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Welcome to your BTEC First 2012 delivery
guide
This delivery guide is a companion to your BTEC First specifications. It contains a
wealth of ideas for practical activities, realistic scenarios and independent learning,
helping to bring the content of the units to life. The aim of this guide is to show how
the content of the specification might work in practice and to inspire you to start
thinking about different ways to deliver your course. The guidance has been put
together by teachers who understand the challenges of finding new and engaging
ways to deliver a BTEC programme, which means you can be sure the guidance is
relevant and achievable.
Unit-by-unit guidance is given and includes suggestions on how to approach the
learning aims and unit content, as well as providing ideas for interesting and varied
activities. You will also find a list of carefully selected resources for each unit,
including suggestions for books, websites and videos that you can either direct your
learners to use or that you can use as a way to complement your delivery.
Guidance about the new features of the BTEC Firsts is also included, providing an
explanation of how these work and what you will need to consider as you plan the
course. You will also find comprehensive coverage of assessment, including useful
advice about external assessment, as well as extensive guidance about how to plan,
design and deliver your assignments. Information about the Quality Assurance
process will help you understand the different roles and responsibilities of individuals
within your centre, and how you can work closely with Pearson to enable the
successful running of your programme.
This delivery guide is intended to be read in conjunction with the qualification
specification.
● The specification tells you what must be taught and gives guidance about how it
should be assessed.
● This delivery guide gives suggestions about how the content could be delivered.
The suggestions given in this delivery guide link with the suggested assignment
outlines in the specification but they are not compulsory; they are designed to get
you started and to spark your imagination.
Remember that all assignments must go through internal verification before
being delivered to learners.
When combining units for a BTEC First qualification, it is the centre’s
responsibility to ensure that the qualification structure(s) in the
specification are adhered to.
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INTRODUCTION

1 BTEC First Qualifications
BTEC Firsts are vocationally-related qualifications designed to develop learners’
knowledge and understanding through the application of learning and skills in a
work-related context. BTEC Firsts are designed to allow learners to progress to other
level 2 qualifications or apprenticeships, to junior roles in the industry they are
learning about or level 3 qualifications.
Around 100 BTEC First qualifications are available for level 2 learners, each linked to
an industry sector. Learners may take BTEC Firsts alongside core GCSEs subjects
such as English, maths and science giving them the balanced curriculum
recommended by the majority of schools.
There are four sizes of qualification available in the BTEC Firsts suite:
Qualification

Size –

Equivalent

Age

Guided

in size to

group

Delivered predominantly in

Learning
Hours

Award

120

1 GCSEs

14-19

School

Certificate

240

2 GCSEs

14-19

School

Extended
Certificate

360

3 GCSEs

14-19

School/FE College

Diploma

480

4 GCSEs

14-19

FE College
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2 Introducing the new BTEC Firsts in
Business
The BTEC Firsts in Business have been developed to provide learners with a
stimulating and engaging introduction to the business world. These new qualifications
will help learners to develop their knowledge of business theory, and allow them to
use their creativity and entrepreneurism.
The BTEC philosophy of ‘learning through doing’ remains at the heart of these
qualifications. Learners are given the opportunity to gain a broad understanding of
the business sector as well as the knowledge and skills that underpin it.

Developing the qualification in response to change
The new suite of BTEC Firsts is now available on the National Qualifications
Framework (NQF). The NQF fully supports both academic and vocationally related
progression pathways.
Professor Alison Wolf’s Review of Vocational Education was published in March 2011.
The Government has since accepted her proposals in full and the Department for
Education (DfE) has produced a list of seven characteristics that all high-value
vocational qualifications for learners aged 14+ should demonstrate. Specifically, they
should:
1. be at least as big as a GCSE in terms of guided learning hours (GLH), i.e. 120
GLH
2. contain an element of external assessment, e.g. an externally set and marked
test taken under specific conditions
3. contain some synoptic assessment so that learners appreciate the breadth of their
course and the links between different elements, rather than just taking units in
isolation from each other
4. be graded, e.g. Pass, Merit, Distinction and Distinction*
5. contain content appropriate for learners aged 14+
6. enable progression to further study in the same subject at the next level, and
also support progression to broader study at the next level
7. have a proven track record, measured by its uptake of at least 100 learners
in five centres.
As part of the development of the new BTEC Firsts in Business, we have taken into
account many consultations with schools, further education and higher education
institutions, and employers. You joined us in our biggest ever market research and
consultation process to ensure that the new BTEC Firsts demonstrate best practice.
The Extended Certificate and Diploma within Study Programmes for 16–19
year olds
The BTEC Level 1/ Level 2 First Extended Certificate and Diploma in Business have
been designed to meet the requirements of the government’s Study Programmes for
16–19 year olds. The Department for Education, as part of its Study Programmes for
16–19 year olds requires learners aged 16+ to be offered a high quality study
programme giving them the best opportunity to progress to higher education or to
secure skilled employment.
As part of this requirement learners should be able to study a qualification of
substantial size which provides them with the opportunity to progress to the next
2
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stage of learning. The BTEC Level 1/2 First Extended Certificate and Diploma in
Business have been designed to meet this requirement and provide learners who
wish to progress their learning and development in business with the opportunity to
study topics and aspects of the business sector appropriate for post-16 learners.
The qualification meets the requirements of the Study Programmes for 16–19 year
olds by:
1.

Providing learning appropriate for learners aged 16+ who have chosen to
focus their learning in the sector.

2.

Providing learners with an opportunity to extend learning from pre 16 to post
16.

3.

Encouraging learners to explore relevant specialisation in their learning,
through new optional units designed specifically for learners aged 16+

4.

Supporting learners who may also be working towards achieving level 2
English and/or mathematics qualifications in a post-16 setting and wish to
complement their study programme with a qualification that supports
preparation for work or progression.

5.

Supporting work experience requirements through a specific optional unit,
Unit 24: Work Experience in Business.
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3 Pathways in the BTEC Level 1/Level 2
First Diploma in Business
Learners beginning the BTEC First Diploma in Business and who have completed
neither the BTEC Level 1/Level 2 First Award nor the Certificate nor the
Extended Certificate in Business
The BTEC Level 1/Level 2 First Diploma in Business has been structured to provide
learners, primarily the post-16 age group, with a flexible programme of study. There
are no endorsed pathways for business but some learners may want to study units
which are of particular interest to them when they are considering progression
opportunities beyond level 2.
By providing a broad, flexible and balanced programme of study through the core
and mandatory units that develop knowledge, skills and understanding learners will
develop an insight in to business careers and their attributes. A deeper study of
particular business roles (e.g. administration, retail, etc.) can be gained by selecting
from a range of optional specialist units some of which require 60 guided learning
hours (GLH) of study. The qualification also provides opportunities for the
development of transferable skills related to study and to vocational applications so
providing a platform for success both within the business sector and elsewhere.
In advising learners you can identify to them possible progression opportunities that
include:
● entry in to employment
● taking up specialised level 3 qualifications in business or general qualifications in
business or qualifications at level 3 in other vocational areas
● beginning an apprenticeship.
The core units are designed to cover the subject matter that is considered by employers
and educators within the sector to be essential for 14–19 year old learners. The units
support the remainder of the learning needed for this qualification:
● Unit 1: Enterprise in the Business World focuses on what businesses do, the trends
that affect them, how they operate and the factors that influence their success.
● Unit 2: Finance for Business considers the types of costs that businesses incur, the
generation of revenue and how businesses make profits.
● The third of the core units, Unit 18: Small Business Planning, has a synoptic
purpose requiring learners to bring together and apply their learning and to
demonstrate their transferable skills.
The mandatory units, Unit 3: Promoting a Brand, Unit 9: Principles of Marketing and
Unit 19: Introducing Project Management assess additional knowledge, skills and
understanding that are not covered within the core units but that are important in
business. Unit 19: Introducing Project Management has an additional benefit in helping
learners plan project work that they do in other units.
The optional specialist units provide a closer focus on a vocational area, supporting
progression into a more specialised level 3 vocational or academic course or into an
apprenticeship. There are two groups of optional specialist units and learners must
complete two from group A, all of which are 60 hour units.
If your centre wanted to offer a retail-oriented programme then it might select
Unit 14: Business Online and Unit 20: Delivering and Improving Customer Service. You
then have to select further units that total 120 guided learning hours in order to bring
the total value of the units offered up to 480 guided learning hours. This could be done
by offering, for example, Unit 5: Sales and Personal Selling, Unit 6: Introducing Retail
Business, Unit 17: Visual Merchandising in Retail Business and Unit 32: Sustainability in

4
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the Business Workplace. This option uses the maximum permitted number of units from
group B of the optional specialist units.
If you wanted to offer an administratively-oriented programme then you might select
Unit 21: Effective Business Communication and Unit 22: Working in Business Teams. You
then have to select further units that total 120 guided learning hours in order to bring
the total value of the units offered up to 480 guided learning hours. This could be done
by offering, for example, Unit 24: Work Experience in Business and Unit 27: Efficient
Business Operations. This uses only units from group A of the optional specialist units
and recognises the permitted rules of combination. Unit 8: Recruitment, Selection and
Employment would not be allowed as a potential optional unit as Unit 24: Work
Experience in Business has been selected.
It is of course each centre’s responsibility to ensure that the BTEC Level 1/Level 2 First
Diploma in Business is taught over 480 guided learning hours but there are various ways
in which the curriculum might be designed.
Sample curriculum model for the BTEC Level 1/Level 2 First Diploma in Business
using a mixed blocked and linear approach and focusing on business and the
economy
Term

Unit(s)

Assessment

GLH

1

Unit 1: Enterprise
in the Business
World

Internal

30

Unit 2: Finance for
Business

External

Unit 14: Business
Online

Internal

Unit 12:
Introducing Law
and Consumer
Rights

Internal

Unit 26:
Introducing the
Economic
Environment

Internal

60

Unit 18: Small
Business Planning

Internal

30

Unit 19:
Introducing Project
Management

Internal

2

(This unit must be completed and
assessed prior to any of the
optional specialist units.)
30

(This unit must be completed and
assessed prior to any of the
optional specialist units.)
60

(Some integrated assignment
components between units 12 and
14.)
30

(Some integrated assignment
components between units 12 and
14.)

(Integrated assignment between
units 18 and 19 that is staged
over the duration of the two
units.)
30

(Integrated assignment between
units 18 and 19 that is staged
over the duration of the two
units.)
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Term

3

Unit(s)

Assessment

GLH

Unit 9: Principles
of Marketing

External

30

Unit 3: Promoting
a Brand

Internal

30

Unit 18: Small
Business Planning
(continues)

Internal

30

Unit 19:
Introducing Project
Management
(continues)

Internal

Unit 15: Public
Sector Business

Internal

30

Unit 18:
Introducing
International
Business

Internal

60

(Integrated assignment between
units 18 and 19 that is staged
over the duration of the two
units.)
30

(Integrated assignment between
units 18 and 19 that is staged
over the duration of the two
units.)

Learners who have completed either the BTEC Level 1/Level 2 First Award or
Certificate or Extended Certificate in Business
Learners can build on the achievements and interests they developed through related
level 1 or level 2 qualifications in business, including the BTEC Level 1/Level 2 First
Award, Certificate or Extended Certificate in Business. The total credit value of the units
already achieved can be carried forward in to the BTEC Level 1/Level 2 First Diploma in
Business.
There are some design rules for the curriculum that you need to observe:
● If learners have already completed Unit 4: Principles of Customer Service and/or
Unit 16: Enhancing the Customer Experience, they should avoid Unit 20: Delivering
and Improving Customer Service in BTEC Level 1/Level 2 First Diploma in
Business.
● If learners have already completed Unit 10: Using Business Documentation, they
should avoid Unit 21: Effective Business Communication in BTEC Level 1/Level 2
First Diploma in Business.
● If learners have already completed Unit 11: Building Successful Business Teams,
they should avoid Unit 22: Working in Business Teams in BTEC Level 1/Level 2
First Diploma in Business.
● If learners have already completed Unit 13: Financial Planning and Forecasting,
they should avoid Unit 23: Planning, Forecasting and Recording Business Finances
in the BTEC Level 1/Level 2 First Diploma in Business.
Note that units 4, 10, 11 and 13 are optional specialist units in the BTEC Level 1/Level 2
First certificate and Extended Certificate in Business. Unit 16 is an optional specialist unit
in the BTEC Level 1/Level 2 First Extended Certificate in Business. These units are
included in the specifications for BTEC Level 1/Level 2 First Award or Certificate or
6
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Extended Certificate in Business which can be found on the Pearson website:
www.edexcel.com.
Sample curriculum model for the BTEC Level 1/Level 2 First Diploma in Business
for learners who have completed a Certificate in Business
For curriculum design purposes it is assumed that learners have completed: Unit 1:
Enterprise in the Business World, Unit 2: Finance for Business, Unit 9: Principles of
Marketing, Unit 3: Promoting a Brand, Unit 4: Principles of Customer Service, Unit 5:
Sales and Personal Selling, Unit 6: Introducing Retail Business, and Unit 11: Building
Successful Business Teams. They have units with a value of 240 GLH so need units worth
another 240 GLH. This is a linear curriculum model and builds on the marketing and
selling focus of a previously achieved certificate. It could be for a learner who has some
work and attends college on a part-time basis.
Term

Unit(s)

Assessment

GLH

1

Unit 18: Small
Business Planning

Internal

20

Unit 19:
Introducing Project
Management

Internal

Unit 9: Principles
of Marketing

External

10

Unit 17: Visual
Merchandising in
Retail Business

Internal

10

Unit 24: Work
Experience in
Business

Internal

20

Unit 18: Small
Business Planning
(continues)

Internal

20

Unit 19:
Introducing Project
Management
(continues)

Internal

2

(Integrated assignment between
units 18 and 19 that is staged
over the duration of the two
units.)
20

(Integrated assignment between
units 18 and 19 that is staged
over the duration of the two
units.)

(Integrated assignment between
units 18 and 19 that is staged
over the duration of the two
units.)
20

(Integrated assignment between
units 18 and 19 that is staged
over the duration of the two
units.)
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Term

3

8

Unit(s)

Assessment

GLH

Unit 9: Principles
of Marketing
(continues)

External

10

Unit 17: Visual
Merchandising in
Retail Business
(continues)

Internal

10

Unit 24: Work
Experience in
Business
(continues)

Internal

20

Unit 18: Small
Business Planning
(continues)

Internal

20

Unit 19:
Introducing Project
Management
(continues)

Internal

Unit 9: Principles
of Marketing
(continues)

External

10

Unit 17: Visual
Merchandising in
Retail Business
(continues)

Internal

10

Unit 24: Work
Experience in
Business
(continues)

Internal

20

(Integrated assignment between
units 18 and 19 that is staged
over the duration of the two
units.)
20

(Integrated assignment between
units 18 and 19 that is staged
over the duration of the two
units.)
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4 Key features of the BTEC Firsts explained
We are always working to ensure our qualifications are relevant, and that they
support opportunities and progression for young people. We have updated the
current BTECs to meet the needs of today’s learners, teachers, educators, employers
and universities, and also to reflect the policy decisions being introduced following
The Wolf Report (March 2011) on vocational education. Our new BTECs contain a
number of new features and it is important that you understand these and how they
relate to your delivery of the course.

Employability skills within BTEC
Helping learners to progress into employment has always been a cornerstone of BTEC
qualifications. Equipping learners with the skills they will use in the workplace is at
the very heart of BTEC and remains an important driver in determining the content of
each qualification. When developing our qualifications we work closely with
employers to understand the skills they are looking for in new entrants to their
industries. The vast majority of employers not only require learners to have certain
technical skills, knowledge and understanding to work in a particular sector, but they
are also looking for what is termed employability skills. These are the skills which
underpin the different tasks and duties which a person can be expected to undertake
in their role and which are applicable across sectors.
Unlike technical skills, which may become outdated over time, employability skills
enable learners to adapt to the ever-changing roles needed to survive in the global
economy.
The CBI definition of employability skills is based on a positive attitude (readiness to
take part, openness to new ideas and activities, desire to achieve) which underpins
seven characteristics.
1.

Self-management: readiness to accept responsibility, flexibility, time
management, readiness to improve own performance.

2.

Teamworking: respecting others, co-operating, negotiating/persuading,
contributing to discussions.

3.

Business and customer awareness: basic understanding of the key
drivers for business success and the need to provide customer satisfaction.

4.

Problem-solving: analysing facts and circumstances and applying creative
thinking to develop appropriate solutions.

5.

Communication and literacy: application of literacy, ability to produce
clear, structured written work and oral literacy, including listening and
questioning.

6.

Application of numeracy: manipulation of numbers, general mathematical
awareness and its application in practical contexts.

7.

Application of information technology: basic IT skills, including
familiarity with word-processing, spreadsheets, file management and use of
internet search engines.

In a recent CBI Education and Skills Survey, Learning to grow: What employers need
from education and skills 2012 it was noted that employers believe schools and
colleges should be prioritising the development of employability skills (71per cent).
They also want to see more to be done to develop literacy (50 per cent), numeracy
(45 per cent) and technology skills (30 per cent).
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How employability skills are promoted and developed in BTEC courses
All internally assessed units in BTEC are based on set assignments which require
learners to produce evidence of learning applied to a work-related scenario. Within
the scenario learners will typically be put into a junior role in the sector, asked to do
some research or preparation and then provide evidence in the form of a
presentation, information leaflet, performance or artefact, depending on the
assignment. Suggestions for high-quality assignments are provided in the
specification and in the authorised assignment briefs. For example in Unit 10: Using
Business Documentation the following scenario is given:
Assignment –Which Document?
You are working for a consultancy business and have been asked by your manager to
advise an entrepreneur who is setting up a new business on the purposes and types
of written business communications.
To do this, you will need to examine the purpose of four different documents used by
another business to give as an example for the entrepreneur. You will need to
consider how the business context influences the format of document used, and the
factors to consider when planning and selecting appropriate business documents in
four different business contexts to meet the needs of different audiences.
To achieve the Merit and Distinction criteria, you will need to examine further the
need for confidentiality and audit requirements when producing business documents.
As assessment evidence learners are asked to design a presentation, leaflet,
brochure, report.
Many of the assignments are group assignments and so involve teamwork.
Problem-solving is developed through the research and/or practice part of the
assignment. All assignments require self-management in that it is the responsibility
of the learners to complete the assignments and ensure they are submitted to the set
deadline.
BTECs are vocational qualifications. This means that learners are preparing to work in
a particular sector and so must have a good business and customer awareness
understanding of how the sector works, what makes it ‘tick’ and the business and/or
customer drivers for the sector. For example in Business or Information and Creative
Technology the ‘customer’ is the person or organisation that buys or uses the
products or services, so in order to make good products the learner has to
understand customer needs primarily by doing research or surveys. In a sector like
Health and Social Care or Early Years Care the customer is the client or a parent;
again, the learner will need to learn by doing practical work and undertaking
assignments that help develop their understanding and respect of clients’ needs and
wishes.
In most BTEC specifications there is a unit that introduces the industry to learners. In
Business this is Unit 1: Enterprise in the Business World, which is a core unit that
underpins the other units in the qualification. Through this unit learners will gain an
understanding of how the business world works.
In some sectors there are specific units on customer awareness: for example, in
Business Unit 4: Principles of Customer Service and Unit 9: Principles of Marketing.

Knowledge and skills signposting for English and mathematics
The mastery of the essential skills of communication and numeracy are at the heart
of a young person’s ability to progress, as identified in the Wolf Report. In BTECs
these skills are woven throughout and tackled in two specific ways.

10
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1

Embedded mathematics and English throughout the units, mapped to
GCSE. The opportunity to practise these essential skills in naturally
occurring and meaningful contexts, are provided throughout units where
appropriate to the sector. Within Annexes B and C of the specification a table
is provided which shows where an assessment criterion in a BTEC First unit
can provide an opportunity to practise content from the GCSE English or
Mathematics subject criteria.

2

Sector-specific mathematics and English units where appropriate. For
some sectors there are units specifically devoted to developing mathematical
and communication skills in context, for example, Mathematics for
Engineering or Effective Communication in Health and Social Care.

Application of information and creative technology (I&CT)
Throughout the course, learners are encouraged to apply I&CT by producing their
assignment work to the highest standard, with forward-looking use of IT at the heart
of their work: whether it be using the internet to do research, producing
spreadsheets of evidence, or using sophisticated packages to record results aurally or
visually. The assessment guidance for every unit provides suggestions for how
evidence can be presented, and use of electronic portfolios is recommended, where
relevant.
In addition, the new external assessments have looked at the innovative use of IT,
for example, through the introduction of onscreen testing.

Personal, learning and thinking skills
In addition to those qualities outlined by the CBI the qualifications were also
developed with personal, learning and thinking skills (PLTs) in mind. The PLTs map
closely to the CBI definition of employability skills in that they develop:
● independent enquirers
● creative thinkers
● reflective learners
● teamworkers
● self-managers
● effective participants.
A mapping grid showing coverage of these skills in each unit appears in Annexe of
the specifications.

Contextualised English and mathematics
The new BTEC First qualifications provide opportunities for learners to develop and
apply their knowledge, understanding and skills within vocational contexts. This
provides opportunities for them to develop their essential skills in English and
mathematics related to GCSE study.
You are encouraged to deliver these BTEC First qualifications in vocational contexts
as these will allow learners to develop and apply their skills in English, mathematics
and use ICT. Within units we have identified opportunities for linking assessment to
GCSE study in English and mathematics. These GCSEs are relevant to all learners at
ages 14-16 and many learners post-16 who will be continuing to work towards
attaining a GCSE at grade C or above in one or both of these subjects. We have also
provided a more general mapping of how Learning Aims in units can be related to
Functional Skills for relevant post-16 learners in the Diploma specification.
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It is recognised that good literacy and numeracy skills are highly valued by
employers and by wider society and that achievement of English and mathematics at
GCSE level is key to progression through the education system and into employment.
The current Government has refocused attention on this need with a number of
education policy announcements, and development of English and mathematics was
a key recommendation in The Wolf Report.
Research has shown that for many learners the most effective way of developing
their mathematical skills and of improving their functional skills in English is to learn
them within the context of a specific area of vocational interest. Therefore, in the
new suite of BTEC Firsts we have provided opportunities for contextualised maths
and English so that learners can practise these essential skills in a meaningful way
within naturally occurring contexts.
GCSEs in mathematics and English are the current benchmark of achievement, so we
have signposted the assessment criteria of the BTEC Firsts to content from these
GCSE qualifications, specifically to the more functional parts of their content. This
signposting, which is indicated by a * sign for maths and a # sign for English, shows
where learners should be able to practise and develop their skills. These instances
occur naturally within the BTEC Firsts, for example when communicating or compiling
reports, but can be emphasised and drawn out during teaching and learning. More
detail on how this can be done is given on a unit-by-unit basis in the qualification
specification.
Where signposting does occur in the unit specification, it indicates that English and
mathematics knowledge and skills are a constituent part of the assessment
requirements of the units. This does not mean that the BTEC assessment criteria
cover the whole of the GCSE or Key Stage 4 requirements but that learners can
practice specific areas of English and mathematics. You may want to highlight this
opportunity to learners during delivery.
Annexes B and C in the specification show the exact relationship between the BTEC
assessment criteria and the GCSE subject content. The mathematics content listed is
a consolidation of the full requirements in GCSE Mathematics. Note that GCSE
English and GCSE Mathematics already cover functional skills.
The following example demonstrates when learners will be able to develop their
English skills within the context of a specific vocational area.
● Unit 8: Recruitment, Selection and Employment – 1B.3, 2B.P3, 2B.M2 – where
learners are producing an appropriate and detailed job description and person
specification for a specific job, they will express ideas and information clearly,
precisely, accurately and appropriately, understand the conventions of written
language, and choose and adapt style and language to forms (English 2, 4, 15).

Delivery tips: examples of good practice
There are a number of different ways that centres can effectively manage the
delivery of units to strengthen the provision of English and mathematics as well as
ICT for learners on the Diploma course. Below are two examples.
Collaboration between the vocational teacher and mathematics/English
teachers
● In this example the mathematics and English concepts are taught by subject
teachers for English, mathematics and ICT but they use contextualised examples
from the vocational sector to make the learning meaningful. The learners have
timetabled slots for specific lessons.
● This approach works well in larger centres where there are many learners taking
the same vocational route. It works less well when there is a range of vocational
12
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sectors in the same mathematics/English class or learners are taking different
pathways in the same sector.
Mathematics and English are taught in specific lessons by the vocational teacher
● In this example the learners have timetabled slots, as part of their vocational
contact time, in which their vocational teachers focus on presenting and practising
mathematics, English or ICT (for Diploma learners). This model is particularly
motivating for learners because they see the direct link between skills and
application, but it relies on the vocational teachers being comfortable with teaching
mathematics, English and ICT.
Whichever model is chosen, we recommend that timetables include specific slots to
focus on the teaching of mathematics, English and ICT in the context of the
vocational course.

Supporting learners who are unable to achieve their level 2
qualification
The new suite of BTEC Firsts is for learners aiming to achieve a level 2 qualification.
Most will achieve this, but some will not. These learners may have struggled to provide
sufficient evidence in their assignments or they may have failed their external
assessment.
The new BTEC First qualifications give you the opportunity to assess your learners at
level 1 if they are not able to reach level 2 standards, recognising their learning and
achievements.
All the assessments you create must be written against the level 2 criteria and be
reliable and fit for purpose. You should not create a separate level 1 assignment. If a
learner does not provide sufficient evidence to meet the level 2 criteria, only then
should you assess their work against the level 1 criteria. The grade given will be
Unclassified if the learner does not meet the level 1 criteria.
You should expect that learners will be able to achieve a Level 2 Pass or above in at
least some of their units. Units where learners have achieved a Level 2 pass will be
shown in their certification even if the qualification overall is achieved at Level 1.
If a learner is identified as having difficulty achieving at Level 2 then you may want to
consider switching the learner to a smaller size of qualification, such as an Award or
Certificate, so that they can focus on achieving in a smaller range of units.

An example of a learner being assessed against a level 1 criterion
Below is an example of an assessment grid, taken from Unit 5: Sales and Personal
Selling. Each assessment grid includes level 1 assessment criteria.
Level 1

Level 2 Pass

Level 2 Merit

Level 2 Distinction

Learning aim A: Explore the role of sales staff
1A.1 Identify the
work of one
historical and one
contemporary art
and design
practitioner.

2A.P1 Describe,
using examples,
four functions of
sales staff in a
selected business.
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2A.M1 Compare the
functions of the
sales staff and the
different sales skills
used in two selected
businesses.

2A.D1 Assess the
effectiveness of
sales skills and
knowledge used by
sales staff in two
selected businesses.
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In the scenario below learners are given the following assignment:
Assignment title: New Starter Induction
Scenario: You are working in a department store as a sales advisor. You have
been given the task of assisting your manager to prepare training materials for
new sales staff. To do this, you will need to investigate how other sales staff in
the store use their skills and knowledge to sell products to customers. You will
then use your research to create training materials for new staff to learn about
the role and function of sales staff in the business, and which offer guidance on
how to sell products effectively to customers.
Assessment evidence: Induction pack.

