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· Promoting Business Studies (links with other subjects)

INTRODUCTION

Anytown College is a co-educational secondary school catering for 1,250 pupils between the ages of 11 – 18 years.  A significant number of pupils come from Anywhere and the rest are from the surrounding rural areas.  There are 10 feeder schools.

The purpose of this handbook is to outline the work of the Business Studies department and to provide colleagues within the department with as much help and guidance as possible.  The handbook indicates the procedures followed by the department and the policies adhered to within the department as a whole.

The aims and policies of the department have been devised by the Head of Department and form the rationale against which all decisions are taken. This document will be modified and added to whenever necessary.

AIMS

· To develop in young people a knowledge and understanding of the business world.

· To enable pupils to become good communicators, asking lots of questions and to weigh up alternative ideas and proposals.

· To develop an inquiring mind.

· To develop skills in finding out information; how to obtain information and where to find the information.

· To develop skills in information technology and numeracy.

· To develop skills of critical thinking.

OBJECTIVES

Pupils of Business Studies should be able to:

· Demonstrate the ability to make rational business decisions through the selection and application of appropriate knowledge and understanding.

· Demonstrate an awareness of the significance of innovation and change within the business environment

· Appreciate that businesses have environmental, social, moral and ethical responsibilities.

To facilitate such aims and objectives, the department will aim:
· To adopt a wide range of teaching styles in order to motivate pupils and arouse interest.

· To foster supportive relationships within the classroom where pupils feel valued and as a result take pride in their work.

· To monitor all pupils’ work and regularly report to form teachers and SENCO on the needs of individuals.

· To review schemes and resources regularly.

· To provide pupils with opportunities to go on industrial visits and listen to visiting speakers whenever appropriate.

· To encourage all members of the department in the development of their own professional skills.

· To forge strong links between home and school, generating a sense of cooperation.

DEPARTMENTAL MANAGEMENT
Staff Details

Ms


- Full-time Specialist

Mrs


- Part-time Specialist

Mr


- Full-time Specialist

Mr


- Full-time Specialist

Communication within the Department

Members of the Business Studies department regularly meet informally to exchange ideas and discuss events.  At a formal level there are monthly meetings when all matters relating to Business Studies are discussed and decisions are taken.

Meetings of the Business Studies department will:

· be scheduled to take place at regular intervals, at least once month (on the day prescribed under directed time);

· have a printed agenda that is circulated before the meeting;

· seek items for the agenda from members of the department;

· involve open discussion rather than at times to give information only;

· have an agreed procedure for speaking;

· ensure that everyone at the meeting is involved;

· start and end at the stated times

· make efficient use of time

· make decisions with action points, identifying who is responsible for what and a date for their implementation.

Minutes will be taken at department meetings.  The role of scribe will be rotated among department members.  The minutes will:

· Be recorded during the meeting, then rewritten afterwards if necessary;

· Record decisions, define actions, state who is to carry out the actions and by when;

· Be sent to all members of the department and to the Principal.

· Filed in the department for future reference and to be used by DENI Inspectors.

Minutes will be checked for accuracy and actions reviewed at the start of the next meeting.

STAFF DEVELOPMENT

All staff will require opportunities for their own professional development.  It will also assist in breaking down the feeling of isolation in the classroom.  Ideally, this should coincide with priorities identified in both the school and department development plans.  In this way the use of a limited inset budget can be targeted and justified. Staff development may be catered for in a number of ways:

· Education and Library Board courses, including subject specific issues and whole school issues;

· Courses run by Examination Boards e.g. – CCEA, AQA, OCR etc.

· Conferences run by Universities and Higher Education Institutes.

· Training provided by relevant outside agencies.

· The Internet, e.g. NFFL and NINE.

· Local school cluster groups.

· In-school Inset work, both departmental and whole school.

A balance between the different types of Inset, with information fed back to staff from courses they have attended will give access to the widest range of ideas and support.

The Business Studies department will endeavour to identify its Inset needs early in the school year, having considered the details of the Inset being offered by the various providers.

To obtain a place on any course, the teacher will complete a course evaluation form, copies of which will be given to the Principal and the Head of Department.

The rest of the department will be informed about the course at the next meeting.

TEACHER ABSENCES

Staff should follow the guidelines set out in the Teachers’ handbook for the notification of absence.  Any planned absence should be notified in advance to the Head of Department and suitable work, with clear instructions, should be left for the pupils.  This will enable the Head of Department to brief the cover, or substitute teacher.

SUBSTITUTE TEACHERS

Where possible, and especially in the case of long-term absence, a Business Studies specialist will be sought.  For short-term planned absences it is the responsibility of the classroom teacher to provide suitable work for the pupils.  Where a substitute teacher is employed on a more long-term basis the Head of Department will make the teacher aware of the relevant schemes of work and offer whatever advice and support is required.  If a non-specialist Business Studies person is employed, more specific help will have to be provided by the Head of Department.

