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The main text used is “GCSE Office Applications” by Bill Owens.  This is used mainly for the theory element of the course.  It is referred to in the Scheme of Work as “GCSE OA”.

“Information Systems For You” (2nd Edition) by Stephen Doyle Publisher – Nelson Thornes is also used for teacher reference and some of the handouts and worksheets are adapted from this book.  It is referred to in the Scheme of Work as “ISFY”.

Edexcel GCSE Business and Communication Systems by Sue Alpin, Jan Cooper, Fiona Petrucke and Ged O’Hara Publisher Hodder & Stoughton

The practical activities are derived mainly from RSA (OCR) Past Word (Text) Processing Papers, CLAIT tasksheets and some from the above named texts. 

Touch Type is also installed on all computers and used at the beginning of the course to teach the keyboard. The Easy Keys Text is also used at the beginning of the course to teach the keyboard. 

Introducing Word processing by Camilla Bradley  Publisher: John Murray 1989

Keyboarding in Context by Alan Whitcomb, Barbara Bowen  Publisher:  Nelson Thornes ISBN  0174381859

Typing Two in One Keyboarding and document Processing by Archie Drummond, Anne Coles-Hogford  Publisher: Nelson Thornes 1996

YEAR 11

	TIME
	SYLLABUS CONTENT / PROGRAMME OF STUDY
	LEARNING OUTCOMES

That the pupils will know and understand:
	TEACHING/

LEARNING

STRATEGIES

USED
	RESOURCES
	ASSESSMENT / 

HOMEWORK
	CCT’s & 

OTHER

SKILLS

	         September 1 hour  per week
	Theory – 13  ICT in the Business Environment

· Types of computers

· What can a computer do?

· The purposes of the main data input devices eg keyboard, scanner, OMR, pointing devices, digital camera
· The purposes of the main data storage devices, eg hard drive, floppy disk drive, CD/DVD drive, high capacity storage devices
· The purpose of the main output devices, eg printer (dot matrix, ink jet laser) communication hardware
· The use of local and wide area networks

	1. The term data input

2. And identify the main devices used to input data – and their advantages and disadvantages.

3. The term data storage and why it is important.

4. And identify the main devices used to store data – and their advantages and disadvantages.

5. Identify the main output devices.
	Whole class teaching

Brainstorm exercise

Gapped exercise

Pair work
	Worksheet 1

& theory sheet 1 

Whiteboard

ISFY

Page 28 & 29

Questions 1-4 

Booklet on computer hardware/software
	Homework – worksheet 4

Test –

Worksheet 2 & 3
	

	                           SEPT 

                     Weeks 1 - 3
	Practical - KEYBOARD SKILLS
Practical – 14.1 File Management

· Create, save, retrieve, edit and delete files for all applications.

· Print hard copy.


	1. The keyboard through a touch type approach.

2. How to create, save, delete and retrieve documents into and from appropriate folders.

3. How to print and choose the appropriate printer ie colour or black and white.


	Individual work

Whole class demonstration

Teacher demonstration
	Worksheet 1 – 10

Touch type – letter drills

Screenshare software
	
	

	                        SEPT – Week 4


	Practical – 14.2 Word Processing

· Basic rules of word processing – ie spacing, line spacing, centring, etc

· Operate the computer to produce accurate copies 

· Display text in an appropriate manner – blocked style

· Correct unmarked errors in text

· Abbreviations


	1. The basic rules such as two spaces after a full stop etc.

2. Identify and correct unmarked errors (spelling, punctuation and grammar)

3. Be able to produce, display and print accurate copies from text with appropriate titles and name as headers and footers

4. Be able to correct marked errors with the help of their spell-check facility (Insert/delete, word/paragraphs, joining/splitting paragraphs.

