OCR GCSE IN APPLIED BUSINESS (DOUBLE AWARD)

(1491)

Foreword

This pack contains OCR’s GCSE in Applied Business (Double Award) Specification for
teaching from September 2002.

First certification will be available in June 2004 and every January and June thereafter.

This specification is approved by QCA, ACCAC and CCEA as aqualification covering Levels
1 and 2 of the National Qualifications Framework.

Qualification Accreditation Number 100/1968/6

Key Features

A new broad-based qualification in Applied Business, equivalent to two GCSEs.

Suitable for pre- and post-16 candidates of awide ability range, studying either full- or
part-time.

Overall assessment based on two internally assessed portfolio units and one externally
examined unit.

Written paper available in January and June.
Portfolio Assessment available in January and June.

A balanced spread of content, covering business organisation, operation, human resources
and finance.

Enables candidates to devel op avaluable insight into how businesses operate via
investigation and practical classroom activities.

No prior knowledge is required.

Provides a progression route to further education or employment.

A natural successor to the popular Part One GNVQ.

Opportunities for developing Key Skills are identified in the specification.
Supported by OCR approved Heinemann Texts.
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Specification Summary

SCHEME OF ASSESSMENT

Candidates will study the following thr ee mandatory units.

. . Type of Entry s
Unit Title Assessment Code Weighting
1 Investigating business Portfolio 4863 33.33%
2 People and business Portfolio 4864 33.33%
3 Business finance External 4865 33.33%
TIERS

The scheme of assessment consists of one tier covering the whole of the ability range grades
A*A* to GG. Candidates achieving less than the minimum mark for grade GG will be
unclassified.

INTERNAL ASSESSMENT

All candidates take Units 1 and 2.

EXTERNAL ASSESSMENT
All candidates take Unit 3. This unit is assessed through an externally set paper.

The paper comprises structured questions and will be one and a haf hoursin length. Candidates
attempt all questions.

AVAILABILITY

External assessment is available every January and June from January 2004.

Portfolio moderation is available every January and June from January 2004. Centreswishing
to receive earlier feedback or advice on coursework may arrange with OCR to contact a
Portfolio Consultant.

First certification will be available in June 2004 and every January and June thereafter.

Specification Summary

© OCR 2002

Oxford, Cambridge and RSA Examinations

GCSE in Applied Business (Double Award)



1 Introduction

1.1 RATIONALE

This specification leadsto a GCSE in Applied Business (Double Award) which covers both
Levels 1 and 2 (Foundation and Intermediate Levels) of the National Framework of
Qualifications and has been designed to raise attainment at these levels. Candidates study three
units which provide a broad introduction to a wide range of vocational issues.

The specification builds upon the broad educational framework set out in the criteriafor GCSEs
in vocational subjects from the Qualifications and Curriculum Authority. GCSEsin vocational
subjects are broad based vocational qualifications designed to widen participation in
vocationally-related learning pre-16 and to encourage post-16 candidates to access a
vocationally-related course.

GCSEsin vocational subjects have been designed to contribute to the quality and coherence of
national provision. They have been devel oped following widespread consultation by QCA in
the autumn of 2000 and are based on Part One GNV Qs which received positive Ofsted reports.
GCSEsin vocational subjects have a clear place in the Government’ s vision for secondary
education for the next ten years.

The GCSE in Applied Business (Double Award) has been designed to form a qualification
which provides the technical knowledge, skills and understanding associated with the subject at
these levels so as to equip candidates with some of the skills they will need in the workplace or
in further education or training. It allows candidates to experience vocationally-related learning
S0 asto enable them to decideif it is suitable for them.

A GCSE in Applied Business (Double Award) isan ideal qualification for those candidates who
want a broad background in business and the course of study prescribed by this specification

can reasonably be undertaken by candidates entering this vocational areafor thefirst time. Itis
designed to enable candidates to make valid personal choices upon completion of the
qualification and to progress to further education, training or employment. It provides a suitable
basis for further study in this subject or for related courses which could include GNVQs, VCEs,
GCEs, NVQsor Modern Apprenticeships. It isdesigned to be ddlivered in full-time or part-
time education.

Examples of appropriate employment to which a GCSE in Applied Business (Double Award)
candidate might progress include customer service assistant, office assistant, sales operative,
administration officer.

Key Skillsareintegral to the specification and opportunitiesto provide evidence for the separate
Key Skills qualification are signposted.

The fundamental philosophy of this specification isthat in order to understand the nature of
business, candidates must actively experience the business environment. This can be achieved
through avariety of approachesincluding work experience, links with local employers, case
studies, research and in practical application via such schemes as Y oung Enterprise.
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The GCSE in Applied Business (Double Award) has been designed to provide a range of
teaching, learning and assessment styles to motivate candidates to achieve the best they can and
to empower them to take charge of their own learning and development. Assessment is
designed to give credit for what candidates can do as well as what they know. It isbased both
on portfolio evidence from assignments, set and assessed by the Centre and moderated by OCR,
and an external assessment, which is set and marked by OCR.

This specification is supported by users as well as arange of professional institutes and Further
and Higher Education Institutions including NTOs ( National Training Organisations) which
support training and development in many different sectors of businesses.

OCR has taken great care in the preparation of this specification and assessment material to

avoid bias of any kind.

1.2 CERTIFICATION TITLE

This specification will be shown on a certificate as:

OCR GCSE in Applied Business (Double Award).

1.3 LEVEL OF QUALIFICATION

This qualification is approved by QCA at Levels 1 and 2 of the National Qualifications
Framework.

Candidates who gain grades GG to DD will have achieved an award at Level 1.
Candidates who gain grades CC to A*A* will have achieved an award at Level 2.

This qualification is of a standard which is broadly equivalent to two GCSEs at grades G to A*.

1.4  SPECIFICATION AIMS

GCSE in Applied Business (Double Award) specifications enable candidates to develop
knowledge and understanding of business through the investigation of arange of business
organisations. Thiswill help prepare candidates for employment, further education or training.

1.5 ASSESSMENT OBJECTIVES

Candidates for this qualification will be expected to demonstrate their ability to:

AO1 demonstrate and apply knowledge and understanding of the specified subject content
using appropriate terms, concepts, theories and methods to address problems and issues;

AO2 planand carry out investigations of issues by gathering, selecting, recording and
analysing relevant information and evidence;

AO3  evaluate evidence, make reasoned judgements and present conclusions.
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The weightings for the assessment obj ectives over the whole qualification are:

The weightings for the assessment objectives per unit are:

AO1 50%
AO2 28%
AQO3 22%

Unit 1 Unit 2 Unit 3
AO1 40% 40% 70%
AO2 36% 36% 12%
AO3 24% 24% 18%

100% 100% 100%

1.6 RECOMMENDED PRIOR LEARNING

Candidates entering this course should have achieved a general educational level equivalent to
Entry Level 3in the National Qualifications Framework, or Level 3 of the National Curriculum.

Prior learning, skills and aptitudes particularly relevant include:

e basic proficiency in literacy;
e basic proficiency in numeracy;
e some motivation to work independently.

There is however no prior knowledge required for this specification.

1.7 PROGRESSION

1.7.1 Progression into Employment

This specification is designed to enable candidates to enter employment at an operational level
within awide range of business environments. Such candidates could enter employment
through awork-related training programme.

Success in employment involves devel oping persona skills (e.g. initiative, teamwork, problem-
solving) combined with work-related knowledge gained via undertaking a qualification such as
a GCSE (Double Award).
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1.7.2 Progression to Further Qualifications

Candidates who achieve this qualification at Level 1 may wish to continue to courses such asa
GNVQ award or Businessrelated NVQ at Level 1, or, if suitably qualified in other areas, could
progress to courses such as Intermediate GNVQ in Business or Business related NVQ at Level
2.

Candidates who achieve this qualification at Level 2 may wish to continue to courses such asan
Intermediate GNV Q award or Businessrelated NVQ at Level 2, or, if suitably qualified in other
areas, could progress to courses leading to the VCE or GCE in Business or Business related
NVQ at Level 3.

A GCSE (Double Award) qualification may also be considered as equivalent to two GCSEs at
grades A* to G for the purposes of admission to other level courses within the National
Qualifications Framework, including GCSEs in other vocational areas.

1.8 RELATED QUALIFICATIONS

1.8.1 GCSEs/GNVQs

The units of this qualification have a significant overlap of content with the OCR GCSE in
Business, athough it is expected that the teaching and assessment methods will be significantly
different. The units aso have a significant overlap of content with the OCR GNVQ in Business.

The content of the three units of the GCSE in Applied Business (Double Award) is very similar
to that of Units 1, 2 and 3 of the six-unit GNVQsin Business.

1.8.2 Relationship to NVQs

This specification broadly introduces the candidate to skills relevant to NV Qs relating to various
areas of business (e.g. Administration, Customer Service), though the assessment methods are
not designed to guarantee occupational competence. However, this qualification will support
candidates working towards National Occupational Standards, detailed guidance for which will
be issued by QCA in early 2002.
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1.8.3 Exclusions

Every specification is assigned to a national classification code indicating the subject areato
which it belongs.

Due to overlap of content, there are restrictions on entering candidates for the following
qualifications: GNV Q Business (Foundation or Intermediate); GCSE Business Studies and all
Short Courses with Businessin thetitle. Such restrictions, if not prevented at the point of entry,
will be picked up both when funding is cal culated and when results leading to points towards
performance tables are aggregated, as all of the above qualifications will have the same
classification code and so be discounted for funding and performance table purposes.

It is however permissible to enter for both GCSE in Applied Business and GCSE Business and
Communications Systems.

1.9 SPIRITUAL, MORAL, ETHICAL, SOCIAL AND CULTURAL ISSUES

Business offers awide range of opportunities for the exploration of spiritual, moral, ethical,
social and cultural issues.

It is expected that this specification will be presented in ways which give scope for perspectives
on ethics within the business environment. Thisis particularly appropriate in considering the
aims, management, resources and marketing of various business organisations and their impact
on the environment, society and theindividual. There is opportunity to examine the cultural
issues relating to business with reference to the global nature of the labour and retail markets.

Legal issues are addressed in each unit, where appropriate.

Signposting

The purpose of the table on the following page isto signpost possible opportunities for
delivering Spiritual, Moral, Ethical, Social and Cultural (SMESC) related issues.
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Key:

Sp Spiritual M Mora E Ethical So Social

C Culturd

Unit

Content

Sp

So | C

How businesses organi se themselves. So (and C if
abusinessis seen as a culture).

Types of business ownership and economic
conditions: professional M/E.

Functional Areas. HR: Sp So C; Marketing: E;
Customer service: So C; R&D: M E; Employee
organisations. C; Security: M obligation.

Business communications and provision of
goods/service to community: Sp So C.

External businessinfluences: Sp So C.

Business operations without harming the
environment: E.

Provide charitable/voluntary services: Sp So.

Business|ocation: So (for appropriate skilled staff);
history and tradition: So C.

Business activity may be influenced by current
trends and competitors: E So.

Effects of technology: M E So.

Different stakeholders: Sp So C; Dealing with
pressure groups. Sp; Customer service: Sp So C.

Rights and responsibilities of employees and
employers: M E.

Working arrangements and trendsin patterns of
work: So; Multiskilling: E dimension.

Resolving disagreements and recruitment and
training issues: So C.

Health and safety: M E.

Legal framework of business operations: So C.

Useof ICT: Sotrends (M E Sodilemmaasit may
lead to job losses).

R&D: E (included in case opportunity missed in
Unit 1).

Data collection, storage and use: E.

10
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1.10 CITIZENSHIP

From September 2002, the National Curriculum for England at Key Stage 4 includes a
mandatory programme of study for Citizenship. Parts of the programme of study may be
delivered through an appropriate treatment of other subjects.

This section offers guidance on opportunities for delivering knowledge, skills and
understanding of citizenship issues during the course.

Signposting

The purpose of the following table is to signpost possible opportunities for delivering
Citizenship related issues.

Unit Content

» Types of business ownership and economic conditions.
1 | « Provide charitable/voluntary services.
» Effects of technology.

» Dealing with pressure groups.

* Rights and responsibilities of employees and employers.

2 | » Resolving disagreements and recruitment and training issues.
» Heath and safety (right conduct issues).

» Legal framework of business operations.

3 * None.
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1.11 ENVIRONMENTAL ISSUES

OCR has taken account of the 1988 Resol ution of the Council of the European Community and
the Report Environmental Responsibility: An Agenda for Further and Higher Education, 1993
in preparing this specification and associated specimen assessments.

Unit 1: Investigating business considers the environmental issues associated with business
organisations and their operations.

Signposting

The purpose of the following table is to signpost further possible opportunities for delivering
environment related issues.

Unit

Content

Functional Areas. Admin & IT support (issues); R&D (aware).
External businessinfluences.

1 Business operations without harming the environment.
Business activity may be influenced by current trends and competitors.
Effects of technology.

2 Dealing with pressure groups.

3 Use of ICT (issues).

12
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1.12 THE EUROPEAN DIMENSION

OCR has taken account of the 1988 Resolution of the Council of the European Community in
preparing this specification and associated specimen assessments. European examples should
be used where appropriate in the delivery of the subject content. Relevant European legislation
isidentified within the specification where applicable.

Whilst at thislevel, local and national issues will predominate, teachers are expected to take
appropriate opportunities to consider issues in the European context.

Signposting

The purpose of the following table is to signpost possible opportunities for delivering European
related issues.

Unit

Content

Types of business ownership and economic conditions.
Functional Areas. Marketing; R& D; Data Protection.

External business influences (i.e. economic constraints).
Business location: local Government issues and financial help.

Dealing with the Government; Customer service.

Rights and responsibilities of employees and employers.
Resolving disagreements and recruitment and training issues.
Health and safety.

Confidential computer records: access, dissemination.

Legal framework of business operations.

Legal framework of business financei.e. annua accounts, business taxes, VAT.
R&D and legal framework (included in case opportunity missed in Unit 1).
Data collection, storage and use.

1.13 HEALTH AND SAFETY

Candidates are introduced to health and safety issues in the context of this sector and should be
made aware of the significance of safe working practices.
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1.14 STATUS IN WALES AND NORTHERN IRELAND

This specification has been approved by ACCAC for use by Centresin Waes and by CCEA for
use by Centresin Northern Ireland.

Candidates in Wales or Northern Ireland should not be disadvantaged by terms, legidation or
aspects of government that are different from those in England. Where such situations might
occur, including in the external assessment, the terms used have been selected as neutral, so that
candidates may apply whatever is appropriate to their own situation.

OCR will provide specifications, assessments and supporting documentation in English.
Further information concerning the provision of assessment materialsin Welsh and Irish may be
obtained from the Information Bureau at OCR (telephone 01223 553998)".

! The OCR Information Bureau is open to take your calls between 8.00am and 5.30pm. Please note that as part of
our quality assurance programme your call may be recorded or monitored for training purposes.
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2 Scheme of Assessment

2.1 NATURE OF ASSESSMENT

The assessment will be conducted in accordance with the GCSE, GCE, VCE and GNVQ Code
of Practice. Two unitswill be assessed internally, through ateacher-assessed portfolio (see
Section 2.3) and one unit will be assessed externally with the assessment set and marked by
OCR (see Section 2.4). All internal assessment will be moderated by OCR.

2.2 UNITS

The content of each unit, together with detailed assessment evidence requirements, is described
in Sections 5to 8.

Candidates will study the following three mandatory units.

Unit Title As-srérs):n?;nt Egtdrg Weighting
1 Investigating business Portfolio 4863 33.33%
2 People and business Portfolio 4864 33.33%
3 Business finance External 4865 33.33%

External assessment is available every January and June from January 2004.
Portfolio moderation is available every January and June from January 2004.
First certification will be available in June 2004 and every January and June thereafter.

2.3 PORTFOLIO ASSESSMENT

2.3.1 Supervision and Authentication of Portfolios

OCR expects teachers to supervise and guide candidates who are producing portfolios. The
degree of teacher guidance in candidates’ work will vary according to the kind of work being
undertaken. However, it should be remembered that candidates are required to reach their own
judgements and conclusions.

When supervising candidates, teachers are expected to:

»  offer candidates advice about how best to approach their tasks;

e exercise continuing supervision of work in order to monitor progress and to prevent
plagiarism;

*  ensurethat the work is completed in accordance with the specification requirements and
can be assessed in accordance with the specified marking criteria and procedures.
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Work on portfolios may be undertaken outside the Centre and in the course of normal
curriculum time. Aswith all internally assessed work, the teacher must be satisfied that the
work submitted for assessment is the candidate’ s own work. This does not prevent groups of
candidates working together in the initial stages, but it isimportant to ensure that the individual
work of acandidateis clearly identified separately from that of any group in which they work.

Throughout the course, the teacher should encourage the candidate to focus on achieving the
criterialisted in the Assessment Evidence Grids. Teachers may set internal deadlines for
candidates submitting work to them. Teachers may comment on a candidate’ s unit portfolio and
return it for redrafting without limit until the deadline for the submission of marksto OCR.
Internal Assessors must record details of any assistance given and this must be taken into
account when assessing candidates' work. Once the mark for the unit portfolio has been
submitted to OCR, no further work may take place.