INDUCTION OF BEGINNING TEACHERS/NEWLY APPOINTED

The Business Studies department will follow the guidelines set out in the SEELB’s handbook on Induction of Beginning Teachers and Early Professional Development (1999).  In relation to the Beginning Teacher the Head of Department should provide:

· copies of schemes of work;

· copy of department handbook;

· advice on the implementation of policies;

· advice on short-term, medium and long-term planning;

· advice and support on availability and use of resources;

· guidance on assessment and record-keeping;

· advice and support on classroom management issues;

· assistance, in co-operation with the Teacher Tutor, in developing action plans;

· help with monitoring and evaluating progress;

· feedback to the Beginning Teacher and Teacher Tutor;

· help with the development and refinement of teaching strategies;

· assistance with the analysis of difficulties which may be encountered;

· staff development opportunities.

Newly appointed teachers will be made aware of work within the department of the Head of Department. Departmental procedures will be explained and every effort will be made to help the new teacher settle in.

STUDENT TEACHERS

The Business Studies Department welcomes the opportunity to play a part in the training of new teachers.  Taking part in Initial Teacher Training is regarded as being beneficial to the department:

· new ideas, resources and skills are brought to the department;

· staff skills in the monitoring of teaching performance are developed;

· good use can be made of additional staff;

· links with the Higher Education Institutions can be fostered and developed to the benefit of both parties.

It will be the responsibility of the class teacher and the Head of Department to offer advice and support to the student teacher and to monitor the student’s planning and teaching.

The Head of Department will ensure that opportunities are provided for the student teacher to achieve all that is required of them as part of their Initial Teacher Training (ITT).

DEPARTMENTAL

POLICIES

ASSESSMENT AND PUPIL MONITORING
The Business department believes that it is an essential part of the duty of all Business Studies teachers to monitor the progress of students at all levels.  This will be achieved in the following ways:

· There will be an end of year examination, and a report.

· Teachers will also assess and monitor student progress through the regular setting and marking of class and homework.
· Teacher will set class tests at the end of each unit/topic area, results of which will be recorded.
The Business Studies department believes that students will make more effective progress if their work is regularly assessed on the basis that is clear to all teachers and students of Business Studies.  Knowledge of how far students have progressed is crucial to the development of schemes of work and to the planning and organisation of lessons.
Assessment can:

1 Measure individual performance.
2 Identify pupils’ weaknesses and/or enhance their confidence.
3 Evaluate the effectiveness of teaching methods.
4 Add to pupils motivation by setting realistic targets.
5 Provide information for parents and other interested parties.
6 Help pupils make decisions about subject and career choices.
REPORTS

General Reports are sent to parents twice yearly – Christmas and Summer.  There is a feedback to parents at the annual parent-teachers meeting for each year group.

MARKING 

Pupil feedback

Files should be marked regularly.  The principle should be that if work is set, it should be marked.  Some discretion and flexibility is sensible; if, for example, a teacher has large marking commitments, less work might be set for another class than might ordinarily be the case.  In general, however, the policy should follow the principle above.

Formative comments should be added to all work.  These comments should be constructive and aimed at helping the student to improve.

It is not necessary for all spelling or other errors to be marked; targeted marking is probably preferable.  This means that the teacher decides what will be commented on for that particular exercise.  A teacher might comment, over a period of time, on such things as:

· Spelling of business terms.
· The spelling of words commonly confused, e.g. there/their.

· Concepts such as cause, change or continuity.

· Clarity of explanation.

· Handwriting.

What is important is that students understand what is being marked and that they have subsequent opportunities to demonstrate improvement.

Teachers may wish to consider such techniques as:

· Marking work in the students’ presence

· Getting students to mark each other’s work.

· Marks are given in the pupils’ books.
Vigilant use of homework diaries and class record book will allow continuous feedback to pupils, from teachers and parents on the progress of pupils and the standard of their work.
At Key Stage 4 and for A-level, teachers are more likely to be guided by such things as examination papers and syllabus demands in the awarding of marks for particular exercises.  Students should, as far as possible, be aware of the reasons for the allocation of marks.  Awarding marks does not relieve the teacher of the responsibility for continuing to add formative comments to work.
Moderation

It is planned to conduct moderation at least three times of each year group.

Year 11, 12, 13 and 14 examination and coursework will be moderated by subject specialists.

The Head of Department will receive regular feedback on test/examination outcomes for all pupils.  These will be collated centrally on spreadsheets and results compared across classes and for previous year groups and with national averages.

Pupil self-assessment and evaluation

Pupils should be encouraged to continually review their progress in Business Studies and to set aims for future units/terms/years.  This will involve:

· A review at the end of each unit of work on their progress and/or their end of unit test result.  This can be informal or noted by themselves on their assessed work.

