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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 A267: ICT skills for 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

[image: image2.png]OCRY

RECOGNISING ACHIEVEMENT



[image: image3.png]OCRY

RECOGNISING ACHIEVEMENT




[image: image4.png]OCRY

RECOGNISING ACHIEVEMENT



[image: image5.png]OCRY

RECOGNISING ACHIEVEMENT




	OCR GCSE Business and Communication Systems 
Unit A267: ICT skills for business communication systems

	Suggested teaching time
	16 hours
	Topic
	Using ICT to create paper- and screen-based documents

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note
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Word processing 
(4 hours)
	Development and use of ICT skills and capability sufficient to enable candidates to edit and create: letters (including mail-merge), memos, notice of meeting and agenda. The following sequence is suggested:

analysis of existing documents to understand layout and content conventions

editing existing documents

using existing templates to create documents

creating templates that conform to a standard business house-style (ICT passim)
	GCSE Business and Communication Systems (CGP)

GCSE Business and Communication Systems (Hodder)

ICT for OCR Nationals Level 2 Student Book: Units 1 and Unit 21 (Payne-Gallway)
ICT For You (Nelson Thornes)

	It is assumed that candidates will have previously used ICT; for example, by following the National Curriculum Key Stage 3 Programme of Study for ICT in England or Wales. It is likely that for some candidates the main focus of this unit will be to develop their ICT capability by applying their existing ICT skills to business-related contexts
The amount of time needed for this topic will vary according to the ICT capability of candidates
This topic can act as a ‘bridge’ to Unit A266.

The main focus of the learning should be to create documents that are fit for a business purpose
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Graphics software 
(2 hours)
	Development and use of ICT skills and capability sufficient to enable candidates to select, size, crop and position images which are fit for purpose
	GCSE Business and Communication Systems (CGP)

GCSE Business and Communication Systems (Hodder)

ICT for OCR National Level 2 Student Book: Units 1 and Unit 21 (Payne-Gallway)
ICT For You (Nelson Thornes)

	The amount of time needed for this topic will vary according to the ICT capability of candidates
The main focus of the learning should be to generate images that are fit for a business purpose
You may wish to incorporate this topic within the word processing section to enable candidates to include graphic images such as company logos within their documents
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Desk-top publishing 
(3 hours)
	Development and use of ICT skills and capability sufficient to enable candidates to edit and create:  publicity leaflets, training/conference programme. The following sequence is suggested:

analyse existing documents to understand layout and content conventions

edit existing documents
	GCSE Business and Communication Systems (CGP)

GCSE Business and Communication Systems (Hodder)

ICT for OCR National Level 2 Student Book: Units 1 and Unit 21 (Payne-Gallway)
ICT For You (Nelson Thornes)
	The amount of time needed for this topic will vary according to the ICT capability of candidates
The main focus of the learning should be to create documents that are fit for a business purpose
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	16 hours
	Topic
	Using ICT to create paper- and screen-based documents

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

	
	use existing templates to create documents

create templates that conform to a standard business house-style (ICT passim)
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Presentation software 
(3 hours)
	Development and use of ICT skills and capability sufficient to enable candidates to create business presentations appropriate for a range of business-related audiences (e.g. employees, customers). The following sequence is suggested:

analyse existing business presentations to understand layout and content conventions

edit existing presentations e.g. by inserting additional slides

create new presentations using existing templates/master-slides

create new templates/master-slides that conform to specified business house-style(s)
	GCSE Business and Communication Systems (CGP)

GCSE Business and Communication Systems (Hodder)

ICT for OCR National Level 2 Student Book: Units 1 and Unit 21 (Payne-Gallway)
ICT For You (Nelson Thornes)

	The amount of time needed for this topic will vary according to the ICT capability of candidates
The main focus of the learning should be to create presentations that are fit for a business purpose
There is no requirement for candidates to deliver presentations to an audience, however there are activities in the A265 scheme of work which invite this, so you may wish to reallocate some of the learning time given here to A265


	OCR GCSE Business and Communication Systems 
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	Suggested teaching time
	16 hours
	Topic
	Using ICT to create paper- and screen-based documents
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	Suggested teaching and homework activities 
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	Web-creation software 
(4 hours)
	Development and use of ICT skills and capability sufficient to enable candidates to create business web-pages appropriate for a range of business-related audiences (e.g. employees via an intranet, customers). The following sequence is suggested:

analyse existing business web-pages to understand layout and content conventions

edit existing web-pages e.g. by updating information, inserting new pages

create new web-pages using existing templates

create new templates that conform to specified business house-style(s)
	GCSE Business and Communication Systems (CGP)

GCSE Business and Communication Systems (Hodder)

