made during this time will either be filled out by the what is left in storage or will be put on back order 

to be completed as a major sale. This could cause relationships to fall between Ino pack and their 
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customers however there is a way to combat this from appearing, first of all communication that the 

move is about to be happening should be given to these customers months before, this will give them 

the option to place one big order that Ino pack can fill out before they shut down to move to the site, 

this will result in higher stress levels at the start of production due to the larger volume however it will 

relive stress on staff as they return to work as orders will be slow at the start of the move into the new 

site. However, this will still be costly as higher levels of products will be being produced the Raw 

material orders may double in price as More of the materials are getting used then usual and they 

must be replaced by new materials to allow for more products to be produced. 

Another impact would be the leaving impact and costs that Ino pack will leave around their old site, 

moving will be costly if the current warehouse has a leaving clause that includes a fee, bringing costs 

up even more then before, the impact of this will bring less budget towards improving the new site if its 

needed however we believe that our team has recommended you a site that is just right for the needs 

of your company. 

 

 

  

 

 

LEWINS + KOTTERS
CHANGE
MANAGEMENT
MODELS
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OVERVIEW OF MODELS
Lewin's and Kotter's models provide frameworks for understanding and
facilitating organizational change, essential for success. Due to the significance
of change management.

LEWINŇS MODEL
Final stage- refreeze- during this phase, the changes
made in step 2 are finalised and reviewed upon how
they are performing.

Step 1 – Unfreeze - This initial phase
involves preparing the organization for
change by challenging current beliefs and
recognizing the need for change.

Step 2- change/reshape - During this phase,
the actual transition occurs, where new
processes and behaviours are implemented
and communicated effectively.
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week 1 week 2 week 3 week 4 week 5 week 6 week 7 week 8 week 9 week 10 week 11 week 12 week 13 week 14 week 15 week 16 week 17 week 18 week 19 week 20 week 21 week 22

implement any repairs to any of the 
broken systems that may have been 
reported by the employee feedback task 8

review all feedback given by 
stakeholders and evaluate which would 
be the most valuable to include.

task 6 

begin search for top class talent in local 
area to fil in any spaces that are required 

in this task training will also be taking 
place 

task 5 

review and monitor how the project is 
going by using the testing results KPI's 
alongside all stakeholder reports 

task 7

work on current and new policies and 
procedures to insure the safety of staff 
on the new site, and to update any other 
policies that may need to be updated 

task 6 

research will begin to locate a trusted 
equipment mover that can also install 
that equipment into our new site. 

task 3 

installation of new/ current equipment 
as a milestone is reached, allowing for 
production trails to take place as a 
procausion (1 week to instal 2 to test) 

task 4 

Project management plan 
purchase of site has been made and the 
time to customise and renovate is now, task 1 

to remove the need to overload staff 
upon ariving in a new site this is where 
production will be maximised to cover 
any needs of customers.

task 2 
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Occupational Specialism Observation Record 
(Task 5 Presentation) 

8715-30 T Level Technical Qualification in Management and Administration 

8715-311 Business Improvement  

Candidate name  

City & Guilds candidate No.  

Date  

 
Provider name  

City & Guilds Provider No.  

 

Record observation notes below to inform external marking. Notes must be detailed, accurate and differentiating. 
They should identify areas of strength and weakness to distinguish different levels of performance quality for 
each of the prompts below. Notes do not need to duplicate information that will be seen by markers in other 
evidence submitted for the task, eg presentation slides, instead they should focus on things that are observed. 
 

Evidence of pros and cons of change management models 

• Lewin’s and Kotter’s chosen to compare. 2 models that are closest together to compare, as well as 
the relevance of the models to the project.  

• Both models outline the understanding and the facilitating of organisational change. Essential to 
help with the change management that is coming  

• Lewin’s- explained as 3 major steps. Each stage explained well.   

• Kotter’s- not explained in full. 2 chosen as significant- creating sense of urgency, and 
reinforcement.   

• Differences- Lewins focuses of behavioural change and Kotter’s focuses on strategic change. 
Structure differs between them. Lewin’s is linear Kotter’s not linear and iterative. 3 steps vs 8 
steps.  