· A written comment on their Business Studies RoA on their examination result and progress in Business Studies over the year.
· A formal termly review sheet. 

· Specific tasks where they assess themselves in accordance with present criteria.
MARKING SCHEMES
KS4

	Method
	Format

	Examination
	Percentage mark and grade

	End of unit test
	Percentage mark and grade

	Homework
	Mark or Grade/Impression comment

	Classwork
	Impression comment on regular basis

	Project work
	Grade/Impression comment

	Discussion
	Impression from teacher or peers


Post 16

	Method
	Format

	Examination
	Percentage mark and grade

	End of unit test
	Percentage mark and grade

	Homework
	Mark or Grade/Impression comment

	Classwork
	Impression comment on regular basis

	Project work
	Grade/Impression

	Discussion/presentation
	Impression comment from teacher/follow-up discussion with peers


Detailed common marking schemes are provided for examinations, end of unit tests and internal formal assessment.
PUPIL SELF EVALUATION SHEET
NAME _____________ CLASS _____________ DATE _____________

You can use this sheet to think about how you are coping with Business Studies so far and set some goals for the future.

So far so good??!!

Tick the correct box in the table

	
	Very good
	Good
	Just OK
	Poor

	How well do you concentrate in class?
	
	
	
	

	How good are you at getting homeworks done?
	
	
	
	

	How good are your Business Studies grades?
	
	
	
	

	How good are you at getting on with your own work?
	
	
	
	

	How good are you at project work?
	
	
	
	


In your own words describe how you think you are coping with Business Studies so far.

Which style of lesson did you enjoy the most?

Which style of lesson did you least enjoy?

Setting Goals
What are you best at in Business Studies?

What do find difficult in Business Studies?

What topics do you need to revise more carefully?

How do you think you could improve in Business Studies?

What two GOALS can you set for the next term?

1
2
Signed ________________________
POSITIVE BEHAVIOUR
The following are the standards expected of pupils within the Business Studies Department.  Teachers should encourage pupils to behave in accordance with these general guidelines.

Work in general

· Pupils should take responsibility for their own learning, acting in a manner which does not impede the learning of themselves or others.
· Pupils should come fully equipped to lessons.
· All tasks should be completed to the best of their ability and pupils should strive towards neatness in their work, making corrections when necessary.
· It should be the pupils’ responsibility to catch up on missed work/homeworks etc., with the teacher offering support as necessary.
· Pupils should make an effort to help each other learn.
Homework/Coursework

· Pupils should complete tasks on time unless there is good reason offered by the pupils.  The task should then be completed for the new deadline.

· Pupils should complete homework and classwork missed through absence as soon as possible.

Behaviour

· High standards of courtesy and consideration should be maintained at all times.
· Activities must be carried out with due regard to safety.  Pupils will be issued with safety rules and regularly informed of them.  It is the teacher’s responsibility to make these rules known and available and to offer additional safety advice as pupils perform practical activities.

· The equipment etc must be treated with respect.  Wilful damage will be paid for.

· Pupils must not enter or leave the classroom without a teacher’s permission.
Approval and reward

· Regular verbal comments on good practice.
· Regular positive comments on good classwork, homework etc

· Positive comments on class record book, reports and Business Studies ROA

· Use of homework diary to comment on an individuals behaviour etc.

· Use of merit system in class record book.
Sanctions

Standards of behaviour will be made clear to all pupils and any significant breach of these (e.g. several missed homeworks, deliberate breaking of equipment, reckless behaviour in the classroom) will be dealt with by the teacher and referred to the form teacher or Head of Department (in accordance with school discipline flow chart).

The punishment or sanction should suit the misdemeanour.
e.g. Missed homework should be completed and additional work may be given. Unsafe behaviour in the classroom will result in exclusion from practical work for a length of time proportionate to the breach of the safety rules.  Extra written work must be educationally useful (such as revision of an earlier topic LINES MUST NOT BE GIVEN).
TEACHERS SHOULD NEVER USE DISCIPLINARY STRATEGIES WHICH INVOLVE GROUP PUN ISHMENT OR PUNISHMENT WHICH IS EXCESSIVE OR HUMILIATING TO THE PUPIL AS FAR AS POSSIBLE TEACHERS SHOULD AIM TO TALK TO PUPILS PRIVATELY ABOUT THEIR BEHAVIOUR.
Pupils can be referred to the Head of Department for misdemeanours involving poor work rate or consistent lack of cooperation.  The Head of Department will deal with this as they see fit which may involve Business Studies Department detention.
Above all, the best way of ensuring that pupils conduct themselves in a satisfactory manner, is to encourage a positive, supportive atmosphere in the classroom; one in which a variety of teaching methods are used, in which lessons are made as interesting as possible, in which each pupils is treated with care and courtesy by the teacher, and is made to feel valued.  Such an atmosphere should engender positive behaviour, and it is the aim of the Business Studies department that classes should be conducted in this way.

