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Assignment Booklet

1
Introduction
B120 An Introduction to Business Studies is assessed through ﬁve assignments: four tutor marked assignments (TMAs) and one end-of-module assessment (EMA). There is no examination. Each assignment is based on one of the ﬁve books in B120 although the

EMA reviews both Book 5 and the module overall. All assignments are compulsory and must be submitted electronically by the deadline stated.

1.1 How to pass B120
To pass the module you must pass both the continuous assessment (TMAs 01–04) and the EMA. To pass the continuous assessment component you must gain an average pass mark over the four TMAs (the pass mark is 40). To pass the EMA you must achieve a pass mark of 40. The following grades are available for B120: Pass: for those students achieving an overall grade of 40%
or above.
Fail with re-sit: for students passing the continuous assessment
who do not pass the EMA, but do achieve a minimum grade of
15% or more.
Fail: for those students who either do not pass the continuous
assessment, that is, not achieving an average of 40% across the
four TMAs; or who do not achieve a grade of 15% or more in
the EMA.
Distinction: for students achieving excellent marks throughout
the module in both the TMA and EMA components, a distinction
grade is possible. The mark needed for this grade is decided at the
Examination Board when all students’ results are reviewed.
A distinction grade is usually awarded to approximately 5% of
B120 students.

1.2 The purpose of assignments in B120
l 

Each assignment provides an opportunity for you to reinforce your learning about the ideas in a particular B120 book. You

will review and gather information about important concepts and teaching points in the book and use your notes on the activities in the book and the B120 Study Companion to help you complete the assignment. Completing an assignment encourages you to make use of the additional learning resources in the module, including your own tutor group forum (TGF) where you will be expected to participate in online activities for Part II of each TMA. Part II of each TMA is worth 10 marks. By the time you reach the ﬁrst TMA, you will be familiar with using this online learning resource. Assignments encourage you to make contact with your tutor if you need assistance. This might be to help you plan and complete the assignment but also to check your understanding of what is required from the assignment and what learning points within the

l 

l 
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particular B120 book you are planning to draw upon. It is important to note that your tutor will not tell you the answers but will comment (by telephone, email or through the TGF) on your own ideas and suggestions. This exchange of ideas will be useful in providing guidance on your future study in the module. Completed assignments also provide an opportunity for your tutor to comment on the quality of your written work and the way in which you have presented the material.
l 

Assignments enable you to check your development

on the module. They also enable your tutor and the B120 Team to know how students more generally are dealing with the module.

1.3 What tutors are looking for in the assignments
In this booklet the purpose and requirements of each TMA and the EMA are presented in detail. You should refer to this before starting each assignment and contact your tutor if there are any problems or anything that you do not understand. There are several general points your tutor will be looking for when marking your assignments:
l 

that you have read and understood the question being asked and followed the guidance provided that you have appreciated and understood the content of the material covered in the relevant book that you have applied the academic concepts from the relevant B120 module books that you have been able to collect and present relevant information to answer the questions asked in the assignment that you have word-processed your assignment and submitted it using the eTMA system. For more information on eTMAs, please consult the guidance booklet ‘Using the Electronic TMA System’, available on StudentHome.

l 

l 

l 

l 

1.4 Word processing
The basic rules of word processing are: 1. Keep it simple. Don’t spend unproductive hours trying to obtain fancy effects. 2. A good page layout and a clear structure, including a short introduction, are important. 3. Your

name, personal identiﬁer, module and assignment numbers must appear at the top of each sheet. 4. Leave wide margins. It is better to use double spacing so that you can easily write corrections to your draft versions by hand and tutors can read and mark your TMA more easily on screen. 5. Please make sure you save your TMA either as a Microsoft Word (doc) ﬁle or as a Rich Text Format (rtf) ﬁle (all word-processing software gives you the option to save as an rtf ﬁle). The eTMA system will only accept .doc or .rtf ﬁles. If you are using
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6. 

Word 2007 or later, StarOfﬁce or Microsoft Works, or any word​ processing package that does not create a .doc or .rtf ﬁle automatically, then use the ‘save as’ option. If your tutor cannot open your TMAs, this will cause delays in marking. To ensure that your tutor can open your ﬁles, please submit the Test TMA in the eTMA system before the ﬁrst TMA is due. The test will conﬁrm to you and your tutor that your assignments can be marked and commented on soon after they have been submitted.

Readability
Use an easily readable typeface such as 12-point Times for your text. Smaller typefaces are harder to read. You shouldn’t need more than three, or at most four, levels of headings, and you can use a contrasting font such as Helvetica or Arial for these if you prefer. An A4 page of words, using the typefaces and

margins we’ve suggested, will be approximately 250 words. A good word-processing package will also have a word count facility to help you keep track of the length of your essay. Use the spellchecker facility to prevent unnecessary typos. However, remember that there are several ways in which a spellchecker can fail to pick up your mistakes, for example if the word you’ve used is the wrong one in the context, but has a spelling which the spellchecker recognises. You will probably need to double check your work using a good dictionary.

1.5 Word limits
All the B120 TMAs have word limits. Please make sure you do not
exceed the following word limits:
TMA 01 TMA 02 TMA 03 TMA 04 500 words (Part I); 200 words (Part II)
1,000 words (Part I); 200 words (Part II)
1,000 words (Part I); 200 words (Part II)
1,000 words (Part I); 200 words (Part II)

Diagrams, the list of references, headings and any appendices (unless
otherwise stated) are not included in the word count but tables,
quotations and citations in the text are.
Note that marks will be deducted in the following cases:

l 

You will lose 5 marks from your total mark for a TMA if you exceed the word limit by between 10% and 20%. You will lose 10 marks from your total mark for a TMA if you exceed the word limit by more than 20%. You will not automatically lose marks for staying under the word limit. However,

a low word count can indicate that you have not covered the material in sufﬁcient depth or detail. If this is the case, then you will lose marks. Marks may be deducted if you do not use the referencing advice in Section 1.6 of this booklet.

l 

l 

l 
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1.6 Referencing
Reference your arguments. When producing academic work, convention dictates that we give credit to other people’s work when we use their theories or research ﬁndings to substantiate our arguments. This means stating where concepts and ideas you have used in your TMA come from if they are not your own original thoughts. For B120 you should use what is known as the Harvard system of referencing, even if you are already familiar with an alternative system. We use the Harvard system throughout the B120 materials. This works as follows: First, in the body of the assignment include the author’s name and the date the book was published in brackets. If there are more than two authors, the convention is to write the name of the ﬁrst author and then ‘et al.’, which means ‘and others’. There are different ways of using references in your assignment – and you may use them all in different situations within the same answer.
Type of reference Direct Quotation: This is where you refer to an author’s own words Example of how to reference in the body of your assignment Preston (2006, p.8) states 

that ‘As businesses have changed over the past century, so have the people who work within them.’ Preston (2006) argues that over the last century both businesses, and the people who are employed by them, have changed Price (2004 cited in Preston, 2006, p. 7) deﬁnes HRM as ‘A philosophy of people management based on the belief that human resources are uniquely important to sustained business success.’ Hackman and Oldham’s (1980 cited in Preston, 2006) job characteristics model is an inﬂuential framework for understanding the impact of the design of jobs.