2.3.2 Production and Presentation of Portfolios

Candidates must observe the following when producing portfolios:

e Any copied material must be suitably acknowledged.
e  Quotations must be clearly marked and areference provided wherever possible.
*  Work submitted for moderation must be marked with the:

Centre number;

Centre name;

candidate number;
candidate name;
specification code and title;
unit code.

*  Centres must complete the appropriate Assignment/Unit Recording Sheet in full and attach
it to each piece of work sent for moderation.

2.3.3 Administering Portfolio Assessment

OCR will conduct all administration of the GCSEs in vocational subjects through the
Examination Officer at the Centre. Teachers are strongly advised to liaise with their
Examination Officer to ensure that they are aware of key datesin the administrative cycle.

Assessment Record materials, including full details of administrative arrangements for portfolio
assessment, will be forwarded to Examination Officersin Centresin Autumn 2002, following
receipt of provisional entries. At the same time the materials will be made available within the
Teacher’s Guide and on the OCR website (www.ocr.org.uk). The materials will include master
copies of mandatory forms on which to record assessments and will also include optional
recording materials for the convenience of Centres. Forms may be photocopied and used as
required.

16
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The Assessment Evidence Grids

Centres are required to carry out internal assessment of portfolios using the Assessment
Evidence Grids in accordance with OCR procedures. The process of using these gridsis
described in Section 2.3.4. Candidates marks are recorded on these grids. One grid should be
completed for each candidate’ s unit portfolio. These grids should be attached to the front of the
candidate’ s portfolio for the unit when sent to the Moderator.

When candidates are given their assignments, they should a so be issued with areference copy
of the appropriate Assessment Evidence Grid.

Candidates' portfolios should be clearly annotated to demonstrate where, and to what level,
criteriahave been achieved. Thiswill help in the moderation process. If teachers do thiswell it
will be very much in the interests of their candidates. On completion of a unit, the teacher must
complete the Assessment Evidence Grid and award a mark out of 50 for the unit. Details of this
process are described in Section 2.3.4.

Internal Standardisation

It isimportant that all internal assessors, working in the same subject area, work to common
standards. Centres are required to ensure that internal standardisation of marks across assessors
and teaching groups takes place using an appropriate procedure.

This can be donein anumber of ways. Inthefirst year, reference material and OCR training
meetings will provide abasis for Centres’ own standardisation. In subsequent years, this, or
Centres' own archive material, may be used. Centres are advised to hold a preliminary meeting
of staff involved to compare standards through cross-marking a small sample of work. After
most marking has been completed, afurther meeting at which work is exchanged and discussed
will enable final adjustments to be made.

Submission of Marks to OCR

The involvement of OCR begins on receipt of entries for a portfolio unit from a Centre's
Examinations Officer. Entries for units to be included in any assessment session must be made
by the published entry date from OCR. Late entries attract a substantial penalty fee.

By an agreed internal deadline the teacher submits the marks for the unit to the Examinations
Officer. Markswill need to be available by the portfolio mark submission dates published by
OCR and internal deadlines will need to reflect this. OCR will supply Centres with MSL
Internal Assessment Mark Sheets to record the marks and instructions for completion. Itis
essential that Centres send the top copy of these completed forms to OCR, the second copy to
the Moderator and keep the third copy for their own records.
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Moderation

Moderation will take place by post in January and June. Shortly after receiving the marks, the
Moderator will contact the Centre and inform them of the sample of candidates' work that will
be required, as outlined in Section 2.3.5.

2.3.4 Applying the Assessment Criteria

Sources of Guidance

The starting point in assessing portfolios is the Assessment Evidence Grid within each unit.
These contain levels of criteriafor the skills, knowledge and understanding that the candidate is
required to demonstrate. The Guidance for Teachers within the unit expands on these criteria
and clarifies the level of achievement the assessor should be looking for when awarding marks.

Before the start of the course OCR will produce a Handbook for Teachers. At Inset sessionsin
the autumn term OCR will provide examples of candidates' work which help to exemplify
standards at grades AA, CC and FF that have been agreed with QCA and the other Awarding
Bodies.

In the Autumn and Spring terms OCR will hold training meetings on portfolio assessment led
by senior GCSE Moderators. Details of these are in the OCR INSET booklets which are sent to
Centresin the Summer term or they may be obtained from the Training and Customer Support
Division on 01223 552950. They are aso published on the OCR website (www.ocr.org.uk).

OCR also operates a network of Portfolio Consultants. Centres can obtain advice on assessment
of portfolios from an OCR Portfolio Consultant. These are both subject speciaists and senior
Moderators. Details of these may be obtained from the OCR Subject Officer.

Determining a Candidate’s Mark

Each unit portfolio should be marked by the teacher according to the criteriain the Assessment
Evidence Grid. Each row in the grid comprises a strand showing the development of a given
criterion and correspondsto apoint (& b, c etc.) in the banner.

Each column describes the work undertaken by a candidate working within arange of grades.
The criterion in the first column describes typical attainment of a candidate working within the
range of grades GG to EE. The second column describes the work of atypical candidate
working at grades DD, CC and the lower half of grade BB whilst the third column describes the
work of atypical candidate working at the upper half of grade BB, grades AA and A*A*.

The maximum mark for that strand is shown in the right hand column.

Teachers use their professional judgement and circle the mark that best fits the work of the
candidate and also recordsit in the column headed Mark.

18

Scheme of Assessment © OCR 2002

Oxford, Cambridge and RSA Examinations
GCSE in Applied Business (Double Award)



Centres should use the full range of marks available to them; Centres must award full marksin
any band for work which fully meets the criteria. Thisiswork which is*the best one could
expect from candidates working at GCSE (Double Award) level’.

Only one mark per strand/row will be entered. The final mark for the candidate is out of atotal
of 50 and is found by totalling the marks for each strand.

Centres may find it helpful to use the assessment criteria holistically when initially assessing
candidates’ work. The outcome can then be compared with the final grade awarded through the
procedure outlined above. If these differ, an explanation should be sought and the differences
resolved.

2.3.5 Portfolio Moderation

After the unit portfolio isinternally marked by the teacher and marking has been internally
standardised, marks are submitted to OCR by a specified date, published in the Key Dates
poster, after which moderation takes place in accordance with OCR procedures.

The purpose of moderation is to ensure that the standard of the award of marks for internally
assessed work is the same for each Centre and that each teacher has applied the standards
appropriately across the range of candidates within the Centre.

It is essential that the rank order of marks supplied to a Moderator is correct. If Centre
assessment isinconsistent, work will be returned to the Centre for re-assessment.

The sample of work which is presented to the Moderator for moderation must show how the
marks have been awarded in relation to the marking criteria defined in the unit.

Moderation for all units will be available in the January and June sessions.

Principles of Moderation

The following principles, agreed by the Awarding Bodies and QCA, indicate, in broad terms,
how portfolio units will be moderated. OCR has detailed procedures that M oderators will
follow to implement the moderation process.

Centres submit unit marksto OCR and tothe Moderator by the published OCR
submission date.

The Moderator will select from each unit, a sample of candidates portfolios which cover a
range of grades.

If the work seen overall has been assessed accurately and consistently to agreed national
standards, within agreed tolerances, al unit marks submitted by the Centre are accepted with no
adjustments.
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Adjustments, where required, will be carried out by OCR using its normal procedure. Centres
are not required to amend marks except if administrative issues, errors or order of merit
problems are discovered.

Whilst Moderators may seek clarification from a Centre, they cannot negotiate portfolio marks
in any way. OCR will inform Centres of the outcome of the moderation process at the time of
publication of results. Thiswill include awritten report on any significant issues that arose
during this process.

2.4 EXTERNAL ASSESSMENT

2.4.1 Tiering

The scheme of assessment consists of one tier covering the whole of the ability range grades
A*A* to GG. Candidates achieving less than the minimum mark for grade GG will be
unclassified.

2.4.2 Nature of External Assessment

OCR has designed external assessments which allow candidates to apply the knowledge and
understanding they have gained from teacher-designed activities and assignments based on the
What You Need to Learn section of the units.

It should be emphasised that unit delivery should not be focused on preparing candidates solely
for the external assessment with the result that wider learning opportunities are missed. The
external assessment forms only a small proportion of the learning within the unit but the grade
achieved through it is based on the GNV Q approach to learning which involves practical work,
assignments and independent research.

Specimen assessment materia isincluded with this specification.

2.4.3 Re-sits
Candidates will be permitted to re-sit each assessment unit once only with better mark counting
towards the final grade. Candidates may, however, retake the whole qualification more than

once. For the purposes of the re-sit rule, it isthe results of, not the entry for, a unit that counts.

The shelf life of assessment unit resultsis limited only by the shelf life of the qualification.
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2.5 ADMINISTRATIVE ARRANGEMENTS

All administrative arrangements regarding entries, submission of marks, moderation, receipt of
results documentation etc. are to be made through Examinations Officers.

Please note that it is very important for Examinations Officersto register provisional entries for

Centres since this is the mechanism which triggers the issue of assessment recording materials
and pre-release materials etc. to Centres.

2.5.1 Unit and Certificate Entries

Note that entry for units will not generate afinal certificate — a separate certification entry for
code 1491 must be made. Thiswill usually be along with the final unit entries.

A candidate who has completed all the units required for a qualification may enter for
certification at alater examination series. For example, a candidate who has completed al the
required units but who has not entered for certification may do so in the same examination
series within a specified period after the publication of results.

First certification will be available in June 2004 and every January and June thereafter.

2.5.2 Unit Availability

External assessment is available every January and June from January 2004.
Portfolio moderation is available every January and June from January 2004.

2.5.3 Moderation Arrangements

Portfolio moderation is offered in January and June. Centres wishing to receive earlier feedback
or advice on coursework may arrange with OCR to contact a Portfolio Consultant.

Centres submit unit marksto OCR and tothe Moderator by the published OCR
submission date.

2.5.4 Issue of Results

Individual assessment unit Statement of Results will be issued for al units (both portfolio units
and external units) and will include, for each unit, the unit title, the unit UM S mark, information
enabling UM S marks to be equated to GCSE (Double Award) grades and the date the unit was
taken.

Candidates must be entered for certification code 1491 to claim their overal grade.
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Note that entry for units will not generate afinal certificate — a separate certification entry must
be made at the appropriate time.

Certificates will include an explanatory note on the nature of double awards.

2.5.5 Fresh Start

To cater for candidates who need to restart a qualification, the Centre may request that all
previous unit results relating to that qualification should be deleted. For example, a candidate
may wish to make a fresh start after a period spent out of education. In such cases, OCR will
use its discretion to decide whether such arequest can be granted, given the time-scales
involved and the need to uphold the integrity of the re-sit rules outlined above. Such requests
will not normally be granted for whole cohorts of candidates.

2.6 GRADE DESCRIPTIONS

The following grade descriptions indicate the level of attainment characteristic of the given
grade for this GCSE (Double Award). They give agenera indication of the required learning
outcomes at each specified grade. The descriptions should be interpreted in relation to the
content outlined in the specification; they are not designed to define that content. The grade
awarded will depend in practice upon the extent to which the candidate has met the assessment
objectives overall. Shortcomingsin some aspects of the assessment may be balanced by better
performances in others.

Grade FF Candidates will demonstrate and apply basic knowledge and understanding of some
aspects of the business specification content. They will begin to apply their knowledge, skills
and understanding using terms, concepts, theories and methods to address problems and issues.
Candidates will show limited understanding of methods needed to plan and carry out
investigations of issues by gathering and recording information from a limited range of sources.
They will analyse information and evidence with limited accuracy. They will make judgements
and present simple conclusions that are sometimes supported by evidence.

Grade CC Candidates will demonstrate and apply sound knowledge and understanding of most
aspects of the business specification content. They will apply their knowledge, skills and
understanding using terms, concepts, theories and methods needed to plan and carry out
investigations of issues by gathering and recording information from a variety of sources. They
will analyse information and evidence with some accuracy. They will evaluate information to
make reasoned judgements and present conclusions that are supported by relevant evidence.

Grade AA Candidates will demonstrate and apply thorough knowledge and understanding of
the full range of the business specification content. They will apply their knowledge, skills and
understanding using terms, concepts, theories and methods effectively to address problems and
issues. Candidates will show aclear understanding of the methods needed to plan and carry out
investigations of issues by gathering and recording information from awide variety of sources.
They will analyse information and evidence with a high degree of application. They will
evaluate information effectively to make reasoned judgements and present conclusions that are
accurate and appropriate.

22

Scheme of Assessment © OCR 2002

Oxford, Cambridge and RSA Examinations
GCSE in Applied Business (Double Award)



2.7 AWARDING AND REPORTING

A new section of the Code of Practice, for GCSE (Double Award) qualifications, isto be
introduced in September 2002. The qualifications will comply with the grading, awarding and
certification requirements of this section of the Code of Practice.

A uniform mark scale (UMS) will be used to aggregate individual assessment unitsto generate
qualification grades.

2.7.1 Unit Grades

Teachers assess each portfolio unit and award araw score on ascale of 0-50. The evidence
required to support the award of marksis given in the Assessment Evidence section of each unit.
The OCR awarding committee will consider portfolios and will determine the grade thresholds
for each unit.

The following table indicates the notional thresholds for the unit, but these are subject to
adjustment by the awarding committee.

Grade | A*A* AA BB CcC DD EE FF GG
Mark 45 40 35 30 25 20 15 10

The externally assessed unit will be marked by OCR. The maximum raw score will be stated on
the front cover of the question paper.

2.7.2 Uniform Marks

Once the raw score for each unit has been established, it will be converted by OCR and reported
to candidates as a Uniform Mark out of 100.

Uniform marks correspond to unit grades as follows:

A*A* AA BB CcC DD EE FF GG

UMS (max 100) 90 80 70 60 50 40 30 20

Candidates who fail to achieve the standard for a grade GG will be awarded a Uniform Mark in
the range 0-19 and will be recorded as UU (unclassified).
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2.7.3 Overall Grade

The uniform marks awarded for each unit will be aggregated and compared to pre-set
boundaries. Resultsfor the qualification will be awarded on a scale of A*A* to GG and will be
recorded twice on the certificate as such.

Uniform marks correspond to overall grades as follows:

A*A* AA BB CcC DD EE FF GG
UMS (max 300) | 270 240 210 180 150 120 90 60

2.8 SPECIAL ARRANGEMENTS

Candidates with special requirements must cover the assessment objectives. There may be more
suitable ways of doing this than those used by the Centre with other candidates. Any Centre
wishing to start candidates with special requirements on the course who might not be able to
meet the requirements of the assessment must consult the Special Requirements Unit before
doing so (telephone 01223 552505).

2.9 RESULTS ENQUIRIES AND APPEALS

Under certain circumstances, a Centre may wish to query the grade available to one or more
candidates or to submit an appeal against the outcome of such an enquiry. Enquiries about unit
results must be made immediately following the series in which the relevant unit was taken.

For procedures relating to enquiries on results and appeals, Centres should consult the
Handbook for Centres and the document Enquiries about Results and Appeal s - Information and
Guidance for Centres produced by the Joint Council. Further copies of the most recent edition
of this paper can be obtained from OCR.
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3 Further Information and Training for Teachers

To support teachers using this specification, OCR will make the following materials and
services available:

» afull programme of In-Service Training meetings arranged by its Training and Customer
Support Division (telephone 01223 552950);

*  adedicated subject-specific telephone number (01223 552927);

. awebsite that will include materials to assist with delivery (www.ocr.org.uk);

*  teacher support material;

. exemplar candidate work;

. candidate guides;

. Specimen assessments;,

. past external examinations,

e areport on the examination, compiled by senior examining personnel after each
examination session;

* individual feedback to each Centre on the moderation of portfolios;
« aportfolio consultancy service.

A Publications Catalogue may be obtained from OCR's publications department:

. tel. 0870 870 6622
. fax 0870 870 6621
. e-mail: publications@ocr.org.uk

The OCR Information Bureau:

. tel. 01223 553998
. e-mail: helpdesk@ocr.org.uk

The OCR website address is www.ocr.org.uk

The website contains copies of the specification, exampl e assessments, support materials and
current information of relevance to Centres.
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4 Key Skills Guidance

Key Skillsare central to successful employment and underpin future successin learning
independently. Whilst they are certificated separately, the Key Skills Guidance for this
qualification has been designed to support the teaching, learning and assessment of the
vocational content, aswell asthat of the Key Skills. Opportunities for developing the Key
Skills of Communication, Application of Number, Information Technology, Working with
Others, Problem Solving and Improving Own Learning and Performance are indicated for each
unit.

Key Skills and vocational achievement are interdependent, especialy at Level 1. This guidance
has been devel oped to show how vocationa and Key Skills achievement can be successfully
combined.

The guidance has been split into two sections: Keys to Attainment and Sgnposts. The two
sections should be used in conjunction with, and are intended to complement, each other.