To achieve a level 2 pass learners must use examples to describe four functions of
sales staff. In the scenario below, the learner has been given the same assignment
as everyone else in the group; however, they are clearly not working at a level 2.d.
Jasmine was unsure what type of business to choose and after a lot of discussion
with her teacher she selected a local retail store to investigate. Jasmine has worked
in a small group researching how sales staff make sales in different businesses in the
high street. Her teacher has spent time with her explaining what is meant by the
sales function and the importance of the sales role. Jasmine has gathered some
information relating to the selling role and dealing with routine enquiries, but this is
not supported with any relevant examples. The teacher recognises that Jasmine will
not be able to describe four functions of sales staff using suitable examples. [Jasmine
has provided sufficient evidence for 1A.1 but not for 2A.P1.]
Learners who achieve at level 1 can consider the following progression routes.
● Use the skills, knowledge and experience they have gained to retake their level 2
qualification.
● Choose to study a different subject at level 2.
● Work towards an Apprenticeship at level 2.

Learners moving on to a larger qualification: Recruitment with integrity
After completing a next generation BTEC a learner may wish to continue their studies
on a BTEC First in order to top up to a larger qualification, for example from an
Award to a Diploma. This could be at the same centre or at a new one.
It is often appropriate to recruit learners onto further study at level 2 following a
BTEC First certification. In these cases you should ascertain that the learner is
demonstrating that they are still engaged and challenged at Level 2, rather than
demonstrating that they are capable of progressing to study at Level 3. This can
usually be judged from a learner’s BTEC, GCSE and other grades and the quality of
their application. It is also important that further qualification at Level 2 will benefit
the learner by furthering their progression into their chosen career.
Remember: Your groups may contain a mix of learners studying the qualification for
the first time as well as learners who are topping up. Care should be taken to ensure
that all members of these groups are equally engaged and challenged, for example
by ensuring all team members in group activities have an opportunity to perform the
leadership roles.

14

Delivery Guide – Pearson BTEC Firsts in Business –
Issue 2 – October 2014 © Pearson Education Limited 2014

KEY FEATURES

Learners moving on to a larger qualification: Top-up registration
After you have made a top up registration for your learner, the achievement of the
certificated units will be imported into your records on Edexcel Online. There is no
opportunity to retake the assessments in the internally assessed units via a top-up
registration so the imported grades are final. It is possible for a learner to retake
externally assessed units.

Learners moving on to a larger qualification: Re-registration
If your learner did not realise their full potential in a NQF BTEC that they have been
certificated for, and wishes to study a larger size BTEC at a new centre, then an
entirely new registration may be more appropriate than a top-up registration to
enable a fresh start. In this case the learner must produce entirely new evidence for
assessment generated by your centre’s assignment briefs.

Delivery Guide – Pearson BTEC Firsts in Business –
Issue 2 – October 2014 © Pearson Education Limited 2014

15

ASSESSMENT GUIDANCE

5 Assessment guidance
Assessment for the new BTEC Firsts
BTEC assessment has always been about:
● ensuring that learners are assessed for their skills as well as their knowledge
● ensuring that learners are given the chance to show what they have learned in
vocational and applied contexts
● allowing learners to be assessed when they are ready and when a centre is able to
fully support them.
While updating the BTEC Firsts, we have not changed these fundamentals – BTEC
assessment will remain a positive statement of achievement.
The introduction of external assessment will reinforce learner engagement, giving
them clear goals and targets in a way that helps them to understand the challenges
of working life.
Experienced BTEC teachers should think about whether or not they need to change
their delivery pattern to make sure they can provide access to external assessment
at the best time. At the same time, there are some important developments in
internal assessment that you should also be aware of as you plan your assessment
for the year.

External assessment
After careful discussion with centres and other stakeholders, we have tailored the
type of external assessment to meet the needs of the sector. All the assessments will
be distinctively vocational, enabling learners to apply their learning in vocational or
applied contexts.
For your sector you need to check:
● which unit(s) are to be externally tested
● the assessment method
● the availability of assessment for the first time
● the availability of retake opportunities (allowing for results)
● the delivery pattern we are recommending for these units and for other units as
given in the specification.
Remember that you have plenty of time to prepare for assessments because you will
be delivering over a one- or two-year period. For some sectors, completion of the
externally assessed unit at or very near the end of the programme will be the
recommended pattern. In others, it may be suggested that learners take the
assessment earlier in the programme, but you should always make sure that learners
are fully prepared.
The externally assessed unit will often be one that provides a core of knowledge that
will be enhanced, developed and applied through other units. Learners’ depth of
understanding of the content of externally assessed units is likely to be enhanced by
applying knowledge through other units. Therefore, when you are planning and
delivering your units, think about how you can bring out examples that would be
useful illustrations of issues covered in the external unit(s).
Each specification has details about when assessment is available. To gain access to
the assessments, learners have to be registered for a programme – the
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arrangements for this will be the same as for all BTECs. Please refer to the
Information Manual on the website.
We will do everything we can to make external assessments relevant, engaging and
suited to learner needs so that they support the overall development of the learner
rather than being a hurdle or distraction. You should not enter learners for external
assessment to check how they are doing or to give them practice – we provide
sample materials for use in preparation.
The table below shows the type of external assessment and assessment availability
for this qualification.
This assessment forms part of the core knowledge of the programme and are likely
to be delivered towards the start of the programme but may be complemented by
study in the other core unit(s). The learner’s overall readiness to undertake external
assessment should be considered before entering for the assessment.
Unit 2: Finance for Business
Type of
external
assessment

This unit is externally assessed using an onscreen test. Pearson sets
and marks the test.

Length of
assessment

The external assessment will be 1 hour.

No. of marks

50

Assessment
availability

On demand

First
assessment
availability

November 2013

The assessment must be taken by the learner under examination
conditions.

Unit 9: Principles of Marketing
Type of
external
assessment

This unit is externally assessed using a paper-based exam. Pearson
sets and marks the exam.

Length of
assessment

The external assessment will be 1 hour, 30 minutes.

No. of marks

50

Assessment
availability

January and June

First
assessment
availability

January 2014

The assessment must be taken by the learner under examination
conditions.
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Assessment and grading for internally assessed units
Internal assessment remains the main assessment method for BTEC qualifications
because we believe that assignments set and marked within the centre provide the
most relevant vocational learning experience for your learners.
You should guide both the teaching and the learning to then ensure that learners are
assessed validly and reliably in a way that is relevant for a vocational qualification.
Your teaching of the knowledge, skills and vocational applications will underpin a
learner being able to demonstrate achievement through assessed assignments.
Learners should be given formative feedback on their learning and skills development
during the teaching and learning phase. You should consider carefully when your
learners are ready to undertake an assessment. An assessed assignment must have
a clear structure and timescale, and encourage the learner to work independently to
show relevant evidence. You should make sure that the assessment is a clear,
discrete activity. You can then make a qualitative judgement on the evidence using
the assessment criteria.
Those who are used to teaching BTEC will find that not much has changed, but we
are putting more emphasis on some requirements and helping to build good practice.
● You should make sure that the assessment is a clear, discrete activity. Evidence
from the guided learning phase is not admissible because evidence for assessment
must be produced independently.
● You should use the new presentation of units, where learning aims are placed with
associated assessment criteria, to provide building blocks for assessment – these
are clear and simple to use and we recommend that you work through them with
your learners.
● Your assessment plan for each unit and for the programme must be clear at the
outset of the programme and signed off by the Lead Internal Verifier.
● Your Lead Internal Verifier must authorise your assignments. If you don’t have a
Lead Internal Verifier who has been through standardisation, you should use
support from us to ensure that your assignments are fully fit for purpose. You can
use the endorsed assignments or you can access the assignment checking service
through our website.
● You need to be explicit about the timescales and the evidence for assignments –
there is nothing new about this but we will be expecting centres to follow best
practice and to be very clear with their learners.
● You need to set out expectations through tasks and evidence – remember that the
criteria are used to judge evidence and are not tasks in their own right.
● Summative assessment takes place after the final submission date. A learner may
be given one opportunity to resubmit a completed assessment after a grade has
been given where this has been correctly authorised.
● You should ensure that all work has been produced authentically and that you have
checks in place to ensure that learners are submitting their own work.

How assignments are used
Assignments are used to assess learner achievement. You should work with the other
people in your programme team to design a plan of activity for the year, or the
programme as a whole so that assignments have a clear schedule of start, finish and
internal verification dates.
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Ask yourself how many assignments you will need. Your assessed assignments
should cover a minimum of one complete learning aim. You may choose to set an
assignment for a whole unit or even bring units together for assessment.
Remember that this means your assessed assignments. Of course you may set
activities before assessed assignments to provide opportunities for learning from
formative feedback and through skills building. These preparatory activities may
often use group work and research as a preparation for undertaking the assessment
itself but cannot contributory evidence towards an assessment.
In making a decision about how many assignments to use, you can think about what
resources you have in your centre, what is available in the locality, how you could
use links with local employers, and what opportunities there are for relating
assessment to realistic vocational themes.

Top tips
● If a unit builds up – for example by ‘plan’ and then ‘do’ and then ‘review’ – then
one large assignment may work best.
● If a unit requires several forms of evidence then several assignments may be best.
● It is good to emphasise the links between units but it is harder to manage
assessment across units – if you feel this is a good approach then be clear on how
you will reach one decision for a unit.
You need to think about how the evidence that the learner will produce can be
verified and about how you will know that what each learner has done is authentic.
You can only accept for assessment learner work that you know has been produced
in a way that demonstrates the learner’s own achievement.

Assignment ‘warm-up’ – active teaching and learning
Your learners will do their best if they are motivated through engaging and realistic
activities. All units involve ‘teaching the basics’ but learners need to get involved in
order to understand where what they are learning fits in.
You can use your resources and your imagination to really bring learning alive. You
can encourage learners to try things out in groups, role plays, presentations and
practical demonstrations. You can use visits and talks for research – remember you
will need to structure what you do so that learners get the information they need,
such as by providing a question sheet for them to use during a talk or visit.
You can encourage learners to ‘get their hands dirty’ by trying something out. You
can build up their skills so that they will be able to show them off confidently in the
assessed assignment.
You can use this ‘warm-up’ time to emphasise practical links between units, so that
when learners are carrying out tasks they appreciate that they are often
simultaneously drawing on skills/understanding from different units. It is important
that learners appreciate the holistic way that their learning prepares them for further
study or employment.

Introducing the assignment
Your teaching and learning phase is going to lead directly into the assessed
assignment. You may be setting this up in a very specific way – such as everyone
completing a practical activity in a timed slot – or this may be independent work
spread over a number of weeks.
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It is important to remind learners preparing work for assessment that they have to
produce it themselves and that they have to meet the deadlines you give them. Once
learners begin work on an assignment no specific assessment feedback can be given.
Remember that you should be sure that your learners understand all the
requirements for an assessed assignment before the assessment begins. Look at
each unit carefully for how the evidence generated will be judged using the
assessment criteria.

Evidence for assignments
You can use different types of evidence for assignments. A description does not have
to be written and a presentation could be given in a number of styles – for example
PowerPoint®, verbal or a digital recording. You need to think about what is fit for
purpose. So, if learners need to explain a plan, why not have them present it to an
audience with a question and answer session?
You should check that the type of evidence you are planning is feasible – for
example, if you ask learners to ‘write a memo’, the coverage of 1 or 2 sides of A4
must be capable of generating sufficient evidence. Likewise a poster may not be a
suitable evidence format for a detailed evaluation. Remember that whatever evidence
your learners produce must be capable of being verified as well as assessed. So, if
they are actually producing a model, a performance, a meal, a coaching session, a
demonstration, etc. you need to think about how it will be observed or recorded so
that it can be checked during verification.
Remember: no activity can be evidenced solely by an assessor’s observation log or
by a witness testimony. All observed evidence must be able to be authenticated to
the learner. This means that observation logs must always be supported by learnergenerated evidence such as preparation notes or reflective logs, or by photographic
or video evidence in which the learner can be identified. The totality of this evidence
must be available to the assessor at the point of the assessment decision which must
follow the handing in of an assignment. An assessor should not award criteria during
an activity, e.g. at the point of completing an observation log.

Learning aims and assessment criteria
A learning aim sets out what you should be covering in order to prepare the learners
for assessment. It may define knowledge, understanding, skills and contexts and the
wording of the aim will suggest appropriate learning experiences. You may set an
assessed assignment on more than one learning aim but you should not normally
split a learning aim over assignments. The evidence the learner produces in response
to the assignment brief is judged using the assessment criteria, so you must make
sure that what you have stated in the task fully covers those criteria.

What about the final grade for a unit?
The final grade for a unit is at level 2 (Distinction, Merit or Pass), level 1 or
Unclassified. The assessment criteria are detailed in each unit so that you can clearly
see what is required. You need to be aware that a unit grade can only be given once
all the activities and assignments for that unit are complete. In giving assessment
decisions to learners, you need to be clear about when you are giving a formal
decision and how this relates to the assessment for the unit as a whole.
If you choose to include a learning aim in more than one assignment, you should be
very clear with learners how a judgement will be reached through looking at the
evidence across the assignments. For example, the learner may be being asked to
show the same skills in two different contexts. If so, they need to know if their
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performance in either is sufficient for assessment, or if they must perform to the
same standard in both.

Keeping clear assessment records
You can only use assignments as assessment instruments effectively if you work
closely with other members of the assessment team and keep accurate records of
what you are doing. Your records help you and the team to plan, review, monitor and
support learners and ensure that assessment is authentic and accurate.
The Lead Internal Verifier has a very important role in ensuring that each teacher,
assessor and internal verifier on the programme understands the standards and the
processes for keeping assessment documents.
Your records are there to help you get it right for your learners. The main documents
that you use, which can be used electronically, are:
● an assessment and verification plan for the programme, showing when each
assignment starts and finishes, when it is verified, and which unit(s) or learning
aims it covers
● an assignment brief template ensuring that all the key requirements of an
assignment are covered
● a record of internal verification for the assignment brief
● a record that the learner completes when submitting an assignment, which should
include the date and a declaration of authenticity
● a record of internal verification for an individual sample of learner work
● a record of progress for each learner showing the assignments that have been
completed and the assessment decisions given.

Giving grades
At the end of an assignment you will need to reach a decision on assessment. If an
assignment covers a whole unit then this will be a final grade; if it covers part of a
unit then it will be a component of a final grade. In either case it counts as an
assessment decision and should be subject to internal verification and then finalised.
Your decisions must be checked according to the internal verification plan signed off
by the Lead Internal Verifier. For each assignment, a sample of learner work must be
reassessed fully by the Lead Internal Verifier or another person acting as an Internal
Verifier who has been directed by the Lead Internal Verifier. Once your decisions
have been checked you can give these to the learners as ‘final’.
Remember: you will then be able to accept only one further attempt from the
learner to provide further or better evidence for the learning aim(s) covered in that
assignment.
The assessment decision must be given to the learner on an appropriate assessment
record document which contains the assessment decision, the assessor’s declaration
of authentication of the learner work, space for the Lead Internal Verifier to authorise
a resubmission and specify the conditions where applicable, and the assessment
feedback comments. Feedback to the learner for each learning aim must be
constructive and criterion-based. The learner should understand why they have been
awarded each criterion, and why they have not been awarded any others. It is also
helpful to annotate the learner work to show exactly where evidence for each
criterion can be found.
The assessment feedback must not offer any further guidance to the learner. Further
guidance means guidance that is beyond that available to them at the start of the
Delivery Guide – Pearson BTEC Firsts in Business –
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assignment; they must not be told individually or specifically what they can do to be
awarded further criteria. Care must be taken to maintain the independence of the
learner to enable a resubmission opportunity to be authorised.
You can only award higher grades if a learner has demonstrated the requirements of
lower grades. This does not mean that the criteria represent different tasks or stages
– you should be able to apply the criteria to the same evidence if the assignment is
structured carefully.
A summative unit grade is awarded after all opportunities for achievement are given.
A learner must achieve all the assessment criteria for that grade. Therefore:
● to achieve a Level 2 Distinction a learner must have satisfied all the Distinction
criteria in a way that encompasses the Level 2 Pass, Merit and Distinction criteria,
providing evidence of performance of outstanding depth, quality or application
● to achieve a Level 2 Merit a learner must have satisfied all the Merit criteria in a
way that encompasses all the Level 2 Pass and Merit criteria, providing
performance of enhanced depth or quality
● to achieve a Level 2 Pass a learner must have satisfied all the Level 2 Pass criteria,
showing breadth of coverage of the required unit content and having relevant
knowledge, understanding and skills
● a learner can be awarded a Level 1 if the level 1 criteria are fully met. The award
of Level 1 is not achieved through a failure to meet the Level 2 Pass criteria.
A learner who does not achieve all the assessment criteria at level 1 has not passed
the unit and should be given a grade of U (Unclassified).
A learner must achieve all the defined learning aims to pass the internally assessed
units. There is no compensation within the unit.

Enabling higher achievement
Your assignments should provide opportunities for learners to achieve at the highest
level and should promote stretch and challenge. Of course, not all learners will finally
achieve a Distinction or a Merit, but it is important that they are provided with the
opportunity to do so.
You must look to structure assignments so that learners produce evidence that can
be used across the grade levels – learners should not have to ‘get Pass out of the
way first’. To ‘aim high’ learners must be well prepared before they start the
assignment and be encouraged to attempt to reach the highest standards. All
assessed activities must ask the learner to produce evidence that can be assessed
against the full range of grades available.

Assignment design
Your assignments are a tool for encouraging learners to provide evidence for you to
make assessment judgements. Good assignments are interesting and motivate
learners well.
The components of an assignment are:
● scope – outlines which unit(s) or learning aims are being covered and which
criteria are being addressed
● a scenario – provides a setting and rationale for the assessment
● tasks – set out what a learner needs to do to provide the evidence
● evidence requirements – set out exactly what the learner is expected to produce
and how the assessment will take place.
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● a timescale – sets out start and hand-in dates.

Assignment briefs
Your assignments must be given to a learner formally as an assignment brief so that
the learner knows they are being assessed and what is required of them.
The assignment brief includes:
● the qualification
● the title and number of the unit(s)
● an assignment title and number (if more than one per unit)
● the learning aims (if not a whole unit)
● the assessment criteria
● the evidence requirements
● the start date
● the hand-in deadline.
You should include a record that it has been given to the learner, normally by
inserting the learner’s name into a copy of the assignment brief, but this could be
recorded electronically.
Your learners should be provided with a form or other record for declaring that their
work is their own and for confirming the date of submission.

Using an authorised assignment brief
We are preparing a bank of endorsed assignments briefs that you will be able to
access at www.btec.co.uk/authorisedassignments. It will include at least one
endorsed assignment brief for every internally assessed unit. For mandatory units,
there will be enough endorsed assignment briefs to cover all assessment criteria.
We ask you to verify every assignment every year, regardless of whether it is your
own or one sourced from elsewhere. Once your assignment is verified, you can put it
in your timetable and check that you have planned delivery of the appropriate
content. This can be as simple as making sure you have planned an event, visit or
performance, as suggested.

● The Lead Internal Verifier should fit these assignments into the overall plan and
know when they will be assessed.

● You may want to adjust the assignment to make it fit your learners’ needs and
your centre’s resources.

● You should think about exactly how the evidence is going to be produced and

whether or not your learners need guiding to relevant activities that they have
already completed.

● You may need to plan for practical activities to be carried out and recorded.
It is important that you are as familiar with the endorsed assignment brief as you
would be if you had created it yourself. Understanding the assignment will ensure
that you plan activities that properly reflect the scenario given in the assignment,
and that you get no nasty ‘surprises’ when the learners’ evidence is submitted.
It is important that you are as familiar with the authorised assignment brief as you
would be if you had created the assignment yourself. Understanding the assignment
will ensure that you plan activities that properly reflect the scenario given in the
assignment and that you are prepared for the evidence learners submit.
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The scenario
The assignment should be set in a vocational context that helps your learners to
show what they have learned in a relevant way. This can often be achieved by asking
learners to imagine they are in an appropriate job setting with a job role and job
tasks. It could involve providing them with a brief of an activity that would be of
value to a local employer, or without using a job context directly. It could draw on a
real case study in order to allow application and analysis. You can draw on
understanding of your sector to develop appropriate assessment contexts.

Evidence
You can choose suitable forms of evidence – and it is possible to use a wide range;
from reports to presentations, from performances to diaries, from record sheets to
digital recordings.
Of course you should match the evidence type(s) selected to the requirements of the
unit(s) or learning aims(s). For example, if a learning aim requires a practical
demonstration then you should think about how that is going to be set up and
recorded.
Be careful not to suggest a type of evidence that may be too short – for example, a
‘leaflet for new buyers’ may be a realistic form of assessment for business learners to
produce but may not provide for sufficient breadth in itself depending on the
assessment requirements.
For some evidence, the period for its production must be time-constrained and in
some cases you may want to ensure authenticity by having some evidence produced
in supervised conditions.

The tasks
The tasks should be a clear statement of what a learner needs to do to produce the
evidence. You may explain the tasks to learners in more detail during delivery, but
the assignment itself should be clear. You should remember to relate tasks to the
scenario and to the evidence. If learners have been carrying out preparatory work –
such as visits, rehearsals or skills exercises – then you may want to refer to this in
the tasks.
Your tasks must:
● specify the nature and extent of the evidence
● be clear and include any specific materials or steps with times or dates when
necessary
● refer to the assessment criteria that the evidence will be judged against
● encourage the generation of evidence that can be judged against the criteria
● be presented in a way the learner can understand – remember that the criteria are
not in themselves tasks
● fit together to cover the learning aim sensibly, allowing learners to achieve to the
best of their ability.
You must make sure that the tasks can generate evidence which cover the criteria.
When you create tasks you should not use the exact wording of the criteria, but you
should pay close attention to it and the associated assessment guidance.
You should always list the criteria covered by each assignment – and also normally
each task. When you quote the assessment criteria, please don’t change their
wording. You can, of course, use a glossary of the wording of tasks to highlight what
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certain words mean. Many words will be repeated across criteria for different grades
and your learners may find it useful if you highlight the changes.
You should remember that the criteria are used to judge the evidence, so completion
of a task related to identified criteria does not automatically imply achievement.

Scope
You can choose the scope of an assignment provided that it fits well into the overall
assessment plan for the unit(s) and the programme. For some qualifications it is
normal practice to bring several units together for large-scale projects, while for
others initial coverage of a topic in one unit may then be picked up in later, more
specialist units.
When planning a unit-by-unit approach to assessment, you should make sure that
learners understand through their learning how the units relate to each other and
that the requirements for synopticity are addressed.
Assignments that span several units should be carefully controlled, and you need to
decide whether it is only the learning or both learning and assessment that is
considered together.
If you assess a learning aim several times using different assignments then you, as
part of the programme team, and the learners must be aware of when the
summative grade can be given, and from what evidence. There is never any
‘averaging’ of achievement or ‘aggregating’ of separate decisions – a single decision
should be reached based on the relevant evidence.

Learner responsibility
You should make sure that learners know they must meet their deadlines and
provide work that is genuinely their own, otherwise their grades will be affected. To
support learners, you should explain how to reference the work of others and how to
work in such a way that ensures they can declare that their work is their own.
We recommend that learners are given a guide to their assessment at induction to
the programme. You can reinforce the expectations when assessed assignments are
handed out.

Quality assurance
What is quality assurance?
Quality assurance is at the heart of vocational qualifications. For many BTEC units,
assessment is completed by your centre and your centre is responsible for the
grading and standard of assessments.
● You use quality assurance to ensure that your managers, internal verifiers and
assessors are standardised and supported.
● We use quality assurance to check that all centres are working to national
standards. This is done by sampling your marked assignments.

What is the purpose of quality assurance?
In your centre, quality assurance allows you to monitor and support your BTEC staff
and to ensure that they understand, and are working to, national standards. It gives
us the opportunity to identify and provide support where it is needed in order to
safeguard certification. It also allows us to recognise and support good practice.
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How does it work?
First of all, you need approval to deliver BTEC qualifications. By signing the approval
declaration you confirm that you have in place all necessary resources, appropriately
experienced staff, and quality-assurance policies and procedures. You should have
standardised systems and procedures for registering and certificating learners,
tracking learner achievement and monitoring assessment and internal verification.
During the delivery of a programme, internal verification is the quality-assurance
system that you use to monitor assessment practice and decisions, ensuring that:
● assessment is consistent across the programme
● assessment tools are fit for purpose
● assessment decisions judge learner work accurately using assessment criteria
● standardisation of assessors takes place.
Internal verification is a recorded discussion between two or more professionals to
ensure accuracy, fairness, consistency and quality of assessment. Internal
verification procedures must:
● check all the assignment briefs or assessment tools used in every internally
assessed unit
● check a sample of assessment decisions made for every internally assessed unit
● check a sample of assessment decisions from every assessor
● ensure that within the sample:
o the range of assessment decisions made is covered
o the experience of the assessor is taken into account when setting the sample size
o the sample size is sufficient to assure the accuracy of the assessment decisions for
the whole group
● plan and document the process.
Our external quality-assurance processes include:
● annual visits to each centre to look at quality-assurance systems and procedures
(Quality Review and Development)
● standards verification by a subject specialist to sample assessment and internal
verification of learner work
● standardisation activities to support assessors, internal verifiers and lead internal
verifiers.
Every year we publish an updated BTEC Quality Assurance Handbook to explain our
external quality-assurance process for the next academic year. Along with the
programme specification, the handbook should provide your programme team with
everything they need to run vocational programmes successfully.

Centre roles and responsibilities
● Senior Managers
The Head of Centre is formally responsible for ensuring that your centre acts in
accordance with our terms and conditions of approval. These include ensuring the
provision of appropriate resources, recruiting learners with integrity, providing full
and fair access to assessment, maintaining full and accurate records of
assessment, complying with all quality-assurance processes, and ensuring that all
certification claims are secure and accurate. Day-to-day responsibility is normally
delegated to the centre’s BTEC Quality Nominee.
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● BTEC Quality Nominee
Each centre is asked to identify a member of staff as its Quality Nominee for BTEC
provision. This person is the main point of contact for information relating to
quality assurance. Quality Nominees will receive regular information from us about
all aspects of BTECs, which they should share with the relevant staff in their
centre. Therefore, it is very important that Quality Nominee details are kept up to
date on Edexcel Online. We recommend that your Quality Nominee is someone
with responsibility for the BTEC curriculum because they will be involved in
monitoring and supporting staff in your centre. The Quality Nominee should ensure
that BTEC programmes are managed effectively and actively encourage and
promote good practice in your centre.
● Examinations Officer
The Examinations Officer is the person designated by the centre to take
responsibility for the correct administration of learners. This person normally acts
as the administrator for Edexcel Online – our system for providing direct access to
learner administration, external reports and standardisation materials.
● BTEC Programme Leader
The Programme Leader (or Programme Manager) is the person designated by your
centre to take overall responsibility for the effective delivery and assessment of a
BTEC programme. The Programme Leader may also act as the Lead Internal
Verifier.
● Lead Internal Verifier
The Lead Internal Verifier is the person designated by your centre to act as the
sign-off point for the assessment and internal verification of programmes within a
principal subject area (for example, BTEC Firsts and Nationals in Business, or BTEC
Firsts and Level 1 in Engineering). We provide Lead Internal Verifiers with access
to standardisation materials. The Lead Internal Verifier should be someone with
the authority to oversee assessment outcomes. Ideally this would be the
Programme Leader, because this would normally be a key part of their role. They
should be directly involved in the assessment and delivery of programmes and able
to coordinate across Assessors and other Internal Verifiers for a principal subject
area.
● Assessors and Internal Verifiers
The programme team consists of the teachers who are responsible for the delivery,
assessment and internal verification of the BTEC qualification. An assessor is
anyone responsible for the assessment of learners. An internal verifier can be
anyone involved in the delivery and assessment of the programme. Please note
that if a teacher writes an assignment brief they cannot internally verify it.
Someone else should perform this function. Where there is a team of assessors, it
is good practice for all to be involved in internally verifying each other. If there is
only one main person responsible for delivery and assessment then arrangements
must be made for their assignments and assessment decisions to be internally
verified by someone appropriately experienced.