Indirect Quotation: Where you use your own language to summarise the author’s words Secondary Reference: This is to an author referred to in the text (e.g. the module book) that you have read. For example, you might want to refer to the quote by Price on page 7 of Book 2. General reference: To ideas or concepts rather than speciﬁc language. For example you may wish to reference Hackman and Oldham’s (1980) job characteristics model. If you have read about this concept in another source, it is good practice to acknowledge this in your citation.

Second, at the end of your assignment, under the heading ‘References’, list the authors you have referred to in alphabetical order by surname or family name. For all the examples above, the reference list would look like this as it is the only book that you have actually read: Preston,

D. (2006) B120 Book 2 An Introduction to Human Resource Management, Milton Keynes, The Open University. If you use materials from outside the module, you will need to be aware of the different conventions for recording journal articles, authored books, chapters in edited books and information accessed on the internet. In each case, the body of your TMA (or EMA) must

8
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include the short reference (e.g. Childe et al., 1994). At the end of your
TMA (or EMA) list the full reference.
Below are examples of how to list these different types of sources.
A journal article:

Childe, S.J., Maull, R.S. and Bennett, J. (1994) ‘Frameworks for understanding business process re-engineering’, International Journal of Operations and Production Management, vol. 14, no. 12, pp. 22–34.

An authored book:
Kay, J. (1993) Foundations of Corporate Success, Oxford, Oxford University Press.

A chapter in an edited book:
Holtham, C. (1994) ‘Business process re-engineering: contrasting what it is with what it is not’ in Coulson-Thomas, C. (ed.) Business Process Re-engineering: Myth and Reality, London, Kogan Page.

Items accessed on the internet also need to be acknowledged. Again, your TMA or EMA should include the short reference (e.g. Small Business Service, 2005). Because website material can frequently change, you need to include in the reference list at the

end of your essay the date that you accessed the relevant site. For example: Small Business Service (2005) ‘About the SBS’ [online], http:// www.sbs.gov.uk/ (Accessed 26 February 2006). These conventions of referencing apply to all of your work in order to ensure good academic practice. Marks may be deducted from your assignments if you do not demonstrate that you have understood this referencing convention

1.7 Plagiarism
The Open University takes suspected cases of plagiarism very seriously. Plagiarism detection software is used to check each of your B120 TMAs. If you are found guilty of plagiarism you will be subject to disciplinary action. What constitutes plagiarism or cheating? If you submit an assignment that contains work that is not your own, without indicating this to the marker (acknowledging your sources), you are committing ‘plagiarism’. This might occur in an assignment when:
l l l l l

using a choice phrase or sentence that you have come across copying word-for-word directly from a text paraphrasing the words from a text very closely using text downloaded from the internet borrowing statistics or assembled facts from another person or source copying or downloading ﬁgures, photographs, pictures or diagrams without acknowledging your sources copying from the notes or essays of a fellow student

l 

l 
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l

copying from your own notes,

on a text, tutorial, video or lecture, that contain direct quotations.

Plagiarism may occur inadvertently due to inexperience. So read carefully all the module-speciﬁc study advice that you receive in your mailings, especially statements concerning plagiarism and how to reference your sources. Where plagiarised material is included in TMAs, tutors are likely to notice the shifts in style and may be aware of the source. Seek their advice on this early on in your study. The temptation to plagiarise may arise from a lack of self-conﬁdence or from a lack of understanding about the aims of the assessment and about what is required of you. TMAs are a way of assessing your performance during the module and contribute to your overall module result. However, they also assist you in understanding your subject and aid your learning on the module. When you attempt to use the ideas and terms of the module independently you learn more thoroughly and develop your own writing style. You are likely to perform better in future examinations if you have learned how to write your own answers to questions in TMAs. By submitting work that is not your own, you are denying yourself the beneﬁt of this valuable learning strategy. Copying the work of others would be counterproductive to your goal of understanding the work and to real achievement. Most students will not wish to take such a negative 

approach to studying. Although you are encouraged to show the results of your reading by referring to, and quoting from, works on your subject, copying from such sources without acknowledgement is deemed to be plagiarism and will not be accepted by the University. You are encouraged to collaborate with others in studying, but submitted work copied from or written jointly with others is not acceptable, unless collaboration is required in the particular assignment. You will be asked to sign a statement to conﬁrm that all assessment work you have submitted is your own. Submitting work that has been done by someone else and persistent borrowing of other people’s work without citation are obvious instances of plagiarism and are regarded as cheating. Paying for work from other sources and submitting it as your own is also cheating. It is intellectually dishonest to cheat and thus give one student an unfair advantage over others. If a case of plagiarism is proven, this is a serious offence and the Open University disciplinary procedures will be followed, as described under the Student Regulations SA 1.6 and SD 7.2.

1.8 Completing and sending in your assignments
It is very important that you ensure your tutor receives each assignment by the cut-off date given. If you feel that you are unable to meet the cut-off date for TMAs 01 – 03 because of unusual circumstances, please contact your

tutor as soon as possible to discuss a possible extension to the cut-off date. Normally, there are no
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extensions given for TMA 04. This is to make sure that all TMAs are marked in time before the end of the module. However, TMA 04 is an important part of the module as it helps to prepare you for the EMA. Non-submission of TMA 04 often leads to poor performance in the EMA. Therefore, if you have exceptional circumstances that prevent you from submitting TMA 04 on time, please contact your tutor as soon as possible to discuss the possibility of a short extension. The cut-off dates have been set as follows: TMA 01 TMA 02 TMA 03 TMA 04 EMA 29 November 2011 3 January 2012 31 January 2012 28 February 2012 24 April 2012

Delayed submission of the end-of-module assessment (EMA)
The University has decided that students who, in exceptional cases, are unable to meet the cut-off date for their EMA may be eligible to: (a) extend the submission date by up to three weeks but this must be agreed in advance of the delay and by the exams ofﬁce, not by your tutor or the Module Team or (b) defer submission until the due date on the following presentation of the module. If you wish to apply to delay or defer your EMA submission date, please refer to the booklet ‘Information for Students Submitting Examinable Work Electronically’ which is available online via either

the B120 website or your StudentHome. Please note that you can only request permission in writing and that it must be before the ﬁnal submission date. Eligibility to delay submission may apply if the student is suffering a prolonged serious illness, or in the case of death or serious illness of a partner or close relative. In the case of student illness, medical certiﬁcates must be provided for the relevant period of time. Again, please note that neither your tutor nor the Module Team has the right to authorise a delayed submission.