K eysto Attainment /2 show where the units contain clear opportunities for generating
Key Skills portfolio evidence. A Key to Attainment does not negate the need for
candidates to develop and practise the key skill during teaching and learning.

Signposts @ show where the units contain opportunities for devel oping the Key Skill,
and possibly for generating portfolio evidence if teaching and learning is focused on that
am.

Aspects of Key Skills are distributed throughout the units, usually as Signposts but sometimes
as Keysto Attainment. This may appear repetitive, but occurs because some Key Skills may be
achieved in several different ways (multiple Signposts), but others are genuinely key to the
achievement of the vocational aspect (Keysto Attainment). For example, IT1.1 - ‘find, explore
and develop information for two different purposes’, will appear more than once in any GCSE
(Double Award) because the Key Skill needs to be achieved in two different contexts. Another
example of where aKey Skill may be split between unitsis C1.1 - ‘take part in a one-to-one
discussion and a group discussion...’, because the two discussions can be compl etely
independent of each other.
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KEY SKILLS MAPPING

Z2  theunit contains clear opportunities for generating Key Skills portfolio evidence.

©  theunit contains opportunities for devel oping the Key Skill, and possibly for generating
portfolio evidence if teaching and learning is focused on that aim.

O there are no obvious opportunities for the development or assessment of the Key Skill in the unit.

Examples of opportunities for developing the Key Skill or for

l;LeeyVZklzl)l Unit generating Key Skills portfolio evidence
Note: these are illustrative only.
1 Discussing environmental constraints, the effect of economic conditions etc. Finding out about
abusiness — how it communicates, recent changesin its activities etc.
gi;’]j{?;bute toa ) Ide'nt'i f.yi ng 'the stékehol dersinabusi na's, discussing any influence they ma'y have over its
discussion about a'ctl vi t|§, dIS:L'Jﬁ ng employee 9(pectat|on's and what makes.for good .Worklng arrangements,
astraightforward discussing the importance of customer service etc. Role playing recruitment.
Subj ect. Discussing possible sources of finance for different projects, finding out how businesses use IT
3 in accounting, discussing financial performance as part of financial planning, agreeing a budget,
interpreting a balance sheet etc.
Any aspect of this unit’swork would lend itself well to presentations, to the class or to others
1 e.g. those working within abusiness studied. Presentations could be supported by images e.g.
C2.1b: Givea pie charts showing market share etc.
short talk about a Presentations to class or to others on e.g. laws protecting consumers and employees, how
straightforward 2 industrial disputes might be dealt with, theimportance of customer service etc. Presenting the
subject, using an results of market research, with supporting visual aids
'mage. Presenting and explaining a cash flow forecast, pitching for finance based on afinancial plan,
3 presenting and interpreting a balance sheet, explaining start-up costs for a new product or
service, etc.
Mission statements, company reports, organisational structure charts, brochures, internal
1 documents such as training and recruitment manuals and customer service charters, trade
C2.2: Read and magazines, case study material, textbooks etc. There must be evidence that information from
summarise such sources has been summarised in the candidate’ s written work.
information from o ] o ]
two extended Company reports, Prgahl sation ch.art.s j.Ob d&ecrlptl.ons and adverti sements, employment .
documents about ) f:ontractts tr.ade union literature, di sm plinary and grievance p.rocedure% A(;AS code of practice,
astraightforward job ap'pl ication forms, customer service ag.reaﬂewts, sgmmane;s of legislation, case study
subject. One of materlal., t®(t.books, etc.' There m.usi be evidence that information from such sources has been
the documents summarised in the candidate’ s written work.
should include at Examples of business documents, annual accounts and reports, financial plans, shareholder
least one image. 3 reports, case study materials, business finance brochures from banks, textbooks etc. There must
be evidence that information from such sources has been summarised in the candidate’ s written
work.
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Examples of opportunities for developing the Key Skill or for

Key Skill . . _ . )
(Leyvel 2) Unit generating Key Skills portfolio evidence
Note: these are illustrative only.
C2.3: Writetwo Essays, case studies, reports, articles etc on e.g. a businesses aims and objectives,
different types of 1 p external influences, possible effects of changes to the economy etc. Presenting
documents about information on market share, explaining how a business communicates, how it is
dtrai ghtforward structured etc, using flow charts and diagrams.
SupJ.ECtS' One piece of Reports, case studies, organisational flow charts, customer questionnaires, recruitment
writing should be an 2 packs with job descriptions, job advertisements and application forms, newspaper
extended document and articles on employee rights etc.
include at least one
image. 3 Financial plans, budgets, balance sheets with explanations, reports, case studies etc.
N2.1 Int erpret 1 ) Information on economic conditions e.g. RPI and exchange rates could be presented in
information from two such away as to encourage interpretation.
different sources, ) o Analysing sales information, findings from market research, company performance
including material information e.g. customer service figures, etc.
containing a graph.
gagrap 3 ﬁ Profit and loss accounts, cash-flow forecasts, balance sheets etc.
O
N2.2a: Carry out ] o ] ]
calculations to do with 2 ) Carrying out a small scale market research activity involving calculations e.g.. of
amounts and sizes. numbers of customers etc.
3 ﬁ Calculating in-flows and out-flows of money, costs and revenues, bresk-even point etc.
=) Calculating market share etc.
N2.2b: Carry out o . _ _ o
calculations to do with 2 ) Working with market research data, deriving ratios, proportions of satisfied customers,
. €etc.
scales and proportions.
3 ﬁ Costs as proportion of income, representing sources of funding, etc.
1 ) Deriving and manipulating statistical information on e.g. market share, product
information etc.
N2.2c: Carry out . o o _
calculations to do with 2 ) Deriving and manipulating statistical information about customers and sales,
handli ng st atistics performance information, questionnaire data etc.
3 ) Deriving and manipulating statistical information on costs and revenue over time,
financial planning information etc.
N2.2d: Carry out 1 U
calculations to do with 2 O
using formulae.
9 3 22 | calculating break-even point.
N2.3: Interpret the 1 O
results of your
. Presenting market research data and findings using graphs, pie charts, frequency tables
calculations and 2 ©
Ly €tc.
present your findings.
You must use at least Representing sources of finance, predicting revenue in financial planning, representing
one graph, one chart 3 ﬁ in-flows and out-flows of cash in a cash-flow forecast etc. All these lend themsdlves

and one diagram.

to the use of tables, diagrams and charts.
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Examples of opportunities for developing the Key Skill or for

Key Skill . . : ) )
(Leyvel 2) Unit generating Key Skills portfolio evidence
Note: these are illustrative only.
Using the internet, CD ROM S, databases etc to access information on e.g. the current economic
1 climate, individual businesses, environmental protection laws governing business activity etc.
This might form the basis of written work, be used in presentations, be a source of visua
IT 2.1: Searchfor material etc.
and select ] ] ] ]
information for Using the internet, CD ROM S, databases etc to access to a great deal of information e.g. on
two different 2 employee rights and dispute resolution, www.dti .gov.uk, on consumer protection,
DUIpOSES. www .tradingstandards.gov. Uk, and also about individual businesses. This
' information might be used in written work, case studies, presentations etc.
3 Using the internet, CD ROM S, databases etc to access information on sources of finance and
payment methods, examples of business documents, information on costs etc.
IT 2.2 Epr ore 1 Using spreadsheets, developing written work which brings together a range of sources such as
and devel op economic data supported by explanatory text etc.
information, and 2 Developing written work which brings together information from different sources such asthe
derive new internet and own written work in reports, recruitment information, articles etc.
information, for
two different Construction and using spreadsheets and deriving results for use in predicting the impact of
UIDOSES 3 changes in costs and as part of cash-flow forecasting. Also developing written work including
purp ) sample business documents.
IT 2.3: Present
combined 1 Designing presentations using specialist applications, producing high quality written work
information for using WP, importing images, presenting numerical sales information etc.
two different
purposes. Y our o o o . .
work must Designing presentations using specialist applications, producing high quality written work
include at least 2 using WP, importing images, presenting data on customer services performance, customer
satisfaction etc.
one example of
text, one example
of images and one Presenting results of spreadsheet calculations, with predictions, producing balance sheets and
example of 3 profit and loss accounts, with explanations, presenting financial plans and other financial
numbers. information e.g. on costs as a proportion of revenue etc.
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Examples of opportunities for developing the Key Skill or for

Key Skill . . : . )
(Leyvel 2) Unit generating Key Skills portfolio evidence
Note: these are illustrative only.
WO2.1: Plan Tackling theinvestigation of e.g. a case study or real business as a team, setting group
straightforward 1 objectives and allocating individual responsibilities. Could fulfil the group-working
work with others, requirement for this Key Skill.
identifying . ) - i . .
obiectives and Tackling the investigation of e.g. employment rights or working arrangementsin a company as
C|¢’:Jlrif in 2 ateam, setting group objectives and allocating individual responsibilities. Could fulfil the
respo?’llsi Si lities group-working requirement for this Key Skill.
and confirm Tackling cash-flow forecasting, financial planning, producing accounts etc is as a team, setting
working 3 group objectives set and allocating individual responsibilities. Could fulfil the group-working
arrangements. requirement for this Key Skill.
Allocating responsibilities to individuals which they must then pursue to achieve the group’s
objectives e.g. finding out about current interest rates or about environmental protection laws.
WO2.2: Work 1 Showing co-operative and effective working, and seek advice as appropriate. If work in pairs
co-operatively or deal with an employee of the business, could satisfy one-to-one working requirement for this
with others Key Sdill
towards achieving Allocating responsibilities to individuals which they must then pursue to achieve the group’s
identified 2 objectives e.g. collecting accounts information, producing diagrams etc. Showing co-operative
objectives, and effective working, and seek advice as appropriate. If work in pairs or deal with a
organising tasks professional in the field, could satisfy one-to-one working requirement for this Key Skill.
tomeetyour . S . .
responsibilities Allocating responsibilities to individuals which they must then pursue to achieve the group’s
&P ) 3 objectives. Showing co-operative and effective working, and seek advice as appropriate. If
work in pairs or deal with someone who works in finance, could satisfy one-to-one working
requirement for this Key Skill.
WQO2.3: . , ) i )
1 Planning the group’s work to allow for progress checking, feedback and brainstorming e.g. on
E);chmgg ways to find information.
Information on
progress and ) ) ) )
agree ways of 2 Planning the group’s work to allow for progress checking, feedback and brainstorming e.g. on
improving work ways to find information.
with othersto
help achieve 3 Planning the group’s work to allow for progress checking, feedback and brainstorming e.g. on
objectives. ways to find information.
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Examples of opportunities for developing the Key Skill or for

l;LeeyVZklzl)l Unit generating Key Skills portfolio evidence
Note: these are illustrative only.
2
PS2.1: ldentify a N , _ _ _ R
problem and Financial planning, cash-flow forecasting, budgeting, calculating break-even point, identifying
. sources of finance etc. can involve the consideration of anumber of options e.g.
come up with two , , _
Opti ons for advantages/disadvantages of different sources of finance, methods of payment for a product or
solvingit. 3 service, expenditure targets etc. The problem might be considered solved if aredlistic plan,
forecast or budget is produced, or the correct break-even point derived, etc. The range of
options must be considered and the most useful chosen, taking advice as appropriate, e.g. from
abusiness tutor or businessperson.
PS2.2: Plan and
try out at least 1
one option for
solving the
problem, 2
obtaining support
and making
changes to your Planning how to go about producing the financial plan, forecast or budget, and going ahead
plan when 3 with that plan. Making changes and seeking advice as necessary.
needed.
PS2.3: Check if 1
the problem has
been solved by
applying given 2
methods, describe
reSUIt_S and Checking final plan, forecast or budget against figures used etc, explaining their use, and what
explain your 3 was done at each stage of the project, including methods of working. Also, evaluating plan,
approach to forecast, budget etc in terms of strengths and weaknesses and how it might be done differently

problem solving.

next time.
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. Examples of opportunities for developing the Key
Key Skill . _ ) : : .
(Level 2) Unit Skill or for generating Key Skills portfolio evidence
Note: these are illustrative only.
Supporting investigations by structured planning on a one-to-one basis
with the candidate. Setting targets e.g. to produce a pie chart showing
LP2.1: H elp set short-term targets market share, and deadlines and action points for achieving these e.g.
. . accessing data on competitors, carrying out necessary calculations,
with an appropriate person and plan o o b ot sof
how these will be met. inding out how to use the right software etc.
O
U
LP2.2: Take responsi bil ity for If the candidate takes responsibility for successfully executing the plan
some decisions about your learni ng, 1 ) agreed in LP2.1, and chooses different approachesto learning, e.g.
using your plan and support from reading textbooks and making notes, carrying out small scale market
othersto help meet targets. research activity etc. Taking advice where appropriate.
Improve your performance by:
. i 2 O
 Studying a straightforward
subject
* Learning through a 3 0
straightforward practical activity.
LP2.3: Review progress with an 1 n
appropriate person and provide
evidence of your achievements, 2 o Reviewing what has been learned and how they went about it, on a
including how you have used one-to-one basis with the candidate, e.g. in tutorials.
learning from one task to meet the
demands of a new task. 3 O
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Examples of opportunities for developing the Key Skill or for

Key Skill . . : ) )
(Leyvel 1) Unit generating Key Skills portfolio evidence
Note: these are illustrative only.
Discussing environmental constraints, the effect of economic conditions etc. Finding out about

Cl.1: Takepart 1 abusiness from an individual working within it —how it communicates, recent changesin its
in aone-to-one activities etc.
discussion and a Identifying the stakeholders in a business, discussing any influence they may have over its
group discussion 2 activities, discussing employee expectations and what makes for good working arrangements,
about different discussing the importance of customer service etc. Role playing recruitment.
straightforward , , , , , , . _
subiects. Discussing possible sources of finance for different projects, finding out how businesses use IT

J ) 3 in accounting, discussing financial performance as part of financial planning, agreeing a budget,

interpreting a simple balance sheet etc.
C1l.2: Read and Mission statements, company reports, organisational structure charts, brochures, extracts from
obtain 1 internal documents such as training and recruitment manuals and customer service charters,
information from trade magazines, case study material, textbooks etc.
two different Company reports, organisation charts, job descriptions and advertisements, trade union
types of 2 literature, disciplinary and grievance procedures, job application forms, customer service
doc_uments about agreements, summaries of legislation and codes of practice, case study material, textbooks, etc.
straightforward
subjects, Examples of business documents, annual accounts and reports, financial plans, shareholder
including at least 3 reports, case study materials, business finance brochures from banks, textbooks etc.
one image.
C1.3: Writetwo Essays, case studies, reports, articles etc on e.g. abusinesses aims and objectives, external
different types of 1 influences, possible effects of changes to the economy etc. Reporting on market share, showing
documents about how a business communicates, how it is structured etc, using simple diagrammatic methods as
straightforward appropriate.
subjects. Include Reports, case studies, organisational flow charts, customer questionnaires, recruitment packs
at least one image 2 with job descriptions, job advertisements and application forms, newspaper articles on
in one of the employeerights etc.
documents.
3 Financial plans, budgets, balance sheets with explanations, reports, case studies etc.
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Examples of opportunities for developing the Key Skill or for

Key Skill . . : . )
(Leyvel 1) Unit generating Key Skills portfolio evidence
Note: these are illustrative only.
N1.1: Interpret 1 o Numerical information on economic conditions e.g. RPI and exchange rates could be
straightforward presented in anumber of ways to encourage interpretation.
information from two L ooking at basic sles information. findinas et N
. ookin asi ¢ sales information, findings from market research, compan:
different sources. At 2 =) . gahe Cormat . o ; o pany
erformance information e.g. customer service figures, etc.
least one source should P ! 1oneg. vicenod
be atable, chart, diagram 3| p ‘
or line graph. Profit and loss accounts, cash-flow forecasts, balance sheets etc.
N1.2a: Carry out 1 =
straightforward 2 o Carrying out a small scale market research activity involving calculations e.g. of
calculations to do with numbers of customers etc.
amounts and sizes.
ﬁ Calculating in-flows and out-flows of money, costs and revenues, bresk-even point etc.
(=} Calculating market share etc.
N1.2b: Carry out 9
straightforward 2 © | Working with market research data, deriving ratios, numbers of satisfied customers
calculations to do with ec.
scales and proportion.
Prop: 3 ﬁ Costs as proportion of income, representing sources of funding, etc.
1 =) Calculating simple statistical information on e.g. market share, product information
N1.2c: Carry out éfc.
straightforward 2 Q@ | cdculating smple statistical information about customers and sales, performance
calculations to do with information, questionnaire data etc.
handling statistics. I o , S
3 (=} Calculating smple statistical information on costs and revenue over time, financial

planning information etc.

N1.3: Interpret the
results of your
calculations and present
your findings. You must
use one chart and one
diagram.

(U

Presenting market research data and findings using graphs, pie charts, etc.

