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Share Multi Academy Trust
Curriculum Planning Template

	Subject:
	CTEC Business Level 3
	Year
	13
	Ability  Mixed
	



	Term / Date(s)
	Half term 1 (Teacher 1 Unit 2)
	Half term 1 (Teacher 2 Unit 5)
	Half term 2 (Teacher 1 Unit 2)
	Half term 2 (Teacher 2 Unit 8)

	Topic
	Unit 2 Exam – Working in Business

L01 Understand protocols to be followed when working in business

L02 Understand factors that influence the arrangement of business meetings

L03 Be able to use business documents
	Unit 5 coursework – Marketing and market research

L03 Be able to carry out market research for business opportunities
	Unit 2 Exam – Working in business

L04 Be able to prioritise business tasks

L05 Understand how to communicate effectively with stakeholders


	Unit 5 coursework – Marketing and market research

L04 Be able to validate and present market research findings

	Topic overview

Pupils will learn…

	1.1Authority protocols
1.2 Confidentiality protocols
1.3 Constraints on document content
1.4 Checking protocols
1.5 IT security protocols
1.6 Employment protocols

2.1 Factors that influence meeting arrangements
2.2Factors that influence business travel arrangements
2.3 Factors that influence business accommodation arrangements

3.1Purpose, interpretation and completion of business documents
3.2 Purpose and interpretation of other business documents
3.3 How to make payments plus advantages and disadvantages
3.4 Purpose, completion and checking of meeting documentation
	3.4 Sources for secondary market research
3.5 How to carry out market research using primary and secondary methods
3.6 Factors that influence choice of market research methods, types & tools to be used
3.7 Benefits and drawbacks of methods, types and tools of market research
	4.1 The reasons for prioritising business tasks
4.2 Factors that influence task prioritisation
4.3How to use information to inform prioritisation
4.4 How to assign priorities and identify appropriate actions to complete tasks in accordance with their priority
4.5 Need to change priorities when necessary

5.1 Characteristics which inform the design of business communications
5.2 How the characteristics of business communications design impact on the list of resources
5.3 How and when to use different types of communication
5.4 How to review business communications to make sure they are fit for purpose

	4.1 How to prepare market research findings
4.2 how to validate market research findings
4.3 How to present findings clearly in a format appropriate to the data obtained and audience

	Components



	Students will learn the following knowledge:
1.1Authority protocols
- escalation of complaints, authorisation of documents and reasons for authority protocols in order for students to understand that job roles higher up the organisation chart have more authority
1.2 Confidentiality protocols
- organisational procedures to maintain confidentiality, storage of data, implications of breaching confidentiality and reasons why confidentiality may need to be breached in order for students to understand the importance of confidentiality 
1.3 Constraints on document content
- voluntary and legal constraints and the procedures for checking in order to ensure they are met
1.4 Checking protocols
- procedures for checking documents, arrangements, in order to understand the impact of poor checking
1.5 IT security protocols
- Protection against unauthorised access and inappropriate use of IT equipment and software so that students are more vigil
1.6 Employment protocols
- H&S laws, equal opportunities, contractual obligations, minimum standards of professional behaviour in order for students to understand the expectations of employees