Veriﬁcation
Since there is no examination for B120, the University needs to satisfy itself that the EMA you submit is your own work. Your tutor will therefore be asked at the end of the module to indicate that, to the best of their knowledge, you are the author of the work submitted. For B120 your own tutor will not actually mark the EMA. If you are in any doubt about your EMA you should consult your tutor for advice. The EMA will also be one of the topics in Day School 3. In the rare event that a tutor feels unable to verify your work, the B120 Examination and Assessment Board may require you to attend a viva voce.

1 Introduction
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Re-submission
If you are unfortunate enough to be awarded a fail result, you will be eligible to register for the chance to retake the EMA at the next available submission date, provided that you achieve

an EMA score of 15% or more. Full details of the arrangements to submit a new EMA will be sent to you. An EMA that is awarded a lower fail score will not entitle you to take it again.

1.9 The structure of each assignment
Each TMA consists of two parts: a written piece of work (word processed and submitted electronically) and work based on the discussions in your TGF. Part I of each TMA. The requirements for the ﬁrst part of each assignment (which we have termed ‘the written part’ in this booklet) are outlined in Sections 2–5 below. This part is always marked out of 90. Part II of each TMA is worth the other 10 marks (so each TMA is marked out of 100). The ﬁrst 5 of these marks are based on your tutor’s monitoring of your contributions to the TGF discussions associated with the B120 book being assessed. Your tutor will be introducing these activities throughout the module. We expect you to participate in all TGF discussions for each of the B120 books. If your tutor does not feel you have participated in at least two of these, the 5 marks will be lost. The second 5 marks for Part II are based on another piece of work which will be a short report you will submit with each of the four TMAs. This will be a very brief summary of one of the discussions held in your TGF that month and what you have learned from it. It should not be any longer than 200 words. You must submit this short

report at the end of your TMA through the eTMA system. Cut and paste Part II of the TMA onto the end of Part I and submit as one document, not two. May we remind you of the ‘headline’ at the start of your B120 Study Companion: Online resources in B120 are not optional You are required to use your online tutor group forum (TGF) on a very regular basis – at least twice a week. ... Your participation in the tutor group forum is an integral and compulsory part of the module. Your contributions will be monitored by your tutor and marks can be deducted from your assignments if you do not participate.
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All online resources in B120 are integral parts of the module and learning experience and are not ‘add-ons’. You will need regular access to a personal computer (PC). If you are new to this form of learning, you will also need to develop basic ICT skills and conﬁdence in using these, but everything will be explained and nothing will be too difﬁcult. The module has been designed in such a way that a fair percentage of your study time and reﬂection will be online. Ten per cent of the marks for each TMA will be awarded for your participation in the tutor group forum and your report on what has been happening there. If you have any special requirements regarding the completion and submission of assignments, please contact your tutor as soon as possible and 

help will be provided.

2 TMA 01
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2 TMA 01
Cut-off date: 29 November 2011
Word limit: 500 words (I); 200 words (II)
2.1 About TMA 01
TMA 01 is a simple case study based on a small to medium-sized business. It is marked out of 100 and is worth 10% of the overall continuous assessment component. Part I (90 marks) is intended to:
l 

assess students’ understanding of the key learning points contained within B120 Book 1, concentrating on one study session in particular for this assignment develop skills such as comprehension, presenting information and communicating in writing introduce students to the use of short case studies in business studies and begin to develop basic skills of case study analysis. recognise the contributions made by the student to the current TGF assess the understanding gained from one of the recent discussions in the TGF by asking the student to summarise the main points and reﬂect on their own learning from it develop ICT and online learning skills.

l 

l 

Part II (10 marks) is intended to:
l 

l 

l 

2.2 The TMA
Part I of TMA 01 is based on the following case study.
Zinn’s Burgers and Pizza
Zinn’s Burgers and Pizza is a medium-sized chain of fast-food restaurants. Its branches are predominantly based in the north-west and midlands of the United Kingdom and, until lately, this regional concentration and proﬁle has enabled

the chain to compete with the larger, international fast-food brands in these areas (many of whom have outlets near to a Zinn’s restaurant). However, in recent years, many of Zinn’s restaurants have begun to struggle. The décor and furniture look tired, cooking equipment needs replacing, the menus require updating and staff problems are common. As with all fast-food businesses, the chain’s sales have been threatened by the recent trend towards ‘healthy eating’ and concerns over the environmental impact of the fast-food sector, although the recent recession has boosted sales slightly as customers look for cheap opportunities to eat out. Each restaurant has a manager and an assistant manager. Both report to an area supervisor, who reports to head ofﬁce. People leaving pubs and clubs provide an important market and therefore Zinn’s restaurants are open until 3am each night for these potential customers. This means that there are between two and ﬁve ‘night managers’ in each branch who take on supervisory responsibilities in the absence of the manager and his or her assistant. However, the night managers do not receive any formal training for this role and receive only a small bonus on top of their hourly pay rate. They are expected to perform their regular duties in addition to their supervisory responsibilities.
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Most regular employees are students

who are employed at the UK’s national minimum wage level. There are usually a number of colleges and universities in the local area of a branch and alternative employment opportunities are relatively scarce so, traditionally, Zinn’s restaurants have had little difﬁculty ﬁlling vacancies (except occasionally during the summer holiday months). However, this reliance on students has tended to create a culture in the restaurants where it is accepted that a high turnover of staff is inevitable and it is assumed that a signiﬁcant investment in training is relatively uneconomic. Employees are seen as cogs in a machine that can be replaced as necessary. Like at many fast-food restaurants, management at Zinn’s depends on formal structures, rules and regulations to control operations. Most of these are produced by central head ofﬁce. The ofﬁce issues a 95-page operations manual to all managers, which covers everything from the preparation of a burger to how customers should be greeted. But, despite these regulations, many restaurants had begun to experience deteriorating standards of service and product quality. Managers were ﬁnding that there were informal practices and behaviours at restaurants which undermined the ‘standardised procedures.’ The Ottershaw1 branch of Zinn’s was no exception and was suffering from the same problems as the rest of the group. Pressures from the external environment