Tips for successful BTEC quality assurance
● Recruit with integrity. Ensure that the learners you register on the programme are
able to achieve at level 2 and have a specific interest in the vocational sector.
● Ensure that you have sufficiently qualified and vocationally experienced staff
involved in delivery and assessment. BTECs are vocational qualifications, designed
to be delivered by staff with expertise in their subject.
● Provide induction, training and ongoing development opportunities for your staff.
Best practice comes from having staff that understand the BTEC ethos and
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assessment methodology and have up-to-date knowledge of their vocational
sector.
● Use the free resources available. There is a wealth of guidance in the specifications
and delivery guides that will help you with delivery and assessment.
● Make quality assurance part of everyone’s role. Quality assurance is a fundamental
aspect of every role, from assessor to senior manager. Recognising this and
providing time and resources to support quality assurance is the key to success.
● Plan ahead. You should begin a programme with a clear schedule for handing out
assignments, assessment deadlines and internal verification, so that you are well
prepared to ensure ongoing quality and able to address any issues quickly.
● Ensure good communication. Assessors, Internal Verifiers, Lead Internal Verifiers
and managers should all be clear on their roles and how they interact. The Lead
Internal Verifier must have a clear overview of the plan of assessment and how it
is being put into practice.
● Provide clear, consistent feedback to learners, based on the grading criteria during
the guided learning stage. Give clear and accurate assessment feedback based on
the grading criteria only after the final submission. Remember care must be taken
to maintain the independence of the learner during assessment activities. This
allows learners to know exactly how they are achieving on the programme,
identifies areas for development, and encourages them to take responsibility for
their own learning.
● Undertake internal verification in a timely way. Assignment briefs must be
internally verified before they are given to learners. A sample of assessment
decisions should be internally verified as soon after assessment as possible to
ensure that learners receive accurate and supportive feedback on their
achievement.
● Track assessment and internal verification accurately as you go along. Assessment
records should be kept at the level of the learning aim and assessment
criterion/criteria. This gives a clear confirmation of individual achievement and
identifies areas for improvement.
● Using standardised templates for all quality-assurance documents helps to ensure
a consistent approach. We provide templates via our website that you can use for:
o internal verification of assignment briefs
o internal verification of assessment decisions
o observation records and witness statements.
● These templates are not mandatory and you are free to design your own, but using
them will help to ensure that you are meeting requirements.
● Ensure that learner work is kept secure but is accessible during the programme.
You will be required to provide learner work for external quality assurance while
learners are on programme.

28

Delivery Guide – Pearson BTEC Firsts in Business –
Issue 2 – October 2014 © Pearson Education Limited 2014

Units

Delivery Guide – Pearson BTEC Firsts in Business –
Issue 2 – October 2014 © Pearson Education Limited 2014

29

30

Delivery Guide – Pearson BTEC Firsts in Business –
Issue 2 – October 2014 © Pearson Education Limited 2014

UNIT 1: ENTERPRISE IN THE BUSINESS WORLD

Unit 1: Enterprise in the Business World
Delivery guidance
Approaching the unit
This is a practical unit, which allows your learners to investigate a range of factors
that would affect the potential start-up of a business. It encourages your learners to
research different business environments, and to assess the potential risks
associated with them.
To complete this unit your learners will need access to a range of research materials,
which could include the internet, journals or magazines, and books.
You can use a range of delivery methods in this unit, for example:
● presentations – of the final business model, of trends affecting business start-ups,
particularly population
● discussions – class and small group discussions on the business environment
● case studies – illustrating entrepreneurial spirit, e.g. Facebook founder Mark
Zuckerberg; also meeting demands of customers, e.g. Apple
Group work is also an acceptable form of delivery but you must ensure that learners
individually produce work that meets the assessment criteria.

Delivering the learning aims
It is worth considering the use of local entrepreneurs to enhance your learner’s
experience. You could ask these entrepreneurs to act as mentors to your learners
during the planning process of a business idea.
Group work will be a useful way to generate ideas. You should use the session to
allow all learners to come up with an individual idea. This can then be presented to a
group of learners and that group can then select the best idea to pursue. Ask
learners to focus on problems they have in their everyday life that could generate a
need for a product or service in the local market. Ideas could be for a product or a
service that your learners feel would meet the needs of their local area. Your learners
should be encouraged to identify their potential target market through further
detailed research.
The idea generating session could also be a question-and-answer session focusing on
key aspects of the research required, and identifying key terms that learners will
need to understand in order to access good quality research, for example, trends,
demographics, environment.
You could use TV advertisements to identify product placement, for example the very
successful comparethemarket.com advertisements using the meerkats and the
subsequent spin off products from that.
The emphasis is on planning and producing a coherent business model. For instance,
the Dragon’s Den TV programme provides examples of how to present a business
plan. Your learners could present their business plans to a group of local business
people for critique. This will give your learners’ ideas credibility and allow them to
refine their plan.
This is a synoptic unit and you should look for opportunities to deliver it alongside
relevant optional units. If you want to, you can change the order in which you teach
units to allow your learners to identify a business idea initially, followed by the
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necessary investigations to ensure that their business plan contains sufficient
research of their local and national markets.
This unit has strong links to other units in this qualification and it is likely that you
will deliver it throughout the period of study, using the other units in the specification
to underpin and strengthen your learners’ knowledge about starting a new business.
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Getting started
This provides you with a starting place for one way of delivering the unit,
based around the suggested assignments and tasks in the specification.
Unit 1: Enterprise in the Business World
Introduction
Begin by introducing the unit to learners through a group discussion covering what
‘enterprise’ means. This can be followed by outlining the aims and scope of the unit.
Learning aim A: Know how trends and the current business environment may
impact on a business
Learning aim B: Plan an idea for a new business
● As group work or individually, your learners could research current trends within
business and how the business environment can impact on new business start up,
e.g. local issues (such as premises, resources, staff) and national issues (such as
government legislation, taxation, the economy). You could start with a presentation to
explain key terms within the business environment, e.g. business start up, resources,
etc. This presentation could then be used as a basis for the research to be undertaken,
particularly within the local area. If learners have an idea they know they want to
develop further into a business idea, they could use this research to identify how the
environment could affect their own business idea.
● Learners could then identify relevant and reliable sources of information that will be
useful in the local business environment, e.g. networking sites and organisations, trade
journals.
● As a group, learners could then discuss different sectors of the population that can
affect business, e.g. trends within business, especially demographics where population
and birth rate changes could have an effect on the life cycle of a product; also ensuring
that the right products get to the right sections of the population.
● Learners could go on to identify the difference between a variety of sizes and types of
organisation, e.g. small business vs large business and the staffing issues that could
bring. For example, a small business may have some key people who have particular
expertise so therefore any holiday or sickness cover may be dealt with very differently
to that of a large company where cover may be available from different people in a
department.
● In small group work, learners could then discuss and generate ideas for a new start-up
business. What makes a business idea successful, e.g. innovation, services to meet
needs? What are the features and benefits of the business? Learners bring together an
initial plan for a business idea.
Assignment 1: Investigating the Business Environment*
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Unit 1: Enterprise in the Business World
Learning aim C: Present a business model for a business start-up
● When learners consider the choices of format for their business – e.g. partnership, sole
trader, etc. and the implications, they could create explanatory notes and other key
documents that give extra information concerning how the model will work.
● They could identify relevant sources of finance through research and networks that
would be needed for the start-up.
● When planning and presenting their business model for a new start-up business,
learners should create a presentation which details findings from research and
discussions taking into account, for example, whether the business is goods or
services, means of delivery to customers, business aims, objectives, stakeholders and
their influence on the business, finances and costs for start-up, the business
environment, type of ownership, demographics and sources of help that can be
obtained when starting up a new business, such as the Prince’s Trust, family members,
etc.
Assignment 2: My Business Idea*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.

Details of links to other BTEC units and qualifications, and to
other relevant units/qualifications
● BTEC Firsts in Business:
o Unit 2: Finance for Business
o Unit 3: Promoting a Brand
o Unit 4: Principles of Customer Service
o Unit 5: Sales and Personal Selling
o Unit 6: Introducing Retail Business
o Unit 7: Involving Business Support
o Unit 8: Recruitment, Selection and Employment
● BTEC Level 2 Certificate in Understanding Enterprise and Entrepreneurship (QCF):
o Unit 3: The Business Environment
o Unit 4: Researching your Market
o Unit 6: Financial Modelling and Forecasting
o Unit 7: Preparing and Pitching a Business Plan

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce endorsed
textbooks that support this unit of the BTEC Firsts in Business. Check the website
(www.edexcel.com/resources) for more information as titles achieve endorsement.

34

Delivery Guide – Pearson BTEC Firsts in Business –
Issue 2 – October 2014 © Pearson Education Limited 2014

UNIT 1: ENTERPRISE IN THE BUSINESS WORLD

Barrow, P., The Best-Laid Business Plans: How to Write Them, How to Pitch Them,
Virgin Books, 2001 (ISBN 978-0-7535-0537-3)
Bentley, P., Carysforth, C., Chandler-Corris, L., Glencross, K. and Nield, M., BTEC
First Business Student Book, Pearson Education, 2013
(ISBN 978-1-446-90136-6)
A student book for Level 2 that includes content to support learning on this unit.
Reuvid, J. and Millar, R., Start Up and Run Your Own Business (8th edition), Kogan
Page, 2011 (ISBN 978-0-7494-6060-0)
Websites
www.bbc.co.uk/programmes/b006vq92
Dragons’ Den programmes
www.businesslink.gov.uk
Business Link – advice and information
www.ft.com/home/uk
Financial Times homepage
www.sfedi.co.uk
Support and Business Enterprise
www.statistics.gov.uk/hub/index.html
UK National Statistics Office
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Unit 2: Finance for Business
Delivery guidance
This unit is externally assessed using an onscreen test that is available on-demand.
Guidance given here should be used in order to prepare your learners for the test.
The unit gives your learners an introduction to the financial aspects of business. It
looks at the costs involved, how businesses make a profit and how they plan for and
measure success.
Using local businesses will enhance the delivery of this unit, and help learners to
understand the important role that finance plays within a business setting. It will also
help put a real-life slant on how financial decisions relating to the business are made
to ensure that the business remains profitable, and continues to grow. You should
introduce your learners to the costs involved in business and how to calculate the
gross and net profit of a business.
You can use case studies of successful organisations, e.g. Innocent Drinks, to
illustrate how business start-ups identify costs and calculate break-even point within
their forecasts. Asking members of local businesses to come and talk to your group
about the key terms used within budgeting e.g. expenditure, income and break-even
such as costs, revenue, total costs, variable costs will help bring the concepts to life.
You could use small businesses, relevant to the learners’ experience, to illustrate the
concept of cash flow. A good example is a business set up to produce
games/applications for smart phones; initial costs are likely to be high and,
invariably, payment will not occur until the end of a project or job, potentially
causing cash flow issues.
You will also introduce your learners to budgeting; you could deliver this by first
focusing on learners’ personal budgets and then applying the theory to a business.
Group discussions can be used to illustrate key points and terms, e.g. budgeting,
cash flow, break even.
Learners will be introduced to the concept of a financial statement/ balance sheet
and income statement /profit and loss account and how these documents are created
and used in business to show the financial position of a business and to aid decision
making. Your learners should also begin to use key financial information to make
judgements and identify how a business can increase their profit. Using case studies
and extracts from balance sheets will help learners understand the key terms used in
these documents and will provide a real live example of how financial documents are
completed.
There are strong links between this unit and Unit 1: Enterprise in the Business World.
The concepts learned in this unit can be applied to Unit 1, and incorporated into a
presentation that captures key financial information, and data that learners will be
required to include to successfully identify a potential new business start-up.
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Getting started
This provides you with a starting place for one way of delivering the unit.
Activities are provided in preparation for the external assessment.
Unit 2: Finance for Business
Introduction
Introduce the aims and scope of the unit to your learners and outline how they will be
assessed.
Learning aim A: Understand the costs involved in business and how businesses
make a profit
Costs and revenue in business
● Group discussions could be held to help identify key terms involved in business finance,
e.g. start-up costs, operating costs. This group discussion could be supplemented by a
presentation identifying key terms used in business finance.
● Learners could undertake online research for identifying sources of revenue for a
business, e.g. where their sales will come from, to enable the business to make money.
● Case studies could be used to identify how cash is important to businesses and how
cash flow can be used to grow the business, e.g. finance examples at:
www.thetimes100.co.uk
Learning aim B: Understand how businesses plan for success
Predicting a profit
● Learners will benefit from group discussions with a finance manager or accountant to
identify how to business plan and set budgets.
● Present learners with case studies to identify how successful businesses use planning
tools to ensure success.
● Demonstrate how to use IT, in order to allow simple cash flow and budgets to be
compiled.
● A presentation could be created by learners bringing together all the key issues in
relation to planning a business and how planning key elements, e.g. cash flow, budget
and break even, can help the success of a business in that the owners are informed in
advance of any issues which may be on the horizon which may be detrimental to the
business.
Learning aim C: Understand how businesses measure success and identify areas
for improvement
Measuring success and identifying improvements
● Learners could take part in group discussions to discuss how businesses make a profit
and to understand how gross and net profit is achieved.
● Case studies could be used to illustrate how businesses identify how profits can be
increased, what can be done to ensure that sales are sufficiently increased to ensure
profits are high, e.g. supermarkets use different strategies for pricing of different types
of goods to get customers to shop there, where they will hopefully purchase more
goods whilst in store.
● Completing financial forecasts.
Practice test
Learners to complete a practice test.
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Unit 2: Finance for Business
External online test
Review the test with your learners through a whole-group discussion on any issues or
misunderstandings from set questions.
If any learners fail their first online assessment, they should take part in a revision
session before they re-sit. Review the test with any of your learners who need to re-sit,
holding a group discussion on any issues or misunderstandings from the questions.

Details of links to other BTEC units and qualifications, and to
other relevant units/qualifications
BTEC Firsts in Business:
● Unit 1: Enterprise in the Business World
This unit has links to the following units in the Level 2 NVQ in Business
Administration:
● Unit 46: Agree a Budget.

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce endorsed
textbooks that support this unit of the BTEC Firsts in Business. Check the website
(www.edexcel.com/resources) for more information as titles achieve endorsement.
Bentley, P., Carysforth, C., Chandler-Corris, L., Glencross, K. and Nield, M.,
BTEC First Business Student Book, Pearson Education, 2012
(ISBN 978-1-446-90136-6)
A student book for Level 2 that includes content to support learning on this unit.
Websites
www.bized.co.uk
Business Education resource site.
http://innocentdrinks.co.uk/us/our_story/index.cfm
Innocent Drinks – the story of how the company started.
www.thetimes100.co.uk
The Times 100 business studies resource centre.
www.tutor2u.net
Tutor2U Resources and revision materials.
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Unit 3: Promoting a Brand
Delivery guidance
Approaching the unit
This unit provides learners with the opportunity to look in detail at the use of
branding, explore the promotional mix within a business, and also put the theory into
practice by developing and promoting a brand. This unit give your learners the
opportunity to identify:
● how customers respond to their brand
● how the brand will be promoted within their customer base
● how to achieve the right mix of promotion, advertising and public relations
activities.
When your learners plan the promotion of their brand, they must bear in mind the
cultural differences and changing environmental issues that may affect how
customers perceive and respond to their brand.
Your learners would find it beneficial to use local entrepreneurs. They can give your
learners advice and guidance on the best way to promote their product or service to
ensure they are targeting the correct market.
You could also use visiting speakers to give your learners real-life examples of how
businesses promote their products and services. Case studies could be built up
around local enterprises and their promotion activities, as well as national and
international brands. For example, you could explore Sainsbury’s supermarkets’ use
of the slogan ‘Live Well for Less’ which promotes a range of grocery items aimed at
families and saving money, and British Airways’ use of a huge advertising campaign
to promote its service and win customer confidence after it resolved the cabin crew
issues.

Delivering the learning aims
For learning aim A, you could get your learners to work in groups to investigate how
the promotional mix is used within business in terms of advertising and promotion,
and how businesses identify their target market segment. Your learners could look at
a range of businesses. However, where sales promotion is concerned a good area to
focus on would be local supermarkets, and how they promote their products through
special offers, such as:
● buy two, get third free
● money-off vouchers for specific products, which are given to customers at the till
● collection of loyalty points.
You could also deliver this unit using group discussions, particularly around the
‘four Ps’ of Product, Price, Place, Promotion, which could focus on different sectors
and how these sectors promote their brands. Shopping centres, malls and retail
parks would provide good case study material for discussion with your learners
around identifying the different mix of brands within the centre, and also how
individual stores within the centre promote themselves.
Learning aim B could be combined with Unit 1 and become part of a wider
presentation given in a Dragon’s Den style activity, with local entrepreneurs acting as
potential customers and giving advice and guidance on how the product or service is
being promoted.
Delivery Guide – Pearson BTEC Firsts in Business –
Issue 2 – October 2014 © Pearson Education Limited 2014

41

UNIT 3: PROMOTING A BRAND

Getting started
This provides you with a starting place for one way of delivering the unit,
based around the suggested assignments and tasks in the specification.
Unit 3: Promoting a Brand
Introduction
You could consider linking this unit to Unit 1 to provide a practical solution to the
promotion and branding of a product or service planned by your learners.
Learning aim A: Explore the use of branding and the promotional mix in business
● Learners could use case studies to identify how companies promote their products and
services and how they identify the markets they wish to pursue – e.g. Tesco sells
insurance and has banking products as well as food.
● Learners could then hold group discussions focusing on supermarkets and local retail
parks. For supermarkets, for example, they could look at the extra products
supermarkets sell as part of their brand, what they offer customers in terms of loyalty
points to encourage brand loyalty, etc. For local retail parks, for example, they could
look at how they provide free parking, promote a different shopping experience, etc.
Learners could also look at the types of retail outlets involved in town centre and outof-town shopping areas and how they differ, and different types of retail outlets, e.g.
designer outlets, a collection of chain stores.
● Following this, learners could undertake research activities on how national and
international organisations develop their brand image to enhance the reputation of a
product or service and ensure customers feel they are getting value for money –
e.g. McDonald’s are constantly bringing out new meal deals with the same base
products but offering customers better value and new products to try.
● Learners could also undertake research activities into recognisable logos and why
organisations have logos, e.g. the Nike tick, Apple.
Assignment 1: Branding and Promotion*
Learning aim B: Develop and promote a brand for a business
● Learners could use case studies to illustrate the power of branding not only in large
organisations but small organisations too, for example The Virgin Group constantly
keeps the brand in the public domain using high profile acquisitions and assertive and
positive advertising of current brands; comparethemarket.com started as a small
internet company but has now grown into a nationwide phenomenon based on their use
of meerkats. They have now extended the brand to include toys.
● You could then lead whole-group discussions on how brands are created, and why. For
example, Manchester United is a brand that not only sells football, but sells
merchandise around the world. Promotion of the brand is undertaken by everyone
within the football club with the team taking part in high profile matches in different
countries during the summer months. This leads to worldwide recognition of the brand
and its value.
● Following this, learners could undertake research activities on how logos are created,
creating a memorable logo, how logos help to promote a product, and promotional
activities that can be carried out to reach target markets for products or services –
e.g. the Nike tick is well known within sports goods; the McDonald’s arches are well
known. Each of these well known brands also has a slogan which goes with the logo,
which people remember. Nike – Just do it; McDonald’s – I’m lovin’ it.
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Unit 3: Promoting a Brand
● Learners could then give a presentation that demonstrates how the promotion plan for
a business idea will take shape.
Assignment 2: Developing and Promoting My Brand*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.
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Details of links to other BTEC units and qualifications, and to
other relevant units/qualifications
● BTEC Firsts in Business
o Unit 1: Enterprise in the Business World
o Unit 2: Finance for Business
o Unit 4: Principles of Customer Service
o Unit 5: Sales and Personal Selling
o Unit 6: Introducing Retail Business.

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce endorsed
textbooks that support this unit of the BTEC Firsts in Business. Check the website
(www.edexcel.com/resources) for more information as titles achieve endorsement.
Bentley, P., Carysforth, C., Chandler-Corris, L., Glencross, K. and Nield, M., BTEC
First Business Student Book, Pearson Education, 2013
(ISBN 978-1-446-90136-6)
A student book for Level 2 that includes content to support learning on this unit.
Cox, R. and Brittain, P., Retailing: An Introduction (5th edition), FT Prentice Hall,
2004 (ISBN 978-0-273-67819-9)
Dion, J., The Complete Idiot’s Guide to Starting and Running a Retail Store, Alpha
Books, 2008 (ISBN 978-1-59257-726-2)
O’Gunn, T., Advertising and Integrated Brand Promotion, International Edition, South
Western College, 2008 (ISBN 978-0-324-56867-7)
Segel, R., Retail Business Kit for Dummies (2nd edition), John Wiley & Sons, 2008
(ISBN 978-0-470-29330-0)
Journals
Convenience Store (William Reed Business Media)
The Grocer (William Reed Business Media)
Independent Retailer (Sumner Communications)
Retail Week (Emap Ltd)
Websites
www.businesslink.gov.uk
Business Link – advice and information.
www.hongkiat.com/blog/logo-evolution/
Provides learners with a history of how several well known brands have evolved, as
well as the opportunity to create their own logo.
www.mrs.org.uk
The Market Research Society.
www.tradingstandards.gov.uk
Consumer protection information.
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Unit 4: Principles of Customer Service
Delivery guidance
Approaching the unit
This unit focuses on how and why businesses provide customer service. It allows
your learners to be practical when looking at different situations involving customer
service, and to explore how they would deal with particular situations.
The unit allows your learners to put customer service into a vocational context. It can
be delivered using a real work environment such as a work experience placement, or
administration agency. Your learners can use any work experience they may have
had to demonstrate how they dealt with customers in different situations.
Alternatively, you could use role-play in simulated situations where one learner plays
the worker and another/others the customer/customers.

Delivering the learning aims
The unit begins with your learners looking at customer service within business. You
should discuss the meaning of customer service, the roles within business and the
different types of customer service that business has. Discussion within groups can
be used to identify any exposure learners have already had to customer service,
particularly thinking of experiences they have had as a customer. Your learners
should think about all the different situations in which customer service exists, and
not limit themselves to their existing experience. Learners may have bought goods
online and it is worth exploring the differences between buying on the internet and
buying directly from a shop. This would be a good example of looking at how face-toface situations should be handled by customer service staff.
You could use case studies of how businesses use customer service to ensure that a
consistent and reliable service is delivered. For example, Morrisons supermarkets
deliver a high quality of customer service to ensure they have a competitive
advantage over their competitors. Case studies can also be used to show the reverse
of this, and as discussion documents to show how businesses are affected by poor
customer service. You may need to be creative when looking for case studies in
relation to poor customer service as businesses rarely want this publicised.
The case studies you choose should be relevant to your learners and use businesses
they recognise, such as Carphone Warehouse where employee training is key to their
customer service and the brand of the company. Remember that customer service is
a key to organisations whose main focus is the internet rather than face to face, for
example O2 where a customer is offered the opportunity to message a customer
service representative with their problem and receive instant feedback.
You could invite speakers from local businesses where customer service is a high
priority to speak to your learners. You could ask your speakers to focus on: real-life
examples of customer service practice; the outcomes from particular situations; and
how their organisation provides effective customer service by having robust and rigid
organisational procedures.
Your learners should be able to identify:
● different types of customers
● skills that are required to deliver customer service consistently and reliably
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● that different types of communication will be required for different types of
customers
● that it is important to treat customers as individuals.
Your learners will also have the opportunity to think about how customer service is
embedded in an organisation through using procedures that ensure that all legal and
regulatory requirements are met.

Getting started
This provides you with a starting place for one way of delivering the unit,
based around the suggested assignments and tasks in the specification.
Unit 4: Principles of Customer Service
Introduction
Outline the unit to your learners. You could introduce customer service by showing your
learners website/video clips of good and poor customer service to initiate a discussion.
Learning aim A: Understand how businesses provide customer service
Your learners should be involved in:
● group discussions on what customer service is and how an organisation can provide it
reliably and consistently, for example a contact centre may give operators a script so
that information given to customers is consistent
● case studies which give details of how organisations deliver customer service in
practice, for example, how Morrisons supermarkets use customer service to gain
competitive advantage
● research activities to identify companies that actively promote good customer service,
for example, Carphone Warehouse who operate extensive training for all staff to
promote good customer service
● pair or group work identifying procedures which are used by organisations which
promote good customer service, for example Avon Cosmetics have extensive
procedures online for their representatives to follow to ensure customer service is
consistent.
Assignment 1: What is Customer Service?*
Learning aim B: Demonstrate appropriate customer service skills in different
situations
Your learners should be involved in:
● role play which will give learners the opportunity to identify how customers’
expectations can be met and exceeded, for example taking real-life situations to deal
with issues customers may have, ensuring that customers leave satisfied
● class discussion on how to deal with customers, including difficult customers or
customers with special needs, for example identifying the best way to deal with
aggressive or argumentative customers
● pair or group work identifying different types of customer service situations, i.e. online,
face to face, for example working in a call/contact centre
● research on relevant legislation, which must be met by organisations, for example
Consumer Protection Act.
Assignment 2: Handling Customers*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.
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Details of links to other BTEC units and qualifications, and
to other relevant units/qualifications
BTEC Firsts in Business:
● Unit 1: Enterprise in the Business World
● Unit 2: Finance for Business
● Unit 3: Promoting a Brand
● Unit 5: Sales and Personal Selling
● Unit 6: Introducing Retail Business.
This unit has links to the following units in the Level 2 NVQ in Customer Service:
● Unit 2: Maintain a positive and customer-friendly attitude
● Unit 3: Communicate effectively with customers
● Unit 5: Provide customer service within the rules
● Unit 7: Understand customer service to improve service delivery.
BTEC Intermediate and Advanced Apprenticeships (QCF) in Customer Service and
Contact Centre Operations at Levels 2 and 3.See
http://pearsonwbl.edexcel.com/quals/btec-apprenticeships/Pages/default.aspx

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce endorsed
textbooks that support this unit of the BTEC Firsts in Business. Check the website
(www.edexcel.com/resources) for more information as titles achieve endorsement.
Bentley, P., Carysforth, C., Chandler-Corris, L., Glencross, K. and Nield, M., BTEC
First Business Student Book, Pearson Education, 2013
(ISBN 978-1-446-90136-6)
A student book for Level 2 that includes content to support learning on this unit.
Bradley, S., S/NVQ Level 2 Customer Service (2nd edition), Heinemann, 2007
(ISBN 978-0-435-46529-2)
Carlaw, P. and Deming, V.K., The Big Book of Customer Service Training Games, US
Adaptations, 2006 (ISBN 978-0-07-711476-3)
Harris, E.K., Customer Service: A Practical Approach (6th edition), Pearson, 2012
(ISBN 978-0-13-297434-9)
Leland, K. and Bailey, K., Customer Service for Dummies (3rd edition), John Wiley &
Sons, 2006 (ISBN 978-0-471-76869-2)
Journals
Customerfirst (Institute of Customer Service)
Websites
www.cfa.co.uk
Council for Administration.
www.institute ofcustomerservice.com
Institute for Customer Service.
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Unit 5: Sales and Personal Selling
Delivery guidance
Approaching the unit
In this unit learners have the opportunity to explore the role of selling, research
selling techniques and accompanying legislation, role play personal selling skills and
reflect on their performance.