The promotion of positive behaviour in the Business Studies department and the associated rewards, sanctions and referral of pupils should be in accordance with the school discipline policy.

Evaluation

The Business Studies Department will involve itself in regular evaluation of the quality of the pupil’s experience of Business Studies in 

Self-Evaluation

It is essential that each member of the Business Studies department engages in a process of self-evaluation on a regular basis.  In addition teachers will be encouraged to use the pupils evaluation sheet for feedback on a particular lesson: at least once per term with each year group that they teach, covering a variety of lessons e.g. practical, project work, theory etc
Departmental Evaluation

The Business Studies department will aim to engage in regular review of the quality of Business Studies provision.  Monthly meetings will also offer opportunity to review policy and practice on a regular basis.  It is essential that the review process is seen as a useful, dynamic exercise, used to effect change in the delivery of Business Studies.  This can only be undertaken effectively in a department with an open, supportive and professional ethos and it is for this reason that the Business Studies department will strive.

PUPIL FEEDBACK SHEET
LESSON EVALUATION

DO NOT PUT YOUR NAME ON THIS SHEET
Tick the box in the table which best describes how you felt about today’s lesson

	
	A lot
	Some
	A little
	Not at all

	How much of the lesson did you understand?
	
	
	
	

	How much of the lesson did you enjoy?
	
	
	
	

	Did your teacher help you when you needed help?
	
	
	
	

	Did other pupils help you when you needed help?
	
	
	
	

	Did other pupils hold you back from your work?
	
	
	
	

	How much of the time did you take part in the lesson?
	
	
	
	


What did you like about the lesson? 
What did you not like about the lesson?

PUPIL END OF YEAR FEEDBACK SHEET
DO NOT PUT YOUR NAME ON THIS SHEET

Tick the box in the table which best describes how you feel about Business Studies in Anytown College

	
	A lot
	Some
	A little
	Not at all

	How much do you enjoy Business Studies?
	
	
	
	

	How much Business Studies is too hard?
	
	
	
	

	How much Business Studies is too easy?
	
	
	
	

	How much of the subject do you understand?
	
	
	
	

	Does your teacher help you when you need help?
	
	
	
	

	Are your homeworks too hard?
	
	
	
	

	Are your homeworks too easy?
	
	
	
	

	Are the booklets and textbooks easy to read?
	
	
	
	

	How much do you enjoy carrying out your own research?
	
	
	
	

	How much do you enjoy working in groups?
	
	
	
	

	How much do you enjoy doing your work on the computer?
	
	
	
	


What do you like most about Business Studies?
What do you not like about Business Studies?

EXAMINATIONS

KEY STAGE 4 – GCSE

Pupils following the Business Studies GCSE Course in Year 11 have 5 periods of Business Studies per week, pupils in Year 12 have 4 periods per week.

‘A’ Level Business Studies
Pupils following the ‘A’ Level Specifications have 8 periods of Business Studies per week.  The new AS/A Level Business Studies course has now been made available to students since September 2001.

AVCE Business Studies

Students can opt to do a 6 units AVCE programme which is equivalent to 1 A’level or the full 12 unit AVCE programme which is equivalent to 2 A’levels.

Those students following these programmes will have an allocation time of 8 periods per week for the 6 unit AVCE and 16 periods per week for the 12 unit programme.

MAKING USE OF EXAMINATION DATA

The Department agree to analyse and interpret examInation data each year so that it informs practice.  The Department each year will examine:

· Predictive grades

· Actual examination grades

· Moderators reports

· Examination data trends

Subject teachers will bring to this process their own knowledge of individual student’s ability.  In addition this process can be assisted, by seeing how pupils are performing in other similar subject areas.

Department members will also keep in mind the following questions.

How well have we done over the last 5 years?

Is the trend towards higher or lower performance?

Can we identify the factors for this trend?

What should our target for performance be for the next 2 years?

CLASSROOM MANAGEMENT
It is the responsibility of all department members to establish a calm and orderly environment in which all students can learn.  This can be achieved most effectively by:

· Having high expectations of students.

· Establishing clear rules for the conduct of lessons.

· Through preparation of material, attempting as far as possible to ensure that it is appropriate to the ability of the students.

· Being active in chasing up work which has not been completed.

· The use of praise, merit awards, commendations and other systems of reward.

Despite this, all teachers will encounter some persistently lazy or disruptive students.  Their behaviour should never be accepted as simply a feature of classroom life.  Faced with such students teachers should follow the discipline procedure as set out in the Assertive Discipline Programme.