were coupled with internal difﬁculties, with the result that sales were falling and costs were rising. Management had attempted a number of interventions to deal with these issues, but with usually less than positive results. For example, in one attempt to control costs, head ofﬁce introduced a bonus system based on unsold, damaged or wasted food. If the percentage of food unsold, wasted or damaged was very low in a period, the manager received a bonus. If the percentage was high, the manager received only their normal salary. However, in reality, this formal system had a number of unanticipated results. In practice, the level of wastage ﬂuctuated. For example, since the manager could not be in the restaurant 24 hours a day, some employees made up their pay by helping themselves to the food for themselves or for friends. When a friend came in to order a pizza, extra ingredients were put on the friend’s pizza. Occasional nibbles by 18 to 20 employees throughout the day also increased the level of food counted as wasted. This is a signiﬁcant problem at night at all Zinn’s restaurants and, in particular, at Ottershaw. Although night managers theoretically had complete control of the operation in the evenings, they did not command the respect that the manager or assistant manager did. Night managers were usually the same age as or younger than some of the other employees. Consequently,

they were subject to much informal pressure not to report what was going on. There was an ‘after hours’ culture at the restaurants of ‘when the cat’s away, the mice will play’. In more prosperous times, these practices were more tolerated. But with proﬁts falling and his bonus at stake, the manager of the Ottershaw restaurant took retaliatory measures. Previously, each employee was entitled to a free pizza, salad, and all the soft drinks they wanted for every six hours worked. However, the employees had begun to take these beneﬁts for granted and helped themselves to food and drink whenever the manager or the assistant was not in the building. The manager, therefore, without warning or consultation, withdrew these ‘formal’ beneﬁts. Unfortunately, the atmosphere in the restaurant became worse. An ‘us’ and ‘them’ attitude became increasingly apparent. The manager felt that dissatisﬁed employees would either quit or would be content to put up with the new formal rules. As it turned out, there was a sudden increase in employee departures. Faced with an inﬂux of new, inexperienced staff, the manager found he had to spend more time directly supervising and sometimes taking the place of inexperienced workers. For a short time, this increase in formal supervision appeared to have worked and the amount of food waste decreased. However, it did not take long for the new employees

to become inﬂuenced by the culture of the established staff. Shortly after the manager reduced the level of direct supervision, the old practices returned.

2 TMA 01
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The manager tried yet another approach to alleviate the rising food wastage problem and maintain his bonus. He placed a notice on the noticeboard, stating that if employees continued to waste food then surveillance cameras would be installed within all public areas of the restaurant. All employees found guilty of taking or purposefully wasting food or drink would be immediately sacked and prosecution would be considered. Most employees saw this as a bluff and believed that the restaurant, which was continuing to struggle, could not afford such an investment – many staff had heard the rumours that an all-night supermarket was to open in the adjacent street. The threat did little for employee relations in the restaurant and some staff went as far as describing it as ‘unethical.’ Even before the following month’s wastage percentage was calculated, the manager knew it would be high. He had received information from one of the night managers about the employees’ feelings toward the notice. What he did not expect was that the percentage would reach an all-time high. Rather than controlling costs and enhancing proﬁtability, the manager’s actions appeared to have had the opposite effect. Note
1

Ottershaw is

a ﬁctional name for a medium-sized city in northern England.

TMA 01 question
You have been asked by Chris Pike, the manager of the Ottershaw restaurant, to help him understand and change his current situation. Using the information you have been given in the case study above and concepts from one session of B120 Book 1, write him a short, informal report setting out some ideas that explain why he ﬁnds himself (and the restaurant) in the present situation and what he might do to improve the situation. Choose concepts that are described in any one (and only one) study session of B120 Book 1 and any related essential readings, and use them to prepare a short report based on the following: Part (a) Identify and explain any problem(s) at the Ottershaw branch of Zinn’s Burgers and Pizza from the case study that relates to the study session that you have chosen to focus on. (30 marks) Part (b) Describe the concepts from your chosen study session that you think are most relevant to understanding the problems you identiﬁed in Question 1. Explain why you think they are useful and support your explanation with examples from the case study. (40 marks) Part (c) Suggest how Zinn’s Burgers and Pizza could address these problems for the future. (20 marks)

16
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2.3
Guidance notes for TMA 01 Part I
You are asked to use concepts from one session of Book 1 only. This

is to help you focus your ideas and to stay within the (short) word limit for this TMA. It is part of the purpose of this TMA to develop your skills in expressing yourself concisely. Therefore, reproducing long quotes from the case study or from B120 Book 1 is likely to be an unproductive use of your word limit. You will ﬁnd the word ‘concept’ used frequently in your studies. Most simply it refers to academic ideas that help improve our understanding of the world. So here you are required to select the ‘concepts’ or ‘ideas’ that help you better understand the problem that you have identiﬁed. It’s important, therefore, that you choose concepts that you think are helpful and relevant to understanding the problem that you have identiﬁed. When marking your TMA, your tutor will check that you:
l l l

make it clear which concepts from Book 1 you are using give a brief explanation/deﬁnition of these concepts show how the concepts you have chosen are relevant to this case study explain how these concepts may be useful in helping the manager understand and change the situation he ﬁnds himself (and the business) in explain how they would be most productive in helping him make a plan for the future.

l

l

You should write your answer/advice to the manager in the form of an informal report. It is informal in the sense that you do not have to include all the required sections of 

a formal report, such as an executive summary and contents page. Note that diagrams, references and headings are not included in the 500 word limit but any tables are. Remember to reference the theories you use at the end of your informal report. Use the detailed guidance notes on referencing in Section 1.6 of this Assignment Booklet to help you to reference correctly. If you quote from the case itself, you can make this clear by writing ‘The case study says, “....”’, or similar. You do not have to give a formal reference for this.

2.4
TMA 01 Part II
Part II of TMA 01 is worth 10 marks (the TMA is marked out of a total of 100). The ﬁrst 5 of these marks are based on your tutor’s monitoring of your contributions to the TGF discussions associated with B120 Book 1. Your tutor will introduce these at the appropriate time. We expect you to participate in all TGF discussions for Book 1. If your tutor does not feel you have participated in at least two of these, the 5 marks will be lost. The second 5 marks for Part II are based on another piece of work: a short report that you will need to include at the end of your TMA. In this report, write a brief summary of one of the Book 1 discussions held in your TGF and what you have learned from it. It should not be any longer than 200 words. Remember that you must submit this report in the same document as Part I of the TMA through the eTMA

system.