• Lewin’s:  

o Pros: Straight forward;  

o Cons: Way too simple and leaving out steps for longevity  

• Kotter’s:  

o Pros: Step-by step  

o Cons: may be too complicated and staff may not have the skill set to implement it.   
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Consideration of different stakeholders 

• Consideration of the audience  

• Good consideration of the internal stakeholders and their objectives for the business in terms of 
growth/ downsizing.  

• A good attempt is made to identify a range of stakeholders who will be required to support or who 
will be impacted by proposed change or improvements. A good level of detail is provided on how 
different stakeholders will be engaged with.  

• A good attempt is made to provide a proposed change that responds with effectiveness to the task 
brief. The proposal provides a good level of detail of how the plan would be embedded in the 
organisation, with strong justification provided for ideas presented, backed-up with supportive 
evidence.  

 

Presentation technique and use of technical language 

Good pace, tone, and body language.  

 

Communication with the audience 

Excellent pace, tone, and body language.  

 

Justification of selected model in the context 

• Lewin’s chosen as the most appropriate for the project.  
• Lewin’s is simple and easy to understand.  
• Lewin’s suits the smaller businesses.  

 

Any other aspects 

 

 

Tutor signature Date 

X
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Task 6 – Risk Register 
 

Assessment number  
(eg 1234-033) 

8715-311 

Assessment title Occupational Specialism  

 
Candidate name <first name> <surname> 

City & Guilds candidate No. ABC1234 

 
Provider name <provider name> 
City & Guilds provider No. 999999a 

 

Task(s) 6 

Evidence title / description • Risk assessment documents  
• Risk register that quantifies potential risks, and 

provides mitigations to each risk  
 

Date submitted by 
candidate DD/MM/YY 
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Task 

Task 6 – Risk Register  
  
The purpose of this task is for you to set out the potential risks and mitigations the Managing 
Director of Ino Pack Ltd will need to consider in order to implement, maintain and monitor the 
recommendations proposed in the Business Improvement Proposal.   
  
  
You must:   

• Carry out a risk assessment exercise for the recommendations proposed in the 
Business Improvement Proposal.  
   

• Create a risk register that   
o Identifies and quantifies potential risks to all the recommendations in the 

Business Improvement Proposal   
o Sets out a range of solutions to mitigate against each risk identified in the risk 

register  
  
Resources:  

• Assignment Brief  
• Access to Business Improvement Proposal and Project Delivery Plan (Task 5)  

  
  
Conditions of assessment:  

• The maximum time allocated for this task is 4 hours  
• You must carry out the task on your own, under controlled conditions   

  
  
What must be produced for marking that marks will be awarded for:  

• Risk assessment documents  
• Risk register that quantifies potential risks, and provides mitigations to each risk  
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key found in H3
risk no risk why is it a risk impact of risk what it impacts

1

potential distruibution 
and production 
limitiations 

this would be a risk due to 
the potential for customers 
to be made to wait longer for 
products hurting the 
relationship between 
customer and supplier (Ino 
Pack) 

this would be a medium 
level impact, it wouldn’t be 
the most impact full due 
to tight relationships 
between the customers 
and ino pack and the 
understanding of why 
there are some delays 

,-customer retention,         
- image damage due 
to slow production 
times,      - customer 
relationships 

2 finacial risks 

this would be a risk due to 
lack of funds, moving the 
business can be quite 
expensive and could cause 
for retained profit to be 
decreasing as it pays off any 
potential trade credit for the 
site move

this risk would be medium 
due to the fact the area 
that Ino Pack is moving to 
is reducing the overhead 
costs so it leaves more 
room towards paying of 
these depts.

 ,-retained profit                    
-revenue                              
-overhead costs

3 supply chain

this can be a risk due to 
slower arrival times of 
certain materials, caused by 
the address change it can 
take a while for a company 
to falicitate the address 
changes, products may still 
arive at the old site if it isn't 
done correctly 

this risk is quite low the 
impact would be leading 
towards production 
issues and could cause 
some impacts but the 
damage isn’t that effective 
due to possible closer 
proximity to the suppliers 

,-production time               
-distribution time                     

4

employee retention 
and relationships 

this would be an impact as 
current staff members may 
be against the change with 
them possibly being made 
redundant due to the 
changes and distance they 
have to travel to work. 

this would be a high risk, 
due to employees being 
the heart of the business, 
they keep the business 
moving and growing due 
to the work they put in for 
the products.