Delivering the learning aims
Firstly, learners could split into small groups to explore the importance of the sales
function, including how this helps a business, its employees and its customers. They
could use examples from different types of businesses to discuss the role of the sales
staff, and the types of skills and knowledge that would be needed in order to sell
products or services, such as a retail store, an estate agent or a call centre.
This could develop into discussions comparing the effectiveness of the techniques
used when making sales, such as cold calling, face-to-face or telesales, with learners
using examples from their own experiences as customers to assess the outcomes.
Learners need to be aware of the relevant, current, and applicable legislation that
affects personal selling. Through using case study materials, learners can have an
appreciation of the principles, but it is unnecessary for them to have an in-depth
knowledge or be able to quote huge chunks of legislation.
Learners will not only know about selling. They will also show that they can
demonstrate the selling skills and processes necessary to make sales. You could use
case studies and video clips of suitable scenarios with your learners to help them
understand the steps needed for preparing for personal selling, including having an
appropriate appearance and attitude. You could also use role-play activities with your
learners to:
● practise and improve communication skills to create a positive impression
● ensure a successful sale by applying both verbal and non-verbal techniques with
customers in different situations such as greeting, generating interest, and
presenting the product.
You could use role play for the preparation of the sales physical environment and the
likely impact upon buyer behaviour such as accessibility for disabled people,
furnishings, physical décor, and any health and safety hazards.
Learners must be aware of other aspects of selling such as closing sales and handling
objections, as these are part of the process. Learners should appreciate the
importance of closing sales, as it is the stage in the selling process at which the
salesperson gets a purchase commitment from the buyer. They are not, however,
required to close a sale to pass the unit.
Techniques such as silent close, direct close and alternative close, and also responses
to customer objections and complaints in routine and non-routine situations could
also be approached through role play.
Role plays could be recorded to inform a self-evaluation of performance and identify
areas for skills improvement.
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Getting started
This provides you with a starting place for one way of delivering the unit,
based around the suggested assignments and tasks in the specification.
Unit 5: Sales and Personal Selling
Introduction
You could introduce this unit with a group discussion on selling and selling techniques.
This could be followed by a brief outline of the scope of the unit and how it can be linked
to other units.
Learning aim A: Explore the role of sales staff
● Learners could work in pairs or groups to examine the role of selling and its importance
to business. They could use case studies to investigate the purposes of selling goods
and services in a business. Relevant examples may include a retail store, a call centre,
or an estate agent. Learners could then undertake research activities in a selected
business to determine the functions of sales staff.
● Following this, you could lead learners in holding discussions on the knowledge and
skills required of those working in personal sales. For example, someone working on
the cosmetics counter in a department store will use different methods to secure a sale
than someone who works in a call centre selling travel insurance. One is face-to-face
contact with the customer with the emphasis on personal physical presentation, in the
other method the impact on the customer is made through verbal presentation.
● Learners could use case study materials to research the selling methods and techniques
used for selling products, for example, the importance of product knowledge, closing
the sale.
● Learners could then undertake research and discussion on the law in respect of selling
goods and services. They need to understand the broad principles of legislation, but not
the details. Learners could look at any extra policies and procedures businesses have
that complement the legal requirements, for example price matching and/or after-sales
service.
Assignment 1: New Starter Induction*
Learning aim B: Demonstrate personal selling skills and processes
● Learners could undertake role-play activities to demonstrate they can use selling skills.
They could prepare for role play of personal selling skills, for example, by watching
video clips or drawing on their own experiences if they have part-time work. Evidence
can be provided through observation reports, witness testimonies, photos, video
recordings and learner accounts. The preparation would also involve product
knowledge, understanding buyer behaviour, as well as preparing the physical sales
environment.
● You could provide suitable case studies or scenarios for role playing/practising personal
selling skills to prepare for making sales, handling customer queries, problems and
complaints in a variety of situations. For example, developing verbal and non-verbal
communication skills for greeting and welcoming customers through to closing a sale in
a retail outlet. Learners need to show they have the personal selling skills that convey
a positive image and demonstrate providing good customer care. Where possible, role
play can be used with supporting props, such as displayed merchandise or a sales
counter.
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Unit 5: Sales and Personal Selling
● Learners need to reflect on their own performance or customer experiences of selling
activities using feedback from others and their own notes – for example, what went
well, what they would do differently next time.
Assignment 2: Making Sales*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.

Details of links to other BTEC units and qualifications, and to
other relevant units/qualifications
This unit links to the following National Occupational Standards in Customer Service:
● Unit A1: Maintain a Positive and Customer-Friendly Attitude
● Unit A3: Communicate Effectively with Customers
● Unit A4: Give Customers a Positive Impression of Yourself and your Organisation
● Unit A10: Deal with Customers Face-to-face
● Unit C1: Recognise and Deal with Customer Queries, Requests and Problems
This unit also links to the following units in the BTEC Firsts in Business:
● Unit 1: Enterprise in the Business World
● Unit 3: Promoting a Brand
● Unit 4: Principles of Customer Service

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce endorsed
textbooks that support this unit of the BTEC Firsts in Business. Check the website
(www.edexcel.com/resources) for more information as titles achieve endorsement.
Bentley, P., Carysforth, C., Chandler-Corris, L., Glencross, K. and Nield, M., BTEC
First Business Student Book, Pearson Education, 2013
(ISBN 978-1-446-90136-6)
A student book for Level 2 that includes content to support learning on this unit.
Hopkins, T. and Kench, B., Selling for Dummies (3rdedition), John Wiley & Sons,
2007 (ISBN 978-0-470-51259-3)
Provides tips and techniques on the selling process.
Websites
www.businesslink.gov.uk
Links to information on selling and the law.
www.cfa.uk.com/standards.html
Website for the government recognised apprenticeship issuing authority responsible
for business skills, including marketing and sales.
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Unit 6: Introducing Retail Business
Delivery guidance
Approaching the unit
In this unit your learners will gain an overview of the retail industry through
understanding the structure and organisation of retail business and the relationship
between retail business and the external environment. Learners should research and
discuss what retail business entails, visit retail outlets where possible and research and
discuss the developments in retail business, and their impacts.

Delivering the learning aims
You could provide initial input for your learners on the different types of ownership that
exist and how this relates to the supply chain, supported by case studies.
In small groups your learners could then research using retail websites, which contain a
wealth of information regarding individual retailers’ ownership, markets, channels,
formats, locations and sub-sectors. This could be followed by visits to a number of
different types of outlet.
You could invite guest speakers from local and national retail groups to visit your centre
and to present and discuss the structure and organisation, types of retail job roles, and
the other businesses that support them in their operations.
Your learners could then work in small groups to gather information on the structure and
organisation of their local retail environments. They could identify factors that influence
choice of channel such as availability of parking, delivery routes, local infrastructure and
location and residential and commercial areas. They also need to look at the aims and
objectives used in retail businesses and how these businesses measure performance.
Learners should also consider retail businesses both in the UK and the rest of the world.
Ideally your learners should gain practical experience and knowledge of as many
different retail outlets as possible, including retail parks and shopping malls, factory
outlets, high street and local shopping areas. The internet is useful to identify and
analyse online shopping channels. Encourage learners to investigate alternative retail
channel formats, and develop awareness of how technology is influencing retail
channels.
For learning aim B it is important for your learners to understand the links between retail
and the wider political and economic environment and in particular the impact the
external environment may have on a retail business. Your learners could debate through
group discussions how certain external influences might affect a retail business. For
example, what effect out-of-town retail developments could have on the high street or
local communities.
Guest speakers from local and national retailers would be useful to give examples of how
they support the local community, such as providing employment and supporting
projects or sponsoring events. Learners could work in small groups to investigate the
benefits, and any negative impacts on the community, of retail developments, such as
increased traffic, or new housing that puts increased demand on local services. There are
many retail websites containing valuable information on social responsibility issues,
relationships with communities and contribution to economic prosperity.
Guest speakers would also be useful to explain issues faced when operating overseas.
Your learners could then work in small groups to research different international retailers
and identify the specific differences encountered when trading in different countries,
such as cultural considerations or economic restrictions.
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Getting started
This provides you with a starting place for one way of delivering the unit,
based around the suggested assignments and tasks in the Specification.
Unit 6: Introducing Retail Business
Introduction
You could introduce this unit to learners with a group discussion on their experiences of
retail business and what retail business entails. This could be followed by a brief outline of
the scope of the unit and how it can be linked to other units.
Learning aim A: Explore the structure and organisation of retail business
● You could input theory for your learners on the structure and organisation of retail
business including types, sizes and sub-sectors. Learners could then use case studies
or the internet to research the supply chains, for example, for their breakfast cereal or
favourite energy drink. To help understand different retail channels, you could lead
discussions on where learners are able to purchase items of clothing or footwear,
iPhones, etc., and highlight the differences between outlet and non-outlet retailing, as
well as the role of technology.
● Your learners could then take part in group activities to research information on retail
job roles in different retail businesses. This can be broken down into research activities
into sub-sectors, sizes of business, and different types of ownership, comparing a large
public limited company such as Tesco with a small independent trader. This research
could involve, for example, looking at job roles and what these involve, pay, hours of
work, training, and career opportunities. Guest speakers could be invited to discuss the
role of businesses that support other businesses, for example accountancy firms,
suppliers, IT support, transport.
● Learners should be able to visit a variety of retail outlets such as shopping malls,
markets, the high street, retail parks, as well as using the internet to gather
information on the structure and organisation of local businesses. They should look at
these retail outlets in relation to other factors such as car parking, location, local
infrastructure, residential and commercial areas.
● You could lead discussions on the importance for retail businesses to measure
performance and learners could undertake research on the aims and objectives of
different businesses linking how the key performance indicators (KPIs) help achieve
these.
Assignment 1: What is Retail Business?*
Learning aim B: Investigate the relationship between retail business and the
external environment
● Provide your learners with input into developments in retail business and the effect on
the local community, for example the impact on small retailers and the high street of
out-of-town retail parks.
● You could then lead a discussion with your learners about the interaction of retail
businesses with the external environment and the impact of these, including the
benefits. For example, environmental issues, through green site developments possibly
having a negative effect by increasing traffic, also a positive economic impact by
providing employment or regenerating a run-down area.
● A guest speaker could be invited to discuss local community initiatives and social,
customer and economic benefits.
● Your learners could then undertake group research on impacts caused by retail
developments including political, environmental, ethical, and community concerns.
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Unit 6: Introducing Retail Business
Learners could discuss any new proposed shopping developments and what local
people thought about it, including both concerns and benefits.
● You could invite a guest speaker to discuss issues faced when operating internationally.
Learners could prepare a questionnaire to ask specific questions relating to the issues
faced when locating in other countries, for example, cultural issues including language
barriers, time zones, economic considerations, etc.
● In pairs or groups your learners could then undertake research comparing factors
affecting different types of retail business that operate internationally, such as Tesco,
which physically operates in other countries, with a small independent business based
in the UK and operating online.
Assignment 2: Development for the Better?*
Assignment 3: The Bigger Picture*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.

Details of links to other BTEC units and qualifications, and to
other relevant units/qualifications
BTEC Firsts in Business:
● Unit 1: Enterprise in the Business World
● Unit 3: Promoting a Brand

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce endorsed
textbooks that support this unit of the BTEC Firsts in Business. Check the website
(www.edexcel.com/resources) for more information as titles achieve endorsement.
Bentley, P., Carysforth, C., Chandler-Corris, L., Glencross, K. and Nield, M., BTEC
First Business Student Book, Pearson Education, 2013
(ISBN 978-1-446-90136-6)
A student book for Level 2 that includes content to support learning on this unit.
Hopkins, T. and Kench, B., Selling for Dummies (3rd edition), John Wiley & Sons,
2007 (ISBN 978-0-470-51259-3)
Provides tips and techniques on the selling process.
Journals
The Grocer (William Reed Business Media)
Retail Week (Emap Ltd)
Websites
www.skillsmartretail.com/
Website for the Sector Skills Council, Skillsmart Retail UK, with links to the National
Skills Academy for Retail Skills.
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Unit 7: Providing Business Support
Delivery guidance
Approaching the unit
In this unit your learners need to understand the purpose of providing business
support.
It is a practical unit where learners will visit businesses to learn about business
support, learn about how to use different types of office equipment, and research and
practise how to organise and support meetings.

Delivering the learning aims
Learners could start by discussing the different types of business support needed in a
business. In small groups they could investigate an area of support in a selected
business, for example reception, then feed back to the group to share their findings.
You could provide input on the purpose of providing business support, and set up
visits for your learners to different businesses which will help familiarise them with
the range of types of support, irrespective of the size of the business.
For learning aim B, learners will need to be introduced to types of office equipment,
learn what it is used for, how to use it and understand the importance of following
safety procedures and user instructions so they do not damage either themselves or
the equipment.
The wider features of some equipment can be demonstrated, such as stapling or
sorting when photocopying. Safety techniques such as those required for lifting and
handling stock and supplies can best be shown with video clips or DVDs. Small-group
discussions can highlight the kinds of problems most likely to be experienced with the
equipment and how these should be dealt with. Learners should have plenty of
opportunities for practical exercises using office equipment, and you could provide intray tasks to support this.
For learning aim C, learners need to develop practical skills involved in organising
and providing support for meetings. Learners could investigate different types of
meetings held in the centre or a local business to determine levels of formality and
the tasks involved to support the meeting. Role-play scenarios or case studies where
learners take on different roles would provide the opportunity for planning a meeting,
setting up the room, preparing agendas and taking minutes by recording the
proceedings and then word processing the notes.
It would be useful to show the learners video/DVD clips of the protocol of meetings,
followed by learner discussions on what makes a successful meeting, the types of
planning problems that can happen and how these can be dealt with. To provide
support for external meetings involving tasks such as making accommodation or
travel arrangements, you could provide in-tray requests such as booking a hotel or a
flight so that learners could research getting the best solution to meet requirements.
Your learners will also need to know and practise the follow-up activities involved in
clearing and vacating a room after a meeting, e.g. leaving it clean and tidy, returning
any equipment and forgotten personal belongings, making sure no confidential
material is left behind and preparing and circulating any relevant documentation
according to instructions.
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Getting started
This provides you with a starting place for one way of delivering the unit,
based around the suggested assignments and tasks in the specification.
Unit 7: Providing Business Support
Introduction
You could introduce this unit to learners with a group discussion on their own experiences
of business support. This could be followed by a brief outline of the scope of the unit and
how it can be linked to other units.
Learning aim A: Understand the purpose of providing business support
● You could lead discussions on the purpose of business support and learners could then
research the types of support tasks carried out. They could carry out group activities,
comparing the support functions for a large and small business, for example reception
desk functions.
● Learners could then visit businesses or you could arrange a guest speaker to talk to
them about the business support job roles, what these involve, and the main purpose
of the job.
Assignment 1: Supporting Business*
Learning aim B: Use office equipment safely for different purposes
Learning aim C: Organise and provide support for meetings
● You could provide a demonstration of office equipment to your learners so they have an
awareness of the uses of equipment and how to use it safely to get the best results
without damaging themselves or the equipment. Your learners could then hold a group
discussion about the features of office equipment, and how to deal with any likely
problems they could experience when using it.
● You could follow this by showing your learners video clips of safety aspects in the office
such as safe lifting techniques when moving boxes of stationery, and get learners to
assess their own positioning when working with computers. Learners should practise
techniques under strict supervision.
● Your learners should have plenty of opportunities to practise using office equipment
safely by completing in-tray activities involving producing business documents, using
telephone systems, photocopiers, booking accommodation and welcoming visitors.
● For organising and providing support for meetings you could discuss theories about
them. Learners could undertake research activities into different types of meeting and
reasons why meetings are held.
● Learners could undertake group activities to plan and organise support for a meeting by
identifying the range of tasks involved such as booking venues, preparing
documentation, organising resources, then drawing up a checklist. You could provide
role-play scenarios or case studies for learners to practise skills for tasks to support
meetings, including setting up the room, taking notes and producing documentation. It
is important that learners practise taking on different roles. For external meetings or
meetings which involve external delegates attending, in-tray activities could include
booking accommodation and travel in a cost-effective manner.
● You could lead a discussion on follow-up activities, for example clearing the venue,
writing up the minutes, and circulating documents. Learners could then practise followup activities.
Assignment 2: Meeting Support*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.
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Details of links to other BTEC units and qualifications, and to
other relevant units/qualifications
This unit links to the following National Occupational Standards in Business and
Administration:
● Unit 211: Produce documents in a business environment
● Unit 213: Prepare text from notes
● Unit 231: Use office equipment
● Unit 311: Meet and welcome visitors
● Unit 321: Support the organisation of business travel or accommodation
● Unit 411: Support the organisation of meetings
This unit also links to the following units in the BTEC Firsts in Business:
● Unit 1: Enterprise in the Business World
● Unit 4: Principles of Customer Service

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce endorsed
textbooks that support this unit of the BTEC Firsts in Business. Check the website
(www.edexcel.com/resources) for more information as titles achieve endorsement.
Bentley, P., Carysforth, C., Chandler-Corris, L., Glencross, K. and Nield, M., BTEC
First Business Student Book, Pearson Education, 2013
(ISBN 978-1-446-90136-6)
A student book for Level 2 that includes content to support learning on this unit.
Websites
www.cfa.uk.com
The Council for Administration information on occupational standards.
www.hse.gov.uk
Health and Safety Executive information on health and safety aspects in the
workplace.
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Unit 8: Recruitment, Selection and
Employment
Delivery guidance
Approaching the unit
This unit requires learners to investigate the different jobs within contrasting
business organisations and to consider how they might prepare for a career within a
given business.
It is a practical unit where learners will liaise with employers to learn about the roles
and functions within a business, practise applying for a job and produce a career
plan.
The unit lends itself particularly well to engagement with local employers.

Delivering the learning aims
For learning aim A, guest speaker input or a visit to a carefully selected business
would allow learners to see the different business job roles and functions in action.
For example, it might be possible to tour a local office and meet staff from the
finance, human resources and marketing functions. This would allow learners to write
profiles of the departments that most interest them. Meeting staff at different levels
of seniority would allow learners to profile their job roles as well.
An alternative approach to this unit might be to run the Young Enterprise Companies
Programme alongside the course, allowing learners to produce profiles of the
different functional areas in their own business.
For learning aim B, local employers could ask learners to prepare a job description
and a person specification for an appropriate vacancy within their business. Learners
could then:
● present these documents to their assigned business in order to justify the
effectiveness of their documents
● select an appropriate job from a local paper and complete the relevant application
documents, using a person specification and job description to tailor their
application to that specific post.
For learning aim C, engagement with a local employer could provide an opportunity
for learners to practise their interview skills with a real manager or other senior
member of staff. Local Education Business Partnership offices often provide a service
where they will organise practice interview sessions for a small fee.
Simulated interview sessions and production of dress code posters might help
learners to understand the necessary preparation required for a job interview. A
further useful learning experience might be to hold interviews at an employer’s office,
requiring learners to undertake necessary planning such as planning transportation.
Production of a career development plan could be based on feedback from a job
interview and from an interview with an appropriate careers service such as
Connexions. Learners should be encouraged to undertake research into the job
opportunities available to them locally and nationally. A visit to a job centre and/or
the careers office of a local university may be beneficial in helping them to
understand the opportunities available, allowing them to develop an appropriate
plan.
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Getting started
This provides you with a starting place for one way of delivering the unit,
based around the suggested assignments and tasks in the specification.
Unit 8: Recruitment, Selection and Employment
Introduction
This is a practical unit where learners will liaise with employers to learn about the roles
and functions within organisations, practise applying for a job and produce a career plan.
Learning aim A: Know about job roles and functional areas in business
● You could start with a discussion of the theory of job roles and functional areas with
your learners. Organising role play or simulation exercises in class might help learners
to understand the basic concepts and should be consolidated with note writing
exercises so that learners have material that can be used to prepare their assignments.
● To develop this you could organise visits to employers for your learners, or talks by
guest speakers from two or more contrasting businesses. For example, you might
invite a supermarket manager to discuss the functional structure of their organisation,
with learners being encouraged to ask questions about how they utilise different job
roles. A local manufacturing firm might provide a useful contrast with a range of
different functional areas and job roles to discuss. Again, learners should be prepared
to ask questions about the specific activities of each department.
● Your learners could then produce an organisational chart highlighting the roles and
functions for each of the two businesses. Learners should be encouraged to include
notes highlighting the responsibilities of staff at each level of the hierarchy. Organising
a whole group discussion about the different staff in the hierarchy might be a useful
activity to support this task.
● Next, they could interview different members of staff, write up the profiles and use
them as the basis for journalistic writing, for example in the style of an in-house
company magazine. You should guide learners to include relevant details relating to the
tasks carried out by staff from different functional areas, and information relating to
their job roles, such as lines of reporting and accountabilities.
● Your learners could then write case studies highlighting the achievements of particular
functional areas. You might encourage them to include relevant details such as
collaboration with other areas (e.g. marketing, working with finance to control costs,
operations, working with HR to identify staff who might deserve promotions) and
contributions to the achievement of aims and objectives.
Assignment 1: Job Roles and Functions in Business*
Learning aim B: Produce documentation for specific job roles
● Your learners could produce a flow chart, highlighting the stages of the recruitment
process and the different documents required at each stage. They could then produce a
job description and person specification.
● This could be followed by group critiques of different employment documents. Learners
could compare completed application forms and CVs to the person specification and job
description for a given job. For example, you could hold a workshop on completing a
job application form and preparing a CV, based on your earlier investigations.
● Your learners could then apply for a given job and undertake a job interview, followed by
a post interview debrief for each of your learners. You could introduce the mock interview
process to your learners. Consider the option of recording interviews for playback and
learner response. Then set up a panel consisting of yourself and a small group of local
employers, school governors or staff from the teaching team. Brief your interviewers on
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types of questions to be used, and provide them with notes. Alternatively, your local
Education Business Partnership office might be able to organise a panel of interviewers
from local businesses for a small fee, making the exercise more realistic.
● Arrange individual interviews with your learners, at allotted times. Give them a letter
asking them to the interview, explaining what they need to bring, how long the
interview will last, and asking them if they consent to it being filmed. Arrange for
observation forms to be used in interview. Then book an appropriate room, and
interview each learner.
Assignment 2: Recruitment and Job Application*
Learning aim C: Demonstrate interview skills and plan career development
● Your learners could collect information on different careers using sources such as
libraries, job centres and Connexions. They should identify a specific career path that
they are interested in and produce a plan showing how they would develop in this
career. Preparation of an appropriate template for learners to complete might be
useful. A good starting point might be to prepare an exemplar career development plan
that could be discussed. This would also allow learners to self-assess their own plan
against the exemplar.
● Next, your learners could highlight relevant milestones, such as qualifications and
experience in different jobs – paid and/or voluntary. Learners could be encouraged to
look at different routes into specific careers, for example comparing the apprenticeship
route and degree route into accountancy. Thought could be given to the skills and
experiences that would be needed in each case. A self-assessment skills audit exercise
might be useful in helping learners make these decisions. Alternatively, interviews with
a careers officer might be helpful.
● Your learners could then consider the appropriateness of the plans, based on their
interview feedback.
Assignment 3: Career Development*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.

Details of links to other BTEC units and qualifications, and to
other relevant units/qualifications
BTEC Firsts in Business:
● Unit 1: Enterprise in the Business World
● Unit 7: Providing Business Support

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce endorsed
textbooks that support this unit of the BTEC Firsts in Business. Check the website
(www.edexcel.com/resources) for more information as titles achieve endorsement.
Bentley, P., Carysforth, C., Chandler-Corris, L., Glencross, K. and Nield, M., BTEC
First Business Student Book, Pearson Education, 2013
(ISBN 978-1-446-90136-6)
A student book for Level 2 that includes content to support learning on this unit.
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Websites
www.bized.co.uk
A website containing theory notes and case studies which are relevant to this unit.
www.businessstudiesonline.co.uk
A website containing theory notes and interactive games which are relevant to this
unit.
www.cipd.co.uk
The Chartered Institute of Personnel and Development website. It contains factsheets
on the recruitment process and other related matters.
www.thetimes100.co.uk
This site has a bank of case studies that could be used as a context for activities for
this unit. The site also has a selection of theory notes aimed at learners.
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Unit 9: Principles of Marketing
Delivery guidance
Approaching the unit
This unit provides you with an opportunity to help learners understand the role of
marketing in businesses.
The unit is externally assessed using a paper-based test. A mixture of question styles will
be used, including objective questions and short- and extended-answer questions. All
questions will be compulsory. The test is set and marked by Edexcel, lasts 1 hour and 30
minutes, and contains 50 marks.
You can prepare learners for their test by encouraging them to analyse case studies of a
range of businesses. Learners should be familiar with a range of businesses operating in
different markets.
It is important to help learners develop their ability to analyse case study material as this
will form an important part of their test. Practice activities in class will help learners gain
confidence with this approach.