5. The main abbreviations used in word processing.
	Explanation of  task content

Whole class demonstration

Individual work

Table quiz


	Task sheet –

Computer 1& 2

Textbook – Introducing Word  processing

Abbreviation List

Flash cards
	Worksheet – correction signs
Class test –

Owens & Rogers

Page 22 & 23

Task 1 & 2
	

	Sept  1 hour

Week 4
	Theory – 10  Ergonomics
	· The term ergonomics

· How design may influence physical comfort and working condition and may maximise efficiency
	Comprehension exercise
	RSI – WP Activity
Software/hardware  booklet
Diagram on positioning

Worksheet based on Owens & Rogers

Page 55 - 56
	
	

	                      Oct Week 1,2,3

                                 & 4
	Practical – 14.2  Word processing

· Make effective use of display features including closed capitals, spaced capitals, emboldening, italics, centring fonts and font sizes.

· Add borders around sections of text.


	How to use the functions on their computers to effectively display their work.


	Individual work using word processing display features

Facts sheet – word process exercise on security
	Owen & Rogers

Page 72 – 

Data protection principles

Introducing word processing –

Pages 93 & 94

Pages 99 & 100


	
	

	                               October 1 hour  per  week

 1&2          

                       3&4    

Week 3&4

TIME
	Theory – 10 Workplace Organisation

· Different kinds of working environment – Open Plan and Cellular

· How the office layout is influenced by the nature and needs of the organisation  and the demands of  the task
· The importance of accuracy in the preparation, storage and retrieval of information within the workplace, including computer files.

· The importance of the security of data (including personal and financial) within the workplace and the need to be mindful of hazards, both physical and in relation to data such as viruses, methods of protecting data, current data protection legislation.


	1. The terms Open Plan and Cellular in relation to working environment.  What are the advantages and disadvantages of each.

2. Why it is important to have a high level of accuracy within the workplace, in relation to preparation, storage and retrieval of information.

3. The Data Protection Act
4. The harmful hazards such as viruses that can affect data.


	Whole class discussion & brief notes

Comprehension exercise

Read and complete gapped exercise


	Facts sheet – office organisation plus task

Whiteboard see teachers’ guide –

Page 24

Owens & Rogers

Page 70 – 72

Owens & Rogers

Page 66 – 68

& worksheet


	
	 

	                                                                                                                                                        OCTOBER/NOVEMBER                                                                                                                                  
Remainder of periods

Week 3 & 4

TIME


	Practical – 14.2 Word Processing

· Business Letters (RSA work)

· Memorandums

· Carry out amendments to printed or hand-written materials, in the form of balloons, arrows, deletions, insertions, etc

· Show knowledge of and act upon, the common conventional correction symbols used in word processing and printing

· Justification of the text/line spacing

· Use appropriate page layouts – i.e. columns in the form of tabulation tables

· Re-arrange material in alphabetical, numerical and chronological sequence

Editing Techniques

· Search and replace

· Edit and paste

· Cut and paste


	1. The main layout to a business letter in relation to date blocked style of presentation etc.

2. The main parts to a business letter

3. The main layout to a memorandum

4. The various symbols associated with amendments and are able to carry these out in relation to a task.

5. The term fully justified and unjustified and understands how to carry this out on the computer.

6. How to display work in a columnar form.
	Practice exercises to familiarise pupils with the layout of a letter and memorandum.

Individual computer exercises.
	Handout – layout of letter

Handout – Page 130 – 132 of GCSE OA

Whiteboard – Pupil’s practical notebook.

Handout – Example of a Business Letter &
Parts of a Business Letter
Keyboarding in Context pages 27, 28, 29 & 30

Typing Two in One pages 45 – 47

Page 87 – alphabetical order

KIC – p 139

P 91 – numerical order 

Introducing Word Processing p 45 - 49

KIC – p 74

Worksheets –  Search & Replace - ‘How to use a Hammer’
	Tasks 1 from Stage 1 Part 1 RSA papers

Tasks 2 from Stage 1 Part 1 RSA papers


	

	                       NOV 1 period per week
	Theory – Communication

Documentation (written & visual) –

· Business letters

· Memoranda

· Notices


	· The main types of written communication and their advantages and disadvantages.

· Where and when it is appropriate to use each of these methods.
	Whole class teaching

Oral question & answer sessions.

