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INTRODUCTION
This delivery guide has been developed to provide practitioners with a variety of 
creative and practical ideas to support the delivery of this qualification. The guide is 
a collection of lesson ideas with associated activities, which you may find helpful as 
you plan your lessons. 

OCR has collaborated with current practitioners to ensure that the ideas put forward in 
this delivery guide are practical, realistic and dynamic. The guide is structured by unit and 
learning outcome so you can see how each activity helps you cover the requirements of 
this unit.

We’ve also included some English and maths activities. These are designed to 
demonstrate the importance of English and maths skills within real life job roles; 
and to help those learners who may be re-sitting their English or maths GCSE.

We appreciate that practitioners are knowledgeable in relation to what works for them 
and their learners. Therefore, the resources we have produced should not restrict or 
impact on practitioners’ creativity to deliver excellent learning opportunities.

Whether you are an experienced practitioner or new to the sector, we hope you find 
something in this guide which will help you to deliver excellent learning opportunities.

If you have any feedback on this delivery guide or suggestions for other resources you 
would like OCR to develop, please email resources.feedback@ocr.org.uk. 

To find out more about this qualification, go to: https://www.ocr.org.uk/qualifications/
vocational-education-and-skills/cambridge-technicals-business-level-2-2016-suite/

Please note 

The timings for the suggested activities in this Delivery Guide DO NOT relate to the 
Guided Learning Hours (GLHs) for each unit. 

Assessment guidance can be found within the Unit document available from  
https://www.ocr.org.uk/qualifications/vocational-education-and-skills/cambridge-
technicals-business-level-2-2016-suite/. 

The latest version of this Delivery Guide can be downloaded from the OCR website.

This Delivery Guide MUST NOT be used directly for assessment purposes. It is intended 
to support the teaching and learning of the unit specified.

mailto:resources.feedback%40ocr.org.uk?subject=
https://www.ocr.org.uk/qualifications/vocational-education-and-skills/cambridge-technicals-business-level-2-2016-suite/
https://www.ocr.org.uk/qualifications/vocational-education-and-skills/cambridge-technicals-business-level-2-2016-suite/
https://www.ocr.org.uk/qualifications/vocational-education-and-skills/cambridge-technicals-business-level-2-2016-suite/
https://www.ocr.org.uk/qualifications/vocational-education-and-skills/cambridge-technicals-business-level-2-2016-suite/
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UNIT AIM
Most organisations need to run an event from time to time and so supporting the 
organisation of an event is an undertaking that many people working within business 
administration will encounter. Supporting the organisation of a business event usually 
involves working as part of a team of people who are both internal and external to 
the organisation. The team is responsible for ensuring that the business event runs 
smoothly and successfully. 

In this practical unit you will work as a member of a team to organise an event. You will 
be responsible for a specific aspect of the event organisation and the work that you 
produce will illustrate the role that you played as part of the event organising team.

You will learn how to prepare effectively for your event including identifying and 
sourcing the resources required. You will need to understand different organisational 
structures and their departments, in order to communicate appropriately and 
effectively with relevant parties such as suppliers, delegates, external customers and 
internal colleagues and be able to keep your team informed of your progress. In 
addition, you will be able to plan to prevent problems for the business event occurring 
and finally, complete a review of your own performance as part of the event team. 

This unit acts as the synoptic unit within the Level 2 Technical Diploma in 
Business Administration and provides the opportunity for you to draw on your 
skills, knowledge and understanding developed throughout this qualification. 

https://www.ocr.org.uk/qualifications/vocational-education-and-skills/cambridge-technicals-business-level-2-2016-suite/

LO1 Be able to identify resources needed to support the organisation of a 
business event

LO2 Be able to source event resources

LO3 Be able to make and confirm event arrangements with relevant parties

LO4 Be able to inform other team members of progress against the plan

LO5 Be able to plan to prevent problems with a business event

LO6 Review your own performance when organising a business event

https://www.ocr.org.uk/qualifications/vocational-education-and-skills/cambridge-technicals-business-level-2-2016-suite/
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KEY TERMS
Explanations of the key terms used within this unit, in the context of this unit

Key term Explanation

Assistive technologies An item of technology that is designed to assist or maintain the capabilities of someone with a disability. 