DIFFERENTIATION

The Business Studies department is firmly committed to a basic policy of differentiation by outcome, believing that this is the most likely way to effectively motivate students.
The essence of differentiation is ensuring that each pupil can access the curriculum to which they are entitled to the best of their ability.  In order to do this it is necessary to take account of the various learning styles and innate abilities and skills of the pupils in the classroom and hence ensure that the teaching methodologies and activities support these styles.
Nevertheless there will exist times when students will need, within the same class, differentiated tasks and/or material.  Teachers should consider whether it is not better on such occasions to employ different resources or even different textbooks.  It shall be the policy of the department to create, where appropriate, such different resources and to meet from time to time in order to do so.

The department has established a number of initiatives to support, where appropriate, differentiated learning.  These include the creation of different worksheets, the setting of different tasks to particular individuals; the creation of specialised glossaries and word lists and provision, where possible, of tape recorded assignments.

The department will also attempt to work closely with the Special Needs Unit and will liaise with other teachers outside the department.
In every class there is a relatively wide range of ability.  The Business Studies department needs a subject-specific policy with explains how it proposes to meet the challenge that this poses.  After all, the student struggling in Business Studies might be doing superbly in other subjects.  It cannot be assumed that a whole school policy will necessarily cater for those at either end of the Business Studies spectrum.
A range of teaching methodologies may be used to ensure that the skills of each pupil are  both enhanced and utilised. (See methodologies in developmental plan section).

Differentiation of teaching resources
The material given to the pupils should be differentiated in order to facilitate learning, taking into consideration the needs of each child.  In addition to each scheme taking account of differentiation, the design of the curriculum material should include:

· Advanced organisers at the start of each booklet, section of work, handout etc.

· Extension and support material in a ‘Going Further’ section.  All pupils should at some stage have access to this section in order to prevent it being perceived as a section for either particular less (or more) able pupils. *system indicates level of difficulty.
· Size of text, font (Arial 14 is generally accepted as accessible to all pupils), clarity of diagrams etc, and ease of use of the resource must also be considered.
· Appropriate language should be used.  More able pupils should be encouraged to use business terms but the less able pupils should not be penalised for using terms that are more familiar to them.

Classroom management
The classroom should be organised in such a way as to facilitate pupil access to resources (including the teacher!)  Cupboards should be clearly labelled with their contents.  Common Business terminology should be clearly displayed or supplied to the pupils on vocabulary sheets. This will facilitate pupils in working through various tasks which are not expressly teacher led.  Pupils should be well aware of the Going Further section and encouraged to use it without teacher prompting.  Additional resources (e.g. reference books, CDROMs etc.) for pupil use should be clearly displayed and pupils should be made aware of how to access these.
Ethos/Culture

The ethos of the classroom should be supportive, encouraging pupils to request help from their teacher and their peers.  Teachers should strive to use the available resources to support and extend pupils’ work within an atmosphere that does not overly distinguish between more and less able pupils.  As far as possible the teacher should aim to find the unique skills of each pupil and utilise these in the classroom.

Choice of text books and written resources

The text chosen and other reading material, should contain material which is easily accessed by the pupils, thus facilitating independent learning.  It should contain a balance of introductory material, support material and extension material. For this reason a range of text books may have to be accessible supplemented by handouts, worksheets etc.
EQUAL OPPORTUNITY

The Business Studies is committed to equal opportunity in its work.

Students and teachers will be encouraged to identify and to comment on examples, whether past or contemporary, of unfair gender, racial, sexual or other discrimination and stereotyping.

All aspects of all Study Units, however, can and should be consciously directed at detecting and combating such stereotypes.  The department believes that all students have the right to question the assumption they might encounter in textbooks, from their teacher or from their classmates.  All students have the right to expect their own experiences of life to be positively reflected in the Business Studies work they undertake.

HOMEWORK

The Business Studies department believes that homework is a proper entitlement for all students.  It believes that the regular setting of homework encourages;
· independent learning;
· the consolidation of work;
· completion of coursework;
· self-discipline;
· the capacity for research;
· the furthering of partnership between home and school;
· allow for preparation of future classwork.
In Business Studies, students are set regular homework.  All members of the Business Studies department are expected to ensure that they keep as nearly as possible to the school homework timetable.

Teachers should endeavour to set a wide range of meaningful tasks for homework.  These could include:

· A piece of library or research work.

· Examination of primary or secondary sources.

· A piece of extended writing.

· A piece of reading.

· Part of an extended project or report.

· Revising for a test.
· Include tasks which are designed to encourage independence and self-motivation.
· Be realistically set within the pupils’ capabilities and resources.
Teachers need to be aware of being very clear in their instructions.  Students should as far as possible be fully aware of what it is they have to do.

Teachers should consider whether the end of the lesson is always the best time for the setting of homework.