3 TMA 02
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3 TMA 02
Cut-off date: 3 January 2012
Word limit: 1,000 words (I); 200 words (II)
3.1 About TMA 02
TMA 02 is a short report about an aspect of HRM practice from your
own experience. This TMA requires you to apply module concepts of
HRM practice drawn from one session of Book 2 to your experience
and discuss the implications of such an application. It also requires
you to carry out a simple information search on the internet to ﬁnd
further information relevant to the topic under consideration. It is
marked out of 100 and is worth 30% of the continuous assessment
component.
Part I (90 marks) is intended to:

l

assess students’ understanding of some of the learning points
within Book 2 develop report writing skills develop basic ICT skills such as searching for, selecting, managing and presenting information found on the internet. recognise the contributions made by the student to the current TGF assess the understanding gained from one of the recent discussions in the TGF by asking the student to summarise the main points and reﬂect on their own learning from it develop ICT and online learning skills.

l l 

Part II (10 marks) is intended to:
l 

l 

l 

3.2 The TMA
Part I of TMA 02 requires you to: (i) write a report on a HRM problem you have encountered and apply relevant concepts of HRM drawn from one session

of Book 2 to analyse the problem and suggest solutions. (ii) conduct a simple information search using the internet (iii) present your ﬁndings in the form of a short report of not more than 1,000 words. The word count excludes URLs (Q.3), headings, references, title page, any diagrams and the executive summary.

TMA 02 Question
Write a report of no more than 1,000 words, in which you discuss the following. Please make sure you read the guidance notes on the next page before attempting the report. You should read and follow the instructions below carefully. Each part of the process will carry marks for the assignment.
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Part (a)
Think about a problematic work situation that you have experienced or encountered (at work, doing voluntary work, or the work situation of a friend, relative, etc.) that relates to relevant HRM concepts discussed in one study session of Book 2 of B120. Describe this situation in about 150 words. (15 marks)

Part (b)
Analyse the situation you have described in Part (a) using relevant concepts from any one session of Book 2. (40 marks)

Part (c)
Suggest a solution to how the speciﬁc problem that you have described could be overcome (both for the speciﬁc situation you (or your friend or relative) found yourself in and more generally). (30 marks)

Part (d)
Find two websites on the internet that give additional

information about the concepts you have chosen in Part (b) to analyse the situation described in Part (a). Explain how reliable and trustworthy this information is and how it could be useful in understanding the problem. (5 marks)

3.3 Guidance notes for TMA 02 Part I
You are required to present your ﬁndings in the form of a structured report. Remember that the word limit for this TMA is 1,000 words but that the URLs, headings, references, title page, any diagrams and the executive summary are not included in the word count (tables are included). You can use the following headings to make up the different sections of your report: 1. 2. 3. Title and contents page Executive summary Problem description and analysis m A description of the HRM-related work problem. (This relates to Part (a) of the question.) An analysis of the problem using HRM concepts. (This relates to Part (b) of the question.) Recommendations A proposed solution to the problem. (This relates to Part (c) of the question.)
m 

4. 
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5.

6.

Information Useful information from the internet regarding the HRM issue. (This relates to Part (d) of the question.) References

Part (a) The success of an organisation depends on the people who work for it. Hiring the right people, developing their potential and holding on to those with ability and promise, is something that most organisations

want to achieve, although their success in doing so varies. Your example could therefore be any instance where you have come into contact with HRM activities, either through paid work or through being a volunteer for an organisation. If you ﬁnd it very hard to think of an example involving yourself, you can use one that refers to a friend or a relative. You need to make sure it is an example that lends itself to being discussed in relation to relevant HRM concepts that are found in one session of Book 2. The example could relate to an experience of HRM that you had either as a manager (of a commercial, public sector or voluntary organisation) responsible for other staff, e.g. in recruiting, training or appraising staff, or similar; or where you experienced an aspect of HRM as an employee or volunteer, e.g. being recruited, going for an interview, going through training or annual assessment and so on. It could be problems of motivation or absenteeism that you have seen in organisations. Think of the ideas discussed in the different sessions of Book 2 when selecting your example, but remember you must base your analysis on those found in one session. Accordingly, your example should have enough detail to enable you to analyse it using relevant module concepts from one session of Book 2, but be mindful of the word limit. It is probably best to spend no more than 150 words on this 

part. Part (b) In this part of the TMA you are required to select the module concepts found in one session of Book 2 you have studied and to analyse your example from Part (a). 20 marks are available for choosing and describing appropriate module concepts and the remaining 20 marks for this part are available for application to your example. In this part of the TMA you should ﬁrst describe or deﬁne the concepts that you think are relevant to your example. You should then explain how they can be used to analyse and explain the circumstances of the example that you gave in Part (a). Part (b) carries the most weight and therefore the highest proportion of marks out of the TMA parts. Part (c) This part of the TMA asks you to consider a solution to the problem you have described in Part (a). You should start by stating whether or not you think there is a solution to the problem and then to discuss what this solution could be. This discussion should be informed by your analysis in Part (b). The learning objective behind this TMA is to
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demonstrate your understanding of HRM ideas by being able to show how they are relevant and useful to a particular example. This part of the TMA is worth 30 marks. Part (d) The ﬁnal part of the TMA asks you to perform a simple web-based information search about the concept you have chosen and to present information succinctly.

You need to include the URLs, the date the websites were accessed and why you chose them, and also state how trustworthy this information is to gain the full 5 marks available.

3.4 TMA 02 Part II
Part II of TMA 02 is worth the other 10 marks (the TMA is marked out of a total of 100). The ﬁrst 5 marks are based on your tutor’s monitoring of your contributions to the TGF discussions associated with B120 Book 2. Your tutor will introduce these at the appropriate time. We expect you to participate in all TGF discussions for Book 2. If your tutor does not feel you have participated in at least two of these, the 5 marks will be lost. The second 5 marks for Part II are based on another piece of work which will be a short report you will submit in the same ﬁle as Part 1 of the TMA, at the end. This will be a brief summary of one of the TGF discussions relating to Book 2 and what you have learned from it. It should not be any longer than 200 words. Remember that you must submit this short report at the end of your TMA through the eTMA system.