Colleague A colleague is someone whom you work with in your organisation. They may not be of the same level in the hierarchy as you; and could be higher 
or lower than you, e.g. a supervisor or an employee whom you manage. They could work in your department/functional area or in a different 
section. 

Contingency planning A plan that will detail specific actions that will be taken if something happens which will hinder the fulfilment of a plan. 

Delegate An individual who attends an event/conference. 

Insurance In return for a payment (called a premium) an individual may take out a contract whereby they receive a financial payment to reimburse them 
against losses arising from a risk. 

License Official authority or permission to do something. Some activities are regulated and can only be carried out with specific permission to do so. 

PA A Public Address (PA) system typically consists of an amplifier, speakers and microphone and is a system to allow a large number of people to hear 
one person’s words clearly, e.g. speaker at a conference.  

Peers A peer is someone who is employed on the same level or grade within the organisation. They are of equal status to you and often carry out the 
same or work of equal weighting as you. 

Teleconference A conference or meeting where the participants are located in different geographic locations and communicate via telecommunication devices. 

Video conference Where a video-link is used to enable two or more people to communicate. The participants can see and hear the other individuals. 
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COMMON MISCONCEPTIONS
Some common misconceptions and guidance on how they could be overcome

What is the misconception? How can this be overcome? Resources which could help

Other staff members within 
the organisation may be 
internal customers

The tutor should offer examples of how other staff rely on other employees in the 
organisation to provide a service for them. The concept that all individuals need to 
be treated in a professional manner (irrespective of whether they work in the same 
organisation) should be emphasised. 
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SUGGESTED ACTIVITIES
The suggested activities in this delivery guide listed below have also been related to other units and learning outcomes (LOs) within this qualification. This could help with delivery planning 
and enable learners to cover multiple parts of units.

LO1 Be able to identify resources needed to support the organisation of a business event
Title of suggested activity Suggested activities Suggested timings Also related to

Resources needed for  
an event

The tutor could provide a scenario for learners, e.g. Principal’s talk for parents and students starting at 
their Centre next September, or an alternative event scenario that learners may be familiar with. 

The learners could work in pairs to list the physical resources that would be required to run such an 
event. 

Each pair could then share their answers with another pair and they should add any resources that they 
had not considered. Pairs could then circulate around the other pairs in the room until everyone in the 
group has collaborated and has the full list. 

20 minutes Unit 2 Understand the 
role of an administrator
LO1 Understand key 
factors when arranging 
meetings, travel and 
accommodation

Unit 4 Provide 
administrative support
LO3 Be able to organise 
business travel and 
accommodation for 
colleagues

Different roles The tutor should name a number of internal/external individuals who may support an event, e.g. 
Principal’s talk for parents and students starting at their Centre next September, or an alternative event 
scenario that learners may be familiar with.

The individuals that the tutor supplies could include support staff, marketing colleagues, IT colleagues, 
caterers, speakers, external contractors such as transport providers etc. 

Learners could work in pairs to think about the tasks that each individual would provide to support the 
organisation of the event. 

The tutor could end with a group discussion to share findings. 

15 minutes Unit 1 Principles of 
working in business 
administration
LO1 Know about 
organisational 
structures and 
functional areas of 
businesses

Unit 2 Understand the 
role of an administrator
LO1 Understand key 
factors when arranging 
meetings, travel and 
accommodation
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LO2 Be able to source event resources
Title of suggested activity Suggested activities Suggested timings Also related to

Working with suppliers The tutor could lead a group discussion about working with external suppliers and address the following 
points: 
• How do you source reliable/professional suppliers, e.g. recommendation, internet etc. 
• What objectives should you have when working when working with suppliers, e.g. reliability, quality 

etc. 
• Good practice when working with suppliers, e.g. use of written confirmation, giving ample notice of 

requirements etc. 