2.1 Factors that influence meeting arrangements
- meeting criteria, personnel available, resource packs, venue/room, business costs in order for students to understand a full range of factors that influence business meetings in terms of cost and appropriateness
2.2Factors that influence business travel arrangements
- destination, dates/times, personnel, special requirements, cost in order for students to interpret timetables/ schedules and determine most efficient and costs effectiveness
2.3 Factors that influence business accommodation arrangements
- Accommodation criteria, personnel requirements, calculation and comparison of costs in order for students to book appropriate accommodation 
3.1Purpose, interpretation and completion of business documents – including transaction documents, employee documents and other internal documents. This is in order for students to be able to complete business documents
3.2 Purpose and interpretation of other business documents
This is to enable students to effectively completed these ‘other document’s effectively
3.3 How to make payments plus advantages and disadvantages. This is to ensure that students can effectively complete payment methods and understand the effectiveness of particular payment methods
3.4 Purpose, completion and checking of meeting documentation 
- notice of meeting, agenda, minutes in order for students to complete these effectively.
	Improvements to unit 5 coursework tasks and review of market research conducted over the summer break.
Students will learn the following knowledge:
3.4 Sources for secondary market research
- internal v external sources
This is to enable students to conduct their own secondary research in order to identify business opportunities for a specific business (P6 of coursework)
3.5 How to carry out market research using primary and secondary methods (P5 and P6 of coursework)
3.6 Factors that influence choice of market research methods, types & tools to be used
- reasons for market research
- availability of resources
- reporting requirements
This will enable students to complete P5 of their coursework.
3.7 Benefits and drawbacks of methods, types and tools of market research
This is to enable students to conduct their own secondary market research into a specific market research proposal (P6 of coursework). This will also enable students to assess their choice of market research method and type, explaining their effectiveness (M2 of coursework).
It will also enable students to justify the choice and sequence of question used in the market research (D1 of coursework)
	Students will learn the following knowledge:
4.1 The reasons for prioritising business tasks
- workload, conflicting demands on time and the importance of meeting deadlines. This is in order for students to understand that some deadlines are more important that others.
4.2 Factors that influence task prioritisation
-urgency of task, importance of task, complexity of task, resource constraints etc, so that students think practically about task prioritisation
4.3How to use information to inform prioritisation
- use of internal and external sources to prioritise tasks
4.4 How to assign priorities and identify appropriate actions to complete tasks in accordance with their priority
This is in order to students to be able to identify high, medium and low priority tasks to avoid them getting og
4.5 Need to change priorities when necessary
This is in order for students to understand that sometime priorities must change 

5.1 Characteristics which inform the design of business communications
- audience, purpose, content in order for students to be able to consider the design of documentation used by the business.
5.2 How the characteristics of business communications design impact on the list of resources
- quality of paper, colour or black/white, hard copy v electronic copy, timescales. This is in order for students to have an awareness of other factors that need to be considered when deciding on most appropriate 
5.3 How and when to use different types of communication
This is in order for students to understand the costs and benefits of different types of communication
5.4 How to review business communications to make sure they are fit for purpose
This is in order for students to review communication to ensure it is fit of intended purpose and audience

	Improvements to Unit 5 coursework tasks
Students will learn the following knowledge:
4.1 How to prepare market research findings
- examining raw data, addressing incomplete responses
This is to enable students to put their market research findings into an appropriate format which will support their ability to present them appropriately (P8 of coursework)
4.2 how to validate market research findings
- how to interpret findings from market research
- how to assess the reliability of the findings
- how to assess the validity of the findings
This is to enable students to assess the validity of market research findings for a specific business opportunity against its market research proposal (P7 of coursework)
- how to identify any limitations of the findings and recommend what areas may require additional market research
This is to enable students to recommend improvements or additional market research requirements based on assessment of their own market research findings (M3 of coursework)
- how to draw conclusions from the findings to inform marketing decisions
This is to enable students to recommend and justify marketing decisions that the business could take (D2 of coursework)
4.3 How to present findings clearly in a format appropriate to the data obtained and audience
- quantitative analysis
- presentation methods
This is to enable students to present their market research findings in an appropriate format for the data obtained and audience (P8 and D2 of coursework)

	What pupils should already know
(prior learning components)


	Students will have some general knowledge about organising meetings from their social lives.
Through Unit 4 students are familiar with the interpretation of business documents
Through Unit 1 students will understand organisation charts which will be useful when considering the authority, confidentiality and employment protocols 
	Students will have some general understanding of different types of research methods through general knowledge and through the study of GCSE business and Sociology and Psychology A levels
	Students may have some general understanding about how to prioritise tasks through the organisation of their own lives.
	Students may have some experience through their education about gathering research and presenting findings.

	Transferrable knowledge (skills)



	Understanding confidentiality protocols (L01) will be needed when completing Unit 8 L05 to explain the importance of confidentiality within the HR function

	Students will use the results of the research to help them complete a presentation in the Unit 5 coursework
	Within this unit students learn how to communicate effectively with stakeholders and as part of the Uni5 5 coursework students have to present their findings to a stakeholder 
	Students develop their skills of researching a topic area and putting together a persuasive argument.