ICT For You (Nelson Thornes)
	The amount of time needed for this topic will vary according to the ICT capability of candidates
The main focus of the learning should be to create web-pages that are fit for a business purpose
Candidates should use an HTML editing program, rather than a word processor to create their web-pages as this will create a more realistic learning experience


	OCR GCSE Business and Communication Systems 
Unit A267: ICT skills for business communication systems

	Suggested teaching time
	14 hours
	Topic
	Database, spreadsheet and other software

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

	Spreadsheet software 
(4 hours)
	Development and use of ICT skills and capability sufficient to enable candidates to edit existing spreadsheets. The following sequence is suggested:

use an existing workable spreadsheet to solve business problems (e.g. to estimate costs under different assumptions or to make a loss-making activity profitable)

edit an existing workable spreadsheet (including delete, insert data, cells, rows and columns) and print
update/extend an existing partially workable spreadsheet by using appropriate functions, formulae, (including absolute and relative cell referencing) and formatting
create and develop appropriate charts and graphs, using suitable labels
	GCSE Business and Communication Systems (CGP)

GCSE Business and Communication Systems (Hodder)

ICT for OCR National Level 2 Student Book: Units 1 and Unit 21 (Payne-Gallway)
ICT For You (Nelson Thornes)

	The amount of time needed for this topic will vary according to the ICT capability of candidates
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	14 hours
	Topic
	Database, spreadsheet and other software

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
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	Database software 
(4 hours)
	Development and use of ICT skills and capability sufficient to enable candidates to edit existing flat-file database tables. The following sequence is suggested:

use an existing flat-file database in order to solve business problems

recall files, enter, organise, select, delete and edit records using field names and headings, data types and unique record identifier, when appropriate, and print

create queries to search for specified data using single and multiple criteria

sort records on one or more fields in ascending or descending order

create reports based upon the results of queries
	GCSE Business and Communication Systems (CGP)

GCSE Business and Communication Systems (Hodder)

ICT for OCR National Level 2 Student Book: Units 1 and Unit 21 (Payne-Gallway)
ICT For You (Nelson Thornes)

	The amount of time needed for this topic will vary according to the ICT capability of candidates


	OCR GCSE Business and Communication Systems 
Unit A267: ICT skills for business communication systems

	Suggested teaching time
	14 hours
	Topic
	Database, spreadsheet and other software

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

	Software 
(6 hours)
	For each type of software identified in the specification (including those covered above):

describe the main features of the software

assess the benefits and drawbacks of the software

evaluate the usefulness of the software in a given scenario
Compare two models of software use:

traditional (i.e. proprietary software stored on network servers or individual computers)

emergent (i.e. open-source software or proprietary software stored and accessed via the internet

and make recommendations for specified business needs
	GCSE Business and Communication Systems (CGP)

GCSE Business and Communication Systems (Hodder)

ICT for OCR National Level 2 Student Book: Units 1 and Unit 21 (Payne-Gallway)
ICT For You (Nelson Thornes)

	The first activity should be repeated for every software type listed in the specification. For word-processing, spreadsheets etc, these activities could be covered at the end of the time allocated for the use of each software. This would probably leave about 3 hours to cover the theoretical understanding required for diary management software etc


OCR GCSE Business and Communication Systems Unit A267: ICT skills for business communication systems
OCR recognises that the teaching of this qualification 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
	Students to recall knowledge of Word Processing Software

	Objective 2
	Students to understand the layout of a business letter

	Objective 3
	Students to be able to gain the knowledge and skills to construct a business letter


Insert Recap of previous experience and prior knowledge

· Recap on students’ previous use of Word Processing Software.  Discuss formatting techniques such as underline, bold, alignment, spell check etc.  Also recap on previous letter writing in English so they can reflect on the differences.
Content

	Time
	Content

	10 minutes
	Students to examine examples of business letters, in small groups, to establish things they have in common, e.g. no punctuation, salutation, layout. Students to feedback their ideas.

	15 minutes
	Teacher to explain the layout of a business letter, the fully blocked style and open punctuation.  Student to be given an information sheet that they can refer to on this topic.  Teacher to explain the next task.

	15 minutes
	Students to be given an example of a letter with 10 mistakes, such as use of punctuation, incorrect salutation.  They must correct the mistakes.  This can using Word Processing Software and the tracking changes facility.  

	10 minutes
	Students to be shown the correct letter, possibly on the board, students peer assess each others work and give a mark out of 10.  Students to give verbal feedback to their partner.


Consolidation

	Time
	Content

	5 minutes
	Students to be given the parts of the letter cut up as a sorting activity.  In pairs students are to construct the parts of a business letter in the correct order and feedback.

	5 minutes

Homework
	Teacher to recap on concepts learned and question students to ensure understanding.  

Students are to write a business letter to a given scenario.  


= 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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