ﬁ Representing sources of finance, predicting revenue in financial planning, representing
in-flows and out-flows of cash in a cash-flow forecast etc. All these lend themselves
to the use of tables, diagrams and charts.
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Examples of opportunities for developing the Key Skill or for

Key Skill . . : ) )
(Leyvel 1) Unit generating Key Skills portfolio evidence
Note: these are illustrative only.
Using given sources on the internet, CD ROM S, databases and other mediato access and use
1 information on e.g. the current economic climate, individual businesses, environmental
protection laws governing business activity etc. This might form the basis of written work, or
IT1.1: Find, be a source of visual material etc.
explore and - _ _
devel op Using given sources on the internet, CD ROMS, databases and other mediato access and use
information for 2 information e.g. on employee rights and dispute resolution. Selected information might be
fwo different drawn from websites such as WWW.dti.gOV.UK, on consumer protection,
www.tradingstandards.gov.uk, and individual business websites.
purposes.
Using WP to develop business documents, using given sources on the internet, CD ROMS,
3 databases etc to find information e.g. looking at bank websites for information on sources of
finance, etc.
IT 1.2: Present Using specialist applications such as Powerpoint, producing quality written work using WP,
information for 1 importing images, presenting numerical sales information etc.
two different
purposes. Your
work must Using specialist applications such as Powerpoint, producing quality written work using WP,
include at least 2 importing images, presenting data on customer services performance, customer satisfaction etc.
one example of
text, one example
of images and one Presenting results of spreadsheet calculations, producing balance sheets and profit and loss
example of 3 accounts, presenting financial plans and other financial information e.g. on costs as a proportion
numbers. of revenue etc.
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Examples of opportunities for developing the Key Skill or for

l;LeeyVZk:lLl)l Unit generating Key Skills portfolio evidence
Note: these are illustrative only.
Tackling the investigation of e.g. a case study or real business as ateam, confirming group
WOL1.1: Confirm 1 objectives and individual responsibilities, and how these are to be progressed. Could fulfil the
what needs to be group-working requirement for this Key Skill.
done to achieve , o _ _ ,
given objectives, Tackling the' i n\{stl gation of. e.q. empl oy.meht'rl ghtsor wor'kl'n.g'arrangements in acompany as
including your 2 ateam, confirming grogp objectives and.lndlwdtfal responsibil .|t| es, and .how these are to be
responsibilities progressed. Could fulfil the group-working requirement for this Key Skill.
and working Tackling cash-flow forecasting, financial planning, producing accounts etc is as a team,
arrangements. 3 confirming group objectives and individual responsibilities. Could fulfil the group-working
requirement for this Key Skill.
Individuals will be given their own responsibilities and perhaps a suggested approach, and must
show that they can carry tasks out safely and effectively e.g. finding out about current interest

1 rates or about environmental protection laws, and seeking advice as appropriate. If work in

pairs or deal with an employee of the business, could satisfy the one-to-one working
WO1.2: Work requirement for this Key Skill.
with others N L . - . .
towards achievi ng Individuals will be given their own responsibilities and possi .bly suggested w9rk| ng methods,
. . and must show that they can carry tasks out safely and effectively e.g. collecting accounts
given objectives, 2 _ _ S _ _ _ e
carrying out tasks |n.format|on, p'roduc.| ng dlagrams etc. Se.ekmg advice asappropr@e. If work inpairs o.r desal
with aprofessional in the field, could satisfy the one-to-one working requirement for this Key
to meet your )
responsibilities. Skl
Individuals will be given their own responsibilities and working methods may be suggested.

3 They must show that they can carry tasks out safely and effectively, seeking advice as
appropriate. If work in pairs or deal with someone who works in finance, could satisfy the one-
to-one working requirement for this Key Skill.

If group working is planned in such away as to allow discussion of progress, where good ways
WOL.3: Identify 1 of working as well as problems and how they were dealt with, are identified with aview to
progress and suggesting better ways of working together.
suggest ways of If group working is planned in such away as to allow discussion of progress, where good ways
improving work 2 of working as well as problems and how they were dealt with, are identified with aview to
with othersto suggesting better ways of working together.
h.el P aChI.evej If group working is planned in such away asto allow discussion of progress, where good ways
given objectives. 3 of working as well as problems and how they were dealt with, are identified with aview to

suggesting better ways of working together.
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Examples of opportunities for developing the Key Skill or for

l;LeeyVZk:lLl)l Unit generating Key Skills portfolio evidence
Note: these are illustrative only.
PS1.1: Confirm your 2
understanding of the , _ ] o ) , ,
gi ven probI em with an Given p'roblems in relatlorm to'flnar?cufll planning, cash—flow forecast.l ng, budgeting,
appropri ate person an d calculating break-even point, identifying sources of finance etc can involve the
identi fy two Opti ons for 3 consideration of a number of options e.g. advantages/disadvantages of different
solvingit. sources of finance, methods of payment for a product or service, expenditure targets
etc. Therange of options must be considered and the most useful chosen, taking
advice as appropriate, e.g. from abusiness tutor or businessperson.

PS1.2: Plan and try out
at least one option for 2
solving the problem,
us ng advice and support 3 Planning how to go about producing the financial plan, forecast or budget, and going
gi ven by others. ahead with that plan, taking advice and support as necessary.
PS1.3: Check if the 1
problem has been solved
by following given 2
methods and describe the
!’esults includi ng waysto Checking final plan, forecast or budget against figures used etc, describing what went
Improve your approach 3 well and what didn’t, and how problems were tackled. Also making suggestions for
to problem solving. avoiding those problems.
LPL1: Confirm If the group’ s work is planned to allow an appropriate person to set individual targets
understanding of your 1 e.g. to produce a pie chart showing market share and also to identify: action points e.g.
short-term targets and to find two competitors, deadlines, arrangements for reviewing progress, and who to
plan how these will be ask for help.
met, with the person
setting them.
LP1.2: Follow your If the candidate follows the plan agreed in LP1.1, seeking support where necessary,
plan, usi ng support given 1 and uses different approaches to learning e.g. reading textbooks and making notes,
by othersto hel p meet carrying out a small scale market research activity etc. Also acting on suggestions for
targets. Improve your improvements.
performance by:
e Studying a 2

straightforward

subject
* Learning through a

straightforward 3

practical activity.
LP1.3: Review your 1
progress and Reviewing what has been learned and how the candidate went about it, on a one-to-one
achievements in meeting 2 basise.g. in tutorials, with encouragement to identify good work and bad, and to
targets, with an suggest improvements.
appropriate person. 3
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5 Specification Units

Unitswill have some or al of the following sections:

About thisunit

What you need to learn

Assessment evidence

Guidancefor teachers

Key Skillsguidance

Thisincludes a brief description for the candidate of the content,
purpose and vocational relevance of the unit.

It states whether the unit is assessed externally or through
portfolio evidence.

This specifies the underpinning knowledge, skills and
understanding candidates need to apply in order to meet the
reguirements of the portfolio evidence or external assessment.

This specifies the evidence candidates need to produce in order
to meet the requirements of each portfolio unit. It isdivided into
the following parts:

*  You need to produce — this banner heading sets the context
for providing the evidence, e.g. areport, an investigation,
etc;

« Atypical candidate at grades GG to EE etc. will: —this
describes the quality of the work a candidate needs to
demonstrate in order to achieve the grades specified.

This provides advice on teaching and assessment strategies.

There will be advice on:

e theprovision of the vocationa context of the unit;
e accurate and consistent interpretation of national standards;

e theuse of appropriate internal assessments, taking into
account the full range of grades to be covered.

There may also be advice on:

e exploiting local opportunities (e.g. information sources,
events, work experience);
*  resources.

This signposts opportunities for developing and ng Key
Skills within the unit.
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6 Unit 1: Investigating Business

6.1 ABOUT THIS UNIT

This unit helps you to understand how busi nesses organise themselves in order to meet their
aims and objectives. Y ou will investigate how ownership affects the running of the business.

Y ou will explore businesses which produce arange of different goods and services and find out
how such business activities are changing in the UK asawhole. Y ou will investigate the
different functional areas of a business, how they affect each other and how they communicate.

Every businessis part of awider business world in which there are many different influences.
Businesses cannot always control these influences, but they have to find ways of responding to
them. You will look at the ways in which businesses sell their products, how they choose
locations, how they introduce and use new technology and how they might try to produce goods
and services competitively without harming the environment.

Y ou will investigate two contrasting businesses in detail. Y ou will find out about their type of
ownership, what they do and how they are developing in response to different external
influences. Y ou will need to understand how the businesses you are investigating fit into the
wider business world and which influences have the most effect on them.

Throughout this unit it is assumed that the term products includes both goods and services.

This unit has links with Unit 2: People and business and Unit 3: Business finance. It prepares
you for further education, training or employment.

You should be sdlective and include in your portfolio work from this unit that meets the
evidence regquirements.

Thisunit is assessed solely through portfolio assessment.
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6.2 WHAT YOU NEED TO LEARN

6.2.1 Aims and Objectives

All businesses have aims to help them plan and set targets for what they want to achieve. A
business might aim to:

. make a profit;

e provide goods and services to the local or wider community;

. survive as a business or expand;

*  maximise salesor improve the quality of aproduct;

e provide ahighly competitive service;

e provide charitable or voluntary services,

e beenvironmentally friendly.

Businesses then decide on measurable objectivesin order to achieve their aims. Objectives can
set targets and challenges for the businesses, for example:

*  sdling more of aproduct than a competitor;

e providing more services than in the previous year;

e producing new goods or providing a new service,

e improving a product.

Y ou will be able to identify aims and objectives of different businesses by looking closely at
their activities and by discussing these activities with business people. Business websites may

provide a good source of study. Y ou need to find out how businesses use objectives to judge
their success.

6.2.2 Ownership

There are severa different types of business ownership. Y ou will find out that, depending on
the type of ownership, the owners have different responsibilities and involvement in a business.
One aspect of thisiswho bears the business risk and whether the owners have limited or
unlimited liability. Different types of ownership are:

. soletrader;

e partnership;

e company;

. co-operative,

. franchise;

e public sector.

Y ou will need to find out the main features of these types of ownership. Y ou will also need to
understand why the businesses you investigate have a particular type of ownership.
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6.2.3 Business Location

There are many factors that affect the choice of businesslocation. Businesses may need to be
close to customers, to competitors or to be near suppliers and skilled employees. Y ou need to
find out how the following may have influenced the location of businessin your area:

*  the number of people with appropriate skills available to work in a particular area;

. the cost of labour;

. the cost of premises;

* |loca government charges;

« financial help (e.g. local, national or European funding);

»  transport links for supplies and distribution;

. the need to be where customers are;

. history and tradition;

*  sdestechniques (telephone, internet and mail order).

6.2.4 Business Activity

Businesses carry out one or more activities. Asyou investigate your selected businesses you
will need to decide what their main activities are and whether they are involved with goods,
services or both.

Examples of activitiesinclude:

» sdesof goods (e.g. retail, wholesale, mail order, internet);

*  manufacturing of goods (e.g. consumer goods such as radios and capital goods such as
machine tools);

e producing raw goods (e.g. agriculture and fishing for food, forestry and mining for
materials);

. client services (e.g. financial, health care, leisure and sport, internet access);
e other services (e.g. transport and communications).

Y ou will need to find out about the number of businesses involved in each of these different
activities and the changes taking placein these activitiesin recent years.

Examples of important changes include the:

* level of consumer spending on different goods and services;
*  number of people employed in different activities,

*  vaue of the goods and services produced;

»  effects of technological developments.

Y ou need to consider how these changes might affect the businesses you are investigating.
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6.2.5 Functional Areas Within the Business

To make goods and/or provide services abusiness has to carry out arange of functions,
including:

. human resources,

. finance;

e administration and ICT support;

. operations,

. marketing and sales;

. customer service;

e research and development.

You will look in detail at these functional areas of two businesses (mostly herein Unit 1 but
also in Unit 2: People and business) and assess how well they are helping to support the
businesses’ aims and objectives. You will look at ways in which the use of ICT alows more
flexibility in carrying out these functions.

Human Resources

Businesses want to recruit the best employees and make sure they work effectively and safely.
The responsibility for these tasks rests with Human Resources staff. They areinvolved with:
. recruitment, retention and dismissal;

. working conditions;

e training, development and promotion;

*  employee organisations and unions;

*  hedlth and sefety.

You will need abrief overview of these activities and how the work of human resources affects
other people working in the business. (Note: a detailed understanding of the work of human
resources will be required in Unit 2: People and business).

Finance

Businesses need to manage all the money coming in and going out of the business. They also
need to understand this information in order to plan what to do next. All businesses dea with:
*  preparing accounts,

e paying wages and salaries,

e obtaining capital and resources.

Y ou will need an overview of how the businesses deal s with these aspects of finance. You also

will need to understand how the work of finance affects other areas. (Note: a detailed
understanding of the work of finance will be required in Unit 3: Business finance.)
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Administration and ICT Support

The administration and ICT support function hel ps a business to run smoothly from day to day.
It could cover anumber of different tasks, such as;

»  clerical work, collecting and distributing mail, keeping records, organising meetings,
responding to enquiries,

. cleaning and maintenance;

. health and safety;

. security;

e support for software applications (word-processing, payroll, accounts, database etc.),
€l ectronic communications and electronic transactions.

Y ou will need to understand how these activities are organised, how computer technol ogy
assists the process and how good administration hel ps to make businesses run efficiently and
effectively.

Operations

Businesses have to obtain, organise and use a variety of resources including people and
equipment. The operations' task is to produce goods and services by making the best use of:
e buildings and land (e.g. offices, factories, shops, farmland);

e equipment (e.g. vehicles, computers, machinery);

*  people (e.g. operators, managers, support staff, speciaists);

materials (e.g. products for retailing, raw materials).

Y ou will need to find out what kinds of resources the businesses need to carry out their main
business activities — whether thisis making goods or providing a service — and why they need
them. You will need to find out how quality is checked and improved and if the businesses use
automation or computer-aided processes in their production (e.g. robots, CAD/CAM).

Marketing and Sales

Businesses meet customers' needs through arange of activities. These activities include:

. market research;

. promotion;

 sales.

Y ou will need to understand how these activities are carried out by the businesses and how they

help to meet the businesses' aims and objectives. Y ou need to find out how ICT is, or could be,
used by the businesses you are investigating to promote sales.
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Customer Service

All businesses depend on their customers to buy goods or use services. In return, customers
expect goods and services to be available when they want them, to be safe and reliable and to
offer value for money.

To develop agood relationship with their customers, businesses provide a range of customer
services, including:

e providing information;

e giving advice;

e providing credit facilities;

*  delivering goods;

e providing after-sales service.

You will need abrief overview of these activities and how the work of customer services affects

other people working in the businesses. (Note: a detailed understanding of the work of
customer services will be required in Unit 2: People and business.)

Research and Development

Y ou will need to understand how and why businesses research markets and products and how
research can aid development. Y ou need to consider how ICT has helped some businesses with
market research. Y ou will also need to understand that in order to remain competitive,
businesses need to develop new goods and services and update the existing ones.

The Use of ICT

Asyou investigate these different functional areas, you need to consider how ICT might be best
used to cut costs and to improve goods and services. Examples might include:
*  electronic communications between departments (e.g. email and use of intranet);

» facilitiesto share common data (e.g. stores records, employee records, financial data,
orders);

e security systems (e.g. virus protection, backup against loss, confidentiaity/password
protection);

e externa communications (e.g. e-mail, market research, use of the internet for marketing
and sales);

e onlinesupport for customers (e.g. order progress, new products, sales, responseto
queries);

»  electronic transactions (e.g. bar code systems, sales, stock control, orders, invoices,
electronic funds transfer).
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6.2.6 Business Communications

As business people carry out their different tasks, they have to communicate with other people:

. within their functional areg;
. outside their functiona area;
. outside of the business as awhole.

In order to communicate well with others, business people might use:

e ora communication (e.g. telephones, meetings, telephone conferencing);
e video communication (e.g. video conferencing, internet video link);

e written communication (e.g. memos, letters, financial documents, advertisements, e-mail
attachments/documents);

e graphical communication (e.g. production drawings, on screen, viathe internet).

Y ou will need to find out about the wide variety of different methods of communication used by
businesses and which method might be most appropriate for different business needs.

6.2.7 External Influences

Businesses can manage much of their own world but there are external influences to which they
have to respond and over which they have less control. These external influences include:

. their business competitors,

. economic conditions;

e environmenta constraints.

In order to be successful, a business must be able to respond to any changes brought about by
these external influences.
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Business Competitors

Most businesses face some kind of competition from others as they try to win and retain
customers.

Y ou need to consider the main features which make products competitive, including:

e price
o quality;
o availability.

Y ou need to identify the ways in which different products can be linked to different kinds of
customers according to:

. age
e gender;
* income;
o lifestyle;

*  wherethey live.

The use of new technol ogies such as tel ephone sales and the Internet have made it possible for
businesses around the world to compete for customers who have ICT access. With thisin mind,
you need to identify possible competitors for the businesses you investigate. These competitors
could be:

. locd;

. nationa ;

e international.

Economic Conditions

However well a business manages its own activities, its success will depend on conditionsin the
economy asawhole. A business can be affected by changesin:

* interest rates (e.g. increasing the cost of aloan to pay for new machinery);
e prices(e.g. agenera increasein the price of raw materials);
e exchange rates (e.g. making UK goods more expensive for foreign customers).