Data response questions.
	OHP’s of documents

Handout- advantages and disadvantages of Business Letters

Owens 

pages 137/138

Task 2 and Extension exercise
	Test – Communication booklet 

Parts of Business Letter.


	

	DECEMBER
	Practical – 14.6  Graphics/Clip Art Software

· Create simple freehand shapes and/or draw geometrical shapes for a given need

· Make effective use of shading and patterns

· Make effective use of a range of line styles eg. broken

· Combine text and graphics, where appropriate

· Edit graphics, using cut, copy and paste facilities, align shapes and text appropriately

· Re-size and move graphics and/or clipart
	1. How to design business

     letterheads.

2. Through using an appropriate DTP package (Publisher) or Word how create display materials e.g. leaflets etc.

3. How to edit materials
	Whole class demonstration using screen share

Individual practice activities.
	OSFY pages 321 – 325

Owens page 159

Task 2 Que. 3.

Worksheet – WP – Computer Applications

Graphics Booklet
	
	

	                                                                                                                                                DECEMBER
	CHRISTMAS ASSESSMENT
	  .
	
	
	ONE PRACTICAL PAPER
	

	JANUARY/FEBRUARY
	Practical – 14.3 Spreadsheets
· Design and create a spreadsheet to fulfil a specified task

· Most appropriate use of rows and columns to meet demands of a given task, including inserting, deleting and re-sizing

· Insert, amend and delete labels, values and formulae within a spreadsheet

· Replicate values and formulae where necessary

· Format cell entries appropriately e.g. alignment, number of decimal places, currency, style
· Display and print formulae

	1. How to set up a spreadsheet and format column width, alignment etc.

2. How to insert and delete rows and

    columns as necessary

3.How to use formulae and replicate

    this formula as necessary.

3. How to display and print formulae.


	Whole class demonstration using screen share

Question & answer sessions.

Individual practice exercises.


	Class exercises worksheet 
Booklet WP, SS & DB

SS & chart task

higher & lower

ASA Factory

ICT Telephone Call Centre

Video Store

ISFY pages 267 – 269.

Owens pages 27 –

29.on to SS

Introduction to SSs.  Handouts and task booklet

Destination income task

VAT/income task

Branch/income task


	Test.  RSA Assignment and Self Assessment

- concerts

- subsistence expenses

- registrations

- warm wear


	

	FEBRUARY/MARCH
TIME


	Practical – 14.4 Charts
· Import data series from spreadsheets to create charts

· Use a variety of chart formats to meet the needs of a given situation e.g. line diagram, bar or pie chart

· Inset title and data legends

NB – visual communication 
	How to create a variety of charts using Microsoft Excel

How to insert information such as titles etc into a chart.


	Whole class demonstration using screen share

Individual practice exercises.
	Handout explaining main steps of creating charts

Worksheet – Displaying Graphs

Class task

Exercise Sheets

Task 1, 2 & 3

Edexcel 108 - 110

Owens page 158.
	
	Task 3s from Stage 1 Part 2

	   FEBRUARY                          

Week 3 & 4
	Theory – 11 Human Resources
Forms of remuneration – wages and salaries.
	The main terms associated with remuneration and are able to calculate gross and net pay.


	
	Owens pages 117 – 120

Pages 124 - 126
	Question sheet

Task  1 – Pg 69
	Extension Material – Pg 70

End – of – Unit test on Human Resources

	MARCH
	Practical – 14.2 Advanced Word Processing

· enumeration

· inserting bullet points

· indenting styles

· page numbering


	How to use bullet points and numbering to effectively display work.
	
	Typing Two in One

Pages 55, 56, 72 & 130

KIC page 66
	
	

	                                                                           APRIL/MAY                
	Practical – 14.5 Databases

· Design and create an appropriate data capture sheet for use with a database

· Design and create a database with appropriate fields and records to meet a specified need

· Identify appropriate data types e.g. alphabetic, numeric, alphanumeric

· Add and edit fields e.g. headings, widths and data types

· Insert, edit and delete records

· Search, sort and select records based on specified criteria to meet a given need

· Modify layouts for specific purposes, e.g. list, form, mailing labels


	· What is meant by data capture sheet – i.e. questionnaire and be able to design and create one.