Feedback
Pupils are keen to receive teacher’s marks and comments.  These marks and comments are useful in providing motivation and support.  As such feedback should;
· be regular, prompt and as positive as possible;
· include comments which encourage pupils or point out areas of concern;
· only use grades/levels etc. if pupils are fully apprised of their meaning; 

· provide information for parents.
In addition, feedback, both positive and negative, should be given regularly to inform teacher and concerned parties in the school.

The marking, recording/monitoring of homework should be in accordance with the Assessment Policy of the department.

Incentives and sanction, with regard to homework should be in accordance with departmental policy on promoting “Positive Behaviour”.
SPECIAL EDUCATION NEEDS
Each teacher has responsibility to deliver the curriculum to every pupil in their class regardless of ability.  The Business Studies department will therefore strive to ensure that all pupils receive the education to which they are entitled (in accordance with the school equal opportunity policy and special needs policy).
This will be achieved in a number of ways:

· Use of various teaching strategies designed to match the learning styles of different pupils i.e. teaching styles will allow children to access concepts from linguistic, logical, visual, musical, physical, interpersonal and intrapersonal perspectives.  In other words the skills and abilities of all pupils will be respected and several styles will be used in the delivery of each concept.

· At key Stage Four, the Unit Planner and ‘Going Further’ Section will provide for various degrees of difficulty in past paper questions and other resources.

· At Key Stage Four, classes will be organised as far as possible in broad similar ability groupings.  Every effort will be made to ensure that the less able children are in smaller classes.  

· Group work will vary as the situation demands: friendship groups, mixed ability groups, similar ability groups, interest groups etc.  This will again allow  for work to match the specific needs of the pupil but also provide opportunity for pupils to interact with all their peers and learn from each other.
· The work of all children will be respected and equally displayed on walls, open night etc.

· The Business Studies department will co-operate fully with SENCO in the delivery of school policy and refer those pupils whom they have identified with individual needs.

· The Head of Department will be responsible for ensuring that teachers involved in “in class support” in the Business Studies department are fully aware of this and the differentiation policy and provide specific tasks for these teachers to carry out.

INFORMATION AND COMMUNICATIONS TECHNOLOGY

Due to the nature of the subject Information and Communications Technology forms a substantial part of Business Studies. 

The department aims are:

· For very member of the department to feel confident in teaching students computer applications.

· To ensure that every member of the department has access to effective in-service training in the handling of appropriate software and hardware.

· For all students in Business Studies to have the opportunity to develop skills in word processing, desktop publishing and data handling and retrieval to an appropriate level.

· For all students to be given guidance in the selection and deployment of materials from appropriate websites on the Internet. 

LITERACY IN BUSINESS STUDIES

“Literacy is a lifelong process whereby language is shaped, enriched, refined and enjoyed…..(and) it is central to the development of lifelong learning”









BELB. “Literacy Policy”
The main objectives in the development of literacy in Anywhere School are;
· to reflect the school’s Curriculum Plan;
· to encourage pupils to develop adequate literacy skills to enter the workplace;
· to consider how the promotion of literacy skills will enhance teaching and learning in Business Studies;
· to enable pupils to have the necessary literacy skills to be able to communicate, think and live in the 21st century.

To fulfil these objectives the department intends to;
· ensure that all staff are aware of their responsibility to develop and promote literacy skills in Business Studies;
· ensure that there are cross-curricular strategies to promote literacy;
· ensure that ICT is used to promote literacy;
· ensure that the school librarian plays a central role and develops links with the department;
· ensure that pupils are made aware of the relevance of developing literacy skills across the curriculum;
· ensure that at least one member of the Department will attend INSET and disseminate materials.

This will be achieved in a number of ways:

Talking

· Pupils encouraged to ask and answer questions of teacher and peers.
· Pupils encouraged to engage in small group discussions.
· Planned “talks” are given to the class by other pupils.

· Hot seats etc are used to encourage pupils to discuss issues using business terms.
· Pupils will be encouraged to use business terms as this will allow them to communicate in a different register to other classes.

Listening

· Pupils will be encouraged to listen carefully to explanations, videos etc.
· Paired reading provides the opportunity for pupils to listen to each other and support reading skills of peers.

Reading

· Pupils will engage in many reading activities in Business Studies: paired, silent, aloud to class, individually to the teacher etc.
· Pupils will be encouraged to read for information e.g. project work, comprehension activities.
· Efforts will also be made to support the English department in basic grammar skills e.g. choosing suitable verbs, adjectives etc to complete sentences, repeating a statement but substituting “opposite” words etc.
· Pupils will also be encouraged to read for enjoyment!!