Delivering the learning aims
Learning aim A considers how marketing fits into different types of business. You should
make sure that learners are given the opportunity to examine a range of different
aspects of marketing practice. For example, alongside the commercial activities of
companies manufacturing popular consumer goods like games consoles, you might
encourage learners to look at the marketing activities of the manufacturers of capital
goods and health awareness campaigns by charities such as Cancer Research UK to give
an idea of the full range of marketing activities used in different types of organisation.
Learners need to explore the significance of branding, developing an understanding of
the significance of the development of a unique brand by different businesses.
For learning aim B, you should encourage your learners to conduct primary and
secondary market research and to analyse their findings. You should help learners to
interpret their research, using it to conduct different types of situational analysis. This
could be used as the basis for presentations to other learners or to local businesses. You
should consider inviting local businesses from different types of market (e.g. B2B and
B2C, mass and niche market) to see the presentations of research and offer learners
feedback on how useful their findings are in making marketing decisions. Membership of
a local Chamber of Commerce might be useful in developing appropriate business links
to support this unit; alternatively, a local Education Business Partnership office might be
able to arrange an audience of local businesses for a small fee.
For learning aim C, learners could propose a marketing mix based on the needs of a
local business, for example, when launching a new product. This would allow them to
learn actively about how the marketing mix is used by businesses to plan their
marketing activities. For example, learners might identify a gap in the market for a
particular product or service.
In order to cover the full scope of the unit, learners need to examine case studies of
marketing activity by different businesses, particularly the way in which the marketing
mix is influenced by different factors. Newspaper articles could be simplified into mini
case studies, for example, the response of Nintendo to weak consumer demand for the
3DS console might provide a good opportunity to consider the appropriateness of
different pricing strategies, but care must be taken to avoid leaving learners focusing on
the context at the expense of the theory.
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Getting started
This provides you with a starting place for one way of delivering the unit.
Activities are provided in preparation for the external assessment.
Unit 9: Principles of Marketing
Introduction
You could introduce this unit to your learners by outlining the form of external
assessment and explaining that they will need to apply their knowledge of marketing
to a range of case study examples.
Learning aim A: Explore the role of marketing within businesses
● Begin by exploring the different types of market with learners. They could make
posters or flash cards highlighting the different types of market and the significance
of each.
● Case studies or guest speakers might be helpful to learners as they develop their
understanding of different types of markets. You might, for example, want to
encourage your group to compare mass-market products with niche market
alternatives. This could be achieved by assigning a specific industry to a group
of learners, asking them to research assigned products and services within that
industry, and this research could then be presented back to the whole group.
For activities such as this you could give learners a note-taking frame to help
them capture revision notes from the activity. Alternatively, you might record the
presentations and upload footage to your centre's Virtual Learning Environment
for future reference.
● Learners should explore the contribution of marketing to the achievement of
corporate objectives. This could be achieved through sorting games where learners
could match different marketing activities to statements of corporate objectives.
Learners could present their justifications for these decisions to their group as the
basis of whole-group discussion.
● You might collect a range of adverts for different products in different types of
markets and allocate different examples to groups of learners. Groups could prepare
a presentation outlining the different features that make each advert distinctive.
Learners could then consider whether other marketing activities would benefit that
particular business and make recommendations.
Learning aim B: Consider how businesses use market research to make
marketing decisions
● This learning aim is particularly well suited to practical activities. Direct learners
to collect research, individually or in groups. You could assign learners different
methods of research and ask them to gather data on a specific industry or relevant
local business.
● Guide learners to present the findings of their research to the whole group and to
comment on the significance of their findings.
● Prepare examples of internal data such as sales figures for different periods of time –
for example, summer compared to Christmas. This would allow learners to analyse
this data and make judgements based on the data, such as what would be the best
market to enter.
● Provide carefully selected newspaper and magazine articles to learners as the
basis for a SWOT (Strengths/Weaknesses/Opportunities/Strengths) or PESTLE
(Political/Economic/Sociological/Technological/Legal/Environmental) analysis based
on a specific business. You might want to take this information from electronic
versions of these sites so that it can be simplified for your learners.
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● Give learners decision-making activities where they match products to different,
defined groups of potential customers, making judgements about the suitability
of specific products for some customers and not others. This could be set up as
a card-sorting activity where learners pair images of products with images of
customers and then give a written or verbal rationale for their decision.
● Identify market trends by focusing on a specific market. You could provide learners
with data on sales levels and the number of branches of specific businesses. This
would allow learners to identify patterns and comment on the underlying reasons.
For example, with the video games market you could give sales data for physical
retailers, online retailers and mobile phone apps. This would give learners the
chance to spot different trends.
● Links with a local university would be a good source of data – liaison officers in a
business school or library might be able to provide you with access to material such
as Mintel reports. Although this may be too much for level 2 learners in its original
form, edited versions of these reports might be a useful basis for analytical activities.
Learning aim C: Explore the use of the marketing mix
● For this learning aim, learners will need to be familiar with each of the sections of
the marketing mix and factors that influence it.
● Assign different product ranges to groups of learners and ask them to analyse the
marketing mix for these products. You could produce an example of this. Apple
might make a good case study with a range of products at different life cycle stages.
● The product ranges assigned to learners should allow the whole group to watch each
presentation and make notes that cover the full range of content in the specification.
For example, learners should be familiar with the full range of pricing strategies.
● Help learners to understand the different influences on the marketing mix, using
carefully selected case studies. For example, material on childhood obesity might be
used to highlight the need to change products such as clothes or toys to reflect
changing body sizes. This might be a good opportunity for lively whole-group
debates about the ethics of some business activity and the extent to which ethics
can or even should affect the marketing mix of a business.
Preparing for the test
● The 1 hour and 30 minutes test consists of objective questions and short- and
extended-answer questions. The maximum mark for the paper is 50.
● The paper will contain a mixture of questions aimed at level 1 Pass, level 2 Pass,
level 2 Merit and level 2 Distinction. Tests will include a mixture of theoretical
questions and questions which are set in the context of a specific business. All
questions are compulsory.
● The paper will cover all aspects of the specification over a number of test series and
is designed to enable learners to demonstrate their knowledge and understanding of
the unit content.
● Encourage learners to analyse case studies of a range of businesses operating in
different markets. Develop learners’ ability to analyse case study material as this will
form an important part of their test.
● It is important that learners are prepared thoroughly for this test. There are plenty
of resources available to help with preparation, such as sample papers and mark
schemes and teacher support materials for test-type questions.
● It will be useful for learners to practise completing answers in the class environment
to reinforce learning and develop test technique. You should ensure that learners
know the meanings of the command words commonly used in the paper so they are
able to use the time available effectively. You could set test-style questions for
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homework on a regular basis as each part of the specification is covered, as further
useful practice. Alternatively, test-style questions could be used as starter or plenary
activities with learners peer-assessing one another’s responses.
● You should set aside time for final revision for the test. It would be useful for your
learners to complete a past test paper, or sample test paper, before they sit the
live test so they are fully aware of what they will need to do in test conditions. This
experience will also give them the opportunity to practise using their time effectively
and develop their ability to write well-structured responses.

Details of links to other BTEC units, BTEC qualifications and
links to other relevant units/qualifications
BTEC Firsts in Business:
● Unit 1: Enterprise in the Business World
● Unit 3: Promoting a Brand
● Unit 5: Sales and Personal Selling
● Unit 17: Visual Merchandising in Retail Business
BTEC Level 3 Certificate/Subsidiary Diploma/Diploma/Extended Diploma in
Business (QCF):
● Unit 3: Introduction to Marketing
● Unit 9: Creative Product Promotion
● Unit 10: Market Research in Business
● Unit 11: Relationship Marketing
● Unit 12: Internet Marketing in Business
● Unit 30: Visual Merchandising in Retail
● Unit 39: International Business

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce endorsed
textbooks that support this unit of the BTEC Firsts in Business. Check the website
(www.edexcel.com/resources) for more information as titles achieve endorsement.
Bentley, P., Carysforth, C., Chandler-Corris, L., Glencross, K. and Nield, M., BTEC
First Business, Pearson, 2013 (ISBN 978-1-446-90136-6)
A student book for level 2 that includes content to support learning on this unit.
Marketing Pocket Book 2009, World Advertising Research Center (WARC), 2009
(978-1841162102)
An invaluable set of data including costs of advertising in different media.
Journals
Business Review (Philip Allan)
Teaching Business and Economics (EBEA)
Both journals contain topical case studies, theory notes and advice on how to
improve the quality of work.
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Marketing Week
The latest news from the marketing sector; useful to see examples of current
practice in different industries.
Websites
www.bized.co.uk
A website containing theory notes and case studies which are relevant to this unit.
www.businessstudiesonline.co.uk
A website containing theory notes and interactive games which are relevant to
this unit.
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Unit 10: Using Business Documentation
Delivery guidance
Approaching the unit
This unit provides many opportunities for your learners to develop the written
communication skills they will be expected to use in a workplace setting. Developing
good written communication skills will help learners to function more effectively both
in their studies and eventually in their chosen role at work. Learners will need to
investigate the types of documents used in business then prepare a range of written
documents for both internal and external purposes.
Effective written communication has an impact on every aspect of successful
business organisations. Your learners would benefit from links with local businesses
that may be willing to supply copies of documentation used in real situations, adding
currency and vocational realism. You should encourage learners to draw on their own
experiences from work placements and part-time employment.

Delivering the learning aims
You could start with a discussion of different types of written documents and show
examples of these.
For learning aim A, learners could list three recent written communications they
have sent and then identify the purpose of each of these, comparing their list with
a partner.
You could provide activities where learners identify the formality of the
communication to the message being conveyed. Visits to local businesses to
investigate their written communications, the purpose of the communications, and
the business context in which they are used would provide useful insights into the
implications for a business of poor or inaccurate written communications. Written
documentation could include: a simple memo or note conveying a telephone
message; a set of documents that track an order from being placed to the final
invoice; catalogues; flyers or brochures; letters; faxes and emails; in-depth company
reports; or financial planning tools. Each document is important in its own right, and
this aspect can be developed by providing learners with the opportunity to examine
different documents and discuss the implications of poor presentation, incorrect
information or errors in grammar and text. For example, a business letter often
presents the first impression of the business to a customer and it is important to
create a positive image. A document that is poorly laid out and full of jargon or
spelling mistakes will appear unprofessional.
For learning aim B, when planning and selecting appropriate business documents,
you could give input on how different types of audience affect the choice of method
and content of written communications, and provide activities where learners match
the type of audience to the most appropriate method. You could lead discussions on
the types of information that are sensitive, and when audits are carried out. There
are many occasions when information must be easy to understand, and activities
involving the Fog Index or Crystal Mark will help learners look at ways to improve
written communications.
For learning aim C, in order for learners to produce accurate and well-presented
business documents, you will need to provide some formal input on the range of
related documents that can be used and show the steps involved in how each
can be formatted. Sample documents are essential to show the layout of different
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documents and also how the same document (e.g. purchase orders or invoices) can
vary without altering the function that they serve.
You could set a series of simulated tasks to give learners the opportunity to choose
which documents might be suitable. Practice in developing written documentation
will allow the learner an opportunity to explore the need to think carefully about the
nature of the work being produced, who its intended audience is and to question
whether it is fit for the purpose for which it was intended.

Getting started
This provides you with a starting point for one way of delivering the unit,
based around the suggested assignments in the specification.
Unit 10: Using Business Documentation
Introduction
You could ask learners to list as many written business documents as they can think
of, then compare their lists with other group members, in readiness for considering
audience, purpose and formats for the different kinds of documents.
Learning aim A: Know the purpose of written communication in business
contexts
Learning aim B: Plan and select appropriate business documents to
communicate in different business contexts
● You could start by leading a discussion with learners on the purpose of
communication in business then examining the purpose of different documents used
in a selected business, which could be one previously visited. Working in two groups,
one group could discuss the documents available for external communication, and
the other group the documents for internal communication, then you could show
examples of these. It might be useful to show two contrasting emails (for example,
one sent internally between colleagues arranging a meeting and one for an external
customer) and compare the etiquette, tone and language used. Learners could
prepare a presentation depicting the type of document, its purpose, the context in
which it would be used and the most appropriate format for that context. You could
then develop this by giving learners an activity to compare the purpose of at least
two formal and two informal communications in different business contexts. Group
discussions could focus on the effectiveness and suitability of written communication
in business compared with other methods such as oral or electronic.
● Ask learners to examine the factors that need to be considered when planning and
selecting the most appropriate documents in different business contexts. Activities
to match the suitability of documents to the intended audience can help prepare
for the assessment where learners need to demonstrate their understanding of
how different methods of communication are suitable for different situations and
audiences, including confidentiality and audit requirements.
● Individually, learners should prepare a report on the methods and purpose of written
communication in a selected business.
Assignment 1: Which Document?*
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Learning aim C: Produce business documents for communication in a business
● To help develop the skills needed to produce business communications you could
ask learners to choose the types of documents for specific purposes, then practise
producing these. The documents must be accurate with correct spelling, punctuation
and grammar, and the layout and format to meet accepted business conventions.
You must provide plenty of opportunities for learners to prepare a variety of business
documents and for vocational realism these could be themed or based on different
subject matter. For example: a purchase order, letter and email all relating to the
tracking of an order; letters and emails responding to customer complaints; and
agendas and minutes relating to meetings.
● Learners should individually produce a variety of different documents for both
internal and external use by a business. These documents should include dealing
with a customer complaint, and responding to a technical enquiry. They must be
accurate and there must be sufficient contrast in the documents to ensure they are
different types; for example, they should not be all letters but could be a letter,
report and memo. You need to make sure that learners have photocopied, printed or
scanned the business documents produced for audit purposes.
● Lead a discussion on the reasons why a particular type of internal and external
document was produced for the task, and the suitability of these documents to meet
the needs of the intended audience above other methods.
Assignment 2: Producing Documents*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.
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Details of links to other BTEC units, BTEC qualifications
and links to other relevant units/qualifications
BTEC First in Business:
● Unit 1: Enterprise in the Business World
● Unit 4: Principles of Customer Service
● Unit 5: Sales and Personal Selling
● Unit 7: Providing Business Support

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce endorsed
textbooks that support this unit of the BTEC Firsts in Business. Check the website
(www.edexcel.com/resources) for more information as titles achieve endorsement.
Barker, A., Improve Your Communication Skills (2nd edition), Kogan Page, 2010
(ISBN 978-0-749-45911-6)
Looks at communication skills in business contexts.
Bentley, P., Carysforth, C., Chandler-Corris, L., Glencross, K. and Nield, M., BTEC
First Business, Pearson, 2013 (ISBN 978-1-446-90136-6)
A student book for level 2 that includes content to support learning on this unit.
Websites
www.mindtools.com/CommSkll/WritingSkills.htm
Tips on how to develop good writing skills.
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Unit 11: Building Successful Business Teams
Delivery guidance
Approaching the unit
In this unit you should ensure that you give plenty of opportunities for learners to
undertake different team activities. You could show DVDs or video clips illustrating
different behaviours and the impact this has on team cohesiveness. Learners should
be positively encouraged to use their work experience or any part-time employment
to enrich their experiences of both understanding the theory of effective teams as
well as the practical teamworking aspects. You could also use simulation/role play,
as well as analysis of case study material.
Learners should be able to apply their knowledge and understanding of teambuilding.
In order to demonstrate this effectively they must have plenty of opportunities to
show depth and breadth of knowledge then practise these skills in a range of team
situations.

Delivering the learning aims
You could introduce this unit through learners undertaking one of the many team
activities that are available for use in the classroom such as those viewed on
YouTube, followed by a discussion on the benefits of team collaboration. Activities
such as team challenges of building a tower or bridge from a limited amount of
materials and then testing the strength of these will show how teamworking helps
to work out problems. Some activities, such as desert island survival, require few
resources and enable learners to develop rapport and be creative.
For learning aim A, your learners need to understand the differences between a
group and a team, and the factors that contribute to an effective team. You could
ask learners to list different types of team they have been a member of – such as in
school or college, outside activities, hobbies, etc. – and identify the purpose of the
team. This could then be linked to the stages of team development and factors that
make teams effective.
To illustrate examples of effective and ineffective features of team activity, you could
show clips from TV programmes such as The Apprentice, and use this to introduce
learning aim B and the role of the team leader. You could provide input on different
leadership styles and lead a group discussion on the personal qualities and attributes
of effective leadership. Learners should also explore the characteristics and style of
different team leaders (this could be through activities such as identifying the skills
and traits of well-known leaders), and discuss how this contributed to the overall
effectiveness of the team. It is important that you stress that an effective team
needs to be a mix of capabilities and should not consist entirely of those with
leadership skills. You could develop this theme with particular emphasis on theories
of motivation and the well known Action-centred Leadership approach of John Adair,
showing in circles the responsibilities of the leader in ensuring the satisfaction of
task, team and individual needs. You could then direct learners to carry out activities
positioning the circles from case studies or their own experiences.
Guest speakers could be used to explain how they prevent and diffuse conflict
situations within teams, giving examples of different sources of conflict and lead
discussions making suggestions on how these could be dealt with, e.g. a team
member not taking a fair share of the workload. Learners could ask questions on

Delivery Guide – Pearson BTEC Firsts in Business –
Issue 2 – October 2014 © Pearson Education Limited 2014

75

UNIT 11: BUILDING SUCCESSFUL BUSINESS TEAMS

the occasions in the day-to-day activities of the team where a leadership role has
been involved, and how this affected the team’s performance.
For learning aim C, you should ensure that learners have plenty of opportunities for
working in teams/groups and activities can be given to highlight the advantages and
disadvantages of teamwork, including following instructions, dealing with difficult
people, and own contribution to the team objectives. At the end of a group activity
learners could be asked to review how they performed and identify something they
would like to do differently next time.
Learners should be encouraged to identify potential improvements in their own use of
teamworking skills and techniques. Video clips can be used to show examples of good
and bad team working skills.
Finally, reflecting on own practice is a skilled task and therefore learners must be
given a range of opportunities to test out their own skills to help them to identify the
key areas to review, and how they could evaluate the performance of the team and
their own contribution.
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Getting started
This provides you with a starting point for one way of delivering the unit,
based around the suggested assignments in the specification.
Unit 11: Building Successful Business Teams
Introduction
You could ask learners to work in pairs and list the types of teams they think would
be in a particular business then compare their lists with other group members, in
readiness for considering how teamworking can help a business achieve goals and
how to work as an effective team.
Learning aim A: Investigate the importance of teams and teamworking
Learning aim B: Understand the role of the team leader
● It is important that learners are familiar with the characteristics of effective teams,
including trust, cooperation, agreeing objectives and dealing with any conflict
situations. This topic could be introduced by learners drawing on their own
experiences of working in teams at school or college, such as a sports team – what
was good about it, what was bad. Learners should investigate a business team that
could be from the centre or a work placement. Learners need to describe the
characteristics of their chosen team and what makes it effective. Learners should
then explain the stages of team development; this explanation could be in the form
of a presentation or leaflet.
● In a classroom environment learners should have plenty of opportunities to be able
to practise teamworking activities through role plays, with each person taking a
different ‘team role’. This can best be illustrated using Belbin’s Team Role theory
model which shows that in order to achieve the task, a combination of team roles
needs to be present, although a team member may display characteristics of
more than one team role. To identify their preferred roles learners should find it
interesting to undertake a Belbin team role analysis, and this might prove useful
when allocating tasks for the team activity. Learners should be able to explain the
importance of Belbin’s theory and apply this to the roles in their selected business
team. Learners will need to describe a range of examples of behaviours needed for
effective teamwork such as loyalty and supporting others, and these examples could
be from their own experiences.
● Learners should explore the characteristics and style of different team leaders, and
this could be done through activities such as identifying the skills and traits of wellknown leaders. It is important that you stress that an effective team needs to have a
mix of capabilities and not consist entirely of those with leadership skills. Learners
should then examine the role and responsibilities of the team leader in two
contrasting business teams (for example a permanent and a temporary team), then
describe their attributes and qualities and explain the importance of their role and
responsibilities. This could be in the form of a presentation, brochure or leaflet.
Assignment 1: What is a Team?*
Learning aim C: Use skills to demonstrate effective teamworking
● It is important that learners have plenty of opportunities for working in teams and/or
groups, agreeing objectives and using teamworking skills to achieve them. There are
different ways of delivering the content for learning aim C, including team challenges
with follow-up analysis and evaluation, video clips, simulation/role play, reflection on
learners’ own experiences and analysis of case study material.
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Unit 11: Building Successful Business Teams
● You could direct learners to build on their knowledge of Belbin’s team roles to
explore the characteristics of different team members and identify their own qualities
and skills or traits in actual team situations.
● You should encourage learners to keep records of their teamworking experiences,
such as diaries or logs, to help them reflect on their own performance. Evidence will
also include witness observation reports confirming how assessment criteria have
been achieved, from you or an experienced witness.
Assignment 2: Effective Teamworking*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.

Details of links to other BTEC units, BTEC qualifications and
links to other relevant units/qualifications
BTEC Firsts in Business:
● Unit 1: Enterprise in the Business World
● Unit 4: Principles of Customer Service
● Unit 5: Sales and Personal Selling
● Unit 7: Providing Business Support

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce endorsed
textbooks that support this unit of the BTEC Firsts in Business. Check the website
(www.edexcel.com/resources) for more information as titles achieve endorsement.
Adair, J., Effective Teambuilding: How to Make a Winning Team (revised edition),
Pan, 2009 (ISBN 978-0-330-50423-2)
Looks at how to make teams successful.
Belbin, M., Team Roles at Work (2nd edition), Butterworth-Heinemann, 2010
(ISBN 978-1-856-17800-6)
How to apply the theory into work situations.
Marrin, J., Leadership for Dummies (UK edition), John Wiley & Sons, 2011
(ISBN 978-0-470-97211-3)
Provides practical tips and skill-building exercises.
Websites
www.belbin.com
Website of Dr Meredith Belbin, on team roles with resources and downloads.
www.bized.co.uk
Business education website including learning materials and quizzes.
www.businessballs.com
Free materials, articles and ideas for team roles and leadership.
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Unit 12: Introducing Law and Consumer
Rights
Delivery guidance
Approaching the unit
This unit introduces learners to the way the law is administered, the people who are
involved in this process, and the consumer rights and remedies that prevail in certain
situations. It can be linked to Unit 1: Enterprise in the Business World because
entrepreneurs should be aware of their own legal rights as sellers of goods or
services as well as the rights of their customers. On that basis, some of the scenarios
could be developed with the learners’ own prospective enterprises in mind.
Taking a practical approach will make the topic more accessible and interesting to
learners, and there are many ways of doing this:
● Many learners may have seen dramatised court cases on television or heard about
court cases in the news. It is helpful to build on any knowledge learners already
have and use this as a basis to identify the type of courts there are, where they
are situated in their locality, people who work in the legal profession and what
they do.
● Visiting speakers will help bring this unit to life. At Magistrates in the Community
(see websites at end of this unit, page 83), you can request a visit from a local
magistrate to explain their work. As a qualified solicitor or barrister, a judge will
be able to give more than one perspective and will have broader experience.
Colleagues may have been jurors – or you may have been one yourself. Local
solicitors may be willing to visit, not just to talk about their role but also to answer
questions on points of law related to learning aims B and C, or to help provide
feedback for a presentation. It is advisable to assist learners in planning
appropriate questions for visiting speakers that will help to develop their
knowledge. Questions should be sent to your speaker in advance.
● Visits to open courts should be selected with care. A complex case that is
constantly being adjourned could bore or intimidate learners. It is useful to follow
up visits with a discussion with learners about the process and the role of those
involved.

Delivering the learning aims
For learning aim A, a useful first step would be for learners to identify the main court
buildings in their locality. The reasons why people go to court can be divided into
cases that would be heard in a criminal or civil court. This can be consolidated with
a diagram showing the structure of the court system to put the local courts into their
true context.
Visiting speakers, as suggested above, should ideally include a representative from
Trading Standards and the Citizens Advice Bureau. Both have excellent websites.
Television programmes also cover the work of Trading Standards and some
interesting video clips can be found on YouTube.
Learning aim B focuses on contracts, negligence and how legislation protects
consumers. Learners’ own experiences as buyers can lead to an investigation of the
policies that local shops and stores have in relation to returned goods. What notices
are posted by the tills or on receipts? Learners could undertake an investigation to
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find out and compare these to identify which stores do the minimum, before learning
about specific legislation to protect consumers.
This can then be linked with learning aim C, as learners identify situations where
consumers have a legal claim (or not), and the remedies available to them. These
should help learners to understand the importance of recent case law in developing
consumer protection.
For example, case studies about second-hand car sales from dealerships, focusing on
the requirements the Sale of Goods Act (as amended) could be used to show that the
cars sold must be of satisfactory quality for a reasonable period of time, bearing in
mind price and age. Case law relevant to the transaction and the actions of the buyer
and seller in a dispute could include Bernstein v Palmerston Motors 1987. In this
case, it was deemed that the supplier should have been given reasonable chance on
at least three occasions to put right the faults for which the customer was rejecting
the car, and that they should have failed to do so. In another case, Rogers v Parish
1987, it was deemed that there was a limit of a six-months’ timeframe in which to
reject a car and get a full refund.
A similar scenario can be developed to illustrate the Consumer Protection from Unfair
Trading Regulations 2008 (CPRs), for example, when a salesman misleads the buyer
by not being honest about the condition of the car. Relevant recent case law would
be Regina (House of Cars) v Derby Car and Van Contacts Ltd 2012 where cars were
sold pre-registered so that the dealer could take advantage of fleet discounts.
However, this meant that the car was still registered to the dealer rather than to the
customer for a period of up to six months, which might prejudice any insurance claim
made by the customer.
Learners can research these, and other cases, online. You can direct them to the
Honest John website Frequently Asked Questions page (www.honestjohn.co.uk)
to investigate consumer rights for car buyers in more detail and also to read about
further case law that applies to car sales. This type of structured research exercise
is usually preferable at this level to learners searching through more complex legal
databases trying to find relevant case law. Case studies should ideally cover a variety
of situations where consumers may have a legal claim and the different remedies
available, such as damages, termination and rescission.
Towards the end of the course, you could use the practical scenarios suggested in the
‘Getting started’ section, role plays and quizzes. Simplified discussions will also keep
learners actively interested in this unit. For example, when teaching about fraud and
theft, learners could debate the case of A retailer v Ms B and Ms K 2012 (for details
see ‘Civil recovery’ claim issued by retailer defeated in court, Citizens Advice
Bureau,www.adviceguide.org.uk). This was the first case to go to trial where
shoplifters were legally represented by solicitors and the judgement meant that
retailers must now prove how much they have lost financially when they calculate a
civil recovery demand. This case also illustrates the role of the Citizens Advice
Bureau who arranged for the case to be brought to court, given the excess fees being
levied on individuals accused of shop lifting. Details about this case can also be found
at www.bateswells.co.uk/News/Detail.aspx?NewsID=275&Location=2&ID=3.
To put the case into perspective, the Retail Fraud Study figures show that between
May 2011 and May 2012, store theft rose by 10 per cent and shoplifting increased
by 3 per cent, costing retailers £3.4 billion. You could hold an interesting debate as
to whether the judgement is fair to retailers, and whether it could actually encourage
an increase in shoplifting in the future.
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Getting started
This provides you with a starting point for one way of delivering the unit,
based around the suggested assignments in the specification.
Unit 12: Introducing Law and Consumer Rights
Introduction
Learners will know that the law affects everyone who buys goods and services, and the
businesses that sell them. You could prepare some simple scenarios and ask learners
to suggest the outcome – for example, buying faulty goods in a sale, hiring a workman
who is incompetent and so on – leading to the importance of consumer protection
legislation. You could then establish what learners know about criminal and civil law,
and cases such as someone sent to jail for sending a racist tweet or a robbery reported
on TV. Learners may be aware of ‘no win, no fee’ personal injury claims or someone
who has made an insurance claim after an accident. What happened next? How were
the offenders punished? Examples discussed can be divided into those that are heard
in a civil court and those dealt with in a criminal court. You could ask learners if they
know where their local courts are situated.
Learning aim A: Investigate civil and criminal law and their courts and
personnel
● Learners could use press clippings that illustrate different cases to identify which
court would be involved, and the people who would be involved.
● Scenarios can be used to provide other examples so that learners can identify the
process that would be followed. For example, advice to a friend who is considering
taking a case to the small claims court.
● A debate on the role of juries today and a talk by a visiting magistrate would
be ideal preparation before learners write an assessment of the importance of
both parties.
● Learners who have visited a civil or criminal court to watch a case could conclude
this with a summary that evaluates the process and the personnel involved.
Assignment 1: Who? What? Why?*
Learning aim B: Understand the law relating to consumers and their
protection
Learning aim C: Apply appropriate legal remedies available to buyers
and sellers
● Give your learners scenarios, case studies and role plays to represent various
situations. The scenarios should cover contract, negligence and the consumer
protection legislation listed in the specification, so that learners become familiar with
identifying and applying the law to different cases.
● When they address legal problems, learners should be encouraged to support their
assertions with legal precedents. While older cases may set the precedent, where
possible learners should undertake their own research to see how this has been
applied or reaffirmed in recent case law.
● Encourage learners to think about what remedy is best for a particular scenario.
Different options should be discussed in each case (for example, rejection and
money back/repair or replacement/rescission).
● Learners could consider problems in ‘legal teams’, carry out research and present
their cases to an expert who can judge their performance and provide useful
feedback about the appropriateness of the suggested remedy.
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Unit 12: Introducing Law and Consumer Rights
Assignment 2: Protecting Consumers*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.