,- production time                  
- costs                                 
- image                                     
- distribution                                     
-quality of products 

5

compilance and 
regulations 

this is only a small or big 
risk as if these rules arent 
follow the business could be 
shut down or fined 

we think that this risk is a 
small risk due to the fact 
that we trust Ino pack to 
follow these regulations, 
plus Ino pack also has 
their own policies and 
procedures that already 
aline with the compilance 
and regulations that 
regulatory bodies set. 
however it can impact 
everything if they arent 
followed due to the time 
spent fixing the issues.

,- production time                  
- costs                                     
-image                                     
- distribution                                     
-quality of products  ,                   
-retained profit                     
-revenue                               
-overhead costs

6

due to the larger 
staff size, there may 
be a need to adjust 
the management 
style to 
accommodate the 
increase in 
personnel.

can only be identified as a 
risk due to the fact that Ino 
Pack hasn’t worked with this 
many staff before and the 
potential to set up the 
organisation structure 
incorrectly 

this is also a small risk, 
this is the single negative 
around the proposed 
solution/facility that we 
recommended to Ino 
Pack,

,-employee rentention,     
- slower moving 
production                         
-higher costs 

7

different business 
culture 

The culture of the Midlands 
may differ from London, and it 
could take time to adjust to 
local market conditions, 
customer preferences, and 
regional ways of doing 
business.

this would be a small risk 
as the impact is very little, 
it can also be easily 
mitigated if the culture is 
researched.

,- small damage to 
image no major 
damage 

8 time constraints

this will be a risk down to the 
fact it will effect most things 
with a slow start to 
production being the main 
one.

even though  it can effect 
most of the business and 
will delay operations 

,-daily operations will 
take a hit.

key 
information 

 there are 3 different levels of impact with 
1-3 being green the lowest impacting 4-6 
being a medium level of impact and 7-9 
being the highest these are show with the 
colours below to make it more visable

7 to 9 

4 to 6

1 to 3 

Candidate evidence 
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key (1-low 
9 high)

key (1-low 
9 high)

key (1-low 
9 high)

key - ( 1-9 low, 10-18 
medium, 19-27 high) 

risk 
no 

date raised risk discription why it’s a risk proximity impact severity overal impact mitigation action status comments 

1 21/03/2025 potential distruibution 
and production 
limitiations 

this would be a risk due to the potential 
for customers to be made to wait longer 
for products hurting the relationship 
between customer and supplier (Ino 
Pack) 

5 6 6 17 potential ways to mitigate this would be to request customer 
to inform Ino pack of what they will need during the time 
spent moving into the new facility, doing this will allow for 
customers to be provided their needed products for the 
month or month ahead to  reduce the load on the employees 
of ino pack 

open this will need to be taken care of months 
in advance to allow production time for 
their needed products for each customer 
that writes in, customers that don’t write 
in will have to wait for their products 
unless they put in an email for a sense of 
urgency.

2 21/03/2025 finacial risks this would be a risk due to lack of funds, 
moving the business can be quite 
expensive and could cause for retained 
profit to be decreasing as it pays off any 
potential trade credit for the site move

3 5 7 15 budgeting, to mitigate this impact form appearing the best 
action is to budget heavily, making sure that no extra 
resources are being used and that things that arent 
neccesary aren't being sorted first, make sure that the most 
impactful thing is taken care of first as it can help budget and 
see if theres room to solve the smaller things later on. 

open 

3 21/03/2025 supply chain issues this can be a risk due to slower arrival 
times of certain materials, caused by the 
address change it can take a while for a 
company to falicitate the address 
changes, products may still arive at the 
old site if it isn't done correctly 

2 3 1 6 working with suppliers or customers to update the address 
that is writen down for Ino pack in their systems working 
closely together to help track and make sure all materials 
arrive at the correct site and time.

open checking if the materials arrive at the 
right time will allow for both business to 
adjust when production or orders need to 
be sent, for example if the re order point 
for inopack was 102 they could order at 
110 to account for any extra time needed 
for delivery times 

4 14/03/2025 employee retention 
and relationships 

this would be an impact as current staff 
members may be against the change 
with them possibly being made 
redundant due to the changes and 
distance they have to travel to work. 