Writing

· The Business Studies department will expect high standards of presentation.
· Pupils will be encouraged to spell correctly.  They will be given a vocabulary list at the start of each unit of work.
· The Business Studies units of work will encourage various writing styles: creative writing will be encouraged through written descriptions of business ideas and pupils will also be encouraged to write factually in magazine articles, newspaper stories, projects etc.
NUMERACY IN BUSINESS STUDIES

The Business Studies department will support a whole school Numeracy policy and a holistic approach to the teaching of Numeracy.  It would welcome closer links with the Numeracy Co-ordinator and Mathematics Department identifying the relevant area in which Business Studies.  The department will develop a Numeracy policy along the following lines.

- 
What is Numeracy?

Why should we promote it in our subject?

-
What are the Numeracy aims of our school?

How can Business Studies contribute to these aims?

-
What teaching and learning strategies do we put into practice/or keep using to help develop Numeracy?

How will this enrich the teaching of Business Studies?

-
What training do the Business Studies department members require?

-
How effective is our current practice?  What needs changed?

-
How can we set targets for improving performance of all pupils?

-
Action plan.

· Departmental development plan.

The main aims of developing Numeracy in Business Studies are:

· To reflect the School Curriculum Plan.

· To enrich the teaching and learning experience for pupils in Business Studies by looking for opportunities in the current programme to support Numeracy skills by complimenting and reinforcing those skills.

· To ensure that pupils have adequate Numeracy skills to enter the workplace with a reasonable level of confidence.

· To raise pupils awareness of the relevance of Numeracy skills in the Curriculum by challenging suppositions they may have.

In order to fulfil these objectives we intend as a Department to encourage;
· that all staff understand the responsibility they have in the promotion of Numeracy;

· that the wider school has a better understanding of the potential and performance of pupils in Numeracy;

· there are cross-curricular strategies to encourage Numeracy;

· that ICT will be used to promote Numeracy;

· that students are given more opportunities to consider their own level of performance;

· that at least one member of the Department will attend relevant INSET and disseminate the materials.

INSET

All members of the Business Studies department both need and should have access to, regular in-service training.

It is the Head of Department’s responsibility to ensure;

That staff needs and priorities within the department are identified on an annual basis.

That all members of the department have access to high-quality, relevant INSET.

INSET might consist of courses in;
· unfamiliar subject-matter;
· aspects of planning and teaching;
· new examination courses;
· ICT.
It is important that teachers who receive INSET are encouraged to share what they have learned with other members of the department.  The departmental meeting may be a very good vehicle for this.

Business Studies teachers are not only teachers of Business Studies; they may require, in the furtherance of their professional career, INSET in other areas, including pastoral or school administration.  It is equally the Head of Department’s responsibility to secure appropriate training in these or other appropriate areas.

EDUCATIONAL VISITS

It is the responsibility of the teacher undertaking the Business Studies trip to visit sites in advance of going out with the pupils to evaluate potential risks to pupils and staff.  To remove or at least minimise possible risks the teacher will:

· Make sure there is an adequate staff to pupil ratio, that complies with school policy and guidelines issued by the teaching Unions.

· Make the Business Studies department rules when taking part in a visit, known to the pupils and parents.

· Remain vigilant at all times during the visit.

· Check on groups at regular intervals.

· Be aware of pupils with specific medical conditions.

· Have access to a mobile phone.

The Business Studies department realises the value of teachers having at least basic First Aid knowledge and it will actively encourage the schools Senior Management Team to provide some training in the future.  

HEALTH AND SAFETY

It is the responsibility of all members of the Business Studies department to ensure that the teaching environment is conducive to the health and safety of students and teachers.

To this end teachers should:

· Ensure that materials are stored so that they are easily accessible.

· Ensure that books, in particular, are stored so as to minimise the likelihood of their falling and causing damage or injury.

· Ensure that stored items do not become covered with dust.

· Ensure that electrical items are regularly checked and, where necessary, serviced.

· To ensure that furniture in teaching rooms is up to standard.

First Aid

Members of the Department are encouraged to be competent in First Aid.

Drugs Policy

Members should familiarise themselves with the School’s Drugs Policy.

Fire Drill/Procedure in the Event of Fire

1 The bell will ring continuously

2 Staff and pupils must vacate the building by the nearest exit.

3 Proceed to the first football field.

4 Pupils line up in their form classes.

5 Form teachers will check the pupils’ attendance.

6 When it is safe staff and pupils will return to their places of work/classrooms.

Illness

If a pupil is ill, a teacher may send her/him with a note to the matron.

Accident/Injury

In the case of an accident/injury, the teacher should contact the matron and fill in an accident form.  Accident forms are available from the Secretary’s office.

PASTORAL POLICY

In the Business Studies Department we try to assist in developing the pupil both socially, personally, vocationally and academically.  Teaching methods, pupil interaction and pupil/teacher interaction all have an important bearing on the development of the individual in all of these areas.  We encourage pupils’ confidence by generously praising a pupil who has obviously made a good effort with classwork, homework or coursework.  Regular monitoring of pupils’ work is important as it encourages pupils to take responsibility for their own learning and allows them to assess their performance and take remedial action if necessary.  We try to encourage pupils to take an interest in their work and show commitment.