Details of links to other BTEC units, BTEC qualifications and
links to other relevant units/qualifications
BTEC First in Business:
● Unit 1: Enterprise in the Business World
● Unit 4: Principles of Customer Service
● Unit 5: Sales and Personal Selling
● Unit 6: Introducing Retail Business
● Unit 16: Enhancing the Customer Experience
● Unit 17: Visual Merchandising in Retail Business

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce endorsed
textbooks that support this unit of the BTEC Firsts in Business. Check the website
(www.edexcel.com/resources) for more information as titles achieve endorsement.
Bentley, P., Carysforth, C., Chandler-Corris, L., Glencross, K. and Nield, M., BTEC
First Business, Pearson, 2013 (ISBN 978-1-446-90136-6)
Covers the latest specification, including Unit 12: Introducing Law and Consumer
Rights.
Carysforth, C., Neild, M. and Richards, C., BTEC First Business Level 2, Pearson,
2010 (ISBN 978-1-846-90620-6)
In Unit 13: Consumer Rights of this book, there is additional information about
certain legal aspects.
Martin, J., OCR Law for AS (2nd edition), Hodder Education, 2011
(ISBN 978-1-444-12236-7)
Focuses on the OCR syllabus, but contains useful information about the judiciary, the
legal profession, lay magistrates and juries.
Martin, J. and Lanser, D., AQA Law for AS, Nelson Thornes, 2010
(ISBN 978-1-444-11049-4)
Focuses on the AQA syllabus and includes useful chapters on the difference between
civil and criminal courts, the legal profession, negligence and the law of contract,
with key cases covered.
Tillson, J., Consumer and Commercial Law, Longman/Pearson, 2011
(ISBN 978-1-408-22613-1)
Provides many additional useful examples of key cases.
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Journals
New Law Journal, Journal of Business Law and broadsheet newspapers
These are all useful to keep abreast of new legal developments (not just
consumer law).
Which?
Consumer magazine that contains information about consumer issues.
Videos
http://moj.coionline.tv/videos/jurorvideo/video
Follow ‘Related Searches’ to access a video for jurors that provides useful
background information for learners.
Websites
http://hmctscourtfinder.justice.gov.uk/HMCTS
Useful for finding courts in your area.
www.magistrates-association.org.uk
Use Magistrates in the Community to request a visit from a local magistrate.
www.which.co.uk
For information on recent consumer issues.
www.thetimes.co.uk/tto/law
For up-to-date information and cases. This site includes a Student Law area.
www.citizensadvice.org.uk
For fact sheets on consumer law.
www.tradingstandards.gov.uk
For fact sheets and information on the role of trading standards.
www.bbc.co.uk/watchdog
For general information and recent consumer issues and scenarios.
www.compactlaw.co.uk/free-legal-information/consumer-law.html
Provides information and advice for consumers.
www.bis.gov.uk/policies/by/themes/consumer%20issues~
Up-to-date information about government policies and proposals relating to
consumer issues.
www.lawtel.com, www.lexisnexis.co.ukwww.westlaw.co.uk
Subscription websites with legal databases and regular updates on case law.
www.bailii.org
Provides a free searchable database of cases and recent decisions.
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Unit 13: Financial Planning and Forecasting
Delivery guidance
Approaching the unit
This unit gives learners an insight into three major tools used in business to monitor
and control the financial aspects of an enterprise: breakeven analysis, cash flow
forecasting and monitoring, and budgetary control. Although it is inevitable that
some arithmetical work is required, you should encourage learners to look beyond
the numbers to understand their implications.
A fundamental feature of how this unit should be delivered is that it builds on topics
covered in Unit 2: Finance for Business. The specification stipulates that Unit 2 must
be studied before Unit 13 is attempted. This means that the introduction of each of
the three learning aims of Unit 13 must include refresher activities to remind learners
of what they have already covered in Unit 2.
It is advisable to involve learners in practical activities as much as possible when
delivering this unit. It is also helpful for learners to understand from the outset the
potential problems for a business owner who does not plan carefully, or understand
how to prepare a cashflow forecast or budget. As well as numerical activities, such
as compiling a cash flow forecast, learners could also act as consultants to a potential
business owner to advise on the importance of planning, forecasting and budgeting.
Later they could work in teams to analyse a cash flow forecast and/or budget for a
small business, and suggest actions that should be taken to improve future finances.
Speakers can help to bring this unit to life, for example, guest speakers from SMEs
(small and medium enterprises), to say how they approach a particular topic or to
recount their own experiences. The local Chamber of Commerce may be able to
suggest a business adviser or consultant who can talk to the class about some of the
common problems experienced by small businesses, and how financial planning and
forecasting can help them. You can also encourage learners to visit high street banks
to see what literature is available on financial planning in business, as well as visiting
their websites. Banks or local accountancy practices may also be willing to provide
guest speakers on topics such as cash flow forecasting and budgeting.
You will need to provide activities for each of the three learning aims, starting with
simple examples and progressively moving to the more complex. Note that the unit
specification suggests that the same business scenario is used for both breakeven
and cash flow assessments. This is optional and some teachers may decide to
keep the two sections separate. You may also decide to continue this scenario for
budgeting but should note that you will also have to produce data on a contrasting
business.

Delivering the learning aims
Learning aim A relates to breakeven analysis. As well as setting learners numerical
activities, you could also collect examples from newspapers about businesses that
are starting up – or established businesses that are attempting to expand by starting
up a new venture. These could lead to group discussions on how much activity
(goods, customers, sales revenue and so on) a business would have to produce to
break even. For successful businesses, the group discussions could be directed to
various facets of breakeven analysis, such as margin of safety or the problems
involved in forecasting sales revenue with reasonable accuracy.
Although all businesses can benefit from calculating how many units, hours of work
or items must be provided to break even, the best business scenarios for learners are
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usually those that involve producing a standard item that sells at the same price,
from umbrellas to denim jeans, a child’s toy or even a mobile phone app. An
alternative is a business that offers a service at a specific price, such as a small bed
and breakfast hotel or a cattery. Although breakeven can be calculated using a
formula, many of the associated points are better illustrated using the graphical
method, for example, the profit area. To achieve this unit, learners must be able to
use both methods to calculate the breakeven point and carry out analysis. This must
also include analysing the effect of changing costs and prices on the business.
Learning aim B covers cash flow. Learners need to practise using given data to
produce a cash flow forecast showing monthly information for a year. They can then
start to analyse the information, mainly looking for times when there is a large
surplus closing balance and also the reverse – a large deficit. You need to provide
activities so that extremes of situations are illustrated. Often a simple business
decision, such as to spend more on advertising, can have serious consequences if
this coincides with late payments from customers. The importance of chasing up
overdue payments – as well as monitoring expenditure – must be emphasised and
the latter will also provide a natural introduction to budgeting.
Learners must be introduced to the various aspects that affect cash flow forecasting,
such as buying and selling goods on credit, and the seasonal fluctuations experienced
by businesses such as firework manufacturers and farmers. In addition, example
cash flow statements should also illustrate: small negative and positive final
balances; large negative and positive final balances; regular and irregular income
items; and regular and irregular expenditure items. Learners can be divided into
groups to carry out analysis and report back on their findings.
Learning aim C relates to budgets and budgetary control. You should first remind
learners about the basics of budgeting – setting targets, measuring performance,
identifying variances and taking managerial action based on the variance analysis.
After this, you should point out the limitations of profit and loss accounts and balance
sheets – that they are historical and only show problems after they have occurred.
Budgets are forward looking and aim to identify problems quickly so that the
business owner is in control.
You could then introduce the idea of how budgets are controlled, looking at the
management systems that businesses put in place. It would be particularly beneficial
for learners to compare the systems in place in businesses of different size (for
example, a sole trader versus a multinational) to give them an understanding of the
complexity of maintaining financial control across a business.
Show learners examples of budgets with monthly planned expenditure figures
provided against each item. A good one to start with would be a production
department budget since it would include several items: materials, labour, power
and so on. Then you could give actual expenditure figures for a month and ask the
learners to add them to the budget pro forma. The figures should be designed to
produce some large/small positive/negative variances. Once the learners have
calculated the variances, you could ask them to say what (if any) action needs to
be taken about the variances. Reinforce this by learners working out variances for
themselves and deciding what form of managerial action could be needed.
Once the basics are established, learners could work in small groups to identify the
structure of the different types of budget listed in the unit specification (sales,
production and so on). They should also understand how budgets are likely to vary
between contrasting businesses, such as manufacturing and retail, as this will be a
feature of their assessment. However, if learners also produce budgets using the
analyses and data from learning aims A and B, it will also consolidate earlier
knowledge. This will demonstrate how all the financial forecasting tools complement
each other when used correctly. Finally, using the information gleaned from the
practical activities, you could ask the learners to produce a report based on their
analysis, which includes an overview of the usefulness of budgets to a business.
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Getting started
This provides you with a starting point for one way of delivering the unit,
based around the suggested assignments in the specification.
Unit 13: Financial Planning and Forecasting
Introduction
You could start by dividing learners into two groups and holding a quiz to revise Unit 2,
which must have been studied before Unit 13. Each group could devise 10 questions to
ask the other group, or you could be the question master. If some time has elapsed
since studying Unit 2, then summary headings/handouts could be issued to help trigger
recall. Then outline that in Unit 13 they will learn about breakeven analysis and cash
flow forecasting in more detail, and be introduced to the concepts of budgets and
budgetary control. Refer to topical news items about businesses that have struggled in
these areas so that learners see the relevance of learning to the business world.
Learning aim A: Demonstrate the use of breakeven analysis in business
Learning aim B: Demonstrate the use of cash flow forecasting in business
Part 1: Breakeven
● Learners should gain practice in calculating breakeven by using the formula and also
by producing a chart for a variety of businesses that produce a standard item, such
as a mobile phone holder or child’s toy, or offer a standard service. They must be
able to label all the features clearly and interpret the charts by answering ‘what if’
questions, such as: ‘What would happen if the fixed cost figure rose by “X” amount?’
‘What would happen if an important customer insisted that the price paid was
reduced by 20 per cent?’
● Your learners could work in groups to produce a presentation on the usefulness of
breakeven analysis, which is to be given to the owner of a small business. Encourage
learners to suggest specific situations where a breakeven could be used, for
example, spending money upgrading a production machine or building an extension.
● Discuss a variety of scenarios in class using appropriate data that will affect the cost
and revenue data. Some situations should be beneficial, such as higher productivity,
an opportunity to increase prices or a reduction in costs. Others should be more
problematic, such as a threat from a competitor, which could result in having to offer
lower prices, an increase in costs or the problem of taking on additional staff to meet
a new order.
● Learners must be able to evaluate the importance of breakeven analysis to a
selected business. Discuss the consequences of not undertaking this type of analysis
and the implications for changes in costs and revenue for a business owner who fails
to carry out such calculations. Businesses that have experienced financial difficulties
in the local area may provide useful examples of the problems that occur when costs
are higher than revenue.
Part 2: Cash flow
● The difficulties of managing costs and revenue leads naturally to the issue of cash
flow. The learner’s task is to prepare an accurate annual cash flow forecast for a
selected business using monthly data. It provides continuity for learners if this is
the same scenario as that used for breakeven analysis.
● The data should provide learners with examples of both regular and irregular cash
inflows and outflows, ideally resulting in months that show a positive final balance
and some months that do not. Other factors, such as seasonal fluctuations, can be
introduced if appropriate to the scenario. There should be an appropriate range of
issues for the learner to identify and analyse so that appropriate actions can be
recommended (such as chasing up overdue payments, deferring a large purchase
or reducing overheads).
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Unit 13: Financial Planning and Forecasting
● A visit from the owner of a local SME, prior to the assessment, to discuss their own
perspective and experiences of cash flow issues could be used to trigger a debate
on the importance of cash flow. Learners should be given time in advance to think
about questions they could ask.
● Note that cash flow forecasting is an obvious application of spreadsheets.
Assignment 1: Financial Planning for a Business*
Learning aim C: Investigate the use of budgets and budgetary control
in business
● Learners will need to describe the purpose of budgets for contrasting businesses.
Try to give learners scope for comparison, so if one business is a manufacturing
business, the other could be a retailer. In addition, learners should choose a
business large enough that they can cover different types of budgets, such as sales,
production, purchases, labour, overheads, cash, capital expenditure, and profit and
loss, as detailed in the specification.
● In addition to calculating variances, learners must be able to interpret the budget
and identify the implications of any variances for the business. The data provided
should produce both large and small favourable and adverse variances. Learners
should understand that unless there is an exceptional reason, a large favourable
variance means that the budgeting process has not been rigorous enough. They
should also be able to differentiate between variances that are insignificant and
those that require explanation. They should understand that unexpected problems
may occur and it is important to separate these into events that the business owner
could not control and those that must be managed more appropriately.
● This analysis will lead learners to an evaluation of how variances impact on the
financial decisions in one of the selected businesses. It is important to ensure that
the completed budget(s) show that some important decisions are required by the
business owner, to provide learners with meaningful material.
Assignment 2: Business Budgeting*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.
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Details of links to other BTEC units, BTEC qualifications and
links to other relevant units/qualifications
This unit follows on from Unit 2: Finance for Business. In fact, they could almost be
seen as an integrated whole. The specification stipulates that Unit 2 must be studied
before Unit 13 is attempted.
BTEC First in Business:
● Unit 1: Enterprise in the Business World
● Unit 2: Finance for Business
● Unit 3: Promoting a Brand
● Unit 9: Principles of Marketing
● Unit 14: Business Online
● Unit 15: Public Sector Business
Level 3 BTEC Nationals in Business (QCF):
● Unit 5: Business Accounting
● Unit 6: Financial Accounting
● Unit 7: Management Accounting
● Unit 8: Accounting Systems

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce endorsed
textbooks that support this unit of the BTEC Firsts in Business. Check the website
(www.edexcel.com/resources) for more information as titles achieve endorsement.
Bentley, P., Carysforth, C., Chandler-Corris, L., Glencross, K. and Neild, M., BTEC
First Business, Pearson, 2013 (ISBN 978-1-446-90136-6)
Covers the latest specification, including Unit 13: Financial Planning and Forecasting.
Carysforth, C., Neild, M. and Richards, C., BTEC Level 2 First Business Student Book,
Pearson, 2010 (ISBN 978-1-846-90620-6)
Covers breakeven and cash flow thoroughly, and should complement classroom
learning.
Carysforth, C., Neild, M. and Richards, C., BTEC Level 2 First Business Teaching
Resource Pack, Pearson, 2010 (ISBN 978-1-846-90621-3)
Provides material for teachers to use in the classroom to help learners to consolidate
learning.
Cox, D. and Fardon, M., Accounting, Osborne, 1998 (ISBN 978-1-872-96228-3)
Provides a basic introduction to all three topics covered in this unit.
Websites
www.bbc.co.uk/bitesize
BBC Bitesize contains short versions of the main financial principles.
www.bized.co.uk
Bized contains examples and exercises covering the three topics in this unit.

Delivery Guide – Pearson BTEC Firsts in Business –
Issue 2 – October 2014 © Pearson Education Limited 2014

89

90

Delivery Guide – Pearson BTEC Firsts in Business –
Issue 2 – October 2014 © Pearson Education Limited 2014

UNIT 14: BUSINESS ONLINE

Unit 14: Business Online
Delivery guidance
Approaching the unit
Delivering this unit will allow you to guide your learners as they explore dynamic
and ever-evolving ways to do business. Learners should be directed to research
the different approaches to online business by local businesses in different sectors,
contrasting the different approaches businesses use to interact with their customers,
such as using their website to offer information or sell goods and services directly
to customers.

Delivering the learning aims
For learning aim A, you should encourage learners to look at examples of websites
for a range of different businesses. You should research suitable examples of online
businesses of different sizes to ensure that you are able to guide learners to look at a
full range of businesses; for example, micro finance companies could be compared to
national banks. You should guide learners to explore aspects of online business other
than processing transactions. Many charities and public services offer informational
websites that could be explored.
Learners could be directed to produce a booklet or posters on the different types
of online presence used by different businesses, profiling the websites of each
business and identifying the way that each site utilises social media such as
Facebook or Twitter.
For learning aim B, you could give learners a brief for a local business wishing to
establish an online presence, simulating the process of planning and implementation.
Learners could be divided into groups with each group planning for a different type
of website. Group presentation and feedback sessions should allow your learners
to compare their proposals as well as providing an opportunity to discuss the
operational risks of their assigned business.
You could prepare case studies of different operational issues, simplifying longer
newspaper or journal articles to fit the needs of the learners. Many issues such as
hacker attacks and legal problems can be easily located on news websites.
For learning aim C, you could allocate websites for learners to investigate, either
individually or in small groups. You could direct learners to collect screenshots of the
websites, annotating them to explain how different features contribute to the user
experience of each site.
For learning aim D, you should prepare a brief for learners to which they can
respond. Once learners have produced an initial idea you may wish to facilitate a
group critique session so that learners can peer-assess one another’s ideas before
producing their site independently. Once the final website has been built, you could
invite guests from local businesses to whom learners could present their websites in
order to gain feedback on how well their site meets business needs.
Careful research should be undertaken in preparation for this unit. Many useful sites
may be blocked by school firewalls. Careful planning and consultation with ICT
support colleagues should help to address this issue.
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Getting started
This provides you with a starting point for one way of delivering the unit,
based around the suggested assignments in the specification.
Unit 14: Business Online
Introduction
Outline to your learners that this is a practical unit and that they will examine the use
of websites in business before going on to create their own website in response to the
needs of a specific business. Familiarise learners with the different requirements of
each learning aim, highlighting the need to balance practical tasks such as building a
website with theoretical understanding of operational issues. As a starting point, you
could arrange a guest speaker such as a web designer or the manager of a business’s
website so that learners can question an expert and see how professionals have to
undertake a process of planning before going about the construction of a website.
Learning aim A: Explore business activity online
Learning aim B: Understand the issues relating to doing business online
● A good starting point might be guest speaker input from different local businesses
with differing online presences. Local shops, for example, might be able to talk about
the issues involved in running a shop, while a local charity or council officer could
talk about the benefits of providing information online.
● Learners could then review carefully selected business websites, to enable coverage
of the unit content. Guide them to compare similar sites by companies of different
sizes. For example, a slick, professional site owned by a large business compared to
a simpler site run by a smaller business, and a public sector site such as NHS Direct.
At the same time, acquaint learners with the range of activities offered by different
businesses online. Select examples for learners to investigate that exemplify
different points from the specification. While learners might enjoy selecting sites
themselves, you should be aware of the danger that their selections may not be
contrasting enough to achieve the assessment criteria and may focus on too narrow
a range of familiar sites.
● News media should provide a good range of case studies that could be used to
acquaint learners with common operational risks of online trade but you might want
to produce simplified versions of these stories in order to focus on the main points
from the specification.
Assignment 1: Why Go Online?*
Learning aim C: Investigate the uses and features of websites
Learning aim D: Design a website to meet the needs of a business
● The features and types of websites could be introduced with guest speaker input
from a web designer, with learners following up this session by annotating
screenshots of carefully selected contrasting business websites. The user experience
aspects of a website could be explored by asking learners to produce reviews of
websites. You should give a framework for these reviews, highlighting the main
points that need to be covered based on the specification content.
● When building their website learners may need to be introduced to the use of web
design software. A number of packages offer the facility to design a website without
a detailed knowledge of HTML although it will be necessary to ensure that learners
can make simple use of both scripting language (e.g. AJAX or PHP) and markup
language (e.g. HTML or XML).
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● While they are designing and building their websites, you could put learners into
small groups or pairs to share their ideas and offer one another peer feedback on
their sites. Learners should be encouraged to seek peer feedback on the functionality
of their sites as they build each page. Care must be taken to ensure that, while
learners can conduct research and generate ideas in a group, they must design and
produce their website independently. It must be possible to authenticate each
website as the work of one learner.
● As a more formal opportunity for formative feedback, you might want to invite local
business owners to visit your group. These business owners could act as the client
for a specific learner and offer them advice on the extent to which the website
produced meets the needs of their business and allow learners to modify their
designs to make them more appropriate to the needs of their ’client’.
● When learners have completed their site, they could investigate the availability of
relevant domain names using the nominee website. Research into the different
options available for web hosting should give learners a further opportunity to
explore the different issues involved in running static and dynamic sites, particularly
where their sites involve dynamic links to a database system such as SQL. Learners
could compare the costs of different hosting packages, producing a recommendation
on the best deal available.
Assignment 2: Building a Website*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.

Details of links to other BTEC units, BTEC qualifications and
links to other relevant units/qualifications
BTEC Firsts in Business:
● Unit 1: Enterprise in the Business World
● Unit 3: Promoting a Brand
● Unit 9: Principles of Marketing
BTEC Level 3 Certificate/ Subsidiary Diploma/ Diploma in Business (QCF):
● Unit 12: Internet Marketing in Business
● Unit 33: The Impact of Communications Technology on Business
● Unit 34: Website Design Strategy

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce endorsed
textbooks that support this unit of the BTEC Firsts in Business. Check the website
(www.edexcel.com/resources) for more information as titles achieve endorsement.
Bentley, P., Carysforth, C., Chandler-Corris, L., Glencross, K., and Nield, M., BTEC
First Business, Pearson, 2013 (ISBN 978-1-446-90136-6)
A student book for level 2 that includes content to support learning on this unit.
McGrath, M., Javascript in Easy Steps, In Easy Steps LTD, 2009
(ISBN 978-1-840-78362-9)
McGrath, M., HTML5 in Easy Steps, In Easy Steps LTD, 2011
(ISBN 978-1-840-78425-1)
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McManus, S., Web Design in Easy Steps,In Easy Steps LTD, 2011
(ISBN 978-1-840-78380-3)
Specialist books focusing on the creation of a website and different programming
languages. These books provide step-by-step pictorial guides to different aspects of
creating a website.
Websites
www.bized.co.uk
A website containing theory notes and case studies which are relevant to this unit.
www.businessstudiesonline.co.uk
A website containing theory notes and interactive games which are relevant to
this unit.
www.w3schools.com/default.asp
A website which provides a simple ‘teach yourself’ guide to creating a website. This
site contains detailed tutorials on the use of markup and scripting languages.
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Unit 15: Public Sector Business
Delivery guidance
Approaching the unit
Learners should understand that public sector businesses are an important part
of the national economy; they create significant wealth and provide substantial
employment. National and local government have significant responsibilities in
providing services and goods to the community, and learners should understand
why these goods and services are not provided by the private sector.
Some learners may have part-time employment (for instance, in leisure centres)
where they can see what a public sector business does, how it is financed and
how it operates. Ask learners to observe what public sector businesses do in the
community, both national and local, and whether they are providing education and
training, school transport or sporting facilities. Public sector businesses provide doorto-door newspapers and leaflets to keep people abreast of what is happening. Council
tax bills are often accompanied by clear graphical and narrative explanations of how
taxes are spent on the services provided by local government.
Research using the internet will show the range of public sector businesses, their
responsibilities, how they operate and how significant they are in terms of their
output and their contribution to employment.
There will be features in the local and national press on how spending by public
sector businesses is being squeezed and how public sector businesses need to
become more efficient and better at what they do. For example, the Highways
Agency offers drivers electronic tags to pay at toll crossings so booths can be
removed and fewer staff are employed to collect charges. The DVLA also allows
road fund licences (tax discs) to be bought online.
You can use these experiences and sources to show the range of public sector
businesses, what they do and how they can become more efficient and provide better
value and services. You can link this unit with the learning in other units such as Unit
2: Finance for Business, Unit 4: Principles of Customer Service and work experience
to emphasise the need for public sector businesses to be efficiently run and to meet
the needs of their users and clients.

