Assignment 4 Stock Management and Storage
	Name


	

	Date assignment started
	

	Date assignment completed
	

	Technical Certificate

Level 3


	Risk assessment

Team effectiveness

Stock management

	Links to Retail S/NVQ 


	Contribute to a secure, safe and healthy working environment

Contribute to the development of teams and individuals

	Links to Key/Core Skills
	Communication

Application of Number/Numeracy


Assignment Overview

In this assignment you will research the security and safety legislation that affects your store.  You will review the staff training given in this area and make suggestions for improvement.  You will review ways in which accidents can be prevented and the implications of equipment and storage facilities not being adequately maintained.  Finally, you will look at stock control and ways in which you can ensure sufficient supplies of products to meet customer demand.

What you need to know before you start this assignment

1. Where to find out about the legislation that affects your store

2. Where responsibilities for health and safety and security lie within your store

3. Where the accident book is kept

4. Where stock records are kept

Information that you may need

1. Details of staff training planned and delivered in the store

2. Records of who attended training events

It may be useful to talk to your manager about this assignment, and show them a copy of the tasks you will be completing.

The Assignment


Assignment 4 - Task 1 – Legal Implications

1. In this task you are asked to research the legal and local regulations that affect security and safety in your store.  Remember to include any food safety and handling regulations and COSHH legislation.  Prepare a fact sheet to discuss with your manager.  This should outline:

· Each law that affects security in your store

· Three key points from each one

· Each regulation that affects the safety of both people and stock in your store

· Three key points from each regulation

	Tip: You may find it helpful to visit your local Trading Standards Office to collect information. Alternatively, if you have access to the internet, you could look up the Trading Standards Office’s site on the worldwide web.


2. 
Review the legal and local regulations with your manager.  Discuss how effectively you think that they are applied in your store.  In the box below, identify two areas linked to security and two linked to safety where you think that improvements can be made. 

	Security
	Safety

	1.

2. 
	1.

2.




	Evidence hint: Attach any evidence of your research, your fact sheet and the notes made in your discussions with your manager to the assignment.


Assignment 4 - Task 2 – Staff Training

1. Look at how your store makes staff aware of the legislation that affects them in their work place. Prepare a chart that shows:
· The staff training sessions that are delivered

· Which staff receive the training

· When the training is delivered – for example, does everyone receive some training as part of their induction?  Do staff have annual ‘refresher’ training?

	Tip: Remember to include COSHH and manual handling and lifting training if this is delivered in your store.


2. Think about the legislation and regulations that you reviewed in Task 1.  Does the staff training given in your store cover all of the necessary areas?  Prepare a second chart that shows the legislation and regulations that affect your store and whether training is offered.  You may find the example below useful when setting your information out.

	Regulation/legislation
	Training given



	
	Yes
	No

	e.g. COSHH
	x
	



3. It is important to establish if the right people are getting the necessary training.  How effective is the training that they receive?  Talk to your colleagues: do they remember what they cover in the sessions?  Can they put what they have learned into practice?  Prepare a short report for your manager or an appropriate health and safety person.  In the report, provide an overview of the findings from this task and make suggestions for improvement.  You may find it useful to organise your report under the following headings:

· Purpose of the report
· The legislation and regulations that affect your store
· The training your store delivers
· Any gaps where training is not given, or where relevant staff are not included
· How effective the training is – a summary of your colleagues’ thoughts
· Suggestions for improvement
	Evidence hint: Attach a copy of the report to your assignment.


Assignment 4 - Task 3 – Accidents

1. Locate the Accident Report Forms that are kept in your store.  Look through them and make notes of any accidents that were caused through incorrect lifting and handling of products. 

2. What actions has the store taken to deal with these instances and to prevent similar accidents happening again? Who is responsible for ensuring that action is taken?

Use the table below to record your findings (or photocopy the relevant sections of the Accident Book):

	Accident


	Date


	Action taken


	Person responsible for action

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Assignment 4 - Task 4 – Maintaining Equipment and Premises


1. Discuss with your manager how the equipment and storage facilities in your store are maintained to keep them in good, safe working order.  Who has responsibility for the maintenance of equipment?  There may be more than one person depending on the equipment involved.  How often is the equipment checked to ensure that it functions correctly?  This may vary according to the equipment concerned.  Write your findings below:

	Which person (people) has responsibility for maintaining equipment in your store?



	How often is equipment checked?




2. The cost to a business, if equipment and storage facilities are not maintained correctly, is very high.  Ask your manager about the cost of the equipment used in your store.  Select a department or section on the sales floor and calculate how much the equipment is worth. 

Q: What other costs can a business incur if its equipment is not adequately maintained?

A:

	Evidence hint: Attach copies of your calculations showing the cost of equipment to the assignment. Set it out so that the cost of individual pieces of equipment, and then the total cost for the section/department, can be seen.



Assignment 4 - Task 5 – Stock Reports

1. Discuss with your manager how your organisation uses stock reports and other information:

· to ensure that they do not run out of items

· to improve customer sales

· to improve the service offered by the store

Make structured notes of your discussion.

2. Identify a product and study the stock reports.  What do the reports tell you about the product?  Summarise the information in the space below:

	Product
	Information contained in the stock report



	
	


3. What other information about the product do you need to ensure that you will be able to maintain adequate stock levels?  Identify the piece(s) of information that you will need and what it will tell you.  Discuss this with your manager - can they think of any additional sources of information?  Make notes of the information that you have identified and your manager’s comments.

	Evidence hint: Attach copies of the notes from your discussions in the first and final part of this task to your assignment.
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