30 minutes Unit 2 Understand the 
role of an administrator
LO1 Understand key 
factors when arranging 
meetings, travel and 
accommodation

Maths extension activity
Learners could be tasked, in pairs, to find and compare the costs of holding a meeting at a nearby 
venue. Many hotels have meeting rooms and charge for projectors, white boards, and lunch and coffee 
arrangements. Pairs could be given different venues to research and compare prices.

20 minutes

Design an invitation The learners could be asked to design a professional invitation to invite individuals to attend a Business 
Awards Celebration Evening at their Centre on the 30th July at 8pm. The invitations will be sent to 
graduating learners and their parents/families. An alternative event could be used by the tutor if more 
appropriate. 

Recipients should indicate if they wish to attend before the 20th July. 

Learners need to consider the design, wording and method of distribution. 

30 minutes Unit 3 Use social media 
for business purposes
LO3 Be able to use social 
media to communicate 
for business purposes

Unit 5 Follow 
administrative practices 
and create procedures
LO1 Be able to produce 
and distribute business 
documents

Unit 6 Communicate
LO1 Be able to 
communicate in writing, 
following business 
etiquette
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LO3 Be able to make and confirm event arrangements with relevant parties
Title of suggested activity Suggested activities Suggested timings Also related to

Confirming arrangements Learners could be asked to compose a professional email message to send to a venue to confirm 
arrangements for a training day that they are holding on the 12th February. 

The email should confirm the following
• The Hawthorne Room will be used from 8am until 5pm on the 12th February
• A cold buffet lunch is required at 1pm and also refreshments at 11am and 3pm. 
• There will be 12 delegates plus 2 trainers
• Two car parking spaces should be reserved for the trainers
• A data projector, white screen and laptop with Wi-Fi access is required
• The room should be laid out boardroom style

The tutor may wish to add/adapt to this scenario as required. 

Learners should consider the presentation of the email in addition to the content/style. 

30 minutes Unit 1 Principles of 
working in business 
administration
LO2 Know 
about arranging 
meetings, travel and 
accommodation

Unit 2 Understand the 
role of an administrator
LO1 Understand key 
factors when arranging 
meetings, travel and 
accommodation

Unit 5 Follow 
administrative practices 
and create procedures
LO1 Be able to produce 
and distribute business 
documents

Unit 6 Communicate
LO1 Be able to 
communicate in writing, 
following business 
etiquette
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LO3 Be able to make and confirm event arrangements with relevant parties
Title of suggested activity Suggested activities Suggested timings Also related to

Supporting an event The tutor should invite a guest speaker to talk to the students about their experience of supporting the 
organisation of an event. The speaker could work within their Centre, e.g. in the marketing department 
or alternatively within a local business etc. 

The speaker should give learners an in-sight into the organisation of an event, things to consider and 
work involved. 

30 minutes Unit 1 Principles of 
working in business 
administration
LO2 Know 
about arranging 
meetings, travel and 
accommodation

Unit 2 Understand the 
role of an administrator
LO1 Understand key 
factors when arranging 
meetings, travel and 
accommodation

English extension activity
Whilst listening to the guest speaker, learners could make brief notes about key points. These notes 
could then be written up to form a report about the organisation of an event. The report is not an 
evaluation of the guest speaker’s presentation, but should present key advice and information aimed 
at people who are about to plan and organise an event. In pairs or small groups, learners could share 
their finished report and provide verbal feedback to each other on the accuracy of information, the 
appropriateness of the format and layout and also the accuracy of the use of language. 

This involves making notes whilst watching and listening to a presentation, selecting relevant 
information and then expanding notes into formal, logical, clear and accurate written information.

1 hour

Maths extension activity
Learners could, in pairs, be tasked with creating an agenda for a workshop. It could be a full day, with 
timed lunch and coffee breaks scheduled along with a list of activities. This could be a list such as “guest 
speaker, requires 15 minutes”, “practical session, needs at least an hour” etc. some conditions could be 
added such as “guest speaker can only attend in the morning” or “practical session must be after talk by 
Mrs Kennedy”.

All timings should be listed and agendas compared.

Once the agendas were complete, the activity could be extended by adding a problem like “on 
the morning, Dr Arnold has rung in and is going to be 20 minutes late, rearrange the agenda to 
accommodate this”.