The government of the day is expected to manage the national economy so that:

*  businesses can confidently plan their future activities;
e customers can plan their spending and saving activities.

Y ou need to identify how the businesses you are investigating and their customers might be
affected by changesin economic conditions.
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Environmental Constraints

Many business activities can have damaging effects on the quality of the loca and national
environment. Asaresult, laws have been made to prevent, wherever possible, damage to
people and to natural resources. These laws constrain irresponsible businesses, but as aresult,
responsi ble businesses often set higher standards for themsel ves.

Y ou need to find out how business activity may cause:
. air pollution;

. noise pollution;

. water pollution;

. wasteful use of resources.

Y ou need to find out about current laws which prevent harmful waste products being released
and which regulate business activity when located close to residential areas.
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6.3 ASSESSMENT EVIDENCE FOR UNIT 1: INVESTIGATING BUSINESS
Y ou need to produce a portfolio based on your investigation of two contrasting businesses. Y ou should include information selected from your
own work and materials you have collected on each business, such as:
a what each business does, its aims and objectives, the type of ownership and location [10 marks];
b the purposes and activities of the functional areas [13 marks];
c how the different areas of the business communicate [15 marks];
d the externa influences, including reference to competitors, economic conditions and environmental constraints [12 marks].
A typical candidate at grades GG, A typical candidate at grades DD, A typical candidate at grades BB, Mark | Max
FF, EE will: CC, BB will: AA, A*A* will:
al Describe the following features of a2 Compare the following features of a3 Having fully explored the following
their two chosen businesses. their two chosen businesses and features of their two chosen
identify the main differences businesses, suggest and justify
between them. changes that each could make to 10
enable them to be more effective.
*Activity L ocation *Activity eLocation *Activity L ocation
«Ownership +Aims and objectives «Ownership +Aims and objectives «Ownership +Aims and objectives
01234 567 8910
b1l Describe thetype of work carried b2 Explain, using examples, how at b3 Evaluate how effectively at least
out by at least three functional least three functional areas of one three functional areas of one of
areas of one of their chosen of their chosen businesses work their chosen businesses work 13
businesses. together to support the business together to achieve the aims and
0123456 activity. 78910 objectives of the business. 11 12 13
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cl For one business describe the c2 For the business selected in cl c3 Onthe basis of their analysis, for
different methods of oral and analyse the effectiveness of the the businessinvestigated in ¢1 and
written communication used and communication methods used: €2, suggest and justify alternative
describe, with examples, how it or improved methods of
uses ICT to communicate and communication: 15
operate. * insidefunctional areas, * insidefunctional areas;
» between functiona aress; » between functiona aress;
» with people and organisations » with people and organisations
outside the business. outside the business.
01234567 89101112 131415
d1 Ildentify the main external d2 Explain theimpact on their two d3 Having fully explored changesin
influences on their two chosen chosen businesses of changesin external influences, including
businesses including reference to external influences, including reference to competitors, economic
competitors, economic conditions reference to competitors, economic conditions and environmental 12
and environmental constraints. conditions and environmental constraints, suggest and justify
constraints. ways in which their two chosen
businesses could respond to these
012345 6789 changes. 101112
Note: Although you will be given an interim mark out of 50 by your teacher, this might be adjusted by OCR to make Total 50
sure that your mark isin line with national standards.
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6.4  GUIDANCE FOR TEACHERS

6.4.1 Guidance on Delivery

This unit will be internally assessed through evidence in candidates' portfolios and it will be
important for Centres to guide candidates in the structure and devel opment of portfolio work.

Portfolio evidence will cover those aspects of the unit specification that are included in the
Assessment Evidence grid. Thisgrid includes al aspects of the What You Need to Learn
section of the specification.

There are three generic Assessment Objectives for the GCSE in Applied Business (Double
Award) and these have been allocated different weightings depending upon whether a unit is
internally or externally assessed. The weightings for this unit are asfollows:

AO1 Demonstrate and apply knowledge and understanding of the specified subject content
using appropriate terms, concepts, theories and methods to address problems and issues.

40%

AO2 Plan and carry out investigations of issues by gathering, selecting, recording and
analysing relevant information and evidence. 36%
AO3 Evauate evidence, make reasoned judgements and present conclusions. 24%

Asthe GCSE in Applied Business (Double Award) is designed to be a practical course, the
portfolio evidence for this unit will require candidates to apply their knowledge and
understanding of the subject area to specified business scenarios and issues. Therefore, they
will need to be prepared in advance by practising this application for avariety of different
business activities.

Candidates should be given opportunities to collect their own information on at least one of the
two businesses required for their portfolio. They may be able to use a business where they have
had work experience or a part-time job, or where family or friends work. For this unit, Centres
may wish to provide one case study for the contrasting business type if there are difficultiesin
candidates accessing two businesses. Candidates need to be aware that while the two businesses
should be contrasting they should both be large to medium sized businessesin order for
candidates to be able to find the relevant information in sufficient detail.

Candidates should be encouraged to use a variety of sourcesto collect information, especially
on competitors, location and environmenta constraints. Such sources might be company
reports, websites, interviews, newspaper reports, etc.

It may be appropriate for candidates in a classto select different businesses to research and then
to share detailed information with other candidates, using written materials or an oral
presentation. However, it should be made clear to candidates that portfolio evidence should be
individual and authentic.
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It is strongly recommended that candidates use ICT when presenting their materials, but it is not
arequirement.

The different topics within the What You Need to Learn section may require different
approaches to teaching and learning and a wide variety of resources to support this. This
guidance has been designed to assist the teaching and learning of this unit.

When selecting the two contrasting businesses candidates should be encouraged to select
businesses from different sectors, e.g. if they choose aretail (tertiary) business the contrasting
business should be from the primary or secondary sector. Should this be difficult for individual
candidates then it may be possible to use another tertiary sector business so long as its activities
are different. A potentia contrast here might, for instance, be retail and banking.

Aims and Objectives

Candidates will need to understand why businesses have aims and objectives and why they will
differ depending on arange of factorsincluding: ownership, location, activities, financial
situation, the business sector it may be operating in or the state of the wider economy. They
should then be encouraged to apply this general approach to their chosen businesses.

Candidates will need to understand the difference between aims and objectives as well as
understanding that objectives need to be measurable. Candidates should show understanding in
relation to the potential success of businessesthey are investigating. This might, for instance,
relate to such aspects asincreasing sales, exports or environmentally related targets.

Ownership

Candidates need to understand the main features of the types of business ownership listed in the
What You Need to Learn section of the specification. They will need to show understanding of
why the business they are investigating has a particul ar type of ownership and how the type of
ownership affects the responsibilities and involvement of the owners. They will aso need to
show understanding of the concepts of limited and unlimited liability and how these relate to the
businesses they are investigating.

Candidates investigating ownership in the co-operative, franchise or public sectors may require
more guidance and support than those investigating other types of business ownership. Detailed
information on these types of ownership is often sparse or difficult to obtain even where the
organisations have a high profile. Business websites and annual reports (where either of these
exist) may be an initial source of information in determining whether further investigation is
possible.
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Business Location

Candidates will need to show that they understand why the businesses they are investigating are
in a particular location and what influenced the choice of location. The factors they need to
consider are clearly listed in the What You Need to Learn section.

In this part of the unit, candidates can be encouraged to use maps and diagrams to enhance their
portfolio work as well as, where possible, discussing the rationa e behind specific location
issues with business people involved in the businesses they are investigating.

Business Activity

Candidates will need to describe clearly the main activities of the businesses under
investigation. It would also be useful if they showed an understanding of the business sector or
sectorsthey operatein. This part of the unit also lends itself to diagrammatical representation.

Where businesses have a website, annual reports and/or marketing materials, theinitial
information should be reasonably easy to access. For smaller businesses it may be necessary to
discuss the main activities with someone within the business.

Candidates will also need to understand the levels of competition in the activities of their chosen
businesses. They should be able to show who are the main competitors. Candidates should also
identify main customers.

Candidates will need to have an historic perspective on the activities of the businesses under
investigation, be able to show any changesin activitiesin the recent past, and explain why they
took place and how they might affect, or are affecting, the businesses.

Functional Areas Within the Business

(Excluding Human Resources and Customer Services — these are covered in detail in
Unit 2: People and business)

Candidates will need to show understanding of the range of functional areas within the
businesses they are investigating and be able to describe the range of activities carried out in
each functional area (department/section).

Candidates will also need to show how effectively each functional area supports the aims and
obj ectives of the business, as well as how they are organised and integrated within the business
to support the interests of the business as awhole.

Candidates should show how ICT is, or could be, used within different functional areas of the
business and how this enhances the potential of the business generally.
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The various aspects of ICT which might be covered, depending on the size and nature of the
business, are outlined in the final part of the What You Need to Learn section. Where possible,
candidates should be encouraged to integrate approachesto ICT within their work on the
different functional areas so asto give a more holistic approach to the understanding of the work
of each functional area. Thiswould aso enable candidates to understand more clearly how ICT
also supports work across functional areas.

Marketing Activities

Candidates will need to understand how the businesses under investigation carry out their
marketing activities and why they are important in hel ping to meet the businesses aims and
objectives. The main issues which should be considered are:

*  market research;

e promotion;

+ sdes.

Depending on the business being considered, candidates will need to ook at the use, actual or
potential, of ICT as ameans of promoting sales.

Business Communications

Candidates will need to show understanding of the different forms of communication available
for use:

. within functional areas;

. between functional areas;
. outside the business as awhole.

They will need to be able to give examples of oral, video, written and graphical communication
and how these might be used in different situations and for different business needs within the
businesses they are investigating.

Candidates may consider the above in the form of an oral presentation within which they should
use structured notes, prompt cards, OHTs and examples of communication formats from the
businesses under investigation where thisis possible.

Candidates should be encouraged to use ICT generated materials and presentation packages.

Descriptive and theoretical support on the myriad forms of communication is widespread and
basic background information can be found in awide variety of business textbooks. Candidates
will then need to relate this to the businesses they are investigating to show the practical uses of
the required variety of communication formats.
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Where candidates use presentations a witness statement/observation report detailing the
performance and content of the presentation will be required. Thiswill provide valuable
evidence to support that provided by the candidate, e.g. notes, prompt cards, OHTs, Powerpoint,
etc.

External Influences

Candidates will need to show understanding of external influences on the businessesthey are
investigating in three main areas:

*  business competitors;
. economic conditions;
. environmental constraints.

They will need to show how their chosen businesses might respond to any changes brought
about by these external influences in order to maintain success or become more successful.

Business Competitors: Candidates will need to show understanding of the main features
which make products competitive. These should include pricing policy, quality issues and
availability. They should be able to compare the policies of the businesses under investigation
with those of its main competitor businesses, local, national or international, and suggest why
policies might differ from business to business.

Candidates should have a basic understanding of market segmentation asit relates to this part of
the What You Need to Learn section but it is not necessary here to go into detail on issues such
as market research asthisis dealt with in Unit 2: People and business.

Economic Conditions: Candidates need to understand some of the wider external economic
issues which might affect its ability to succeed. Therefore, they should consider how the
businesses they are investigating could, or have, been affected by changesin:

. interest rates;
. exchange rates,
e prices.

They should also have a basic understanding of the role of government in creating a climate of
confidence for businesses and customers.

Environmental Constraints: Candidates need to show understanding of why governments
find it necessary to promote laws which help to protect the environment. They then need to

identify and describe at |east one way in which each business they are investigating has been
affected by environmental law.

Thereisagreat deal of information on awide variety of legal and environmental websites,
(such asthe HSE, Friends of the Earth, The Shell Report), and businesses themsel ves can often
be very helpful when approached for their own information on approaches to environmental
issues.
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6.4.2 Guidance on Assessment

Centres will need to consider carefully the best format for portfolio assessment. For candidates
on atwo year course, Centres may wish to complete one portfolio assessment per year. For
those candidates pursuing a one year course, Centres may wish to follow a semester based
model.

Candidates need to demonstrate analysis and evaluation and will need to be taught these skills if
they are to achieve the higher grades.

Regular, early and constructive feedback to candidates on their performanceis essential and
crucial. Help with planning and structuring their portfolio work in alogical manner throughout
the course will lead to better understanding of their work and is likely to achieve higher grades.

Giving candidates deadlines for the completion of the various sections of their work, and
encouraging them to adhere to them, is aso essential if candidates are not going to rush to
complete and possibly finish up with grades below their potential.

Each portfolio should be marked by the teacher according to the criteriain the Assessment
Evidence Grid in Section 6.3 (exemplification for which is given later in this section).
Photocopiable masters will be supplied and will be sent to Centres at the start of the course.

Each row in the grid comprises a strand showing the development of a given criterion, each row
corresponding to apoint (a, b, ¢ etc.) in the banner.

Please note that the second column describes the work of atypical candidate working at grades
DD, CC and the lower half of grade BB whilst the third column describes the work of atypical
candidate working at the upper half of grade BB, grades AA and A*A*.

The maximum mark for each criteriastrand is shown in the right hand column.

Teachers use their professional judgement and circle the mark that best fits the work of the
candidate and also recordsit in the column headed Mark.

Centres should use the full range of marks available to them; Centres must award full marksin
any band for work which fully meets the criteria. Thisiswork which is‘the best one could
expect from candidates working at GCSE (Double Award) level’.

Only one mark per strand/row will be entered. The final mark for the candidate is out of atotal
of 50 and is found by totalling the marks for each strand.
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Example: For a candidate’ swork that comfortably satisfies criterion c2 and may be perceived
as equivalent to the work of a grade CC candidate, amark of 10 should be awarded on the scde

for this strand of 0-15.

A typical candidate

A typical candidate

A typical candidate

at grades GG, FF, at grades DD, CC, at grades BB, AA, Mark| Max
EE will: BB will: A*A* will:
cl For one business c2 For the business c3 On the basis of their
describe the different selected in c1 analyse analysis, for the
methods of ora and the effectiveness of business investigated
written the communication in cl and c2, suggest
communication used methods used: and justify
and describe, with aternative or
examples, how it improved methods
usesICT to of communication:
communicate and « inside functional « insidefunctional 10| 15
Operate. aress, areas,
* between functiona e between functiona
areas; areas;
* with people and ' e with peop|e and
organisations outside organisations outside
the business. the business.
01234567 @ 112 131415

The further guidance below clarifies the criteriain the Assessment Evidence Grid and will help
you to determine the appropriate mark to be awarded for each strand. The marks should then be
added to give atotal mark out of 50. Section 2.7.1 explains how this mark will be converted to

unit grades.

Criterion

Exemplification

al

choice;

» ownership — showing an understanding of the limited and unlimited
liability;
» |ocation —where the businesses are located and what influenced their

Candidates should be encouraged to select businesses from different sectors
and which carry out different activities. For each of the two contrasting
businesses, candidates must describe the:

» activity/activities —including an understanding of the business sector(s) in
which they operate, main customers, main competitors and any changes
which have taken place in these activities over recent years;

» aims and objectives — showing understanding that objectives need to be
measurable.

For the two chosen businesses the candidates must compare
activity/activities, location, ownership and aims and objectives and then
identify the main differences between them.

a3

Candidates must suggest and justify any changes that each business could
make to enable the aims and objectives to be met more effectively.
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Criterion

Exemplification

bl

For one of the chosen businesses, candidates must investigate and describe
at least three functional areas (for example finance, administration and ICT
support, operations, marketing and sales, research and development).
Human resources and customer service have been excluded as these will be
covered in detail in Unit 2: People and business. Candidates must describe
the range of activities carried out by each functional area.

b2

Candidates must show that they understand how the functional areas work
together to support the business activity. They must use examples from the
chosen business and highlight some of the differences between contributions
made by the different functional areas.

b3

Candidates must show a good critical understanding and evaluation skills to
assess how effectively the functional areas work together to achieve the aims
and objectives of the business.

cl

For one of the chosen businesses, candidates must describe at least six
methods of communication, covering oral, written and ICT based methods.
They should show an understanding of the nature and content of the
communication, who it isfor and why the type of method is appropriate (for
example speed, confidentiality, large or small audience, need for discussion,
need for record-keeping). Candidates must also describe, with examples, at
least three uses of ICT in the operation of the business (for example
accounts, payroll, customer records, stock records).

c2

Candidates must investigate and anayse the effectiveness of the
communication methods used by the one business:

* internaly within functional aress;
* internaly between functional aresas;
» externally with outside contacts.

c3

Candidates must suggest and justify alternative or improved methods of
communication based on their investigation of the business described and
analysedin cl and c2.

dl

Candidates must identify the main external influences on each of the two
chosen businesses:

* business competitors (local, national, international) — price, quality,
availability, customer characteristics;

» economic conditions — interest rates, prices, exchange rates;

e environmenta constraints— protection of the environment and prevention
of damage to people and national resources.

d2

Candidates must explain the impact of changes in external influences on
each of the two chosen businesses.

d3

Candidates must suggest and justify ways in which each of the two chosen
businesses could respond to changes in external influences.
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The following table indicates which criteriain the Assessment Evidence Grid meet which
assessment objectives:

Criterion AO1 AO2 AQO3
al U U U
a2 O g u
a3 O 0 U
bl O O O
b2 O g u
b3 U U g
cl O g O
c2 O 0 U
c3 O g U
dl U U U
d2 U g g
d3 O g U

6.4.3 Resources
This specification is supported by OCR approved Heinemann Texts.

Aninteractive cd rom is being developed by Dixons CTC. OCR believes that thismay be a
useful resource, but at the time of going to pressit has not been subjected to its quality
assurance procedures. Teacherswill need to use their professional judgement in ng the
suitability of the resource.