	Key vocabulary pupil will know and learn


	Authority protocol
Confidentiality protocol
IT Security protocols
Employment protocols
IT security protocols
	No new vocabulary but using terms from previous Unit 5 learning
	No specialist vocabulary
	Validity 
Reliability

	Assessment activities



	Unit 2 exam questions – 30 minutes that consist of mixture of short and long mark questions
	This work will be formally assessed through completion of the Unit 5 coursework tasks: 
- P5, P6, M2, D1
	Unit 2 exam questions – 30 minutes that consist of mixture of short and long mark questions
	This work will be formally assessed through completion of the Unit 5 coursework tasks: 
- P5, P6, M2, D1

	Resources available



	Cambridge Technical Level 3 Business textbook by Hodder Education
	Cambridge Technical Level 3 Business textbook by Hodder Education
	Cambridge Technical Level 3 Business textbook by Hodder Education
	Cambridge Technical Level 3 Business textbook by Hodder Education

	Notes

Why this topic is important…

	This unit introduces students to the logistical side of working in a business. It gives them practical skills which they will find helpful in later life such as knowing how to go through organising meetings and being able to complete various business documents
	This unit introduces students to actually conducting market research which improves their overall research skills which is good for employment and for further education.
	This unit is important as it is a very useful life skill for students to be able to prioritise tasks.
	Students will often have to give a presentation of their findings for other subjects and in a work environment so this unit will help them develop the necessary skills and also help them critically evaluate the evidence on which conclusions have beendrawn.









	Term / Date(s)
	Half term 3 (Teacher 1 & Teacher 2 Unit 2 and Unit 8)
	Half term 4 (Teacher 1 & Teacher 2 Unit 8)
	Half term 5 (Teacher 1 & Teacher 2 Unit 8)
	Half term 6 

	Topic
	Unit 2 Working in business revision for January exam

Unit 8 Introduction to human resources
L01 Know the factors that are involved in HR planning
	Unit 8 Introduction to HR – Coursework

L02 Be able to assess the effectiveness of training and development

L03 Understand how and why businesses motivate employees
	Unit 8 Introduction to HR – Coursework

L04 Understand the importance of monitoring and managing employee performance at work

L05 Understand the importance of confidentiality within the HR function
	Students on study leave

	Topic overview

Pupils will learn…

	Revision of Unit 2 

1.1 Key responsibilities of the HR function
1.2 Internal factors which influence HR plans
1.3 External factors which influence HR plans
	2.1 Methods of training and developing employees
2.2 How to measure the effectiveness of training and development
2.3 The benefits to a business of training and developing employees

3.1 Motivational theories
3.2 Methods of employee motivation
3.3 Benefits to a business of having motivated employees
3.4 How a business measures the success of employee motivation
	4.1 How businesses monitor employee performance
4.2 Benefits and drawbacks of different performance management tools

5.1 Examples of confidential information and their sources
5.2 Methods of maintaining confidentiality
5.3 Why businesses maintain the confidentiality of documents and/or personal information 
	

	Components



	Revision of unit 2 in preparation for the January exam this is likely to only be the first 2 weeks of the term
Students will learn the following knowledge:
1.1 Key responsibilities of the HR function
- linking with other functions of a business to contribute to the success of a business
- compensation and benefits
- ensuring compliance with employment legislation
- employee relations
- health and safety
- skills audit
- recruitment
- training and development
This will enable students to describe the key responsibilities of the HR function within a business (P1 of coursework)
1.2 Internal factors which influence HR plans
- business growth
-diversification into new sectors
- employee skill sets
- finance available
- restructuring
- retirement rates
This will enable students to describe the internal factors a business needs to consider when planning HR requirements (P2 of coursework) 
1.3 External factors which influence HR plans
- access to finance from external sources
- advances in technology
- demographic changes
- economic growth
- legislation
This will enable students to describe the external factors a business needs to consider when planning HR requirements (P2 of coursework) 

	Students to complete improvements on previous unit 8 coursework
Students will learn the following knowledge:
2.1 Methods of training and developing employees
- induction training
- on the job training 
- off the job training
2.2 How to measure the effectiveness of training and development
- performance ratios 
- monitoring performance
- employee surveys
- employee/customer feedback
- quality of products/services
This will enable students to assess the effectiveness of methods of training and development used by a specific business (P3 of coursework)
2.3 The benefits to a business of training and developing employees
- ensuring pool of employees to replace staff who may leave or be promoted
This will enable students to describe the benefits to a specific business of training and developing employees (P4 of coursework). It will also enable students to explain the effect on a business of reducing training and development opportunities (M1 of coursework)
3.1 Motivational theories
- Maslow’s hierarchy of needs
- Motivator-Hygiene theories (Frederick Herzberg)
- Scientific management (Frederick Taylor)
This will enable students to explain how a business motivates employees with reference to motivational theories (P5 of coursework)
3.2 Methods of employee motivation
- monetary rewards (bonuses, performance related pay, perks, profit sharing).
- non-monetary methods (delegation, empowerment, job rotation, promotion opportunities
-training and development opportunity
This will enable students to explain how a business motivates employees (P5 of coursework)
It will also enable students to assess the benefits and drawbacks of the methods of employee motivation used by a specific business (M2 of coursework)
3.3 Benefits to a business of having motivated employees
- improved productivity
- lower levels of absenteeism
- lower levels of labour turnover
- Lower recruitment costs
- improved reputation
- improve customer loyalty
This will enable students to explain how the benefits of a motivated workforce (P5 of coursework)