4 TMA 03
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4 TMA 03
Cut-off date: 31 January 2012
Word limit: 1,000 words in total for all questions (Part I); 200 words (Part II)

4.1 About TMA 03
TMA 03 is based on a simple accounting case study. It is marked out of 100 and is worth 30% of the total continuous assessment component. Part I (90 marks) is intended to:
l 

assess

students’ understanding of the key learning points contained within Book 3 develop skills such as interpreting quantitative and qualitative information. recognise the contributions made by the student to the current TGF develop ICT and online learning skills.

l 

Part II (10 marks) is intended to:
l 

l 

4.2 The TMA
Part I of TMA 03 contains four questions, based on the following case study. Please make sure you save and submit your TMA either as a Microsoft Word (doc) or a Rich Text Format (rtf) ﬁle. Please make sure you read the guidance notes below before attempting the essay.

City Florist
In the middle of January 2012, Peter Johnson, bank manager at the Development Bank, began reviewing a loan application for £120,000. City Florist had requested a long-term loan to ﬁnance the opening of two retail locations in April 2012. Johnson knew that Martin Walton, owner of City Florist, was dependent on the Development Bank to ﬁnance the expansion. Martin Walton established City Florist (which he ran as a sole trader) in 2003 with the opening of two shops located in commercial areas in the City of London. Walton developed City Florist into a full service ﬂoral retailer, offering both plants and freshly cut ﬂowers in customised arrangements for special occasions and the decoration of ofﬁces in the City. City Florist has an excellent reputation with its customers, 

offering a broad selection of ﬂowers and plants, high quality service and competitive pricing. Having experienced success with the ﬁrst two shops, Walton opened another two retail units in Canary Wharf in 2006. With the insight that his business thrived when located close to major ﬁnancial
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business centres, Watson located the shops in the busy areas that could support his goal for continued growth. Although rent in these prime locations was costly, he believed that additional sales would offset the lease payments. Walton continually reinvested operating proﬁts back into the business and invested £100,000 of personal funds to avoid the need for additional bank ﬁnancing. Walton demanded discipline and accountability in his shops. Each shop was providing daily, weekly and monthly reports of sales and expenses. The number of employees grew to 8 full-time and 8 part-time, including 4 professional ﬂoral designers. Sales continued to increase, contributing to consistent proﬁtability. Over 20,000 customers visited the four locations each year and 20 contracts for weekly ofﬁce decoration brought annual sales in 2011 to £2.1 million. The ﬂorist business is subject to seasonal ﬂuctuations. Sixty per cent of City Florist’s sales were special occasion or gift purchases. Valentine’s Day, Mother’s Day, Easter and Christmas were the busiest times of the year. Given

this seasonality, it was imperative that sufﬁcient cash be available when required to fund both stock purchases and increased operating expenses. Opening two new retail locations required a combination of long-term debt for asset purchases and an increase in the overdraft to support seasonal working capital needs. In addition to the £120,000 long-term loan from the Development Bank, Walton has also recently obtained pre-approval for a £60,000 long-term loan from another bank to be secured by his personal assets. Walton intended to use the £180,000 in long-term loans to make improvements to the leased premises and to purchase furniture, ﬁxtures and refrigeration units for the two new locations. Despite City Florist’s strong ﬁnancial performance, Johnson was concerned about ﬁnding adequate security for the new £120,000 long​ term loan. He also questioned whether City Florist could even afford the expansion of the business. It was important that Johnson make a well thought-out decision since Walton was relying on the Development Bank to provide the major long-term ﬁnancing for the new locations.

Question 1
Imagine you are Johnson and you are required to: a. explain the purpose of an income statement (proﬁt and loss account) and comment on the usefulness of the income statement in assessing the performance of a business. (10 marks) b. review the income statements for the years 

2011 and 2010 (see below) and identify whether there are any particular concerns relating to City Florist that should be considered by the bank manager. (15 marks)
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City Florist (a sole trader) Income statement for the years ended 31 December 2011 and 2010 31-Dec-11 £ Sales/income Less cost of goods sold : Opening stock Purchases Less closing stock Cost of goods sold Gross proﬁt Less expenses: Transport expenses Rent Insurance Wages and salaries Marketing expenses Administration expenses Store supplies Telephone Repairs and maintenance Delivery expenses Travel and entertainment Utilities Interest on long-term loan Depreciation Accounting & Legal Total Expenses Net proﬁt 17,796 156,973 4,553 581,814 140,090 4,200 94,744 17,668 3,337 91,300 15,942 13,530 5,000 35,014 3,426 1,185,387 82,012 19,096 157,159 2,975 598,372 127,606 9,731 102,302 18,970 1,417 89,503 14,204 12,365 6,464 24,480 4,582 1,189,226 96,486 115,408 885,977 1,001,385 122,795 878,590 1,267,399 87,205 869,756 956,961 115,408 841,553 1,285,712 £ 2,145,989 £ 31-Dec-10 £ 2,127,265

Question 2
Now Johnson is ready to concentrate on the next statement and you are required to: a. explain the purpose of a balance sheet and comment on the usefulness of the balance sheet in assessing the ﬁnancial strength of a business. b. (10 marks) review the balance sheets as at the years ended 2011 and 2010 (see below)

and identify whether there are any particular concerns relating to City Florist that should be considered by the bank manager. (15 marks)
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City Florist (a sole trader) Balance sheets at 31 December 2011 and 2010 31-Dec-11 £ Fixed Assets/Long-term assets Furniture & Fixtures and Equipment Vehicles Total ﬁxed assets Current assets/short-term assets Stock/inventory Debtors/trade receivables Prepayments Current liabilities/ short-term liabilities Creditors/trade payables Bank overdraft Net current assets/working capital Total assets less current liabilities Long-term liabilities Loan Net Assets Capital/Equity As at 1 January Net proﬁt for the year Less: drawings Equity as at 31 December 264,919 82,012 346,931 40,000 306,931 198,433 96,486 294,919 30,000 264,919 85,694 306,931 90,792 264,919 35,343 24,286 59,629 198,085 19,500 19,999 39,499 194,227 122,795 111,391 23,528 257,714 115,408 90,734 27,584 233,726 Cost £ Depreciation £ Net book value £ Cost 31-Dec-10 £ Depreciation £ Net book value 64,200 97,284 161,484