30 minutes
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LO4 Be able to inform other team members of progress against the plan
Title of suggested activity Suggested activities Suggested timings Also related to

Creating a simple Gantt 
chart

The tutor should share an example of a simple Gantt chart with learners, and explain how a visual 
document can help an administrator to plan/organise their workload and also communicate progress 
with other team members.  

Learners could be tasked to create a simple Gantt chart using a word processing or spreadsheet 
software package to detail/plan the tasks that need to be completed for the organisation of an event. 
The event could be the Business Awards Celebration Evening at their Centre. 

The learners could be asked to identify five tasks that may need to be completed to support the 
organisation of such an event, and then present it in a Gantt Chart format. 

The learners could be encouraged to share their Gantt charts with the rest of their group at the end of 
this activity. 

45 minutes Unit 2 Understand the 
role of an administrator
LO1 Understand key 
factors when arranging 
meetings, travel and 
accommodation

Communicating progress Learners could work in pairs to consider three methods of communicating progress with colleagues 
when planning an external event, e.g. face-to-face team briefings, emails and teleconference/video-
conference. 

They should identify the advantages and disadvantages of each method; and then consider which 
method they feel is best and why. 

The learners should share their findings with the rest of the group at the end of the activity.

30 minutes Unit 1 Principles of 
working in business 
administration
LO3 Know about 
communication, 
teamwork and deadlines

Unit 2 Understand the 
role of the administrator
LO2 Understand 
the characteristics 
of business 
communications and 
their appropriate uses

Unit 6 Communicate in a 
business environment
LO3 Be able to 
communicate 
appropriately in 
meetings when face-to-
face with internal and 
external colleagues
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LO4 Be able to inform other team members of progress against the plan
Title of suggested activity Suggested activities Suggested timings Also related to

English extension activity
Having listened to ideas from other groups about the best method of communicating progress with 
colleagues about an event, learners could write a brief report giving the advantages and disadvantages 
of each of the three methods. This would include an evaluation of the opinions from the whole group, 
not just their own, and include examples where each type of communication would or would not be 
the best method.

This involves synthesising and evaluating information from a variety of sources, using persuasive 
language and providing evidence for opinions in a formal, structured piece of writing.

1 hour
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LO5 Be able to plan to prevent problems with a business event
Title of suggested activity Suggested activities Suggested timings Also related to

Problems Learners to work in groups to identify problems/challenges that could possibly go wrong when 
planning an event such as a Business Awards Celebration Evening at their Centre. 

What would be the impact of this and how severe would it be. The impact and severity could be rated 
on a scale of 1 to 5 each (similar to a risk assessment).  

30 minutes Unit 1 Principles of 
working in business 
administration
LO3 Know about 
communication, 
teamwork and deadlines

Prevention is better  
than cure!

Learners should then review their list of problems/challenges in the same pairs and consider how they 
might avoid them and/or overcome them if they do arise. 

Each pair should share their findings with the rest of the group at the end of this activity. 

30 minutes Unit 2 Understand the 
role of an administrator
LO3 Understand the 
importance of teamwork 
and deadlines in 
business administration
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LO6 Review your own performance when organising a business event
Title of suggested activity Suggested activities Suggested timings Also related to

Why is it important to 
review self-performance?

The tutor should lead a short group discussion to consider why it is important to take time to reflect and 
review ones’ own performance after an event. 

5 minutes

Development planning The tutor should then offer learners a list of possible development points that could be identified after 
an event. The learners should work in pairs and recommend methods to develop the area. 

The development points might be: 
• I left the ordering of name badges too late so I wasn’t able to obtain any badges
• My colleagues were not aware that I was falling behind with a task until the evening before the event
• The venue car park was overflowing and a speaker was late because he had to park on a local road 

and walk to the venue
• The lighting was not bright enough. The lighting in one area did not operate. 

20 minutes Unit 2 Understand the 
role of an administrator
LO1 Understand key 
factors when arranging 
meetings, travel and 
accommodation

Unit 6 Communicate in a 
business environment
LO4 Be able to give and 
receive constructive 
feedback in a business 
context
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