3.4 How a business measures the success of employee motivation
- increased customer satisfaction
- improved market position
- employee turnover rate and mean duration of tenure
- internal staff mobility 
This will enable students to explain how a business measures the success of employee motivation (P6 of coursework)
	Students to complete improvements on previous unit 8 coursework
Students will learn the following knowledge:
4.1 How businesses monitor employee performance
- formal appraisal techniques 
- ongoing monitoring of performance 
- performance management by objectives
This will enable students to explain how employee performance is monitored and managed within a specific business (P7 of coursework)
4.2 Benefits and drawbacks of different performance management tools
- disciplinary procedures 
- grievance procedures
- individual development plan
-management of ill health/counselling processes
-probationary periods
This will enable students to describe the benefits to employees and  businesses of the use of different performance management tools (P8 of coursework). They will also be able to analyse the benefits and drawbacks of a specific performance management tool in a specific business (M3 of coursework)
They will also be able to recommend and justify tools that specific business could implement to improve employee performance (D2 of coursework)

5.1 Examples of confidential information and their sources
- employee information 
- management or business information not available 
5.2 Methods of maintaining confidentiality
- hierarchical access rights
- identity checking procedures
- non-disclosure agreements
- password protection for digital files
- secured filing cabinets
- training
This will enable students to describe the methods that a specific business uses to maintain confidentiality within the HR function (P9 of coursework)
5.3 Why businesses maintain the confidentiality of documents and/or personal information 
- legal requirements 
- ethical responsibility
- maintain trust between employee and employer
- reputation of business
- maintain credibility of HR function
-risks of confidential information being exposed
- consequences of failing to comply with legislation
This will enable students to explain the consequences to a specific business of the HR function failing to maintain the confidentiality of information (P10 of coursework)
	

	What pupils should already know
(prior learning components)


	Students will have some understanding of the role of the HR function through studying Unit 1 and Unit 4.
	Students will have some general understanding of employee motivation and the methods that businesses use.
	[bookmark: _GoBack]Students have studied about the importance of confidentiality and how it can be maintained in Unit 4.
	

	Transferrable knowledge (skills)



	The students will continue to develop their skills of writing up and presenting coursework in a professional format which will be beneficial for future coursework and life skills
	The students will continue to develop their skills of writing up and presenting coursework in a professional format which will be beneficial for future coursework and life skills
	The students will continue to develop their skills of writing up and presenting coursework in a professional format which will be beneficial for future coursework and life skills

	

	Key vocabulary pupil will know and learn


	Recruitment
Diversification

	Induction training
On the job training
Off the job training
Duration of tenure
Internal staff mobility
	Performance management

	

	Assessment activities



	This work will be formally assessed through completion of the Unit 8 coursework tasks: 
- P1, P2
	This work will be formally assessed through completion of the Unit 5 coursework tasks: 
- P3, P4, P5,M1,M2, D1
	This work will be formally assessed through completion of the Unit 5 coursework tasks: 
- P5, P6, M2, D1
	

	Resources available



	Cambridge Technical Level 3 Business textbook by Hodder Education
	Cambridge Technical Level 3 Business textbook by Hodder Education
	Cambridge Technical Level 3 Business textbook by Hodder Education
	

	Notes

Why this topic is important…

	This unit gives students an understanding of a specific functional area of a business. When the students goes into the workplace they will have an awareness that any employment issues will be dealt with by the HR function
	This section gives students an understanding of the importance of motivation and how it can have a personal impact on them and their lives.
	This unit is important as people are the most valuable resource to any organisation and in order to obtain the greatest value from them, they need to be managed and supported. This unit s develops the importance of how to do this.
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