Pupils are given the chance to develop their skills when given work that they feel comfortable with – work that is not too daunting in terms of the difficulty of the task set or the language in which the question  is phrased.  At other times work should be sufficiently challenging to stimulate pupils and promote a sense of pride and achievement.

The Department liases closely with the Pastoral Care team and at times will support the pastoral team policy.

CONTRIBUTION TO CROSS CURRICULAR THEMES

While the Business Studies Department welcomes the contribution other areas can make, the following have been identified as most relevant to the Department.

Economic Awareness (EA)
Opportunities to support the development of economic awareness have been identified in schemes of work.  Due to the nature of this subject economic awareness is covered in several areas, in the role of the producer, the distributor and the consumer.

ICT

The integration of ICT is an essential component of Business Studies.  Opportunities to support the integration of ICT have been identified in the scheme of work. A set of internet lessons cross-referenced to the GCSE Specifications, have been produced in conjunction with the other ELBs and have also been identified in the scheme of work.

Education for Mutual Understanding (EMU)
The Business Studies Department is currently identifying the ways in which their programme contributes to the EMU. Extracts from the Programmes of Study for Business and EMU are being examined to identify links and how Business can make a contribution. Some opportunities to support the development of EMU have already been identified in the scheme of work. 

Careers Education (CE)
The aim of careers education to help young people to acquire the skills, attitudes and abilities to chart their paths through life, the Business Studies department has a role to play.
Opportunities to support the development of Careers have been identified in the Scheme of Work.  
Cultural Hertitage (CH)

Pupils should know about and understand aspects of their own culture and the culture of others.  

· Considerable emphasis is placed on the effects of human activity on the environment.
RESOURCES

It is the responsibility of the Business Studies teachers to familiarise themselves with the necessary resources.

When appropriate, students should be encouraged to participate in the setting up, running and putting away of equipment.  

· Video-cassette recorder

· Overhead projector

· Cassette tape-recorder

· Data projector

In addition to this equipment, the department teachers may wish to use other available resources.

· Textbooks

· Worksheets

· Videos

· Source sheets

· Artefacts

· School library

· CD Roms

· Internet

The department will also endeavour to establish links with local businesses.  These links may be used to organise visits or to invite speakers into the school, at appropriate times in the year.

Members of the department responsible for the organisation of such visits will take care to follow established DfEE, LEA and school policies for the safe administration and supervision of off-site activities.

DEV ELOPMENTAL PLAN

METHODOLOGY

No one method of teaching Business is likely to be successful. The most desirable method of approach would be to use a wide variety of teaching methods in order to stimulate and motivate all learning abilities and to ensure that the skills of each pupil are both enhanced and utilised.
· Pupils as investigators; using the pupils natural inquisitive skills.
· Pupils in group work; friendship grouping; mixed ability grouping; similar ability grouping; interest grouping.
· Pupils as educators; encouraging pupils to help others in their groups.
· Pupils as experts; using activities such as “hot seat” or panels to review previously encountered work and presentation; allowing pupils to research and present information to the rest of the class.
· Pupils as supporters; using review groups at the  beginning of each class to remind pupils of the previous class’ work; hence encouraging revision and the notion of continuity of classes.
· Pupils and creative/expressive skills; drama; role play; games etc., allowing pupils to access the subject matter through media with which they may feel more confident.
Active learning strategies should be employed.  See next section. 
A number of approaches may include:

· Whole-class teaching

· Discussion

· Simulation and role play

· Open and closed questioning

· Short and extended writing

· Source-based work

· Worksheets

· Silent reading

· Reading aloud

· Group and project work

· Graphic and artwork

· Graph and number work

· Using Information and Communications Technology

· Using artefacts

· Visits

· Speakers

· Display work
· Brainstorming
· Each one teach one
· Clustering
· Hot Seating
· Table quiz
TARGET SETTING

The Business Studies Department has recently drawn up a 2 year Developmental Plan in which it has identified targets and priorities within the Department and within the subject.

DEPARTMENTAL TARGETS

· Promote collaboration among Department staff e.g. agreed procedures and plans regarding review of Business Studies programme.

· To promote best use of staff talent and performance development e.g. share the development work allowing staff with best expertise to contribute.

· To encourage the Department to think clearly about the benefits for the progression of pupils of developing the Business Studies curriculum.

· To encourage best use of financial resources.

· To draw up a Departmental handbook.

· To set tasks for pupils which will help reinforce the targets set.

· To convey the examination system by outlining course structure and deadlines and examination procedures.

· To help pupils design their own self-assessment sheets.

· To help pupils set targets for improvement.

SCHEMES OF WORK
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