· How to create a database and identify the appropriate data types within each field.

· How to edit a database through adding and deleting fields, records etc.

· How to sort and search records on more than one criterion

· How to modify layouts and be able to produce labels.
	Individual computer exercises.
	Owens page 38 – 39

Pages 43 – 45

Edexcel 111 – 126

Pupils Activity 

· ‘Morris Minor’ Activity

Adventure Films worksheet

Atkins Quality Motors worksheet

Databases exercises

· cars

· people

· factory personnel
	
	

	MARCH
	Theory – 11 Human Resources
· Methods of Internal/External Recruitment – i.e. notice boards, career services, job centres, agencies, advertisements, e.g. newspapers, periodicals and the internet 

· Job Description/ Person Specification

· Methods of Selection – letter of application, application forms and curricula vitae, short listing
	· The main steps involved in recruiting a worker.

· The main difference between internal and external recruitment and the advantages and disadvantages to each.

· The terms job description and person specification and are aware of who draws them up and their main uses.

· The term shortlist and be able to carry out this process with a given set of criteria.


	
	Booklet – recruiting, selecting and training new workers.

Recruitment process  (Mary Price)

Composition – letter of application
	External recruitment (crossword)
	

	APRIL

	Theory - 11 Human Resource

· Interviews – in relation to preparation and setting from both interviewer and interviewee’s perspective

· Interview technique

· Contract of employment
	· The term interviewer and interviewee.

· The preparation that must happen prior to an interview.

· The contract of employment and what areas are included and the timescale involved.
	Interview/roleplay
	Recruitment, selecting and training booklet above
	
	

	 MAY
	Theory – 11 Human Resources
· Training – on-the-job and off-the-job

· Induction, staff development, in-house and external

· Forms of remuneration – wages and salaries, time rates, piece rates, overtime, bonus, commission, performance related pay, fringe benefits, gross pay and net pay.


	· The main types of training and be able to give advantages and disadvantages of each of the main types and their appropriate uses.

· The main terms associated with remuneration and are able to calculate gross and net pay.


	
	Booklet recruitment etc

Match it wages & salaries
	Human Resources test
	

	                                                                                              JUNE
	Revision of course to date in preparation for end-of -year assessment

Theory – 

· Main parts of the computer and their function.

· Other input devices

· Types of printers

· Computer software – importance of software and their features.

· Human Resources

Practical-

· Word processing skills

· Spreadsheet skills

· Database skills

· Graphics skills

SUMMER ASSESSMENT


	
	
	Presentation – Youth club

CVs Typing Two in One

Pages 104 - 105


	
	

	                                                                                                     SEPTEMBER/OCTBER          
June
	YEAR 12

Theory – 12

Communication

Recap on letter and memos and notices.

Other methods of written & visual documentation –

· Agendas

· Minutes

· Reports

· Messages

· Newsletters

· Internal and External Communication

· Benefits of good (effective) communication e.g. staff motivation

· Effects of poor internal and external communication e.g. de-motivation of staff

· The difference between formal and informal communication

	· The main types of written communication and their advantages and disadvantages.

· Where and when it is appropriate to use each of these methods.

· The definition of internal and external communication

· The main effects of goods communication

· The main effects of poor communication


	Whole class discussion

Mix and match exercise.


	Booklet on Communication

Edexcel textbook.

Facts sheet.

ICT in Business

(CCEA) pages 93 – 99.

	
	

	SEPTEMBER/OCTOBER                       SEPTEMBER/OCTOBER
	Verbal communication – Discussions, meetings, video conferences, telephone, voicemail

· Development in communication technology – i.e. mobile phones, pagers, fax, information services

· The internet and its role in business, as a source of information, a means of communication and a tool for marketing and selling (e-commerce), e.g. e-mail, web -sites, on line catalogues and booking services

· The impact of the growth of e-commerce on business and their customers

· The use of local & wide area networks including intranet and the internet

ICT in the Business Environment

· Developments in communication including computer networks and the internet

Practical - 

Revision tasks related to spreadsheets/databases


	· The main types of verbal communication and their advantages and disadvantages.