A rich source of relevant information can be located, with support, on the Internet. There are
many Internet sites geared to the content areas addressed by the specification, including those of
government organisations, businesses, pressure groups and educational support bodies
(governmental and non-governmental).

Examplesinclude:

www.bbc.co.uk/education — large educational website

www.bized.ac.uk — a dedicated educational website supporting business studies candidates and
teachers

www.greenpeace.org — the well known international environmental organisation
www.lsda.org.uk — the Learning and Skills Development Agency — contains useful support
materials for arange of subject areas.
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Texts written originally for the Foundation and Intermediate GNV Q specifications have
significant crossover with the content found in this specification. Centres should utilise text
books which they currently own in addition to any textbooks and support materias that might
be made available by publishersin the future.

Many larger businesses produce information packs written specifically for educational use.
These are often available free of charge by post, and increasingly more frequently, via download
from the website run by the businessin question. Some organisations gear materials to
candidate site visits or will support guest speaker visitsto Centres.

Local Chambers of Trade are useful sources of information, and may be ableto assist in
establishing business contacts. Trade Unions produce information packs on key employment
issues and legislation. High Street banks have aso proven to be very supportive when
addressing issues such as business ethics, finance, business planning, and economics.

A wide range of business related videos are available from speciaist suppliers. The BBC
produces many resources and programmes suitable for supporting this specification content.

6.4.4 Key Skills Mapping
Details on delivery are given in Section 4.

/2 thisunit contains clear opportunities for generating Key Skills portfolio evidence.

@ thisunit contains opportunities for developing the Key Skill, and possibly for generating
portfolio evidence if teaching and learning is focused on that aim.

O thereare no obvious opportunities for the development or assessment of the Key Skill in

this unit.
Criterion N IT WO PS LP
11 =) © = = =
1.2 (a) O
(b) P © © © O ©
(c) ©
1.3 P O © O
2.1 (=) = = = =
2.2 (a) O
A
(d) O
2.3 2 0 = = O
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7 Unit 2: People and Business

7.1  ABOUT THIS UNIT

One of the most valuable resources of any businessisits people. This unit helps you to
understand the roles played by people with different interests in a business and to look in detail
at the working relationships between employers and employees. It helps you to think about the
experience of business employees, about the recruitment and training process and how you
might apply for afirst job.

It gives you the opportunity to think about your rights and responsibilities as an employee but
also to put yourself in the position of an employer concerned with the interests of his/her staff.

Y ou will consider different ways in which businesses can be organised to ensure efficient
communications, good working relationships and clear lines of responsibility. The work of the
human resources department of a medium to large sized business will be the focus for detailed
investigation. Y ou will explore how technological changes allow new kinds of working practice
and new forms of communication.

Customers are very important stakeholders in any business. Y ou will explore the ways in which
abusiness communicates with its customers and ensures fair practice through customer services
departments. You will look at the part played by information and communication technology in
allowing direct contact between businesses and their customers world-wide.

Throughout this unit it is assumed that the term products includes both goods and services.

This Unit has links with Unit 1: Investigating business and Unit 3: Business Finance. It
prepares you for further education, training or employment.

You should be sdlective and include in your portfolio work from this unit that meets the
evidence requirements.

Thisunit is assessed solely through portfolio assessment.
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7.2  WHAT YOU NEED TO LEARN

7.2.1 Stakeholders

All businesses have stakeholders who have an interest in, or an influence on, the business.
Examples of stakeholdersinclude:

. Customers;

*  employees (including managers);

. owners and shareholders;

. the local community;

. the government;

e pressuregroups,

e suppliers;

e financiers.

Y ou will need to identify the main interests and expectations of the stakeholdersin the business

you are investigating. Y ou will aso need to understand how each type of stakeholder may have
influence on the business and how the business is responding to its stakehol ders.

7.2.2 Rights and Responsibilities of Employers and Employees

The success of a business depends on good working rel ationships between employers and
employees. Job roles and responsibilities need to be clear, the organisationa structure hasto be
well defined and there must be good lines of communication. Working arrangements are often
flexible so that everyone can adapt to changing business practices and make the best use of new
technologies. Everyone in work needs to know their legal rights and responsibilities and what
to do in the case of adispute.

7.2.3 Investigating Job Roles

For a business to be successful, everyone must know what they and others should be doing.
Y ou must understand how job roles are defined in business using:

e organisation charts;

e jobdescriptions.

Y ou need to investigate the key job rolesin amedium to large sized business including:

*  manager;
. supervisor;

. operative;

e support staff.
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Y ou must be able to analyse job roles in terms of ;

their key responsibilities;

their tasks or activities;

their job security;

decision-making and problem-solving;

skills, qualifications and persona qualities required;
the related pay and benefits.

7.2.4 Working Arrangements

Y ou need to know the basis of the formal agreements known as employment contracts which
are agreed by employers and employees. Employment contracts cover:

permanent and temporary, full and part-time work;
hours of work, including shift work, flexitime, overtime, breaks from work;

places of work, including offices, retail outlets, tele-working, mobile and home-based
working;

pay and benefits, including holidays.

Y ou must understand the importance of flexibility and why working arrangements may need to
change. Reasonsfor change may include the wish to:

increase productivity;

improve the qudity of products;

be more competitive than other businesses;
introduce new technology;

introduce team-working and multi-skill practices.

Y ou need to look at the effects of these changes on both employers and employees.

7.2.5 Rights of Employers and Employees

If employers and employees are to work well together, both groups need to know what is
expected of them. Y ou will need to understand what employers expect of employees.

Employers expect empl oyees to:

meet the terms of their contracts;
co-operate in meeting the objectives of the business;
follow health and safety regulations.
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Employees expect to be:

e  paid according to their contract;

e provided with a safe working environment;

e appropriately trained;

e permitted tojoin trade unions or staff associations;

»  alowed accessto any confidential computer records kept on them as employees.

The law provides protection for al employers and employees. Y ou need to know the main
principles behind current laws covering:

«  equal pay;

. discrimination linked to disability, gender and race;
e employment rights and working hours;

. health and safety;

e accessto information (e.g. personal records).

7.2.6 Resolving Disagreements

Disagreements at work can occur over the treatment of individual employees or groups of
employees. Locd, national and international organisations can be used where appropriate to
help resolve disputes. Y ou need to understand how disputes can be resolved using:

*  business grievance procedures,

e  negotiations with trade unions or other representative organi sations,

e employment tribunals;

e arbitration services (such asthe Advisory, Conciliation and Arbitration Service - ACAS -
for England, Scotland and Wales);

*  European Court of Justice.

7.2.7 Recruitment and Training

For abusiness to be successful, employees with the right skills and attitudes have to be recruited
and trained. The recruitment process has to be managed to meet the particular needs of the
business and to meet legal requirements. The right person for a new post can be found by
developing an existing employee or by recruiting new staff. Y ou need to think about your own
skills as a future employee and how best to present those to an employer.

Unit 2: People and business © OCR 2002
Oxford, Cambridge and RSA Examinations
GCSE in Applied Business (Double Award)



Recruitment

Y ou need to understand the activities carried out during the recruitment process including:

e identifying the vacancy;

e drawing up ajob description;

e drawing up aperson specification;

e advertising the vacancy;

e shortlisting applicants;

* interviewing applicants;

»  sdlecting and appointing the most appropriate candidate.

Y ou need to understand the legal and ethical rules which affect the recruitment process.

Personal Job Applications

When you apply for your first job, you will need to present a good record of your achievements
to date (your Curriculum Vitae - CV - or acompleted application form) and to prepare for an
interview or other job tests. Y ou need to consider the key features of agood CV, letter of
application and interview performance in terms of:

e describing your own skills;

* listing your achievementsin and out of school;

e identifying your range of interests;

e demonstrating your enthusiasm,

e what you might bring to thejob in the future.

Staff Development and Training

Y ou need to look at the different ways in which businesses can develop and train staff
including:

»  theuse of ongoing training for al staff;

» theuseof appraisal or performance reviews,

e retraining to use new technology or new working practices;

»  theuse of national awards such as Investors in People and National Training Awards.
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7.2.8 Customer Service

Y ou will learn about the importance of customers to business and how, by customer service,
businesses can compete with other businesses. Y ou will learn how businesses identify the needs
of different kinds of customers, what businesses include as part of customer service and how
they can make good use of employees and technology to improve the service. You will also
consider how customers are protected by the law.

Why Customers are Important

Businesses need to attract and keep good customers. Good customers provide regular sales
revenue and also information about the success of a product.

Good customer service will alow a business to:

. gain and retain customers;

e gan customer satisfaction and loyalty;

e  improve the image and reputation of the business;
e provideinformation about the product in use;

*  help abusinessto keep market share;

e increase saesrevenue and profits.

Customers and their Expectations

Y ou need to learn about the different types of customers served by businessincluding:

e interna customers (e.g. other sections within the same business);
e externa customers (e.g. individuals or other businesses).

(Information about different kinds of customer will have been collected as part of the work on
business competition in Unit 1: Investigating business.)

Customers’ expectations can include:

e good value products;

e rapid responseto enquiries;

e clear and honest information, for example about price and delivery;

» information about suitable products;

e helpwithindividua or genera issues;

e careand attention, for exampl e through direct person-to-person contact;
o  after-sales service.
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Customer Satisfaction

Businesses need to measure customer satisfaction in order to make improvements to the
products. This can be done by:

* analysing sales performance (e.g. sales levels, numbers of customers, loyalty card records);
»  recording the number of complaints and/or returned goods,

*  making comparisons with competitors.

Y ou need to know how businesses carry out market research to collect feedback from
customers. This can be done using:

e onthe spot questions from staff;

. observation;

e questionnaires, completed by person or by post;

. customer panels or interviews,

. awebsite;

. e-mail.

Investigating Customer Service

The features of customer service will vary between different businesses. Y ou need to look at
features such as:
* theproducts (e.g. quality, safety, packaging, clarity of information);

o dtaff (e.g. helpfulness, dress, accuracy of information, communication skills such as
telephone manner, managing a telephone conversation);

e premises(e.g. clean, well-signposted, accessible for disabled, range of facilities);

e delivery (e.g. availability, speed, reliability);

»  dfter-sales care (e.g. dealing with complaints, exchanging goods, guarantees and repairs);

»  other features (e.g. range of payment methods, customer care telephone lines, staff
training).

Y ou need to consider how new technology, especially the use of e-mail and business websites,
can be used to improve and devel op customer service.

Protecting the Customer

The law provides protection for both business and customer. Y ou need to understand the main
principles behind current consumer laws covering:

. health and safety;

. sale of products;

* labeling of products,

*  misuse of information.
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7.3

ASSESSMENT EVIDENCE FOR UNIT 2: PEOPLE AND BUSINESS

Y ou need to produce a portfolio based on your investigation of one medium to large business. In the portfolio you need to include information
you have collected on:
a the importance of stakeholders[7 marks];
b job roles and Contracts of Employment within the business [8 marks];
c employer/employee rights and responsibilities, including how the business deals with disputes [9 marks];
d employee recruitment [8 marks];
e further development and training (investing in people) [9 marks];
f customer service and customer protection [9 marks].
A typical candidate at grades GG, A typical candidate at grades DD, A typical candidate at grades BB, Mark | Max
FF, EE will: CC, BB will: AA, A*A* will:
al ldentify the stakeholdersin the a2 Explain the nature of the interest a3 Evaluate the extent to which each
business they are investigating. that each stakeholder hasin the stakeholder has an influence on the 7
0123 business. 45 business and how it operates. 67
b1l Describetheroles of three people b2 Explain the content of the Contract b3 Evaluate, using examples, how well
who have different responsibilities of Employment for one of the three the contract of employment
within their chosen business. people describesin bl including described in b2 meets the needs of
terms and conditions of the business and the employee. 8
employment and working Recommend and justify suitable
arrangements. changes to the Contract of
01234 56 Employment. 78
cl Describe, using examples from the c2 Explain, using examples, how the c3 Evaluate the extent to which the
selected business, the rights of the selected business resolves selected business ensures that a
employer and its empl oyees. disagreements with its employees good working relationship exists 9
over rights of employment or between the employer and its
01234 working conditions. 567 employees. 89
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d1 Describe the recruitment and d2 Explain why the business uses the d3 Evaluate the effectiveness of the
selection process that the business recruitment and selection process recruitment and selection process 3
uses to meet its staffing needs. described in d1 to meet its staffing and suggest improvementsto
0123 needs. 456 documentation and procedures. 7 8
el Describe the procedures that their €2 Analyse how effectively the e3 Usingthe analysisin €2, suggest
chosen business follows for: procedures described in el enable and justify alternative or additional
o staff training: people to perform their jobs well procedures to those described in el
o, o o
. and maintain a safe and secure that might improve the
* appraisal and performance working environment. effectiveness of employees and the
review, safety of the working environment. 9
* retraining for new technology or
new work practices;
e any national training initiatives,
* health and safety training.
01234 567 89
f1 Describethe rights of customers f2 Analyse how effectively the f3 Onthe basis of their analysisin f2,
under consumer law and identify customer service provision of the suggest and justify ways in which
the features within their chosen business meets the needs and customer service provision of the 9
business that contribute towards expectation of its customers. business could be improved to
good customer service. further meet the needs and
01234 567 expectations of customers. 89
Note: Although you will be given an interim mark out of 50 by your teacher, this might be adjusted by OCR to make Total 50
sure that your mark isin line with national standards.
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7.4  GUIDANCE FOR TEACHERS

7.4.1 Guidance on Delivery

This unit will be assessed internally through evidence in candidates' portfolios and it will be
important for Centres to guide candidates in the structure and devel opment of portfolio work.

Portfolio evidence will cover those aspects of the unit specification that are included in the
Assessment Evidence grid. Thisgrid includes al aspects of the What You Need to Learn
section of the specification.

There are three generic Assessment Objectives for the GCSE in Applied Business (Double
Award) and these have been allocated different weightings depending upon whether a unit is
internally or externally assessed. The weightings for this unit are asfollows:

AO1 Demonstrate and apply knowledge and understanding of the specified subject content
using appropriate terms, concepts, theories and methods to address problems and issues.

40%

AO2 Plan and carry out investigations of issues by gathering, selecting, recording and
analysing relevant information and evidence. 36%
AO3 Evauate evidence, make reasoned judgements and present conclusions. 24%

Asthe GCSE in Applied Business (Double Award) is designed to be a practical course, the
portfolio evidence for this unit will require candidates to apply their knowledge and
understanding of the subject area to specified business scenarios and issues. Therefore, they
will need to be prepared in advance by practising this application for avariety of different
business activities.

Candidates should be given opportunities to collect their own information on the business they
decide to investigate for their portfolio for this unit. They may be able to use a business where
they have had work experience or a part-time job, or where family or friends work.

Candidates should be encouraged to use a variety of sourcesto collect information on peoplein
business, not just the business they choose to investigate. This should help them to consider
theory alongside the practical aspects relevant to the chosen business.

Candidates should choose alarge to medium size business as these types of business are most
likely to have the range of information required to cover the assessment evidence adequately.

It may be appropriate for candidatesin a classto select different businesses to investigate and
then to share detailed information with other candidates, using written materials and/or an oral
presentation. It should be made clear to candidates however that portfolio evidence should be
individual and authentic.
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It is strongly recommended that candidates use ICT when presenting their materials, but it is not
arequirement.

The different topics within the What You Need to Learn section may require different
approaches to teaching and learning and a wide variety of resources to support this. This
guidance has been designed to assist the teaching and learning of this unit.

When selecting a medium to large sized business candidates should be encouraged to ensure
that the business they choose is large enough to cover information points and issues outlined in
the banner headline. Therefore it will need to be a business with arange of different types of
stakeholders as well as arange of functional areas, especially awell established and functioning
human resources department. It will aso need a functioning customer service department from
which candidates can find evidence on their chosen business' customer service policy and the
legal aspects of customer protection.

Stakeholders

Candidates will need to understand who the various types of stakeholdersin a business are and
what the main interests and expectations are of the stakeholders in the business they are
investigating. They will also need to understand the influences of each type of shareholder on
the business and how the business itself deals with its stakeholders.

Rights and Responsibilities of Employers and Employees

This area of the unit specification can be broken down into more manageabl e sections to enable
candidates to construct a clearer view of how people are organised, managed and treated within
the workplace.

