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Sample Schemes of Work and Lesson Plans
GCSE Business and Communication Systems

OCR GCSE in Business and Communication Systems: J230

Unit A266: Developing business communication systems
This Support Material booklet is designed to accompany the OCR GCSE Business and Communication Systems specification for teaching from September 2009.
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Introduction

Background

Following a review of 14–19 education and the Secondary Curriculum Review, the Qualifications and Curriculum Authority (QCA) has revised the subject criteria for GCSEs, for first teaching in September 2009. This applies to all awarding bodies.

The new GCSEs have more up-to-date content and encourage the development of personal, learning and thinking skills in your students.

We’ve taken this opportunity to redevelop all our GCSEs, to ensure they meet your requirements. These changes will give you greater control of assessment activities and make the assessment process more manageable for you and your students. Controlled assessment will be introduced for most subjects.

OCR has produced a summary brochure, which summarises the changes to Business and Communication Systems. This can be found at www.ocr.org.uk along with the new specification.
In order to help you plan effectively for the implementation of the new specification we have produced these Schemes of Work and Sample Lesson Plans for Business and Communication Systems. These Support Materials are designed for guidance only and play a secondary role to the Specification.  
Our Ethos

OCR involves teachers in the development of new support materials to capture current teaching practices tailored to our new specifications. These support materials are designed to inspire teachers and facilitate different ideas and teaching practices.
Each Scheme of Work and set of sample Lesson Plans is provided in Word format – so that you can use it as a foundation to build upon and amend the content to suit your teaching style and students’ needs.

The Scheme of Work and sample Lesson Plans provide examples of how to teach this unit and the teaching hours are suggestions only. Some or all of it may be applicable to your teaching. 
The Specification is the document on which assessment is based and specifies what content and skills need to be covered in delivering the course. At all times, therefore, this Support Material booklet should be read in conjunction with the Specification. If clarification on a particular point is sought then that clarification should be found in the Specification itself.
A Guided Tour through the Scheme of Work
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	OCR GCSE Business and Communication Systems 
Unit A266: Developing business communication systems

	Suggested teaching time
	8 hours
	Topic
	Communication and business communication systems

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

	Business communication systems 
(2 hours)
	The main components of communication systems: purpose, medium, hardware, software, storage

Analysis of existing communication systems, e.g. those by a school/college, a sole trader, an e-commerce business
	GCSE Business and Communication Systems (CGP)

GCSE Business and Communication Systems (Hodder)


	It is suggested that this unit be delivered through a small number of case studies, to reflect the context-driven nature of the controlled assessment (CA)
The scheme of work for this unit covers 20 of the nominal 30 hours available. The remainder of the time is to be spent on preparing for, and completing, the CA
This introductory topic could provide a ‘bridge’ between this unit and A265

	Business communication 
(3 hours)
	Discussion of main purposes and methods of communication – in the home, in the school, and in business

Outline basic theory of communication – sender, message, transmission, receiver, barriers and filters. Summarise as a diagram/flowchart

Analysis and assessment of the main methods and media used by business organisations
	GCSE Business and Communication Systems (CGP)

GCSE Business and Communication Systems (Hodder)

Examples of business communications/documents
	There are links here with Unit A267, the time allocation reflects the need, in this unit, for candidates to gain an understanding of the media (including specific types of business documents) used by business organisations. Candidates will be required in Unit A267 to produce these documents using ICT. You may wish to consider combining these elements of the two units in your own scheme of work

	OCR GCSE Business and Communication Systems 
Unit A266: Developing business communication systems

	Suggested teaching time
	8 hours
	Topic
	Communication and business communication systems

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

	
	Selection exercise: choosing appropriate methods and media  to meet specified business communication needs
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Communication devices 
(3 hours)
	List the main communication devices used in the home and by business organisations

Describe their purposes

Describe their benefits and drawbacks

Evaluate their usefulness in specified scenarios

Research which communication devices should be used for a range of specified users and circumstances, recommend devices based on a range of criteria including value for money and fitness for purpose 


	GCSE Business and Communication Systems (CGP)


	The school’s own network and the candidate’s own domestic computer use (if applicable) are likely to provide sufficient context for this topic, providing candidates can then apply this understanding to business scenarios


	OCR GCSE Business and Communication Systems 
Unit A266: Developing business communication systems

	Suggested teaching time
	3 hours
	Topic
	The impact of business communication systems