8 6 9 23 the best solution to stop this from happening has already 
been taken into actionable items and that would be for HR to 
collaborate with these staff that are expressing these fears 
on how they can reassure them that your business wants to 
keep them and help them to staff with the team.  

close
d

this has already been considered with in 
our email to Alex Hodson 

5 21/03/2025 compilance and 
regulations 

this is only a small or big risk as if these 
rules arent follow the business could be 
shut down or fined 

1 5 4 10 the best way to mitigate this would be to work together with 
the current landlord of this new facility to try and get them to 
allow for a breif amount of time where Ino pack can enter the 
site before hand to check the sites saftey and other features 
to see if it follows the regulatior laws that are set, they could 
also request any ISO's that the site holds or previously held.

open 

6 21/03/2025 due to the larger staff 
size, there may be a 
need to adjust the 
management style to 
accommodate the 
increase in 
personnel.

can only be identified as a risk due to the 
fact that Ino Pack hasn’t worked with this 
many staff before and the potential to set 
up the organisation structure incorrectly 

1 4 2 7 look into any potential contractors that can help with 
organisation change or do the research Yourselves, we have 
privously recommended using Lewins change management 
model and it can help here as well however we recommend 
looking into other models that may be a better fit for this issue 

open there may be no need for this to be a risk 
as the staff count is only increasing by 
10 there may however need to be a 
better divide between production 
supervisors as we recommend that 
each have the same or similar amount of 
production workers to manage. 

7 21/03/2025 different business 
culture 

The culture of the Midlands may differ from 
London, and it could take time to adjust to 
local market conditions, customer 
preferences, and regional ways of doing 
business.

2 2 1 5 make sure to research the local culture of the businesses 
alongside the local communities 

open 

8 21/03/2025 time constraints this will be a risk down to the fact it will 
effect most things with a slow start to 
production being the main one.

1 1 1 3 make sure that during the project everything is followed, if there 
is any delays and you can move on to the text task do so as 
delaying the start of that could cause for a whole load of damage 
further down the line. 

open 
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key information In rows e1-g1 there are 3 different levels of impact 
with 1-3 being green the lowest impacting 4-6 
being a medium level of impact and 7-9 being the 
highest these are show with the colours below to 
make it more visable

in row 1H similar to the privous keys 
each section is divided by 3 after multiply 
9 by 3 for the maximum number of each 
site bring it to 27. each section has it own 
colour and follows the same impact 
levels as before just with a different value 
that can be found below 

7 to 9 19 to 27

4 to 6 10 to 18

1 to 3 1 to 9 
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Risk Assessment 

Risk Identified Why is this a risk? Scale/level 
of the risk. 
(Low-
Medium-
High) 

Impacts of risk 

What if the newly 

merged 

organisation does 

not benefit from 

the merge? 

This is a risk because if the 

organisation does not benefit then it 

will make them feel like the merge was 

pointless and can lead to further rusk 

such as InsureYourFarm not wanting 

to be part of FarmInsure anymore 

creating negative impacts on 

relationships within the organisation.  

High - Both organisations not 

wanting to be part of each 

other anymore, which will lead 

FarmInsure back to square 

one.  

- Create negative stakeholder 

relationships within the 

organisation.  

What if the 

FarmInsure 

insurance agents 

do not get along 

with the 

InsureYourFarm 

insurance agents? 

This risk will create poor 

communication through the business 

because stakeholders do not get 

along and do not want to 

communicate to each other. Also, it 

will lead to an uncomfortable working 

environment being round people they 

dislike which can further lead to a 

decrease in motivation and staff 

retention. 

Medium - Decrease in communication. 