Investigating Job Roles

Candidates will need to understand the uses of organisation charts and be able to explain, using
examples, key job roles and associated job descriptions.

Candidates should also show understanding of uses of ajob description and how this may be
used to define an employee’ s position in the business.

Candidates will need to understand, through investigation, three of the job rolesin a particular
functional area. Thisagain could relate to work experience, a part-time job or an areain which
family or friends work, if thisis applicable to the business they are studying.

Candidates will need to explain or analyse these job rolesin relation to the bullet pointsin the
Investigating Job Roles sub-section of the What You Need to Learn section.
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Working Arrangements

Candidates will need to understand the main features of Employment Contracts as well as their
legal basis. They should cover at least those points outlined in this part of the What You Need to
Learn section.

Candidates will also need to understand the importance of flexibility and the reasons why
working arrangements may need to change. They will need to understand the effects of these
changes on employers and employees and recognise that any such changes may require a
change in Employment Contracts. It may be possible here to use arole play involving
management and workforce representatives discussing changes in working arrangements.

Rights of Employers and Employees

Candidates will need to understand the expectation of employers and employees on each other.
This can be related to the legal issues surrounding employment such as Employment Law and
Health and Safety Legislation. Thereforeit isimportant that candidates are able to understand
how the business they are investigating ensures the rights of its employees and in particular how
they ensure their health and safety at work.

It is not necessary to go into detail on any aspects of law relating to empl oyer/employee rights
but it isimportant that candidates are aware of the main aspects and principles of relevant
current legidation and are able to relate this to the business under investigation. Here again
there is the potential for arole play activity to be used where candidates take
employer/employee roles to consider a Health and Safety or Discrimination issue.

Resolving Disagreements

Candidates will need to understand the procedures and legidation available for resolving
disagreements at work which involve individuals or groups and show understanding of how
disputes and grievances can move from alower stage to a higher stage if agreement is not
reached.

It is not necessary to go into detail on aspects of processes or legidation involved but candidates
should show understanding of main principles.

Candidates should also be able to relate these processes and legidation to the organisation under
investigation and show or suggest how it deals with disagreementsin practice.

Recruitment

Candidates will need to understand and explain the activities carried out during the recruitment
process and show why the recruitment processis structured in a specific way. They should be
able to describe the activities involved and where possible relate them to the business they are

investigating.
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They must also draw up a CV and aletter of application for ajob of their own choice. This
might, for instance, be a post advertised in aloca newspaper.

Support materials and activities relating to this aspect of the specification can be found in many
of the businesstexts available as well asin the teacher resource packs. CV support materials
can also be found on word processing programs in the form of wizards. Teachers may also want
to take this a step further and set up mock interviews for candidates based on the above CVs and
letters of application.

A role-play could be conducted, with each candidate taking the role of interviewer and
interviewee. Therole-play could be donein small groups with a panel of candidates conducting
interviews of their peers or a one-on-one situation where candidates interview each other.

Staff Development and Training

Candidates will need to understand the variety of methods businesses use to develop and train
their staff and be able to explain why they are important. They also need to understand the
principles behind Investors In People and Nationa Training Awards.

They should then be able to relate their understanding to the businesses they are investigating.
This could possibly be done by using arole play situation where candidates take part in a mock
appraisal.

Candidates will need to relate to the three job roles identified in the Investigating Job Roles sub-
section of this Teacher Guidance section and describe the induction and training experienced by
the three people in those roles. It may be relevant here to identify potential health and safety
risks for the same three people and explain what the business does to aleviate them.

Customer Service

Candidates will need to understand why it isimportant for businesses to attract and keep good
customers, the rationale involved in doing this and the processes businesses apply to try and
ensure this happens. They will then need to investigate how the business they are investigating
applies customer service issues, describe how it does this and consider the levels of quality of
customer service used by the business.

Customers and their Expectations

Candidates will need to explain the importance of internal customers. They will need to
consider their importance in terms of organisation, quality, speed of delivery and lowering of
costs (less rejects and re-working).

They should also be able to describe the expectations of external customers and explain how
meeting these expectations through good customer service will help to retain and attract
customers.
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Customer Satisfaction

Candidates will need to understand the techniques used by businesses to measure customer
satisfaction and how this enables them to make improvements to products, packaging,
deliveries, etc.

One suggestion for an approach to teaching and learning here might be for candidates to choose
aproduct and suggest ways in which it could potentially be improved. This could be done asa
class exercise or better candidates may want to use it as portfolio evidence. This could be fed
back to the rest of the classin the form amini presentation.

Candidates will also need to understand how businesses carry out market research and why, and
should be able to describe the various methods used.

Investigating Customer Service

Candidates will need to understand that customer services will vary between different
businesses. However, they will need to look at the variety of customer service features within
the organisation they are investigating and be able to describe them and explain how they
enhance customer service.

Candidates a so need to understand and explain the use of new technology, especially e-mail
and websites, and how this might be used to improve and devel op customer service.

Protecting the Customer

Candidates will need to understand how consumer law provides protection for consumers. Itis
not necessary to cover the detail of the various aspects of consumer law but candidates should
be aware of the rationale behind the main principles outlined in the Protecting the Customer
section of the unit specifications.

7.4.2 Guidance on Assessment

Centres will need to consider carefully the best format for portfolio assessment. For candidates
on atwo year course, Centres may wish to complete one portfolio assessment per year. For
those candidates pursuing a one year course, Centres may wish to follow a semester based
model.

Candidates at thislevel are unlikely to have much experience in analysis and eval uation and will
need to be taught these skillsif they are to achieve higher grades.
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Regular, early and constructive feedback to candidates on their performanceis essential and
crucial. Help with planning and structuring their portfolio work in alogical manner throughout
the course will lead to better understanding of their work and is likely to achieve higher grades.
Giving candidates deadlines for completion of the various sections of their work, and
encouraging them to adhere to them, is also essentia if candidates are not going to rush to
complete and possibly finish up with grades below their potential.

Each portfolio should be marked by the teacher according to the criteriain the Assessment
Evidence Grid in Section 7.3 (exemplification for which is given later in this section).
Photocopiable masters will be supplied and will be sent to Centres at the start of the course.

Each row in the grid comprises a strand showing the development of a given criterion, each row
corresponding to a point (a, b, ¢ etc.) in the banner.

Please note that the second column describes the work of atypical candidate working at grades
DD, CC and the lower half of grade BB whilst the third column describes the work of atypical
candidate working at the upper half of grade BB, grades AA and A*A*.

The maximum mark for each criteria strand is shown in the right hand column.

Teachers use their professional judgement and circle the mark that best fits the work of the
candidate and also recordsiit in the column headed Mark.

Centres should use the full range of marks available to them; Centres must award full marksin
any band for work which fully meets the criteria. Thisiswork which is*the best one could
expect from candidates working at GCSE (Double Award) level’.

Only one mark per strand/row will be entered. The final mark for the candidate is out of atotal
of 50 and is found by totalling the marks for each strand.

Example: For a candidate’ swork that comfortably satisfies criterion b2 and may be perceived
as equivalent to the work of a grade CC candidate, a mark of 6 should be awarded on the scale
for this strand of 0-8.

A typical candidate | A typical candidate A typical candidate
at grades GG, FF, at grades DD, CC, at grades BB, AA, Mark| Max
EE will: BB will: A*A* will:
b1l Describetheroles b2 Explain the content b3 Evaluate, using
of three people of the Contract of examples, how well
who have different Employment for one the contract of
responsibilities of the three people Employment
within their chosen describesin bl described in b2
business. including termsand meets the needs of
conditions of the business and 6 8
employment and the employee.
working Recommend and
arrangements. justify suitable
changesto the
Contract of
01234 56 Employment. 78
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The further guidance below clarifies the criteriain the Assessment Evidence Grid and will help
you to determine the appropriate mark to be awarded for each strand. The marks should then be
added to give atotal mark out of 50. Section 2.7.1 explains how this mark will be converted to

unit grades.
Criterion Exemplification

al Candidates must select a medium to large-sized business on which to base
their investigation. They must identify the stakeholders for the chosen
business from:
e customers,
e employees (including managers);
* ownersand shareholders;
» theloca community;
»  thegovernment;
*  pressuregroups,
o suppliers;
» financiers.

a2 For each stakeholder that has been identified, the candidate must explain the
nature of the interest in the business. They must show an understanding of
the different groups of people who are directly affected by the activities of
the business and those who are less directly affected. Candidates should
show what aspects of the business affect which stakeholders, indicating a
good understanding of differences between stakeholders (for example why
shareholders’ interests may be similar to, or different from, the local
community; why the employees’ interests may be similar to, or different
from, thelocal community).

a3 Candidates must evaluate the extent to which each stakeholder has an
influence on the business and how it operates. The evidence should show
that stakeholders' interests may vary, depending on the different features of
the business. Candidates should also show they understand that some
stakeholders are more powerful than others, why thisis, and how they exert
their influence on the business.

bl Candidates must investigate and explain the roles of three people who have
different responsi bilities within the chosen business (for example manager,
supervisor, operative, support staff). They must explain:
*  Kkey responsibilities;
* taskgdactivities,
e job security;
e decision-making and problem-solving;
e skills, quaifications and personal qualities required;
* related pay and benefits.

b2 Candidates must draw up a Contract of Employment, which includes the
terms and conditions of employment and working arrangements, for one of
the three people investigated.
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Criterion

Exemplification

b3

Candidates must evaluate, using examples from the chosen business, how
well the Contract of Employment meets both the needs of the business and
the needs of the employee. Based on this evaluation candidates must
recommend and justify changes to the Contract of Employment, whilst
keeping within appropriate legidative constraints.

cl

Candidates must show that they understand the rights of the employer and
its employeesin respect of both general expectation and rights based in law.

c2

Candidates must explain, using examples, how the sel ected business resolves
disagreements with its employees over rights of employment or working
conditions.

c3

For the chosen business, candidates must evaluate to what extent a good
working relationship exists between the employer and its employees, and
how this relationship is maintained and improved.

dl

Candidates must describe the recruitment and selection process that the
chosen business uses to meet its staffing needs. Candidates must include
each of the stages from identifying the vacancy to selecting the most

appropriate applicant.

d2

For the chosen business, candidates must explain why the recruitment and
selection processes described in d1 are followed. It isexpected that
candidates will demonstrate understanding of both general legidative
reasons, and reasons particul ar to the business, in terms of sector (for
example security checks for airport staff) or other factors.

d3

Candidates must evaluate the effectiveness of the selection process and
suggest improvements to documentation and procedures. Theinclusion of
recruitment documentation would aid the process of moderation.

el

For the chosen business, candidates must describe the proceduresfor:
e dtaff training;

e appraisa and performance review;

e retraining for new technology or new work practices,

e any national training initiatives;

e hedth and safety training.

Candidates must analyse how effectively the chosen business uses al the
procedures described in el to enable people to perform their jobs well, and
maintain a safe and secure working environment. Candidates should use
examplesto illustrate this analysis drawn from the business investigated.

For the chosen business, candidates must suggest and justify any alternative
or additional procedures that might improve the effectiveness of employees
and the safety of the working environment. Suggestions must be made on
the basis of the investigation undertaken for €1 and 2.
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Criterion Exemplification

f1 Candidates must describe the rights of customers under consumer law.
Candidates should show a general understanding of appropriate legislation
such as:

e Trade Descriptions Act 1968;

e Headlth and Safety at Work Act 1974,
»  Safety Signs Regulations 1980;

o  DataProtection Act 1998;

*  Consumer Protection Act 1987,

e Saleand Supply of Goods Act 1994,

They must also, using examples from their chosen business, identify the
features that contribute towards good customer service (for example
products, staff, premises, ddivery, after-sales care, advice, range of payment
methods).

f2 Candidates must investigate and anayse how effectively the customer
service provision of the chosen business meets the needs and expectations of
its customers (for example good value products, response to enquiries,
quality of information and advice, care and attention, after-sales service).

f3 Candidates must suggest and justify ways in which the customer service
provision of the chosen business could be improved to further meet the
needs and expectations of customers. These suggestions must be based on
the investigations undertaken for f1 and 2.
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The following table indicates which criteriain the Assessment Evidence Grid meet which

assessment objectives:

>
O
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Criterion AO2

AQO3

al

a2

a3

bl

b2

b3

cl

c2
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d2

d3
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7.4.3 Resources

This specification is supported by OCR approved Heinemann Texts.

Aninteractive cd romis being developed by Dixons CTC. OCR believes that thismay be a
useful resource, but at the time of going to press it has not been subjected to its quality
assurance procedures. Teacherswill need to use their professional judgement in assessing the

suitability of the resource.

A rich source of relevant information can be located, with support, on the Internet. There are
many Internet sites geared to the content areas addressed by the specification, including those of
government organisations, businesses, pressure groups, and educational support bodies

(governmental and non-governmental).
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Examplesinclude:

www.bbc.co.uk/education — large educational website

www.bized.ac.uk — a dedicated educational website supporting business studies candidates and
teachers

www.which.com — comsumer affairs website

www.lsda.org.uk — the Learning and Skills Development Agency — contains useful support
materials for arange of subject areas.

Texts written originally for the Foundation and Intermediate GNV Q specifications have
significant crossover with the content found in this specification. Centres should utilise text
books which they currently own in addition to any textbooks and support materias that might
be made available by publishersin the future.

Many larger businesses produce information packs written specifically for educational use.
These are often available free of charge by post, and increasingly more frequently, via download
from the website run by the business in question. Some organisations gear materials to
candidate site visits or will support guest speaker visitsto Centres. Many retail organisations
are able to provide excellent information and materials on customer service standards setting,
training and monitoring.

Loca Chambers of Trade are useful sources of information, and may be able to assist in
establishing business contacts. Trade Unions produce information packs on key employment
issues and legislation. High Street banks have also proven to be very supportive when
addressing issues such as business ethics, finance, business planning, and economics.

A wide range of business related videos are available from specialist suppliers. The BBC
produces many resources and programmes suitable for supporting this specification content.
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7.4.4 Key Skills Mapping

Details on delivery are given in Section 4.

/2 thisunit contains clear opportunities for generating Key Skills portfolio evidence.

@ thisunit contains opportunities for developing the Key Skill, and possibly for generating

portfolio evidence if teaching and learning is focused on that aim.

O  thereare no obvious opportunities for the development or assessment of the Key Skill in

this unit.

Criterion C N IT WO PS LP
1.1 =} =} = = U
1.2 2 = = = O 0
1.3 2 =) = =~
2.1 (=) = =) =~ 0

2.2 (a) =
I O R R
(d) 0
2.3 2 = = = =~
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8 Unit 3: Business Finance

8.1 ABOUT THIS UNIT

This unit gives you an introduction to business finance. Y ou will look at the importance of
keeping track of flows of money into and out of a business and how businesses can measure

their performance through keeping accounts. Y ou will find out the value of ICT to businesses

in helping them to manage their finances and to plan ahead using spreadsheet programmes.
Estimates of costs and revenues allow businesses to plan and, if necessary, borrow money to
finance new developments. Y ou will learn about simple recording systems, how to interpret
financial documents and how to identify different options for businesses when faced with
financial decisions. You will find out how ICT can be used to record and communicate
financial transactions to reduce costs.

Throughout this unit it is assumed that the term products includes both goods and services.
This unit has links with Unit 1: Investigating business and Unit 2: People and business.

Thisunit isassessed solely through an externally set test.
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8.2  WHAT YOU NEED TO LEARN

8.2.1 Investigating the Flow of Financial Documents Used to Make
a Business Purchase

When a business buys or sells goods and services, a variety of financial documents are
completed in sequence. Businesses must be aware of these documents and how and when they
should be completed. Y ou will need to understand the purpose of each document and the part it
plays in the sequence of ordering, checking, recording and paying for goods and services. You
will need to be able to complete examples of each accurately and understand how important
accuracy in such documentsisfor businesses. Y ou will need to understand how these financial
documents provide the basic information for business accounts.

The documents include;

. purchase orders,

. delivery notes,

. goods received notes;

. invoices,

. credit notes;

. statements of account sent by the business;

. remittance advice dips;

. cheques;

*  recepts.

Some businesses produce documents by hand, others use ICT to automate some parts or al of
the process. Y ou will need to find out about computerised accounting systems and understand

the advantages and disadvantages of using them. Businessesare likely to gain areal
competitive edge through the effective use of ICT systems.

8.2.2 Investigating Methods of Making and Receiving Payments

A business makes payments for what it buys and receives payments for goodsit sells or services
it provides. You will need to find out about a number of cash and non-cash payment methods,
including:

. cash;

. cheque;

. credit card;
. debit card;

. credit transfer/direct debit.

Y ou will need to understand how each payment method works, what costs are involved for the
buyer and the seller and how much time each method of payment takes.
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8.2.3 Covering the Costs of a New Product or Service

When businesses are planning to produce a new product, they must carefully work out the costs
involved and the revenue they are likely to make from selling the product.

For a business which you study, you will need to be able to identify its sources of revenue and
the following costs:
*  start-up costs,
*  running costs.

Start-up costs are those which need to be met before a business can start selling the new
products. These include paying for market research and buying premises, machinery and
fixtures and fittings.