Delivering the learning aims
It is important that learners recognise the role and importance of public sector
businesses in the economy. For learning aim A, you need to provide some formal
input to explain what is meant by public sector businesses. Indicate that the category
includes businesses such as the local council and the armed services, which do not
have a strong commercial focus. Some concepts such as public goods and merit
goods need explanation and exemplification.
You can ask learners to identify and discuss examples of public sector businesses
that they have come across. Your own college, school or business may be a public
sector business or receive some funding from public sector businesses. Other
instances are easy for learners to relate to – for example, listening to or watching
broadcasts made by the BBC, using the park, sports centre or gym, or ordering
goods online from the Post Office to be delivered to their home address.
Groups of learners could make presentations detailing and comparing examples of
public sector businesses, the range of goods and services they provide, and how
important the businesses are in economic terms. Ask learners to use the information
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they have found to discuss why there are public sector businesses. Some may argue
that the goods and services should not be provided by the public sector, as this
would reduce the amount people pay in taxes. Considering opposing views will
provide the basis for discussion.
For learning aim B, learners need to know how public sector businesses operate.
Learners can do this by collecting information such as financial information and
organisation charts that detail how public sector businesses are funded and
structured. Your own college, school or business is likely to make this information
available. Researching the annual reports of councils will provide examples of what
they do and how they are financed. Collect news stories that feature public sector
businesses and highlight issues such as how much is spent on the services provided,
how they are funded and the need to promote efficiency. For example, postal rates
go up so collections and deliveries are reduced in number. Hospitals reduce the levels
of patient care because NHS Trusts cannot afford the interest payments on their
private finance initiative (PFI) loans.
Guest speakers from local public sector businesses can describe what their
businesses do, and how they are financed, organised, regulated and held to account.
Ask learners to make a slide presentation or prepare a display showing how
a selected public sector business operates in terms of its organisation and its funding,
and how it is controlled. Additionally, learners can select contrasting public sector
businesses and make poster displays comparing how the different businesses
operate.
Learning aim C requires learners to explore the factors affecting the operation and
improvement of public sector businesses. Learners can do independent, practical
work using their enquiry skills and make recommendations for improvements based
on what they find out.
You may have to develop learners’ enquiry skills before asking them to collect
information about public sector businesses. Alternatively, you could ask the learning
centre to build a bank of materials about selected public sector businesses that
learners can use for research. Your own college, school or business will provide
examples of the factors affecting their operation. The Academy Programme has given
schools the opportunity to set pay and conditions for staff, and to change the lengths
of terms and school days. Ask learners to prepare arguments for and against a school
becoming an academy and to discuss the arguments. An academy teacher could
provide input to the discussion.
Learners should identify areas where improvements could be made in public sector
businesses and recommend improvements to business practices. For example, how
could hospitals reduce waiting times for operations? How might the examination
performance of a school or college be improved? How might the cost of providing
public libraries be reduced? You can give groups of learners a topic and ask them
to generate ideas, discuss them and present their preferred solutions. The different
groups can feed back their ideas to each other.
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Getting started
This provides you with a starting point for one way of delivering the unit,
based around the suggested assignments in the specification.
Unit 15: Public Sector Business
Introduction
Ask learners to identify and discuss examples of public sector business that they
know about, what these businesses provide and why public sector businesses rather
than those in the private sector provide those services and goods. Learners can then
discuss the reasons for these decisions and why some services and goods have to be
provided by public sector businesses.
Learning aim A: Explore public sector businesses
Learning aim B: Investigate how public sector businesses operate
Part 1: Investigating the nature of the public sector
● Learners can discuss what is meant by public sector businesses and the different
types that exist. They should be able to list public sector businesses that they and
their families use and have come into contact with. Ask learners to obtain copies of
the newsletters produced by local councils or to look at their websites to build a
picture of what a public sector business does. Learners can produce lists or tables
identifying public sector businesses and where they are found locally. These
can be annotated with details of what goods and/or services the public sector
businesses provide.
● Ask learners to identify why public sector businesses provide the goods and/or
services identified. They can use the experience of their college, school or perhaps
business. Learners should know that these services are free at the point of delivery.
Ask them to discuss whether private sector businesses should provide these goods
and services, and whether there would be any related issues that need to be
considered – for example, would parents take their small children to the park if they
had to pay an entrance fee to use the swings? Learners can make a presentation on
the pros and cons of having private sector businesses provide goods and services.
● Ask learners to investigate public sector businesses to see how important they are
economically. Graphs and diagrams can be used and displayed to show the relative
importance of public sector business organisations in the national economy. Trends
can be shown over time diagrammatically.
● A presentation from a guest speaker will identify the importance of public sector
businesses, such as a hospital or the fire service, in terms of both what it does and
what it contributes to the economy. Representatives from opposing political parties
can be asked to present their contrasting views on public sector businesses.
Part 2: How public sector businesses are organised and operated
● Start by getting learners to research how public sector businesses are funded and
what they spend their money on. Examples such as direct government payments,
charging users, borrowing from banks and being involved in commercial activities
demonstrate the range of different sources of finance. The work from learning aim A
will suggest how the money is spent. Learners can tabulate, graph and annotate the
information about sources of income and types of expenditure for contrasting
businesses, and put it on display.
● Ask groups of learners to research and compare the structure of different public
sector businesses. This information is readily available from many of these
businesses. They can make presentations to the group about the public sector
businesses they have researched. A presentation from a guest speaker such as a
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manager, a trade union official or an elected representative will discuss how public
sector businesses are organised and operated. Take learners to open days or
arrange visits; many public sector businesses will show visitors around facilities such
as courts, cemeteries, police driving schools and fire stations, during which their
working will be explained.
● Learners can research how and why public sector businesses are regulated. Groups
can then produce displays to identify, for selected public sector businesses, who the
regulator is and what powers they have. In the case of your school or college, a
member of staff could talk about the role of Ofsted and the impact of the regulator
on the work of the school or college. Learners can read the Ofsted reports to see
how the regulator can affect the work of the institution.
Assignment 1: What are Public Sector Businesses?*
Learning aim C: Explore factors affecting the operation and improvement of
public sector businesses
● Ask the learners to prepare for a discussion on the issues that affect the operation
of public sector businesses. They can collect articles from national and local
newspapers, or note things they have seen on television or been affected by.
Alternatively, you can create a bank of relevant materials in a learning centre for
learners to use. Government plans to cut spending affect almost all public sector
businesses. Universities and colleges have put up the cost of education and at
one time the BBC considered closing one of its popular music stations. Use
the information collected to ask groups to make a presentation and to discuss
the issues.
● Using the previously collected information, ask groups of learners to select a
public sector business and identify the problems it faces. For example, public sector
businesses are slow to make use of social media and web-based technologies to
develop and improve their services. Learners should then make a presentation
containing ideas to solve these problems.
Assignment 2: Factors Affecting Public Sector Businesses*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.
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Details of links to other BTEC units, BTEC qualifications and
links to other relevant units/qualifications
BTEC Firsts in Business:
● Unit 2: Finance for Business
● Unit 4: Principles of Customer Service
● Unit 16: Enhancing the Customer Experience

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce endorsed
textbooks that support this unit of the BTEC Firsts in Business. Check the website
(www.edexcel.com/resources) for more information as titles achieve endorsement.
Sawyer, M. (ed.),The UK Economy: A Manual of Applied Economics,16th Edition,
Oxford University Press, 2004 (ISBN 978-0-199-26651-7)
An economics textbook with a section on the public sector. It has an associated
online resource centre. A useful source of materials, particularly for teachers.
Whitaker's Almanack 2013, A & C Black Publishers Ltd, 2012
(ISBN 978-1-408-17207-0)
An overview of every aspect of the UK infrastructure.
Journal
The Economist
A weekly economics and business journal that has regular articles and features about
issues related to public sector businesses and the economy. It has an extensive
archive of relevant materials.
Websites
www.bized.co.uk
Business education resources with materials on public sector businesses.
www.gov.uk
The government portal with information about government organisations and
services.
www.manchester.gov.uk
An example of a local authority website which details the services it provides. Most
local authorities provide similar services.
www.ons.gov.uk/ons/index.html
The Office for National Statistics.
www.pearsonschoolsandfecolleges.co.uk/FEAndVocational/BusinessandAdministration
/BTEC/BTEC-Firsts-Business-2012/BTEC-Firsts-Business-2012.aspx
Materials tailored to Level 2 Business with a ‘try before you buy’ feature.
www.tutor2U.com
Resources and revision materials on the public sector. There are links to other
sources of information on the public sector.
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Unit 16: Enhancing the Customer Experience
Delivery guidance
Approaching the unit
This unit provides opportunities for learners to investigate how businesses can
enhance the customer experience through monitoring, evaluating and improving the
customer service they provide. Unit 4: Principles of Customer Service is a compulsory
prerequisite of this unit and should be completed first. This unit cannot be taken as a
stand-alone unit in this qualification and must be taken with Unit 4.
You could develop links with local retail businesses for visits and guest speakers.
Some learners may have part-time employment working in retail outlets,
supermarkets or restaurants, and these experiences can be shared from both
perspectives as a customer and deliverer of customer service.

Delivering the learning aims
It is important that learners recognise the value of a satisfied customer and the
damage a dissatisfied customer can do. You could lead discussion groups to explore
learners’ experiences of good and poor customer service, and the effects of these on
the customer, the business and the employee. The cost of poor customer service to
business is very high and there are many hidden costs involved. Guest speakers are
useful for discussing what happens if customers are lost through poor customer
service, and what is involved in finding new customers in terms of building
relationships and financial costs, particularly as studies show it costs about five times
more to serve a new customer than an existing customer.
For learning aim A, you could arrange for visiting speakers to deliver presentations
that give real examples of ways of enhancing the reputation of business and brand,
and the value of this to the business. Learners could work in small groups to research
the Unique Selling Point (USP) of different businesses and present their findings to
the rest of the class for discussion. Examples of repairing any damage to reputation
would probably be unrealistic to expect a business to discuss, so you could use case
studies to illustrate this.
For learning aim B, monitoring customer satisfaction levels enables any actions to be
implemented if the customer service needs improving. Visits to businesses, a guest
speaker or research using the internet can all be used to help learners identify
methods that businesses use to monitor and evaluate their customer service, with
learners researching reasons why that method is used.
Ask learners to devise a questionnaire for monitoring and evaluating customer
service in different business types. Learners should select one business to research,
giving reasons why and how it monitors and evaluates its customer service provision,
and examples of at least two monitoring and two evaluation methods used.
You could provide input on the importance of gathering information about customers
in order to enhance customer service. Learner research on the customer-profiling
methods used by different businesses could be used and then developed into the
creation of a poster illustrating this. For example, you could provide scenarios, such
as setting up a new shop, launching a website or a new product, and learners could
identify the most effective methods to help build a customer profile and the types of
information that are the most useful to include in the profile.
For learning aim C, you could provide input on different methods that could be used
for identifying improvements to customer service. A guest speaker could deliver a
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presentation on how the monitoring and evaluation of customer service has led to
specific types of improvements, how they recognise those improvements and the
resultant benefits to the customer, the employee and the business. To illustrate how
information is gathered, you could split learners into groups to devise a customer
service questionnaire. Each group could be allocated a different type of business – for
example, a pizza home delivery service, a shoe retailer on the high street, an online
gourmet food business, a travel agency. Learners could then discuss the different
types of questions.
In this unit you will need to provide teaching input on the techniques of monitoring
and evaluating customer service, followed by discussions that can link to businesses
that the learners have visited or otherwise experienced, such as through a guest
speaker.
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Getting started
This provides you with a starting point for one way of delivering the unit,
based around the suggested assignments in the specification.
Unit 16: Enhancing the Customer Experience
Introduction
You could ask learners to write down one example of when they have received good
customer service, one example of when they received poor customer service, and how
they felt each time. Learners could then briefly discuss in pairs the likely effects of both
examples on the customer and the business.
Learning aim A: Understand the value and importance to businesses of
enhancing the customer experience
● Learners should have the opportunity to discuss their own experiences of receiving
both good and poor customer service, and how this made them feel. This will help
them think about the value to businesses of enhancing the customer experience.
Learners should then make a presentation on the value and importance of enhancing
the customer experience for selected businesses.
Assignment 1: Customer Service – Good or Bad?*
Learning aim B: Examine how customer service can be monitored and
evaluated
Learning aim C: Explore how enhancements to the customer experience can
be made
● Learners need to demonstrate an understanding of how customer service is
monitored and evaluated in businesses, including the use of customer profiling
methods. Learners can use the businesses they researched for learning aim A.
● Learners could research the methods used by businesses for collecting customer
information in order to create profiles, including how the use of customer profiles
enhances customer service. Learners should include an account of the purpose of
profiling in a guidance booklet for use with new or existing staff, as well as
describing useful sources of data used to monitor and evaluate customer service
provision. Learners should research at least two monitoring and two evaluation
methods used by a selected business.
● Learners can use the same businesses, or choose different ones, to research how
enhancements to the customer experience are identified, the benefits of these
enhancements to the business and the impact on internal procedures. Learners
should select one business, giving examples to explain the ways in which it has
made enhancements to the customer experience – for example, improving the
response time for dealing with customer queries. They should also describe how
the businesses recognise these enhancements and explain the implications of these
enhancements to the customer, the business and the employee, using at least one
example for each.
Assignment 2: Why Bother? – The Importance of Monitoring and Evaluating the
Customer Experience*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.
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Details of links to other BTEC units, BTEC qualifications and
links to other relevant units/qualifications
BTEC Firsts in Business:
Unit 4: Principles of Customer Service is a compulsory prerequisite of this unit and
should be completed first. This unit cannot be taken as a stand-alone unit in this
qualification and must be taken with Unit 4.
● Unit 1: Enterprise in the Business World
● Unit 4: Principles of Customer Service
● Unit 5: Sales and Personal Selling
● Unit 6: Introducing Retail Business
● Unit 10: Using Business Documentation
● Unit 12: Introducing Law and Consumer Rights
● Unit 14: Business Online
● Unit 15: Public Sector Business
● Unit 17: Visual Merchandising in Retail Business

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce endorsed
textbooks that support this unit of the BTEC Firsts in Business. Check the website
(www.edexcel.com/resources) for more information as titles achieve endorsement.
Bentley, P., Carysforth, C., Chandler-Corris, L., Glencross, K. and Nield, M., BTEC
First Business, Pearson, 2013 (ISBN 978-1-446-90136-6)
A student book for level 2 that includes content to support learning on this unit.
Leland, K. and Bailey, K., Customer Service for Dummies (3rd edition), John Wiley &
Sons, 2006 (ISBN 978-0-471-76869-2)
Covers the basic principles of customer service.
Journal
Customer Focus magazine
Quarterly journal of the Institute of Customer Service that looks at customer service
strategy.
Website
www.instituteofcustomerservice.com
The website of the Institute of Customer Service whose purpose is to lead customer
service performance and professionalism.
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Unit 17: Visual Merchandising in Retail
Business
Delivery guidance
Approaching the unit
This unit is well suited to a practical approach. Building contacts with local retailers
could provide you with the opportunity to arrange visits to retail businesses where
learners might be able to plan and build product displays, for example, window
displays or promotional displays.
Much of the content of this unit would benefit from being delivered through visits to
different sized retail businesses. When planning such visits you should ensure that
you provide an opportunity for learners to visit businesses from a suitable range of
sub-sectors.

Delivering the learning aims
For learning aim A, learners should be given an overview of the retail business sector
with attention paid to the differences between different sized businesses operating in
different sub-sectors. For example, considering the differences in layouts and
displays between a discount retail business and a fashionable boutique. The former
may rely on branded point of sale (POS) material and heavily packed, tightly
clustered displays in a gridiron pattern. The latter may have a more minimalist
approach with creative displays built around novel props.
Guest speaker input would greatly benefit the delivery of this learning aim.
Department stores are likely to employ staff specifically as visual merchandisers and
you may be able to arrange for one of their team to visit your centre.
For learning aim B, learners need to focus on the tools and techniques used by visual
merchandisers. Many specialist software packages are available online for the
construction of planograms. Alternatively, basic CAD software has functions that
allow the construction of plans. Learners should be made familiar with the tools used
by a visual merchandiser. This might include the use of props to enhance a display or
psychological techniques, such as putting a display of flowers at a store entrance to
create the impression of freshness. You could collect a range of different tools that
learners could photograph and annotate with descriptions of their purpose and use.
Learning aim C is a practical learning aim. You should focus on how to apply visual
merchandising techniques. You could split learners into groups, with each group
focusing on a different sub-sector. Produce a design brief for learners to follow,
specifying elements of corporate image that should be adhered to. You might be able
to obtain some old shop fittings from local stores. Many businesses dispose of
window dressing and POS material once a season or a special offer finishes.
Obtaining such materials through your contacts would allow your learners to build
simulated retail displays in their learning environment.
You could also encourage your learners to carry out some primary and secondary
research into the factors that might influence their product displays. Interviews with
members of the community might help learners to understand the importance of
celebrity influence or branding, while a survey of the local high street by your group
might highlight the significance of seasonal trading opportunities.
You should ensure that any practical activities are appropriately assessed for risk. If
learners are required to work with or use tools in a retail environment, appropriate
measures should be taken to ensure their safety, such as the provision of suitable
personal protective equipment.
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Getting started
This provides you with a starting point for one way of delivering the unit,
based around the suggested assignments in the specification.
Unit 17: Visual Merchandising in Retail Business
Introduction
Explain to your learners that this unit takes a practical approach, and outline visits they
might make to a range of retail businesses in the local high street so they can see the
different tools and techniques that visual merchandisers employ and how they differ
across different sub-sectors. For example, you might direct them to visit a small
food retailer and a large automotive products retailer. The differences observed
would be a useful starting point for group discussion and lead well into the content
of this unit.
Learning aim A: Understand the responsibilities of visual merchandisers in
retail businesses
Learning aim B: Understand the principles of visual merchandising
● This unit is particularly well suited to employer engagement. You might wish to begin
to explore the role of visual merchandisers by arranging visits to two or more
contrasting retailers in your local area. Preparing observation checklists and writing
frames based around the content for this unit might be a good starting point in order
to ensure that relevant specification content is covered during your visit.
● In order to examine the impact of size and sub-sector on merchandising activity,
you could direct learners to visit local shopping areas in groups to conduct a survey.
Ensure this activity is suitably structured with learners directed to certain stores to
ensure appropriate coverage of each sub-sector. You could allocate small groups of
learners a small number of sub-sectors to investigate, following which they could
present the findings from their survey to the whole group. This would provide a
useful opportunity for peer assessment and formative feedback, and would also help
as a source of ideas for the later design tasks.
● In order to examine the tools used by visual merchandisers, it might be useful to
collect a kit of the tools laid out in the specification for learners to examine. They
could photograph these tools and write comments for each photo on how they
are used.
● In order to consider the range of visual merchandising techniques and the types of
retail environment that could be created, you should select a range of cases for
learners to examine to help them decide on what features make the environment a
positive one for the customer (to prepare them for the assignment in learning aim
C). You could collect and make copies from a number of magazines and books that
contain striking images of different stores and their layouts for learners to annotate
or use as the basis for display boards. Alternatively, you might use videos of
television programmes such as Mary Queen of Shops to examine living case studies
of the impact of the transformation of retail environments.
Assignment 1: Attracting Customers*
Learning aim C: Apply visual merchandising techniques
● You should encourage learners to use their creativity in their planning activities. It
would be useful to source examples of plans for retail environments and/or product
displays from local retail businesses as exemplars, although if this is not possible
then it might be useful to produce example planograms to help learners understand
this concept.
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● When preparing a brief for learners, it might be useful to allocate different brands
and product categories to each group of learners. It is important to ensure that
the design brief given to learners allows them sufficient scope to access all of the
assessment criteria and content. Avoid a narrow focus on too few types of products
and ensure that it is clear that displays or layouts must reflect the brand of the
retailer and the products on display.
● Before learners start their designs, you could encourage them to research the
factors that might influence their display. They could then present this research,
explaining how this will influence their design. Learners could use the notes from
their presentation and formative feedback to annotate their plans to highlight their
use of different merchandising techniques.
● When the first draft of their design is complete, you could invite an audience of
potential customers to whom your learners could present their designs and receive
feedback that they should use to improve their designs. This activity would be
particularly beneficial if the audience were given a feedback form based around
the specification content to ensure the relevance of the learners’ ideas to their
assignment.
Assignment 2: Creating a Positive Retail Environment*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.
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Details of links to other BTEC units, BTEC qualifications and
links to other relevant units/qualifications
BTEC Firsts in Business:
● Unit 1: Enterprise in the Business World
● Unit 3: Promoting a Brand
● Unit 6: Introducing Retail Business
● Unit 9: Principles of Marketing
BTEC Level 3 Certificate/Subsidiary Diploma/Diploma in Business (QCF):
● Unit 29: Understanding Retailing
● Unit 30: Visual Merchandising in Retail
● Unit 31: Fashion Retailing
● Unit 32: Food Retailing

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce endorsed
textbooks that support this unit of the BTEC Firsts in Business. Check the website
(www.edexcel.com/resources) for more information as titles achieve endorsement.
Bell, J. and Ternus, K., Silent Selling, Fairchild Publications, 2006
(ISBN 978-1-563-67396-2)
Bentley, P., Carysforth, C., Chandler-Corris, L., Glencross, K. and Nield, M., BTEC
First Business, Pearson, 2013 (ISBN 978-1-446-90136-6)
A student book for level 2 that includes content to support learning on this unit.
Colborne, R., Visual Merchandising, Delmar Learning, 1996
(ISBN 978-0-827-35759-4)
Diamond, E.and J., Diamond Contemporary Visual Merchandising and Environmental
Design (5th edition), Prentice Hall, 2006 (ISBN 978-0-135-00761-7)
Diamond, J.,Contemporary Visual Merchandising, Prentice Hall, 2010
(ISBN 978-0-135-00761-7)
Hasty, R. and Reardon, J.,Retail Management, McGraw Hill, 1996
(ISBN 978-0-071-14315-8)
Morgan, T., Visual Merchandising: Window and In Store Display for Retail, Laurence
King, 2011 (ISBN 978-1-856-69763-7)
A specialist text with numerous examples of the best visual merchandising from
around the world, with some inspiring photographs to illustrate each point.
Tucker, J., Retail Desire – Design and the Art of the Visual Merchandiser, Rotovision,
2004 (ISBN 978-2-880-46806-4)
Underhill, P., Why We Buy, Simon & Schuster, 2008(ISBN 978-1-416-59524-3)
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Journals
Convenience Store (William Reed Business Media)
Drapers (Emap Ltd)
Retail Week (Emap Ltd)
The Grocer (William Reed Business Media)
Websites
www.fashionwindows.com
An internet database on fashion, mannequins and visual merchandising
www.rootstein.com
Rootstein display mannequins
www.skillsmartretail.com
The Sector Skills Council for Retail
www.sony.co.uk/biz/section/retail-whitepapers
Sony Retail Solutions
http://vmsd.com
Visual merchandising and store design
Most retail businesses have their own websites.
www.bized.co.uk
A website containing theory notes and case studies which are relevant to this unit.
www.businessstudiesonline.co.uk
A website containing theory notes and interactive games which are relevant to
this unit.
http://tutor2u.net/retail/cafe.php
This website contains resources on BTEC Retail. The notes on merchandising and
display are particularly useful for this unit.
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Unit 18: Small Business Planning
Delivery guidance
Approaching the unit
This unit builds on:
● Unit 1: Enterprise in the Business World
● Unit 2: Finance for Business and
● Unit 9: Principles of Marketing.
This unit gives learners the opportunity to research a realistic business idea and
produce a compelling argument for why their business idea would be successful. For
many learners, TV programmes such as The Apprentice or Dragons’ Den may be part
of the reason for their interest in business. Learners may therefore be aware of the
principles of pitching a business idea.
Delivering the learning aims
Learning aim A requires learners to assess the factors that will affect the success – or
otherwise – of a business plan. This may build on a business idea that learners
developed in earlier units, or learners may develop a new idea.
One way of introducing the aspects may be to show learners a pitch for business
from Dragons’ Den. The strength of the business idea is one aspect that will be
considered before one of the investors decides whether they are in or out, but the
skills of the business owner, the access to market, the ability to scale, etc. will all be
scrutinised in the decision-making process. This could be used to start a discussion
around the factors that affect the likely success of a business, and how these factors
vary depending on the type of business.
Learning aim B requires learners to understand the planning of market research,
conduct market research for their business idea and evaluate the research. It is
important to highlight to learners the importance of planning. You should direct
learners to structure a research plan showing how they intend to approach the
market research question(s) related to their business idea. Learners should be
encouraged to use different research methods to gain data that is appropriate for
their business idea, and suitable for basing business decisions on.
Learning aim C is all about taking action based on the results of the market research.
For this, learners will need to apply their knowledge of the marketing mix from Unit 9
to the results of their market research, and build a financial plan around their
product.
If learners are taking Unit 31: Managing Personal Finances, there is an opportunity to
build a link between the two units through the creation of a business budget and a
personal budget. It is important for learners to understand the risks that are involved
in financing a start-up (which may be an opportunity to refresh learners’ awareness
of the different legal business formats) in order to understand the importance of
accurately assessing the results of market research.
Learning aim D requires learners to produce a business plan, which they will then
pitch. This can be an exciting and interactive part of the unit, and there are
opportunities to build links with local businesses and enterprise initiatives such as
Young Enterprise. For example, the culmination of the unit could be learners pitching
their business idea to a panel of business people and teaching staff.
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Getting started
This provides you with a starting place for one way of delivering the unit,
based around the suggested assignments and tasks in the specification.
Unit 18: Small Business Planning
Introduction
Setting up a successful business enterprise involves having a business idea and then
planning how to develop it. In this unit learners will have the opportunity to turn their
ideas into reality by persuading others that it is realistic and viable through devising a
business plan to meet the identified opportunity or gap in the market.
A good starting point for this unit might be to ask learners how a business like Topshop
decides which clothes it should buy for the next season (e.g. autumn/winter if you are
teaching in the spring/summer and vice-versa). This should be a useful starting point
for a discussion – how might the business know which designers are making the right
clothes? How much should they invest in specific garments? For example, should they
buy large numbers of heavy coats? Or light cardigans? Learners could suggest sources
of information and then discuss in pairs how reliable different sources are likely to be.
Learning aim A: Understand the factors that will impact on the start-up of a
business
● A good opportunity for introducing the factors that impact on the success of a startup is to take a pitch from Dragons’ Den and draw out a discussion of the likely
success of the business based on the points the investors consider. There may be a
strong business idea, but without the skills, route to market and ability to scale the
business, it may still fail.
● Learners need to have a business idea for this unit, which they will research and
then produce a business plan for. At this stage, the idea is unlikely to be fully
articulated, so a ‘speed dating’ session, where learners circulate and explain the
topic they are interested in to other learners will help stimulate new ideas.
● An entrepreneur may be able to talk about the factors they considered before
launching their own business. Although there are undoubtedly risks in launching a
new business, the speaker may be able to talk about how they mitigated risks, as
well as the importance of choosing an appropriate business format for their business
idea.
Learning aim B: Be able to research and analyse the market to test the
viability of a business start-up idea
● Learners could explore the different reasons that businesses research their target
market using a ‘think, pair, share’ approach with initial ideas being developed and
then discussed in a group. Learners should identify suitable research objectives for
their business ideas, but should also be encouraged to justify why these are the key
factors that need to be researched.
● When planning their research projects, learners should be encouraged to define the
research problem that they intend to address. Learners should work individually to
formulate questions that they intend to answer. You might then ask learners to
present their ideas to their class or to share their ideas in smaller groups. You should
encourage learners to peer-assess each other’s ideas at this stage. In order to
facilitate this, you might provide learners with a set of criteria for judging the
appropriateness of research questions.

112

Delivery Guide – Pearson BTEC Firsts in Business –
Issue 2 – October 2014 © Pearson Education Limited 2014

UNIT 18: SMALL BUSINESS PLANNING

Unit 18: Small Business Planning
● Once research questions have been formulated, methods of data collection should be
identified. You might begin by providing learners with definitions of primary
research, secondary research, quantitative data and qualitative data. Learners could
then work in groups to organise descriptions of different research methods,
according to the type of data they generate and whether they are primary or
secondary.
● Access to ICT facilities would simplify the process of analysing the statistical data.
Screen recording software such as that which is included in popular interactive
whiteboard software, could be used to create guides showing learners how to use a
spreadsheet to carry out analytical functions.
● Learners could be encouraged to develop an analysis of their own research data and
to share their ideas with their peers. Setting up a system of ‘lead learners’ with
those learners who are especially confident in applying analytical techniques to
coach and support their peers might be a particularly useful way of accommodating
a range of different approaches to collecting, analysing and presenting data rather
than having to approach theory from a didactic perspective.
● Problem-solving exercises could be used to help learners develop their
understanding of the outcome of statistical tests so they can be guided to include
appropriate interpretation in their written work. You could put learners into groups,
providing each group with different statistical data, asking them to analyse the
materials provided and make a business decision. Each group could then provide
feedback to the class and the exercise could be consolidated using a note-taking
frame.
Learning aim C: Understand the steps involved in planning a start-up business
venture
● Learners should build on their learning from Unit 9 to develop a marketing plan for
their business idea. This will involve researching aspects of the market, e.g.
competitors, external factors that may affect their business idea etc. and producing a
promotional plan that will be suitable for their business idea. Similarly, they will build
on their learning from Unit 2 to cost up their business idea, the promotional plan,
and identify different sources of finance.
● If your centre runs Young Enterprise, or any other enterprise initiative that involves
working with entrepreneurs, this could be an opportunity to give learners a business
mentor, or to focus a talk from a visiting speaker around developing an appropriate
and realistic promotional and financial plan for a new business venture.
Assignment 1: Preparing the Plan*
Learning aim D: Be able to develop and pitch a realistic and viable business
plan from an initial idea
● Examples of market research reports could be accessed through a visit to a library
(e.g. MINTEL or Keynote reports) which would allow learners to see how professional
researchers present their work. You might encourage learners to make notes on the
structure of these reports and how the authors have balanced charts and graphs
with text offering relevant explanations.
● Presentation skills could be delivered throughout the module, with learners taking it
in turns to deliver a five minute slot in each lesson on a given topic. Learners could
be given a set of criteria for a good presentation and invited to offer their peers
feedback on how well they have performed.
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● Learners could pitch their business ideas to a panel of local business people and
teaching staff. This is an opportunity for learners to receive, and address, feedback
on their business ideas. The atmosphere of the pitch should be positive and
supportive, but there should be a clear focus on assessing whether the business plan
is realistic and viable.
Assignment 2: Presenting the Business Plan*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.

