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Sample Scheme of Work and Lesson Plan

GCE in Applied Business

OCR Advanced Subsidiary GCE in Applied Business: H026

OCR Advanced Subsidiary GCE in Applied Business (Double Award): H226


OCR Advanced GCE in Applied Business: H426


OCR Advanced GCE in Applied Business (Double Award): H626


Unit F241: Recruitment in the workplace
This Support Material booklet is designed to accompany the OCR GCE in Applied Business specification for teaching from September 2009.
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A Guided Tour through the Scheme of Work

[image: image2.png]OCRY

RECOGNISING ACHIEVEMENT



[image: image3.png]OCRY

RECOGNISING ACHIEVEMENT




[image: image4.png]OCRY

RECOGNISING ACHIEVEMENT



[image: image5.png]OCRY

RECOGNISING ACHIEVEMENT




	OCR GCE in Applied Business Unit F241: Recruitment in the workplace

	Suggested teaching time
	18 hours
	Topic
	Recruitment of selected individual

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	Design of recruitment documents 
	Each candidate designs an advertisement, job description, personal specification, application form (if required).  If working individually these are the documents that will be given to applicants. 

If candidates are working in a group – the group come together to discuss all the individual documents.
Group designs the final documents that will be given to applicants.
	Computers.
Ensure candidates have access to their AO3 research.
Centres may need to photocopy documents so that they can be handed to potential applicants at the next stage.
	Ensure that candidates show the clear linkage between their research and subsequent design of documents.
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Applying for the job
	Candidates select which job they want to apply for.
Collect the relevant job description, personal specification from individual/group.
Apply for the position using the methods requested on the advertisement.
Pass the completed application form to the individual or group who had advertised the position.
	Collect the advertisements created by the individual candidate/groups.
Pin these on the wall to enable candidates to select the position they want to apply for.  Ensure that each individual candidate/group will be able to interview at least 2 applicants.

	Each candidate is required to provide evidence of their application to a fellow candidate’s position.  These documents form part of the candidates AO2 evidence. 

	Short listing applicants  
	Quiz.
Discussion on how to short list applicants. 

Individual/group designs a form which illustrates the criteria by which they will short list their applicants.  This should be based on the job description and personal specification.
Individually, or as a group, complete the short listing form.
	Quiz – why do we short list? 

Examples of short listing documentation.  

Handout on how the candidates should conduct the short listing exercise.
	Candidates need to consider the qualities of each applicant prior to designing their interview questions.

	The selection process

Letters of invitation to interview 
	How to write a business letter – correct layout – proof reading.
Candidates identify errors in sample letters and re-write.
Individually design and compile interview letters 

or

Group compiles letters to short -listed applicants inviting them to interview. 

Homework – identify the skills required to run an effective interview.
	Examples of correctly laid out business letters.
Examples of letters which contain errors – do not make sense – poorly written.  These could be emailed to candidates so they can be re-written.
	Allocate each individual/group their interview location and time.
(ICT Opportunity) 

	Preparation for Interview 
	As a group consider a range of questions that should not be asked at interview. 

Candidates research a range of interview questions.
Individually or as a group design the interview questions – link these to the CV, letters of application or application forms completed by the applicants.
Plan the interview.
Prepare the interview assessment forms.
	Internet.
Handout on possible questions asked at interview – include some that breach equal opportunities.
	In order to achieve mark band 3 encourage candidates to link questions to applicant’s documentation.  Some questions should be based on information contained within the applicants CV and application form 

	Running the interview 
	Candidates conduct interviews.
Having completed their interview individually or as a group review the process – consider what could be change should the activity be repeated.
Explain who was appointed and why.
Send out offer and rejection letters to successful and unsuccessful applicants.
	Witness statements – for peer group/assessors.
Schedule of interviews.
Suitable rooms.
	The review will help candidates prepare evidence for AO4 – focus on examples to support the judgements they will make. 

	Induction 
	Review the main features of a typical induction programme.
If members of the group have undergone an induction process get them to discuss with the group what this involved.
If not already completed in AO3 – research two induction programmes analysing the good and bad points of each clearly explaining how this will impact on the design of your programme. 

Individually, or as a group, design the induction programme for the new employee. 
	Presentation on the main features of a typical induction programme and the importance of induction.
Examples of induction programmes – could be what are currently used within the school/college.
	 

	Motivation 
	Review the main features of motivation – include financial and non-financial motivators.
If members of the group already receive some kind of motivational package from their part-time work ask if they are prepared to discuss this with the class.
If not already completed in AO3 – research two motivation packages analysing the good and bad points of each clearly explaining how this will impact on the design of your motivational package.
Individually, or as a group, design the motivational package you will offer your new employee.
	Presentation on the main features of financial and non-financial motivators.  Include the impact of low motivation and benefits of a motivated workforce.
Examples of motivation packages – can often be found as part of advertisements for jobs.
	Reference does not have to be made to motivational theorists.  These do not form part of this unit.


OCR GCE Applied Business Unit F241: Recruitment in the workplace
Construction of letters of invitation to interview 

OCR recognises that the teaching of this qualification above will vary greatly from school to school and from teacher to teacher. With that in mind this lesson plan is offered, as a possible approach but will be subject to modifications by the individual teacher.

Lesson length is assumed to be one hour.
Learning Objectives for the Lesson
	Objective 1
	Candidates to know how to lay out a business letter correctly 

	Objective 2
	Candidates to develop proof reading skills 

	Objective 3
	Candidates to create a business letter inviting an applicant to interview 


Recap of Previous Experience and Prior Knowledge
In the previous lesson candidates would have learnt how to short list applicants.

Content

	Time
	Content

	5 minutes
	Working in groups review 2 correctly set out business letters.  Candidates make notes on the why they think the layout is good.  If time, consider how they felt they could be improved.   

	10 minutes
	PowerPoint presentation explaining the correct layout of a business letter.  Candidates take notes.  

	15 minutes
	Candidates to be given 2 business letters that contain a number of different errors – spelling, grammar, sentences that do not make sense.  Candidates are then required to re-write both letters in the correct format.  Letters could be emailed to candidates to save time re-typing them.  

	25 minutes
	Candidates to compile letters to applicants inviting them to interview.  Ensure candidates are using the correct layout.  Make sure candidates proof read their work prior to printing.  


Consolidation

	Time
	Content

	5 minutes
	Group recall of the correct layout of letters – candidates checking their own documents for accuracy.  


= Innovative Teaching Idea


This icon is used to highlight exceptionally innovative ideas.





= ICT Opportunity 


This icon is used to illustrate when an activity could be taught using ICT facilities.
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