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Assignment Task for Unit: Understanding the need for effective management of space within own organisation
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TASK

The purpose of this unit is to develop your knowledge and skills in understanding the need for effective management of space within the context of your own organisation. 

The task requires you to manage a simple space management project in order to show you know how to apply best practice techniques and tools. You should demonstrate your awareness of the main legislation that applies when planning and implementing changes and explain how opportunities for improvement may be identified. 

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.
[bookmark: OLE_LINK1][bookmark: OLE_LINK2][bookmark: OLE_LINK3]You should plan to spend approximately 14 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 1500 words: the suggested range is between 1000 and 2000 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

	Principles and legislation

You need to explain how space may be allocated, or re-allocated, measured and managed in the organisation. You do not need to supply copies of policies or guidelines. Identify the space planning tools you might use.

[bookmark: _GoBack]You need to identify the main legislation (regulations, permissions, licences etc.) that apply to the management of space in your workplace and explain how it affects the project.

	
· Explain the key concepts and principles of space planning and management (16 marks)
· State the relevant legislation that impacts on space management activities in own organisation (12 marks)

	Understanding how to plan accommodation changes

Identify a simple space management project (for example a small refurbishment or office churn) and provide a brief context statement.

Use an example drawing or block plan from the project and identify the key components illustrated. Compare the existing space allocation with the planned changes by explaining the main aspects of the change. You should attach the example document to the assignment.

List the main building elements, services, plant and equipment that must be up-dated on plans, drawings labels and records to ensure the continued safe and efficient operation of the premises.

	
· Describe the planning and implementation of a space management project (16 marks)
· Effectively interpret a space layout drawing (16 marks)
· List examples of changes to labels and mark-ups that have to be updated on drawings and documents upon completion of a space management project in the context of own organisation (16 marks)


	Understand optimisation of space utilisation

Using examples from your workplace, explain how space is allocated, utilised and the way in which its use and occupancy is measured.

Briefly explain how costs, overheads and energy usage might be reduced by adopting new ways of working and applying more effective approaches to space planning and management. 

	
· List examples of ways that space is used in own organisation and explain how it could be better utilised (12 marks)
· Describe how to encourage responsible space occupancy (12 marks) 

	By submitting I confirm that this assignment is my own work
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