201,832 150,600 352,432

88,592 69,300 157,892

113,240 150,100 81,300 134,262 194,540 284,362

85,900 36,978 122,878

392,625

355,711

Question 3
After the analysis of the balance sheets, you are required to: a. explain the purpose of a cash ﬂow statement and comment on the usefulness of the cash ﬂow statement in assessing

the cash management capability of a business. (10 marks) review the cash ﬂow statements for the years 2011 and 2010 (see below) and identify whether there are any particular concerns relating to City Florist that should be considered by the bank manager. (15 marks)

b.
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City Florist Cash ﬂow statement for the years ended 31 December 2011 and 2010 31-Dec-11 £ Operating activity: Operating proﬁt before interest on long-term loan Add back non-cash expenses: Depreciation Changes in cash invested in Working Capital: (Increase)/Decrease in Stock (Increase)/Decrease in Debtors (Increase)/Decrease in Prepayments Increase/(Decrease) in Creditors Net cash inﬂow/(outﬂow) from operating activities Investing activity: Investment in Fixed Assets Interest paid on long-term loan Financing activity: Repayment of Loan Capital withdrawn (‘drawings’) Change in Cash Balances Opening cash balance (overdraft) at 1 January Closing cash balance (overdraft) at 31 December (5,098) (40,000) (4,287) (19,999) (24,286) (4,821) (30,000) (15,599) (4,400) (19,999) (68,070) (5,000) (21,091) (6,464) (7,387) (20,657) 4,056 15,843 113,881 (28,203) (9,684) (15,243) (27,523) 46,777 35,014 24,480 87,012 102,950 31-Dec-10 £

Note: For the purposes of this cash ﬂow statement, positive amounts represent cash inﬂows. Negative amounts (in brackets) represent cash outﬂows (or an overdraft balance).

Question

4
On the basis of your analysis in Questions 1-3, what is your decision on the loan request? – Grant the loan – Deny the loan – Grant a lesser amount that allows Walton to proceed with the expansion (if only partially). You should set out the argument, based on your analysis above, that leads to your decision. (15 marks)

4.3 Guidance notes for TMA 03 Part I
Questions 1a, 2a and 3a These questions require you to explain the use of the key ﬁnancial statements introduced in Book 3, Session 3 and to comment on the usefulness (and possibly the limitations) of the statements for assessing the trading performance, ﬁnancial strength and cash
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management of business generally. You might consider the statements from the particular point of view of the stakeholders involved (Book 3, Sessions 1 and 2), or some of the further uses to which the statements might be put (Book 3, Session 5 contains potentially relevant material). Questions 1b, 2b and 3b Examine the income statements, balance sheets and cash ﬂow statements of City Florist and comment on trends and any matters of concern relating to the ﬁnancial position of the business. Evaluate the performance of the business based on the items in the statements and comment on any features that you consider to be signiﬁcant. You should examine various aspects of ﬁnancial position and performance that

affect proﬁt, cash management and the ﬁnancial structure of the business. Question 4 This question requires you to demonstrate your skills in problem solving and application of accounting knowledge. As Johnson, you need to justify your decision based on the issues that you have identiﬁed in your review of the ﬁnancial statements above. Whether you decide to grant or deny the loan, you must provide reasons for your decision based on your analysis – marks will be awarded for the clarity and practicability of your decision as well as for the logic of how it arises from your review of the ﬁnancial statements. Throughout this TMA you will need to be selective about the issues you identify, and describe them and any associated actions very concisely. A few relevant points, explained in some depth and well-matched to the particular circumstances of City Florist and the probable concerns of the bank manager, are likely to be awarded more marks than a lengthy, unexplained ‘list’ of issues, however accurate that list might be.

4.4 TMA 03 Part II
Part II of TMA03 is worth 10 marks (the TMA is marked out of a total of 100). The ﬁrst 5 of these marks are based on your tutor’s monitoring of your contributions to the TGF discussions associated with B120 Book 3. We expect you to participate in all TGF discussions for B120 Book 3. If your tutor does not feel you have participated in at least

two of these, the 5 marks will be lost. The second 5 marks for Part II are based on another piece of work, which will be a short report you will submit with your TMA. This will be a brief summary of one of the discussions held in your TGF related to Book 3 and what you have learned from it. It should not be any longer than 200 words. Remember that you must submit this short report in the same document as Part I of the TMA through the eTMA system.

5 TMA 04
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5 TMA 04
Cut-off date: 28 February 2012
Word limit: 1,000 words (I); 200 words (II)

5.1 About TMA 04
TMA 04 is an essay based on a marketing case. It is marked out of 100 and is worth 30% of the continuous assessment component. This TMA requires you to apply module concepts to your own experience and to discuss the managerial implications of such an application. In this sense, it tests your understanding of module concepts at a slightly higher level than the previous three TMAs on B120, and at a level which is closer to that required in the B120 ECA and in TMAs on Level 2 modules. TMA 04 therefore does not only test your understanding of Book 4 but also prepares you for the EMA. Part I (90 marks) is intended to:
l 

assess students’ understanding of the key learning points contained within Book 4 develop and assess students’ skills of applying module concepts to real life situations at a slightly higher 

level than previous TMAs develop skills such as essay writing, analysis and presentation of material. recognise the contributions made by the student to the current TGF assess the understanding gained from one of the recent discussions in the TGF by asking the student to summarise the main points and reﬂect upon their own learning from it develop ICT and online learning skills.

l 

l 

Part II (10 marks) is intended to:
l 

l 

l 

5.2 The TMA
TMA 04 Part I requires you to write a structured essay in which you give an example where you have come into contact with marketing and explain this example in terms of module concepts. The essay is structured in the sense that there are four parts to the question to answer.

TMA 04 question
Write a structured essay of no more than 1000 words, in which you discuss the following. Please make sure you read the guidance notes below before attempting the essay.

Part (a)
Describe a situation where you personally have come into contact with marketing in some shape or form. (15 marks)
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Part (b)
Analyse the situation you have described above, using concepts from any two study sessions of Book 4. (35 marks)

Part (c)
Discuss the ethical implications of the marketing situation you have described above. (20 marks)

Part (d)
Discuss what marketers of a product or service relating to the situation

you have described above could learn from your description and analysis in parts (a) to (c). (20 marks)

