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Assignment Task for Unit: Introduction to managing and maintaining property and assets
	Centre Number:
	Centre Name:

	Learner Registration No:
	Learner Name:

	
TASK

The purpose of this unit is to develop your knowledge and understanding of managing and maintaining property and assets within the context of your own organisation.

The task requires you to demonstrate your awareness of the key aspects of estate management and maintenance of premises and building services in your organisation. 

NOTE:
You may want to relate your answers to an organisation that you work in. If you are not currently working within an organisation, then you may complete this task in relation to an organisation with which you are familiar. This could include experience working in a voluntary capacity.
You should plan to spend approximately 15 hours researching your workplace context, preparing for and writing or presenting the outcomes of this assignment for assessment. The 'nominal' word count for this assignment is 1000 words: the suggested range is between 800 and 1200 words.

Check your assignment carefully prior to submission using the assessment criteria.


	Please use the sub-headings shown below when structuring your Assignment
	Assessment Criteria

	Understand the estate management function

· Briefly describe the extent of the property portfolio and the nature of the buildings occupied by your organisation. You should consider any particular factors, for example listed building status or capacity limitations.
· Demonstrate your understanding of the main differences between owning, leasing or renting commercial premises.
· By reflecting upon your learning, outline the key pieces of legislation that relate to the acquisition, occupation and disposal of commercial premises (it is sufficient to supply brief details or references).
· Explain why it is important to have a property asset register in place and to maintain it. You may choose to illustrate your response by including an example document as an appendix to the assignment. 

	
· Describe the property portfolio of own organisation (8 marks)
· Explain the benefits and disadvantages of being a tenant and an owner-occupier (12 marks)
· Describe the basics of property law (16 marks)
· Describe the purpose of having a property asset register (8 marks)

	Understand premises and building services maintenance

· Demonstrate you understand which mechanical, electrical and engineering services are used within the buildings occupied by your organisation. You should include a brief description of the main building fabric elements (structural types and characteristics).
· Show that you understand why fixed asset registers should be in place and how they may be used to support facilities management activities. You may choose to illustrate your response by including an example document as an appendix to the assignment.
· Using examples from your own organisation, list the maintenance activities regularly carried out in the workplace and the resources required.
· Explain the different types of maintenance regimes in place and the factors that govern why planned, preventative or condition based approaches are selected for the example regimes provided.
· Show that you can identify the factors to be taken into account in order to effectively manage the maintenance of building services on your site(s). You should consider building characteristics, relevant legislation, constraints and opportunities for improved performance.
· Demonstrate that you understand the benefits to the organisation of using computerised maintenance management equipment and provide examples of two such systems. 

	
· List the building services and fabric components within own organisation’s estate (8 marks)
· Explain the purpose of a building fixed asset register (8 marks)


· List the ongoing maintenance activities that are carried out (8 marks)
· Identify the resources they or others may need for one of these typical maintenance tasks (8 marks)
· Describe the types of maintenance regimes (8 marks)
· Explain what factors you should consider when developing maintenance plans and schedules (8 marks)
· Explain how computerised maintenance management systems can enhance performance of recording and scheduling maintenance activities (8 marks)


	By submitting I confirm that this assignment is my own work
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