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

	Stakeholders 
(2 hours)
	Identification of the main stakeholders affected by business activity

Analysis of the differing interests of stakeholders

Assessment of the impact on selected stakeholders of specified business activities (including communication)
	GCSE Business and Communication Systems (CGP)

Times 100
	There are opportunities here for role play activities

	The impact of business communication systems 
(1 hour)
	Group then whole-class discussion of the impact on a business (and its internal stakeholders) of good quality and poor quality communication systems, e.g. badly worded letters, websites that crash, effective advertisements etc
	Relevant examples, e.g. of good and bad websites, see for example http://www.webpagesthatsuck.com/ 
	The learning focus should be on establishing the causal links between good and poor communication systems/practices and their impact on overall business impact


	OCR GCSE Business and Communication Systems 
Unit A266: Developing business communication systems

	Suggested teaching time
	4 hours
	Topic
	Improving business communication systems

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

	The capabilities and limitations of ICT-based systems 
(2 hours)
	Identification and analysis of factors affecting the effectiveness of ICT-based systems

Assessment of specified ICT-based systems, using the above criteria, from a range of different stakeholder perspectives
	GCSE Business and Communication Systems (CGP)

GCSE Business and Communication Systems (Hodder)


	This topic is quite theoretical. The emphasis should be on applying the criteria and using them to make judgements about systems

	Changing business communication systems 
(2 hours)
	Describe the actions to be taken when developing new ICT-based systems. Summarise as a diagram/flow-chart
Analyse and assess the impact of selected businesses and their employees of specified changes to business communication systems. Group discussion followed by feedback to whole-class
	GCSE Business and Communication Systems (Hodder)


	This is a short topic that introduces the main processes to be gone through when completing the controlled assessment tasks


	OCR GCSE Business and Communication Systems 
Unit A266: Developing business communication systems

	Suggested teaching time
	5 hours
	Topic
	Documents to support a proposal for a new business communication system

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note
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Produce a range of documents to support a proposal for a new business communication system 
(5 hours)
	For each document (formal report, letter, leaflet, slide-show, web-page(s)):

Analyse examples of the document to identify its purpose and main features/conventions; summarise in spider diagrams

Create a document to support a proposal for a new business communication system 


	GCSE Business and Communication Systems (CGP)

GCSE Business and Communication Systems (Hodder)


	The context for the new system must be different to that contained in the current controlled assessment task for the session for which candidates are being entered. It would be appropriate to use an example from a previous assessment session or from the specimen assessment materials


OCR GCSE Business and Communication Systems Unit A266: Developing business communication systems
OCR recognises that the teaching of this qualification above will vary greatly from school to school and from teacher to teacher. With that in mind this lesson plan is offered as a possible approach but will be subject to modifications by the individual teacher.

Lesson length is assumed to be one hour. 

Learning Objectives for the lesson
	Objective 1
	To identify the main types of stakeholders affected by business activity

	Objective 2
	To describe the main interests of selected stakeholders


Recap of previous experience and prior knowledge

· Learners will have completed Unit A265 and so will have a broad understanding of the role of business organisations and the legal and ethical constraints they face.
Content
	Time
	Content

	5 minutes
	Starter activity: Name that Law! Quiz to assess candidates’ prior knowledge of legislation affecting business organisations.

	10 minutes
	Group discussion and whole class feedback: who has an interest in how this school performs? Develop this understanding to a business with a significant local impact, e.g. a supermarket or manufacturer.

	5-10 minutes
	Teacher explanation: introduce concept of stakeholders and the main types of stakeholders. Candidates to summarise information in a spider diagram.

	10 minutes
	Divide class into groups, each group to be allocated one of the following stakeholder types: owners; employees; customers; suppliers; local community; government. For the local business used previously, each group should describe what their interests are in the business – record ideas on paper or ICT for whole class feedback.

	10 minutes
	Each group feeds back to rest of the class. If time allows extend discussion to draw out possible conflicts between stakeholders.


Consolidation
	Time
	Content

	10 minutes
	Candidates to write a sentence for each stakeholder summarising their main interests in business activity.

	5 minutes
	Quiz to assess learning: name that stakeholder! Statements relating to stakeholders (either definitions or based on their interests – some statements can deliberately be applied to more than one type of stakeholder)


= Innovative Teaching Idea


This icon is used to highlight exceptionally innovative ideas.





= ICT Opportunity 


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