Running costs are those which need to be met so that a business can go through the day-to-day
process of producing and selling its goods/services. These include advertising the product,
paying rent on the premises, paying for power to run the machinery, paying government taxes
on sales and paying for raw materials and workers' wages.

Y ou will also need to be able to recognise typical costs and revenues involved in arange of
businesses (e.g. in manufacturing, retailing and service industries).

Y ou need to recognise the role played by ICT in helping to reduce costs. For example, the use
of bar codes to record sales makes it possible to keep very low levels of stock and this reduces
the costs of both buying and storing goods.

8.2.4 Using a Cash-flow Forecast

Businesses try to predict what money they will have coming in and what money they will need
to pay out. If they do not do this, they may run out of money and may struggle to survive asa
business.

Y ou will need to understand how preparing and using a cash-flow forecast can help businesses
to decide whether or not to:

e produce new goods or services;

. invest in new resources;

. carry out new activities,

e expand or reduce existing activities.

Y ou will need to identify which are:

» inflows - salesrevenue, loans from banks, grants from government;

»  outflows - payments for raw materials, wages, rent, interest on loans, telephone, new
machinery, taxes.
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Y ou will need to be able to complete a simple cash-flow forecast that shows the total inflows
and outflows and the balance of money. Y ou need to recognise the advantages and
disadvantages of using spreadsheets to build cash-flow forecasts.

Y ou need to be able to interpret a cash-flow forecast and identify possible problems, such as
regular outflows outstripping inflows, larger than expected bills or too large alevel of surplus
cash.

Y ou need to be able to construct a simple spreadsheet to record costs and revenues for a
business. Y ou will learn how to use a spreadsheet to predict the impact of changes in costs on
the inflows and outflows of cash.

8.2.5 Using a Budget

Businesses use budgets to forecast their short-term expenditures and revenues. Budgets contain
the expenditure targets drawn up by separate departments and by the business as awhole. They
can cover time periods from between a month to several years, but typically run for ayear.

Y ou need to understand how the preparation and use of a budget can help a businessto:

e planitsexpenditure;
e check on its performance.

8.2.6 Calculating the Break-even Point

A business activity only makes a profit when the revenue from salesis greater than the cost of
supplying the goods or service. Break-even isthe point at which total revenue equalstotal costs.
Businesses need to know the amount of goods or services they have to produce in order to break
even.

To work out the break-even point of a business, you will need to know:
e variable costs (e.g. cost of raw materials) - these are running costs that are directly related
to how much is produced by the business;

» fixed costs (e.g. costs of overheads such asrent, rates and insurance) - these must be paid,
however much the business produces;

* therevenuethat will be received from sales of the goods or service.

Y ou will need to calculate the point at which a business activity breaks even using a break-even
chart or the formula:

Break-even point = fixed costs

(selling price per unit less variable cost per unit)

Y ou need to be able to use a break-even chart to estimate the likely profitability of a business
activity and to help make decisions about changing costs or revenues.
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8.2.7 Calculating the Profit or Loss of a Business

Thelevel of profit or loss can be found from a break-even chart, but it can also be
calculated using a profit and loss account. Thisrecords:

. sales;

. cost of saes;

e grossprofit;

. overheads/expenses,

e net profit.

Y ou will need to understand the format of a profit and loss account and how calculations of
profit or loss are made for a business activity.

Some businesses do these cal culations manually, others use computer applications. Y ou will
need to understand the advantages and disadvantages of using a computer to record and
calculate profit and loss statements and break-even charts.

8.2.8 Understanding a Balance Sheet

A balance sheet provides a snapshot of the financial position of abusinesson a
particular date. It shows the assets and liabilities of the business at that date. The
bal ance sheet records:

e capita or owners funds (shareholders funds)
o liabilities

o fixed assets

e current assets

Y ou will need to understand the format of a balance sheet, and how calcul ations of
assets and liabilities are made for a business activity.

8.2.9 The Importance of Business Accounts

Business accounts should provide an accurate picture of the financial health of a business.
Different stakeholdersin the business may be interested in different aspects of the profit and
loss account and the balance sheet. Y ou need to explore how these documents could be of
interest to:

*  shareholders;

*  managers;

e employess;

*  banks;

*  customers.
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8.2.10 Sources of Business Finance

A new businessislikely to be financed by a mixture of the owners' fundsand loans. Once
underway, a business might seek to finance new devel opments using profits from sales.
Companies with shareholders as owners can issue new shares. Y ou need to understand why
businesses may use different sources of finance for different purposes. Y ou need to know why
a business may prefer to use the following sources of finance:

owners funds;
profits;

loans;

government grants;
hiring and leasing;
issuing shares;
selling assets;
venture capital.

8.2.11 Financial Planning

Like any preparation for the future, abusiness has to make assumptions and estimates about the
months ahead. Income and spending estimates are made for both departments and for the whole
business, usually for 12 months at atime. Cash-flow forecasts can help to provide amore
detailed picture of what is happening or might happen from month to month.

Y ou need to find out how such financial plans are of useto:

business departments;

the business as awhole;

investorsin the business,

creditors who might lend money to the business.

Y ou need to understand how financial documents can be used to plan for:

an expansion of a business;
the costs of unexpected events;
reductions in the costs of the business.
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8.3 GUIDANCE FOR TEACHERS

8.3.1 Guidance on Delivery
This unit will be externally assessed by a one and a half hour examination.

Asthe GCSE in Applied Business (Double Award) is designed to be an applied vocational
course, the examination for this unit will require candidates to apply their knowledge and
understanding of the subject area to specified business scenarios and issues. Therefore, they
will need to be prepared in advance by practising this application for avariety of different
business activities.

The different topics within the What You Need To Learn section may require different
approaches to teaching and learning and a wide variety of resources to support this. This
guidance has been designed to assist the teaching and learning of this unit.

It is not necessary to devise a scheme of work that follows the order laid out in the What You
Need to Learn section of the specification. Tutors may find it useful to group the financia
planning, budgets, cash-flow and breakeven together for instance as these are all related topics.

Investigating the Flow of Financial Documents Used to Make a Business Purchase

Candidates will need to understand why different documents are used, what information they
contain and the sequence in which they move between the buyer and seller. Asthey are also
required to complete examples of these documents accurately, and check for errorsin given
examples, they will need alot of practice.

One suggestion for an approach to teaching and learning is to ask the candidates to produce a set
of documents, using ICT, for their own chosen business. Inserting logos or pictures can be fun
and this could also produce evidence of competence in the Information Technology Key Skill.

A role-play scenario could then evolve between two candidates buying from, and selling to,
each other and completing the appropriate documentation.

Examples of documents containing errors also need to be given to candidates, as they need to
learn how to check these documents for accuracy.

Examples of likely errorsinclude:

e wrong date or no date on cheques;

e wrong catalogue numbers,

e wrong amount ordered or delivered;

*  lack of signature/authorisation;

* incorrect calculationsi.e. for VAT or sub-totals.
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Candidates need to check for errors but also to understand the consequences of any of these
errors going undetected before the documentation isissued to buyers or sellers.

Investigating Methods of Making and Receiving Payments

Candidates need to |earn and understand the given payment methods in the specification. They
also need to be able to identify when a particular method is more appropriate for agiven
situation.

They need to understand that some methods enable payment to be made immediately whilst
others have atime delay. They also need to understand the costs involved, if any, to buyers
and/or sellers.

Once again, alot of practiceis needed for thistopic area as, generally, candidates at this level
will have little or no experience of any payment methods except cash.

Covering the Costs of a New Product or Service

This section requires candidates to understand the difference between start-up and running costs
for anew initiative. It could be taught in conjunction with cash-flow forecasting, as candidates
need to be able to determine whether a project islikely to be successful.

They will need practice in recognising the different types of costsinvolved in the different types
of business aslisted in the specification.

Thefinal section on the use of ICT relates specifically to how ICT can help reduce costs. It
might be beneficial to candidates if all of the advantages and disadvantages of using ICT could
be covered as a separate topic, perhaps at the end of teaching. It could be afina project that
draws together al the ICT threads running through the unit.

Candidates could undertake an investigation into areal business (school or college if other
businesses are not possible) and its use of ICT. This could link with Unit 1: Investigating
business, where candidates have to investigate two businesses and their use of ICT when
communicating.

Outcomes from the project could be in written format (booklet for use by new businesses
perhaps), posters or a class presentation.
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Using a Cash-flow Forecast

Candidates need to understand how to compl ete a simple cash-flow forecast and interpret what
the balancing figures represent.

The specification identifies a variety of situations in which a cash-flow forecast might be used
and candidates need to practise each given example. This could lend itself to agroup
presentation where teams are given figures and different scenarios for proposed changes to
business activities. Using what if scenarios they could prepare cash-flow forecasts that indicate
if the proposal should go ahead or not.

Candidates need to understand the predictive nature of cash-flow forecasts and the fact that a
positive cash balanceis not an indicator of profitability.

The examination requires that information should be presented in a spreadsheet format so this
section really lendsitself to the use of ICT. If asked to calculate cash-flows when sales are
predicted to be £X and then calcul ate the difference if estimates changeto £Y, candidates will
soon appreciate the benefit of using ICT and formulae.

Using a Budget

Candidates will need to understand how and when budgets are used. They will also need to
know how businesses check performance through the analysis of variances between budget and
actual figures.

Candidates will not be expected to compile budgets themselves, but may need to interpret
information in a given budget format. They need to understand how budgets can be used to plan
when expenditure should take place and how much.

They aso need to know that budget holders have to authorise payments which is an effective
method of controlling expenditure. It prevents excessive spending on unnecessary items and
helps to prevent fraudulent purchases by unauthorised personnel.

Calculating the Break-even Point

Candidates need lots of practicein calculating breakeven using both charts and the given
formula. They will not need to learn the formula as it will be given in the examination paper if
needed. They will need to know the difference between fixed and variable costs. One common
error to avoid relates to variable costs. The breakeven chart shows fixed costs and total costs,
not variable costs.

Tota costs = Fixed costs + Variable costs

Thetotal cost line starts at the point at which the fixed cost line hits the Y -axis and not zero (0).
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Calculating the Profit or Loss of a Business

At thislevel there is no need to cover double-entry bookkeeping or methods of accounting.
Candidates need to understand the difference between purchases and expenses or overheads. It
might be useful to start to introduce the concept of fixed and variable costs, asthiswill be
needed for breakeven later on.

However, for the purpose of calculating profit/loss, candidates will need to understand:

Sales— Cogt of Sales = Gross Profit
Gross Profit — Expenses = Net Profit

It will not be necessary to complicate cost of sales with any reference to opening and closing
stock. At thislevel, candidates will only need to understand that cost of sales is either the cost
price of buying in finished goodsto sell on at a profit, or the variable costs of producing a good
or providing aservice.

They will need to be familiar with a smple Profit and Loss Statement format

If candidates are encouraged to prepare a Profit and Loss Statement using ICT, preferably using
formulae, this could assist them in their understanding of how ICT can be used to record and
calculate profits/losses.

Understanding a Balance Sheet

Candidates need to understand the different parts of a balance sheet aslisted in the specification.
They aso need to understand what the two balancing figures signify, i.e. that the total amount of
money used to fund the business should be the same as the net total of assets less short-term
debts. It isaway of checking that al the money received to finance the business has been
accounted for. It isalso an at a glance check on the net worth of the business at any given point
intime.

Candidates will need to practise compiling a simple balance sheet and recognise the difference
between fixed and current assets and short term liabilities.
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The Importance of Business Accounts to Stakeholders

This section isreally concentrating on the reason why accounts are prepared. The main focusis
on theinterest that the listed stakeholders may have in the financia health of the business. Itis
necessary for candidates to look beyond profit and understand how the different calculations
within both the Profit and Loss Statement and the Balance Sheet may be of specific interest.

For example:

»  shareholders may be interested in the balancing figure on the Balance Sheet asthis
represents the net worth of the business, which has an impact on the market value of
shares,

»  employees may like to look at the bank/cash figures as they could indicate the ability of the
business to pay their wages,

*  banks may beinterested in the value of current assets as these are liquid assets that can be
converted to cash if necessary to make loan repayments or pay of an overdraft.

Sources of Business Finance
Candidates need to understand all the sources of finance listed in the specification.

In the examination they may be given a scenario and asked to suggest the most appropriate
sources of finance. They will need to understand the relative cost of the different sources (either
physical cost such as interest payments or opportunity cost) and the level of risk involved for the
business.

Financial Planning

This section looks at the need for, and the methods that can be used for, financial planning. Itis
closely linked with the sections on cash-flow, breakeven, budgets and sources of finance.

Candidates need to understand that in addition to the everyday planning requirements for
running a business, other planning or forecasting is needed if any changes are to be made to
business activities.

Generaly most businesses plan the level of expected expenditure for ayear and set
departmental budgets accordingly. However, the planned introduction of a new product or
service will require different planning such as:

e planning where the finance will come from;

e planning abudget for Research and Development or advertising;

»  forecasting expected profit levels through breakeven;

»  forecasting the expected revenues and expenses and estimating cash-flows.

The teaching of this section should be combined with those mentioned above and could be

taught in the context of amini business plan or in conjunction with the Y oung Enterprise
initiative.

© OCR 2002 Unit 3: Business finance 93
Oxford, Cambridge and RSA Examinations
GCSE in Applied Business (Double Award)



8.3.2 Guidance on Assessment

Examination Tips

It isvery important for candidates to be prepared in recognising key or trigger wordsin
questions on the paper. Some examplesinclude:

*  Outline/ldentify abrief description or list will suffice;
*  Describe/Explain more depth isrequired in answers;

 Analyse formulate conclusions from calcul ations or from looking at different
angles of a business issue (advantages and disadvantages perhaps)

e Evaluate make a reasoned judgement as to the outcome of a situation based upon
analysis and given information;

*  Suggest/Justify  make a suggestion or recommendation to the business based upon
analysis of asituation. Justify by commenting upon why you have
made that particular suggestion or recommendation, giving reasons.

Candidates at thislevel are unlikely to have had much, if any, experiencein analysis and
evaluation and will need to be taught these skillsif they are to achieve the higher grades.

Timing of answersisalso crucia. If there are 100 marks to be gained on a one and a half hour
paper, that can equate to just under one minute per mark. So a 10 mark question could be
allocated eight minutes in answering.

Thisis not an exact science and some types of question, such as performing calculations and
evaluating the answers, need more time pro-rata than merely descriptive answers. However,
there is much to be gained in making candidates aware that writing more will not necessarily
gain them more marks. A five mark question cannot be allocated any more than five marks
even if acandidate has written two sides of A4 in their answer.

It isimportant to make use of the specimen examination paper for this unit as a practice for the
rea thing. This should be used under simulated examination conditions so that candidates are
able to practise timing techniques and can practise their approach to the trigger words in some
guestions.

Early and constructive feedback to candidates on their performanceis crucial, especidly if there
is something that they are getting wrong and need to practise more.
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8.3.3 Resources
This specification is supported by OCR approved Heinemann Texts.

Aninteractive cd rom is being developed by Dixons CTC. OCR believes that thismay be a
useful resource, but at the time of going to pressit has not been subjected to its quality
assurance procedures. Teacherswill need to use their professional judgement in assessing the
suitability of the resource.

A rich source of relevant information can be located, with support, on the Internet. There are
many Internet sites geared to the content areas addressed by the specification, including those of
government organisations, businesses, pressure groups, and educational support bodies
(governmental and non-governmental).

Examplesinclude:

www.bbc.co.uk/education — large educational website

www.bized.ac.uk — a dedicated educational website supporting business studies candidates and
teachers, containing avirtual company set up to examine financial issues.

www.lsda.org.uk — the Learning and Skills Development Agency — contains useful support
materials for arange of subject areas.

Many companies now post their prospectuses on their own website for inspection by
shareholders.

Most major financial ingtitutions have an established Internet presence.

Texts written originally for the Foundation and Intermediate GNV Q specifications have
significant crossover with the content found in this specification. Centres should utilise text
books which they currently own in addition to any textbooks and support materials that might
be made available by publishersin the future.

Many larger businesses produce information packs written specifically for educational use.
These are often available free of charge by post, and increasingly more frequently, via download
from the website run by the business in question. Some organisations gear materials to
candidate site visits or will support guest speaker visitsto Centres.

Loca Chambers of Trade are useful sources of information, and may be ableto assist in
establishing business contacts. Trade Unions produce information packs on key employment
issues and legislation. High Street banks have also proven to be very supportive when
addressing issues such as business ethics, finance, business planning, and economics.

A wide range of business related videos are available from specialist suppliers. The BBC
produces many resources and programmes suitable for supporting this specification content.
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8.3.4 Key Skills Mapping

Details on delivery are given in Section 4.

2
©

this unit contains clear opportunities for generating Key Skills portfolio evidence.
this unit contains opportunities for developing the Key Skill, and possibly for generating
portfolio evidence if teaching and learning is focused on that aim.

O  thereare no obvious opportunities for the development or assessment of the Key Skill in
this unit.
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