- Decrease in motivation.  

- Staff retention. 

 

Lack of control 

over the 

employees 

working from home 

Lack of control over employees will 

mean their will be insufficient hours of 

work from employees which can mean 

work overload. Also, a lack of 

communication meaning mistakes and 

objectives are not met.  

Medium - Work overload 

- Lack of communication 

- Objectives are not met 

A fault with the 

customisation of 

A fault in the system will lead to the 

fixing of the fault online which can be 

Medium - Will the system be able to 

make this change? 
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the software 

system 

time consuming, which will further 

push the business back in their time 

frame of merging and can affect other 

aspects of the merge.  

- Push the business back in 

their time frame of merge.  

- Time consuming.  

 

If the organisation 

is to make lots of 

changes to the 

software and it 

effects their 

budget 

Increasing their expenses of the 

business will create a decrease in 

their overall profits/retained earnings. 

Low - Decrease in business growth 

for that year.  

Jim Spruce and 

John Crow do not 

meet on good 

terms within their 

negotiation 

This risk is extremely high because if 

Jim Spruce and John Crow are to not 

meet on good terms then this will 

create the merge to not happen, or it 

could lead to John Crow becoming 

more resistant.  

High - Increase in John Crow 

resistance. 

- Unhealthy relationship 

between Jim Spruce and John 

Crow 

- Jim Spruce declines the 

merge with FarmInsure 

John Crow 

resistance towards 

the change 

The risks are identified in task 4 

resistance management but in simple 

terms they are: 

- Unnecessary work 

- Staff following 

- Stakeholder conflict 

High - Unnecessary work 

- Staff following  

- Stakeholder conflict 

 

Too many 

changes too 

quickly for 

FarmInsure to 

cope 

This risk can cause stress amongst 

certain stakeholders during this 

process, also it can cause the merge 

to become inefficient and not smooth 

due to everyone being unaware of all 

the quick changes happening around 

them.  

High - Stress amongst stakeholders.  

- Unawareness of changes 

- Inefficient work processes to 

do with the merge 
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What if none of the 

insurance agents 

have the right 

skillset/experience 

to take the role of 

being insurance 

services manager? 

This is a risk due to the business not 

being able to pick a suitable insurance 

service manager will create lack of 

control over employees because they 

do not have anyone managing them 

and can also lead to work overload for 

insurance agents due to the insurance 

service manager not being them to 

support them.  

Medium - Unskillful/unexperienced 

employees working for the 

organisation 

- Work overload for insurance 

agents due to their being no 

manager 

What if the 

organisation can 

not employ/takes a 

long time to 

employ a new 

insurance services 

manager? 

Community may feel like they are not 

good enough to be employed by 

FarmInsure/InsureYourFarm. 

Moreover, further pushing the 

business back in the time frame they 

have.  

Medium - Business may be seen in a 

negative way by the 

community which can lead to 

a decrease in local customers.  

KPI’s are not met 

after the merge 

Merging both organisations may not 

be as beneficial as they imagined due 

to the business/stakeholders not 

meeting certain KPI’s which the 

organisation set out.  

High - Merge may be seen as 

unbeneficial.  

- Areas may need to be 

improved on in the 

organisation which can be 

time-consuming.  
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Risk Register 
 

Identified Risk Risk 
Category 

Possibility 
1- (unlikely) 
9- (likely) 

Proximity 
1- (distant) 
9- 
(imminent) 

Risk 
Rating 
(R/A/G) 

Mitigation Comments 

What if the 
newly merged 
organisation 
does not benefit 
from the merge? 

Financial / 
Strategic 
Risk 

2 3 220 -Research of 
other merged 
organisations 
and how it 
benefited them 
and how they 
did it.  

To research similar 
organisations to 
FarmInsure and 
InsureYourFarm 

What if the 
FarmInsure 
agents do not 
get along with 
the 
InsureYourFarm 
insurance 
agents? 