· Where and when it is appropriate to use each of these methods.

· The key developments within communication and their role in business today.

· The impact that the internet plays in today’s business – the advantages and disadvantages.

· The term e-commerce and the impact that it has on business


	Data response exercise.
	Owens pages 139 – 143.

Pages 144 – 147.

Edexcel page 22

Ex 1.8.

Booklet on Communication
	Test – ICT in Business (CEA)

Page 103.

Edexcel page 18 Task 1.5.

Multiple choice test from booklet

Test on EMail
	

	                                                    NOVEMB ER                  SEPTEMBER/OCTOBER                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                             

TIME
	Practical –

Recap on Business Letters, memos and messages

Composition

Design/compose a response to given source material using info from one or more sources within the question paper.

14.1 File Management

Integrating a spreadsheet and a graph/chart onto a word processed report ( copying and pasting between created files)

Advanced word processing skills

· agenda

· minutes

· reports

· newsletters


	· How to compose letter, memos and notices from resource material

· How to take into account the purpose and audience/recipient of the document.
	
	Booklet on communication

Letter Composition

CV, letter of application

Advert composition

Booklet on recruitment

Job description - comeleon

Job specification – as above 

Computer hardware/software

Booklet memo composition

Typing Two in One

Page 100 – 103

KIC page 124 - 125
	
	

	    DECEMBER                                                    NOVEMBER                             
	Theory – 11 Human Resources
Recap on recruitment, selection and training

· Employment rights and responsibilities and equal opportunities

· Current legislation – Equal Pay, Sex Discrimination, Race Relations and Disability Discrimination

· Significance of European Union Legislation

· Termination of Employment – dismissal, redundancy, resignation and retirement

REVISION


	· What are the main rights of an employee 

· The main acts that govern employers in relation to employment

· The circumstances that govern an employee’s termination.
	
	Recruitment Booklet
	CHRISTMAS EXAM
	

	JANUARY/FEBRUARY
	Theory – 10 Workplace Organisation

· Modern developments in working practice – hot- desking, teleworking, flexible working.

· The importance of the security of data (including personal and financial) within the workplace and the need to be mindful of hazards, both physical and in relation to data such as viruses, methods of protecting data, current data protection legislation.

· The effective use of human resources, the effective use of other resources, e.g. issues of wastage and recycling. 


	The term hot-desking and what is necessary to be able to carry this out.

The Data Protection Act.

The harmful hazards such as viruses that can affect data.
/


	Research work on Data Protection Act
	Info sheet –

Hot desking

Internet
	
	ICT

	JANU                                                                                                                      FEBRUARY/MARCH
	Theory – 9 The Business Environment

· Aims and objectives in business, the criteria for judging success, eg. Profitability, wealth creation, job creation, market share, considered from the viewpoint of all stakeholders, but with particular emphasis on staff

· The way in which and the degree to which the wishes and interests of various stakeholders impose constraints on a business, e.g. the need for profitability, customer satisfaction, government legislation, employee organisation

· The way businesses are organised to meet their objectives, eg. The roles of managers in business.


	1. What are the main aims and objectives of a business from the viewpoint of staff and all stakeholders.

2. The main constraints that are places on a business

3. How a business is organised in order to meet their objectives

4. Evaluate their use in the context of information systems.
	
	Composition – pupil activity

Memo on organisation  charts
	
	

	MAR/APR                             JAN/FEB                                                                                                                                                                                                                                                                                                                 
	Practical –

Recap on databases

Introduction of Mail merge –

14.2

REVISION


	How mail merge can be used in conjunction with a database file.
	
	
	
	

	                                                     JANUARY/FEBRUARY

      DEC


	
	
	
	
	
	


	OVERALL EVALUATION OF SCHEME
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