5.3 Guidance notes for TMA 04
For this TMA you are required to write a structured essay. This means that your TMA should be in the four parts indicated in the question above. It is acceptable to use headings for each of the four sections but you should not number your paragraphs or include an executive summary or contents sheet. If you are unsure how to write an essay, you can refer to the relevant OU student toolkit on the StudentHome website, but you can ignore advice about not including headings or subsections. For this TMA, Part (a) can be considered as equivalent to the introduction to the essay and Part (d) can be considered as the conclusion. Part (a) Virtually everybody in modern society comes into contact with marketing in some shape or form. Most commonly this is as a consumer. Almost everybody buys goods and/or services regularly or at least from time to time. Your example could therefore be an instance where you have come into contact with marketing practice as a consumer. This could be in the form of a major purchase, say a new piece of household equipment, house insurance, a holiday, or in the form of a more routine purchase, for example, for regularly purchased food or household items. Many people also come into contact with marketing practice by marketing

something themselves. This could be as part of your job, for instance as a salesperson, a shop assistant or similar role. It could be as part of voluntary work (e.g. helping out at a school fête in a way that involves getting people in or selling something to them) or even as part of marketing yourself, for instance ‘selling’ your skills as part of a job application. You should choose an example that involves you personally (or, failing that, a close friend or relative). General examples are not acceptable here. Make sure it is an example that lends itself to being discussed by using at least two of the marketing concepts you have
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been studying in Book 4. Give a bit of detail about your example, enough to be able to analyse it using module concepts, but be mindful of the word limit. It is probably best to spend no more than about 150 words on this part. Part (b) In this part of the TMA you are required to select module concepts from two study sessions from Book 4 and use these concepts to analyse your examples from Part (a). There are 15 marks available for choosing and describing appropriate module concepts and the remaining 20 marks for this part are available for applying these module concepts to your example. You must choose at least two module concepts, from two different study sessions. You can use more than one concept from each of the two study sessions

you have chosen if you wish to. If you choose concepts from only one study session (e.g. two concepts from study session 3) you will receive a maximum of half the marks available for this question. Choosing appropriate module concepts and then applying them to a real life example is an important part of academic practice and for making module content relevant to work contexts, and you will be asked to do this more frequently as you progress in your studies. In this part of the TMA you should ﬁrst state which concepts you have chosen and what study sessions they come from, before giving a brief description or deﬁnition of these module concepts. You should then explain how these concepts can be used to analyse and explain the facts of the example that you gave in Part (a). Part (b) is the weightiest part of the TMA and carries the highest proportion of marks. A little less than half of your TMA should be devoted to this part. Part (c) This part of the TMA asks you to consider the ethical implications of the example you have given in Part (a). You should start by stating whether or not you think there are any ethical implications arising from this example. Even if there are no glaringly obvious ethical problems with the example, you should consider whether there are any issues that you can see and that the people marketing this product might want to bear in mind. Remember that

ethical issues can relate to any part of the marketing mix and also apply at the level of marketing strategy, for example, in targeting. If you feel there are no ethical implications whatsoever to this example, you should explain why you think this is the case, referring to different aspects of the marketing mix and/or marketing strategy. You should spend no more than 150 to 200 words on this part of the TMA. Part (d) The ﬁnal part of the TMA asks you to think about how the issues you have discussed in Parts (a) to (c) could help marketing practitioners. What could the people marketing the good or service you have described in Part (a) learn from your analysis in Parts (b) and (c)? You should make some suggestions about how they could improve their marketing practice (even if only by a little bit – there is always room for some improvement) or on what aspects of their practice they
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should concentrate most. These suggestions should follow logically from your discussion in part (b) and/or (c) and can relate to any aspect of marketing practice discussed in Book 4. For example, you could make suggestions about how they could best segment the market, on what aspect of the marketing environment they should focus their market research, what aspects of consumer behaviour they should focus on, how they might improve their marketing mix or what social or environmental

impacts of their marketing they should consider and/or improve. Again, you should spend no more than about 150 to 200 words on this part of the TMA.

5.4 TMA 04 Part II
Part II of TMA 04 is worth the other 10 marks (the TMA is marked out of a total of 100). The ﬁrst 5 marks are based on your tutor’s monitoring of your contributions to the TGF discussions associated with B120 Book 4. Your tutor will introduce these at the appropriate time. We expect you to participate in all TGF discussions for Book 4. If your tutor does not feel you have participated in at least two of these, the 5 marks will be lost. The second 5 marks for Part II are based on another piece of work which will be a short report you will submit attached at the end of the TMA. In this report include a brief summary of one of the Book 4 discussions held in your TGF and what you have learned from it. It should not be any longer than 200 words. Remember that you must submit this short report in the same document as Part I of the TMA through the eTMA system.

6 End-of-module assessment (EMA)
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6 End-of-module assessment (EMA)
Cut-off date: 24 April 2012
Word limit: 2,500 words
6.1 About the EMA
The EMA replaces an exam in B120. It is marked out of 100 and is worth 50% of your total marks for the module. You must both pass the EMA and obtain an overall average pass mark (40 or more) for your

TMAs (see Section 1.1. in this Assignment Booklet). Like all assignments, the EMA is likely to change from year to year. Unlike the TMAs, the actual question involved will not be released until an appropriate stage in the module. This is because you need to have studied Book 5 as well as the other B120 texts before you can write a satisfactory answer. It is also to prevent students working on the questions too early to beneﬁt from it and to ensure a ‘level playing ﬁeld’ for all. If you have any queries or worries about completing the EMA please contact your tutor.

6.2 The EMA
The EMA question will be published when, according to the module calendar, you should be starting Book 5. Book 5 deals with considering business from different perspectives and part of the EMA question will be about applying a particular theoretical perspective from Book 5 to a current business case or scenario.

6.3 Guidance notes for the EMA
l 

Details of the EMA will be posted on the B120 module website in study week 19 on 6 March 2012. The EMA should be a maximum of 2,500 words. It is compulsory and must be submitted. It will be marked by someone other than your own tutor.

l l l 

32

Assignment Booklet

7 Conclusion
Tackling assignments can be worrying, particularly if you have never done one before or it is some time ago since you last attempted to do one. For reassurance, please

note the following points. Assignments are:
l 

never trick questions which are intended to catch you out: they are an essential and integrated part of the module and your own learning intended to help you clarify and check your own learning about one B120 book before moving on to another intended to be relatively short and do-able assignments designed to develop a range of writing skills, using the report and essay formats useful as revision notes for the EMA and future study important as a check on your development using online learning tools.

l 

l l 

l l 

Each assignment in B120 has been carefully mapped according to the graduate learning skills and the underlying learning outcomes. These are presented in the appendices at the back of the B120 Study Companion for your information. Each of the activities you complete in Books 1–5 and in the Study Companion as you progress through the module will help you to become familiar with reﬂecting on and providing an answer to a learning point made. Assignments are effectively extended versions of these, but they must be completed and will count towards a ﬁnal mark determining whether or not you pass the module. Good luck with the assignments and we hope you enjoy
completing them.
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