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Task 2.1 – Collaborative problem-solving 
 

There have been productivity issues and KPIs have not been hit for the last three weeks; this 
is impacting on efficiency. On checking with the warehouse operatives, there appears to be 
an issue with the loss of keys for 10 forklift trucks which were purchased from long-standing 
supplier ‘Speedit Trucks’. Each forklift truck should have two sets of keys, however the team 
has reported that for one truck both sets of keys have been lost and for two other trucks there 
is only one set of keys. 

 

To buy replacement keys would cost approximately £500.00 and you have been instructed 
not to spend any of the logistics budget on this. Over the last year you have built up a good 
relationship with the Sales Manager of Speedit Trucks and need to resolve this issue quickly 
to prevent further negative impact on KPIs and the continued rise in complaints from 
customers.  

 

The Shift Managers have asked for your input and ideas that could be used to deal with this 
issue quickly. 

 

(i) Group Discussion 

In small groups, explore what solutions might be available to deal with this issue and discuss 
the potential advantages and disadvantages of each. Take notes of the discussion points 
raised when breaking down the issues. The discussion will be recorded by your tutor.  

 

(ii) Operations Director email 

Following the group discussion, individually draft an email to the Truck Chief UK Ltd 
Operations Director, which is approximately 300 words and must include:  

 

• Acknowledgement of the main issues faced  

• Recommendations for a positive solution to resolve the issue, justifying the reason(s) 
why this is the most suitable solution 

• Any potential impact or risks of not implementing the solution. 

 

(iii) Briefing note 

Individually write a briefing note (approximately 300 words) for the team outlining 
responsibilities and process for managing forklift keys in future and any possible 
consequences of future loss.  

 

 
Timing of assessment 

• You will have 1 hour to complete your group discussion. 

• The first 30 minutes of the allocated 1 hour for the group discussion should be spent 
individually, allowing you to consider the task and make notes before taking part in the 
group discussion. 
 

• You will have 1.5 hours to complete your email message and briefing note.  
 
Conditions of assessment 

• Your discussion will be completed working in small groups under supervised conditions. 
You will be marked on your contribution to work in the group discussion.  

• Your email message and briefing note will be drafted working alone under supervised 
conditions. You will have access to notes you made during the group discussion. 
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What you must submit on completion of this task 

• Your written discussion notes  

• Operations Director email (approximately 300 words) – hard copy or file saved securely 
(as per guidance from your tutor).  

• Briefing note (approximately 300 words)  
 

Additional evidence of your performance that will be captured for marking 

• Video recording of group discussion 

• Observation record form 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 

Get in touch 

City & Guilds Technicals Quality Team 

We 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:  

T: 0300 303 53 52 (Monday - Friday | 08:30 - 17:00 GMT) 

E: technicals.quality@cityandguilds.com 

W: cityandguilds.com/tlevels 
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