Human / 
Operational 
Risk 

3 2 180 -implement 
activities for 
employees to 
go on to 
enhance their 
relationships 

Lunches, Dinners, Sport 
activities 

Lack of control 
over employees 
working from 
home 

Strategic / 
Security risk 

5 5 185 -certain 
employees 
which the 
business is 
lacking control 
with will have 
to come into 
the offices to 
work for a 
period due to 
them being 
untrusted 

 

A fault with the 
customisation of 
the software 
system 

Technologic
al / 
Operational 
Risk 

2 4 135 -hire quality 
software 
system 
specialists to 
decrease the 
chances of this 
risk happening 

Analyse reviews on 
different companies’ 
websites 

If the 
organisation is 
to make lots of 
changes to the 

Financial 
risk 

8 7 70 -
Plan/Negotiate 
changes which 
will need to 
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software system 
and it affects 
their budget 

happen and 
predict cost 
which will 
allow the 
organisation to 
see if their will 
have to be less 
changes due 
to the cost 
being so much 

John Crow and 
Jim Spruce do 
not meet on 
good terms in 
their negotiation 

Human / 
Competition 
risk 

3 5 230 -This risk is 
difficult to 
mitigate but his 
father could 
ensure John 
Crow to go into 
the negotiation 
open-minded 
and 
considerable 

 

John Crow 
resistance to the 
change 

Operational 
risk 

9 9 200 -Mitigation is 
explained in 
task 4 for John 
Crows 
resistance 

 

Too many 
changes too 
quickly for 
FarmInsure to 
cope 

Strategic / 
Operational 
/ Human 
risk 

4 5 205 -create 
awareness of 
the different 
changes that 
are happening 
at separate 
times of the 
project delivery 
process, so 
stakeholders 
know what is 
happening on 
what day 

Ensure all stakeholders 
are aware not just some.  

What if none of 
the insurance 
agents have the 
right 
skillset/experien
ce to take the 
role of being 
insurance 

Reputationa
l / 
Operational 
risk 

5 4 150 -Train 
employees to 
increase their 
skillset 

Can be costly for the 
organisation depending 
on if it is on-the-jon 
training or off-the-job 
training. 
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services 
manager? 

What if the 
organisation can 
not 
employ/takes a 
long time to 
employ a new 
insurance 
services 
manager? 

Reputationa
l / 
Operational 
risk 

5 4 150 -Use more 
effective 
communication 
techniques to 
increase more 
insurance 
service 
managers 

Social media is the best 
communication 
technique to the world 
(Instagram, Facebook) 

KPI’s are not 
met after the 
merge 

Reputationa
l / 
Operational 
/ Financial 
risk 

4 2 210 -To make the 
KPI’s more 
Specific, 
Measureable, 
Achievable, 
Realistic and 
Time-Bound to 
the business 

 

 

Key: 

Risk Rating R/A/G 

0-100  

100-200  

200 +  
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Get in touch 
The City & Guilds Quality team are here to answer any queries you may have 
regarding your T Level Technical Qualification delivery.  
 
Should you require assistance, please contact us using the details below: 
 
Monday - Friday | 08:30 - 17:00 GMT 
 

T: 0300 303 53 52 

E: technicals.quality@cityandguilds.com 

W: http://www.cityandguilds.com/tlevels 
 

Web chat available here. 

The T Level is a qualification approved and managed by the Institute for Apprenticeships and Technical Education.   

Copyright in this document belongs to, and is used under licence from, the Institute for Apprenticeships and Technical 
Education, © 2025. ‘T-LEVELS’ is a registered trademark of the Department for Education. ‘T Level’ is a registered 
trademark of the Institute for Apprenticeships and Technical Education. ‘Institute for Apprenticeships & Technical 
Education’ and logo are registered trademarks of the Institute for Apprenticeships and Technical Education.   

We make every effort to ensure that the information contained in this publication is true and correct at the time of going 
to press. However, City & Guilds’ products and services are subject to continuous development and improvement, and 
the right is reserved to change products and services from time to time. City & Guilds cannot accept responsibility for 
any loss or damage arising from the use of information in this publication.  

City & Guilds is a trademark of City & Guilds Limited (Reg No 16513878). City & Guilds, Giltspur House, 5–6 Giltspur 
Street, London, EC1A 9DE. 
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