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Curriculum Planning Template
	Subject:
	CTEC Business
	Year
	12
	Ability 
	Mixed



	Term / Date(s)
	Half term 1 (Teacher 1 Unit 1)
	Half term 1 (Teacher 2 Unit 4)
	Half term 2 (Teacher 1 Unit 1)
	Half term 2 (Teacher 2 Unit 4)

	Topic
	Unit 1 Exam Unit – The business environment
L01 Understand different types of businesses and their objectives

L02 Understand how the functional areas of businesses work together to support the activities of the businesses
	Unit 4 Coursework Unit - Customers and communication
L01 Understand who customers are and their importance to businesses (P1, P2, P3, M1, D1 of coursework)

L03 Be able to establish a rapport with customers through non-verbal and verbal communication skills (P6, P7, M3 of coursework)
	Unit 1 Exam Unit – The business environment
L03 Understand different organisational structures on how businesses operate

L04 Be able to use financial information to check the financial health of businesses

	Unit 4 Coursework Unit – Customers and communication
L02 Understand how to communicate with customers

L05 Know the constraints and issues which affect the sharing, storing and use of information for business communications


	Topic overview

Pupils will learn…

	1.1 Different types of business activity
1.2 Different sectors of operation
1.3 Different forms of legal business ownership
1.4 Factors which inform business ownership
1.5 Differing business aims and objectives

2.1 Key tasks of functional areas of businesses
2.2 How business functions interrelate with other business functions

	1.1 The different types of customers
1.2 What influences customer behaviour
1.3 Actions businesses may take to manage the customer experience
1.4 Why customer service is important

3.1 Non-verbal skills
3.2 Verbal skills
3.3 Listening skills
	3.1 Different organisational structures
3.2 Elements of organisational structures
3.3 How the elements of the organisational structures impact on business operations
3.4 The use of organisation charts to show

4.1 What is meant by key financial terms
4.2 How to calculate profit/ break-even
4.3 How to interpret financial statements
	2.1 How to consider the audience requirements when planning communication
2.2 The purposes of communication in business situations
2.3 The advantages and disadvantages of various forms of communication
2.4 How to use appropriate business formats and styles for written communication layouts
2.5 Importance of corporate standards
2.6 Importance of managing corporate profile through media activity

5.1 Legal constraints when storing and using information for business communications
5.2 Ethical issues when storing and using information for business communications
5.3 Security issues when storing and using information for business communications





	Term / Date(s)
	Half term 3 (Teacher 1 Unit 1)
	Half term 3 (Teacher 2 Unit 4)
	Half term 4 (Teacher 1 Unit 1)
	Half term 4 (Teacher 2 Unit 5)

	Topic
	Unit 1 Exam Unit – The business environment
L05 Understand the relationship between businesses and stakeholders

L06 Understand the external influences and constraints on businesses and how businesses could respond
	Unit 4 Coursework Unit – Customers and communication
L04 Be able to convey messages for business purposes
	Unit 1 Exam Unit – The business environment
L07 Understand why businesses plan

L08 Be able to assess the performance of businesses to inform future business activities
	Unit 5 Coursework – Marketing and market research

L01 Understand the role of marketing in businesses

	Topic overview

Pupils will learn…

	5.1 Who the main stakeholders are
5.2 The ways in which stakeholder groups attempt to alter business behaviour
5.3 How businesses respond to the different and sometimes conflicting objectives of different stakeholders
5.4 Consequences to a business of not listening to its stakeholders

6.1 Factors which comprise the external environment (PESTLE)
6.2 To identify how the external environment can impact on a business and its stakeholders
6.3 How businesses can respond to changes in their external environment
	4.1 How messages can be structured to convey messages
4.2 Types of verbal and written business communications
4.3 Other considerations for conveying messages for business purposes
	7.1 Why businesses plan
7.2 To determine appropriate sources of finance for businesses
7.3 What may be included in a business plan

8.1 Factors affecting the success/failure of a business
8.2 How to conduct a SWOT analysis
8.3 how to interpret business performance 
	1.1 An introduction to the marketing function
1.2 How businesses use market analysis
1.3 How the impact of marketing  can be measured





	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









	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 
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