Details on links to other BTEC units, BTEC qualifications and
links to other relevant units/qualifications
BTEC Firsts in Business:
● Unit 1: Enterprise in the Business World
● Unit 3: Promoting a Brand
● Unit 9: Principles of Marketing.
Young Enterprise
BTEC Level 2 Enterprise Skills (QCF)

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce endorsed
textbooks that support this unit of the BTEC Firsts in Business. Check the website
(www.edexcel.com/resources) for more information as titles achieve endorsement.
Bentley, P., Carysforth, C., Chandler-Corris, L., Glencross, K. and Nield, M., BTEC
First Business, Pearson, 2013 (ISBN 978-1-446-90136-6)
A student book for Level 2 that includes content relevant to learning on this unit.
Hall, D., Jones, R., Raffo, C. and Anderton, A., Business Studies (4th edition),
Causeway Press, 2008 (ISBN 978-1-4058-9231-5)
A comprehensive student book with detailed chapters on research methods and
relevant issues.
Hyman, M. and Sierra, J., Marketing Research Kit for Dummies, John Wiley & Sons,
2010 (ISBN 978-0-4705-2068-0)
A good resource that provides information on research methods and market plans.
Marcouse, I., Surridge, M., Gillespie, A. et al., Business Studies for A-level (4th
edition), Hodder Education, 2011 (ISBN 978-1-4441-2275-6)
A student book for higher level learners which contains detailed chapters on research
methods and issues associated with conducting research.
Journal
Business Review (Philip Allan Magazines)
A journal designed for Business Studies students that includes relevant theoretical
articles, as well as information on companies and markets.
Websites
www.statistics.gov.uk
The Office for National Statistics contains quantitative data on the demographic
profile of the UK. Much of the information might need to be simplified before being
presented to learners.
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www.gapminder.org/
A website based on the work of professor Hans Rosling with numerous examples of
engaging approaches to using and presenting statistics. Of particular interest might
be the ‘Joy of Stats’ documentary.
www.marketingweek.co.uk
A regularly updated source of news and current developments in the marketing
industry.
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Unit 19: Introducing Project Management
Delivery guidance
Approaching the unit
This unit provides opportunities for learners to appreciate the value and importance
of project management methodology, by investigating its role in business projects,
ranging from simple one-off micro projects to complex projects bringing about
change in a business. You could develop links with local businesses for visits and
guest speakers who have managed projects.
Many learners will have an awareness and understanding of the language and
techniques of project management through learning in other units, such as when
presenting a business model for a business start-up. This knowledge needs to be
built upon so learners can plan and implement their own small project. It is important
to choose a suitable project and you should encourage learners to start discussing
possible projects at the beginning of their programme of study for this unit.
You may be able to identify suitable projects based on your own centre, use the
learners’ work experience, if appropriate, or link this with the work learners produce
for another unit in the BTEC First Business qualification.
Delivering the learning aims
It is important that learners understand the challenges involved in satisfying a range
of stakeholders and that projects are often conducted alongside a range of competing
priorities. You could lead discussion groups on what defines a project, making it
different from routine work. Guest speakers are useful for discussing the benefits of a
project way of working, the importance of planning, and the consequences of
ineffective planning.
For learning aim A, you could introduce the concept of a project by showing the
stages involved in making a cup of tea. You could split learners into small groups,
each group researching different types of project and identifying whether they are
formal or informal and the stakeholders involved. They could examine activities they
have been involved in, either as work experience or as part of learning activities
within their centre, to introduce them to the concept of the project life cycle.
You could give learners some case studies, ranging from high profile ones, such as
the building of the Olympic Park, through to ones that learners may be involved in,
such as organising and running an end of term social event, or setting up new
administrative systems in an office environment. Learners can then draft success
criteria to measure the success of these projects. You could lead group discussions
on the impact of good project management on a business.
For learning aim B, you could use the same case studies or different projects and
provide input on scope, aims and objectives. This could be followed by a discussion
on the tools and techniques used to show the sequence of activities or tasks in a
project and the relationship between them. You could split learners into small groups,
each group researching a different tool or technique, reporting back to the whole
group on the uses, benefits and limitations of each. A guest speaker could provide
useful input on the importance of risk assessment and developing contingency plans,
particularly to keep a project on track.
For learning aim C, scheduling activities and monitoring progress are essential
activities to undertake when planning a project. You could get learners to allocate
responsibilities to specific tasks, and produce a Gantt chart for project progress and
timelines.
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You could lead a group discussion on methods for monitoring progress, and then
learners could hold a group meeting to decide how they will monitor progress. They
should appoint a chairperson and prepare an agenda. Learners need to decide how
they will go about working together as a project team, the records should they keep,
and the documentation they should produce as well as how often they should meet.
They can work in pairs and concentrate on an area each, e.g. financial, safety and
communication; and decide on a definite set of records to be maintained.
You could provide input on ways to compare targets and objectives with the project
outcomes, methods of getting feedback and reporting. Then learners could prepare a
checklist for evaluation including whether the project was fit for purpose and whether
it met the needs of the client/audience/group. They can prepare a questionnaire for
feedback from others and discuss which method of reporting they would use.
It would be useful to show learners real examples of how project outcomes have
been presented to stakeholders.
For learning aim D, you should encourage learners to develop a project plan against
which progress can be monitored. There should be several different types of
resources, some dependencies, some activities which can be carried out either
consecutively or concurrently and more than one stakeholder. This is intended to be
a business-related project where project-management techniques are used to
manage work activities and not an academic research project. You could lead
discussion on the additional skills or learning that may be needed and help learners
to access this. You should also introduce learners to other methods of monitoring
such as critical path analysis. Learners could prepare a PERT diagram showing the
stages involved in baking a cake
You should support and help learners to see a way forward if they become ‘stuck’,
and also help them to redefine the project if it becomes too large to complete within
the time available or too limited to meet the assessment criteria.
In this unit you will need to provide teaching input on the tools and techniques used
in planning, monitoring and evaluating projects. This should be followed by
discussions that can link to projects learners have examined, or businesses they may
have visited, possibly using a guest speaker. Project management software would be
useful.
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Getting started
This provides you with a starting place for one way of delivering the unit,
based around the suggested assignments and tasks in the specification.
Unit 19: Introducing Project Management
Introduction
You could ask learners to write down one example of a project they have been involved
in and the stages in the project’s life cycle. They could then briefly discuss in pairs why
projects need to be managed and what would happen if they were not.
Learning aim A: Understand the importance of good project management to
businesses
Learning aim B: Explore project management tools and processes for
preparing and planning a project
Learning aim C: Investigate processes for monitoring, reporting and
evaluating projects
● Start by getting learners to identify projects they have been involved in and, through
discussions, what key features make this a project as opposed to routine work. They
can prepare a PowerPoint® presentation describing at least four differences between
project working and routine work. They could focus on one project, from a case
study they have either researched, or been involved in, to explain the importance of
good project management for business success, as well as giving examples of the
likely effects of poor project management.
● Learners can use the projects already researched, draw upon their own experiences,
and information from guest speakers, to investigate preparing and planning a
project. Learners should make a presentation to explain the importance of agreeing
the purpose, aims, objectives, scope, timescales, budget and resources, as well as
the appropriate tools and techniques to use for planning, monitoring and reviewing.
The presentation should describe the purpose of evaluating a project using examples
from real projects.
Assignment 1: How to Manage Successful Projects*
Learning aim D: Plan and run a business sector-related project using project
management tools and processes
● You must provide plenty of opportunities for learners to practise using project
management tools and techniques, including IT software, where appropriate, so they
understand the principles and use of identifying critical activities. There needs to be
enough time for learners to plan their project, run it, and evaluate its success.
Therefore the choice of topic is important and you should guide learners to ensure it
is of an appropriate level of complexity for a level 2 programme, getting learners to
think about topics at the start of the learning. This is intended to be a business
sector-related project where project management techniques are used to manage
activities, not an academic research project, and possible examples could be
organising a parents’ evening or a centre event, or linking it to an enterprise activity.
● Learners should prepare a project plan showing how time will be managed
throughout the project, and some budget planning. The plan should show several
different types of resources, some dependencies, some activities which can be
carried out either consecutively or concurrently, and more than one stakeholder.
They should review the outcomes against the plan and you need to make sure that
learners keep diary notes or a log of activities.
Assignment 2: Planning and Running a Project*
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*Full details for the assignment and scenario can be found in the relevant
qualification specification.

Details on links to other BTEC units, BTEC qualifications and
links to other relevant units/qualifications
BTEC Firsts in Business:
● Unit 1: Enterprise in the Business World
● Unit 7: Providing Business Support
● Unit 27: Efficient Business Operations.

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce endorsed
textbooks that support this unit of the BTEC Firsts in Business. Check the website
(www.edexcel.com/resources) for more information as titles achieve endorsement.
Campbell, G.M., The Complete Idiot’s Guide to Project Management (5th edition),
Penguin, 2011 (ISBN 978-1-6156-4087-4)
Gives basic terms and introduction to project management.
Horine, G., Absolute Beginner’s Guide to Project Management (2nd edition), QUE
Publishing, 2009 (ISBN 978-0-7897-3821-9)
A step-by-step guide to managing a project, covering all key concepts.
Websites
www.apm.org.uk
Website of the Association for Project Management with some free resources.
www.businessballs.com
A website with resources on project management, tools, process, plans and project
planning tips.
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Unit 20: Delivering and Improving Customer
Service
Delivery guidance
Approaching the unit
Customer service is increasingly important for businesses to remain competitive. This
unit focuses on how and why businesses provide customer service, how customer
service can be monitored, evaluated and improved and gives learners the opportunity
to develop their practical customer service skills. Access to real businesses will help
to emphasise the importance of the role customer service plays, but learners may
also be able to draw on their experiences of part-time work, or mini enterprise
activities may be used to provide learners with first-hand experience of delivering
customer service.
Delivering the learning aims
For learning aim A, learners need to understand what customer service means, so
the unit may be best introduced through an introduction to the definition of customer
service (the ways in which a business meets customer expectations to satisfy
customers) and what might constitute customer service. This discussion should lead
beyond simply friendly staff, good product or service knowledge, etc., and consider
prices, convenience, clean and tidy environment, etc.
Case studies or guest speakers may be useful to help give real examples of how
businesses deliver customer service, the staff involved in the delivery of customer
service and the effect this has on customers. Guest speakers could be briefed to
focus on topics that learners may find difficult, such as the importance of consistent
and reliable customer service, meeting legal requirements, and exceeding customer
expectations and how organisational procedures support these.
If a majority of learners are in part-time work, or have worked in the past, they could
compile individual case studies for the businesses they have worked in. This could be
a good source of information about how policies and procedures support consistent
and reliable delivery of customer service. Alternatively, real-world experience of
customer service may be developed by delivering this unit alongside Unit 18: Small
Business Planning. Unit 18 requires learners to create a detailed business plan, which
can be linked to this unit by running a mini-enterprise activity.
Learning aim B requires learners to develop customer service skills in a range of
different contexts and understand different types of customers (internal, external,
and customers with special requirements). A visiting speaker or local business may
be able to give a masterclass in dealing with different customer service situations.
Despite being old, the customer service training videos from Video Arts are still an
effective tool for discussing key techniques.
Learners need to understand the limits of authority in customer service situations
and why they are important. This may pick up on information provided by guest
speakers or from learners’ own experiences of work for learning aim A about
organisational procedures. Role plays can be used in lesson time to both provide
opportunities for learners to develop their customer service skills, and to
demonstrate how limits of authority and organisational procedures work.
Learning aim C covers the value for a business of enhancing the customer
experience. Learners need to understand the importance of repeat custom to a
business – acquiring new customers (through advertising, promotion, etc.) can be
expensive, but improving the experience to improve customer loyalty can be done
comparatively cheaply. For example, learners could consider how the big
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supermarkets compete to make their customers more loyal (e.g. price matching
vouchers to give customers discounts if the same item was available for less at a
competitor, loyalty cards that give customers discounts off their next shop, spend£50-and-save-£5-off-your-next-shop offers, etc.).
Learning aim D looks at how customer service can be monitored, evaluated and
improved. This gives a natural link to learning aim A, where learners have
investigated the way organisational procedures have supported the provision of
effective customer service.
Techniques for monitoring, evaluating and improving can best be seen if
contextualised within a business. A local business may be willing to discuss ways in
which they use these techniques, but if not there may be good examples from
convenience food businesses. For example, high-street sandwich chain Pret-AManger clearly sets out to staff the behaviours they expect to see in their shops, and
each shop receives a mystery shopper once a week – and the score the mystery
shopper awards the service affects whether all members of the branch receive a perhour-worked bonus for that week.
The practical criteria for this unit require learners to demonstrate practical customer
service skills, which may be evidenced through role plays, part-time work (including
mini enterprise projects) or work placements. This will necessarily involve group
work, but for all practical (e.g. ‘demonstrate’) criteria, each learner must be able to
produce evidence that is directly attributable to them. Assessing this aspect of the
unit will require careful planning (a detailed personal statement from the learner will
need to be supported by a written observation record) in order to ensure sufficient
high-quality evidence is captured.
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Getting started
This provides you with a starting place for one way of delivering the unit,
based around the suggested assignments and tasks in the specification.
Unit 20: Delivering and Improving Customer Service
Introduction
This unit could be introduced with a definition of customer service (e.g. the ways in
which a business meets customer expectations to satisfy customers). A discussion
leading on from this could encourage learners to think more broadly about examples of
customer service from businesses that they know, or how businesses could improve
customer service.
This should draw out a list of activities or features that relate to customer service.
Although it is unlikely to be exhaustive, this should encourage learners to think beyond
simply the role of front-line staff.
Learning aim A: Understand how businesses provide customer service
● Learners could share experiences of businesses that they have worked in, or that
they know well. Through this they could identify the roles that relate to customer
service, how these contribute to customer service, and any particular policies that
they are aware of that support the provision of customer service. This bank of case
studies could then be referred to throughout the unit when looking for examples.
● A follow-up discussion may help to identify the different legal aspects of customer
service that are touched on by learners’ experiences of work. For example, learners
aged under 18 working in a supermarket will not be allowed to sell alcohol without
authorisation. Similarly, learners who work in supermarkets should be aware of
restrictions around sale of knives, alcohol and tobacco.
● A guest speaker could talk about how their business uses customer service, and the
impact that customer satisfaction and good customer service has on their business.
● A group discussion could identify the different types of organisational procedure
businesses may use (this could pick up on examples provided by guest speakers).
These procedures could be grouped into three categories: providing consistent and
reliable service, exceeding customer expectations, and meeting legal requirements.
● Split the class into two or three groups, and ask each group to identify a business
that they are familiar with as customers. Each group should identify what the
business should provide or offer in order to give customer satisfaction and to comply
with rules and regulations. Then, each group should make suggestions for how
employees could exceed customer expectations. Some of the suggestions learners
make may be over-the-top (e.g. providing freebies, etc. that would be detrimental to
the business) – this could lead into a discussion of how the management would use
organisational procedures and limits of authority in order to provide consistently
good customer service, while maintaining business profitability.
Assignment 1: What is Customer Service?*
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Learning aim B: Demonstrate appropriate customer service skills in different
situations
● This would be a good opportunity for a visiting speaker to give a masterclass in
customer service for learners.
● Learners could watch good and bad customer service videos from YouTube.
Following each video, a class discussion could be used to identify good and bad
aspects of customer service demonstrated and the impact this may have had on the
business.
● In small groups, learners could be given different customer profiles (e.g. family with
young children, wheelchair user, etc.) and examples of different businesses (e.g. a
bank, a cinema, etc.). Learners then identify different ways that the business can
provide support for these customers and feed back to the rest of the class.
● Learners need to be given an opportunity to practise a range of customer service
skills in a range of different scenarios. Some of these may involve writing replies to
customers, but a majority will involve role play of some sort. In order to give
learners the full breadth of examples, it is advisable to create scenario and role cards
for learners – with one being the customer and the other an employee.
● The limits of authority may be explored through discussion of the case studies that
learners made in learning aim A. Discussion of different scenarios (e.g. if a customer
wanted to return a product without a receipt) should help to identify the limits of
authority in different customer service roles, and highlight how decisions are made
at different levels of authority.
Assignment 2: Handling Customers*
Learning aim C: Understand the importance to businesses of enhancing the
customer experience
● Learners could discuss examples of where they have received particularly good
customer service. What did this make them think of the business? Did they mention
this to friends and relatives? Would it encourage them to choose that business over
competitors when making a similar purchase in the future?
● The class could be split into three groups and each could investigate the ways that
one of the big supermarkets tries to increase customer loyalty. Each group should
then report back the techniques used. At the end of the presentations, the class can
discuss which techniques they feel are more likely to generate customer loyalty.
Assignment 3: Customer Service – Good or Bad?*
Learning aim D: Explore how customer service can be monitored, evaluated
and improved
● Discussion to identify the different ways that a business can monitor the success of
their customer service. This could be extended to the case studies that learners have
produced, to identify ways in which the different businesses profiled use customer
service monitoring techniques.
● Discussion of why it is important for businesses to know who their customer is.
Introduce some examples where businesses have produced customer profiles, and
how these have helped the business make decisions about what matters to their
core customers.
● Individually, or in small groups, learners to research businesses and how they
monitor customer behaviour to improve and enhance customer service. For example,
one group may research Tesco and how the business uses its loyalty card to target
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offers at individual customers, how it uses price-matching to exceed expectations,
etc. Another group may research Amazon and how the business recommends
specific products and services, and follows up browsing preferences with emails, etc.
● Case study based around a fast-food restaurant, such as Pret-A-Manger, to look at
the techniques used by the business to improve and enhance customer service. This
includes speed of service, atmosphere, contact between staff members, training, etc.
There is a clear link within this to the organisational procedures that support a
consistent customer service experience from learning aim A.
Assignment 4: Why Bother? The Importance of Monitoring and Evaluating the
Customer Experience*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.

Details on links to other BTEC units, BTEC qualifications and
links to other relevant units/qualifications
BTEC Firsts in Business:
● Unit 1: Enterprise in the Business World
● Unit 5: Sales and Personal Selling
● Unit 6: Introducing Retail Business
● Unit 9: Principles of Marketing
● Unit 21: Effective Business Communication
● Unit 22: Working in Business Teams
● Unit 24: Work Experience in Business.

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce endorsed
textbooks that support this unit of the BTEC Firsts in Business. Check the website
(www.edexcel.com/resources) for more information as titles achieve endorsement.
Bentley, P., Carysforth, C., Chandler-Corris, L., Glencross, K. and Nield, M., BTEC
First Business, Pearson, 2013 (ISBN 978-1-4469-0136-6)
The course text book will provide a basis to the unit.
Bradley, S., NVQ/SVQ Level 2 Customer Service Handbook, Heinemann / Pearson,
2011 (ISBN 978-0-4350-4689-7)
Video
http://www.youtube.com/user/VideoArtsGroup/videos?query=customer+service
Customer service training videos from Video Arts – gives useful discussion points,
and a spot of humour.
Websites
http://www.brilliantcustomerservice.com/resources/great-customer-service-casestudies
Case studies of real customer service procedures, etc., at well-known businesses,
including Pret-A-Manger, Ritz-Carlton Hotels and First Direct.
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http://www.instituteofcustomerservice.com/
Gives a range of useful information about customer service.
http://www.videoarts.com/customer-service/
Video-based content for use in the classroom covering a wide variety of customer
service topics.
www.youtube.com
A good source of up-to-date videos around good and bad customer service.
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Unit 21: Effective Business Communication
Delivery guidance
Approaching the unit
This unit provides many opportunities for your learners to develop the written, verbal
and non-verbal communication skills they will be expected to use in a business
setting. Developing these skills will help them function more effectively both in their
studies and eventually in their chosen role at work.
Your learners will also benefit from links with local businesses – they could visit these
to investigate business communications across a range of different business contexts.
This will include examining the types of documents used in business and then
preparing a range of written documents for both internal and external purposes. You
should encourage learners to draw on their own experiences from work placements,
part-time employment and family experiences and observations.
Delivering the learning aims
You could direct your learners to identify the different communication skills they need
in order to be effective in the workplace. They will then practise and develop the
skills through practical exercises and role play.
For learning aim A, you could provide formal input on the importance of good
communication in business, followed by practical exercises and role plays to develop
the learners’ written, verbal and non-verbal communication skills in both one-to-one
and group situations. You could lead a class discussion on the different business
communications and why businesses need to inform (e.g. telling employees about
forthcoming meetings), confirm (e.g. making order confirmations), promote (e.g.
using flyers to promote an event or new product), request (e.g. asking for an
interview), and instruct (e.g. outlining terms of employment or giving directions).
Learners could work in pairs and complete a grid to categorise the purpose of
different types of communication, identifying the context for which it might be used
and with whom, e.g. different audiences.
Learners would benefit from visits to local businesses where they could investigate
the types and purpose of the communications, and the business context in which
they are used. The visits to the business could then become the focus for the
business context in the assignments, with particular reference to communicating the
right image and creating a good impression. Learners need to understand the
implications for a business when staff present a poor image and have
underdeveloped oral communications skills.
When planning and selecting appropriate business documents for learning aim B, you
could give input on how different types of audience affect the choice of method and
content of written communications, and provide activities where learners match the
type of audience to the most appropriate method. You could lead discussions on the
types of information that are sensitive, and when audits are carried out. There are
many occasions when information must be easy to understand. It will help learners
to look at ways to improve written communications. Activities involving the Fog Index
or Crystal Mark, such as asking learners to write a short piece of text and then using
the Fog Index to analyse it, will help learners improve their written communications.
For learning aim C, in order for learners to produce accurate and well-presented
business documents, you will need to provide some formal input on the range of
related documents that can be used and show the steps involved in how each can be
formatted. Sample documents are essential to show the layout of different
documents and also how the same document (e.g. purchase orders or invoices) can
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vary without altering the function that they serve. You could set a series of simulated
tasks to give learners the opportunity to choose which documents might be suitable.
Practice in developing written documentation will allow the learner an opportunity to
explore the need to think carefully about the nature of the work being produced and
its intended audience, and to question whether it is fit for the purpose it was
intended for. Scenarios for learners to think about could include creating documents
for internal and external business use, such as a memo or a letter to a client.
Each document is important in its own right, and this aspect can be developed by
providing learners with the opportunity to examine different documents and discuss
the implications of poor presentation, incorrect information or errors in grammar and
text. For example, a business letter is often a customer’s first impression of the
company and it is important to create a positive image. A document which is poorly
laid out and full of jargon or spelling mistakes will appear unprofessional. Learners
could be provided with examples of poor business letters and, in small groups or
pairs, could provide feedback on them.
For learning aim D, learners also need to develop their understanding of verbal and
non-verbal skills in a one-to-one and a group situation and develop competence in
their own use of these skills. Group activity requires both listening skills and the
ability to respond effectively. You could provide activities where learners are required
to concentrate on how well each member of the group listens to other members. This
can help to highlight learners’ strengths and weaknesses relating to listening skills.
Group activity can also allow for an opportunity to explore the benefits of the group
working cohesively together. Learners should discuss the implications of instances
where one group member may let others down by not listening carefully enough.
You could provide formative feedback to highlight how well the learner responds to
others or is able to move the discussion forward, as well as reviewing the quality of
their contribution to the discussion. One-to-one interactions with the learner can also
provide opportunities for practising good listening skills as well as providing the
learner with the opportunity to respond, seek clarification and confirm understanding.
Learners should have opportunities to watch videos or video clips on body language
and the impact that this has, for example in a job interview or when dealing with
customers. You could record role plays to provide very clear feedback to learners on
their performance in terms of strengths and areas that need improvement.
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Getting started
This provides you with a starting place for one way of delivering the unit,
based around the suggested assignments and tasks in the specification.
Unit 21: Effective Business Communication
Introduction
You could ask learners to complete an activity to interpret the meaning of facial
expressions and then discuss what these mean and the impact on other people. Also,
they could list as many written business documents as they can think of, then compare
their lists with other group members.
Learning aim A: Know the purpose of effective communication in business
contexts
Learning aim B: Plan and select appropriate business documents to
communicate in different business contexts
● You could start by leading a discussion with learners on the purpose of
communication in business and then examining the purpose of different documents
used in a selected business, which could be one previously visited. Working in two
groups, one group could discuss the documents available for external
communication, and the other group the documents for internal communication,
then you could show examples of these. It might be useful to show two contrasting
emails (for example, one sent internally between colleagues arranging a meeting
and one for an external customer) and compare the etiquette, tone and language
used. Learners could prepare a presentation depicting the type of document, its
purpose, the context in which it would be used, and the most appropriate format for
that context. You could then develop this by giving an activity for learners to
compare the purpose of at least two formal and two informal communications in
different business contexts. Group discussions could focus on the effectiveness and
suitability of written communication in business compared with other methods such
as oral or electronic.
● Ask learners to examine the factors that need to be considered when planning and
selecting the most appropriate documents in different business contexts. Activities to
match the suitability of documents for the intended audience can help prepare for
the assessment, where learners need to demonstrate their understanding of how
different methods of communication are suitable for different situations and
audiences, including confidentiality and audit requirements. Learners could carry out
mock audits of documents or assess a document against a simplified version of the
Crystal Mark criteria.
● Ask learners to list examples of the purposes of verbal and non-verbal business
communications in different business contexts. These could include customer service
situations on the telephone, face-to-face or online, meetings, conferences, dealing
with technical enquiries, handling complaints, communicating with colleagues. You
could lead a group discussion for comparison of examples and ideas, identifying
which contexts are formal or informal. You could lead a discussion on barriers to
communication and how these could be overcome.
● You could get learners to write down examples of how they have used verbal and
non-verbal communications, followed by discussion in pairs or small groups. You
could show videos on how these communication skills are used effectively in
different business contexts with particular emphasis on getting the message across
to both customers and colleagues.
Assignment 1: How to Communicate in Business*
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Learning aim C: Produce business documents for communication in a business
● To help develop the skills needed to produce business communications you could ask
learners to choose the types of documents for specific purposes and then practise
producing these. The documents must be accurate with correct spelling, punctuation
and grammar, and the layout and format should meet accepted business
conventions. You must provide plenty of opportunities for learners to prepare a
variety of business documents and for vocational realism; these could be themed, or
based on different subject matter. For example: a purchase order, letter and email
all relating to the tracking of an order; letters and emails responding to customer
complaints; and agendas and minutes relating to meetings.
● Learners should individually produce a range of documents for both internal and
external use by a business. These documents should include dealing with a customer
complaint, and responding to a technical enquiry. They must be accurate and there
must be sufficient contrast in the documents to ensure they are different types; for
example, they should not all be letters, but they could be a letter, a report and a
memo. You need to make sure that learners have photocopied, printed or scanned
the business documents produced for audit purposes.
● Lead a discussion on the reasons why a particular type of internal and external
document was produced for the task, and the suitability of these documents to meet
the needs of the intended audience above other methods.
Assignment 2: Producing Documents*
Learning aim D: Use verbal and non-verbal communication skills in business
contexts
● To help develop listening skills you could get learners to work in pairs and talk about
a place they have visited or a show they have seen and describe what happened,
whilst the partner takes notes and seeks clarification where necessary. Each learner
to carry out the same exercise, then describe the experience to the rest of the class.
You should provide plenty of opportunities for learners to practise and develop their
listening and speaking skills in one-to-one and group discussion situations, and you
should provide feedback on their performance. Role-play activities could also be
used to demonstrate non-verbal communication skills covering aspects of body
language such as eye contact and facial expressions, as well as consideration of
appropriate dress and attitude to convey the right message. The role plays must be
suitable to enable learners to prepare for, and participate effectively in, both a oneto-one and group business context using verbal and non-verbal communication
skills.
● Individually, learners need to demonstrate effective verbal and non-verbal
communication skills in one-to-one and group business contexts and provide records
of how they have carried this out. If they have a work placement or part-time job
this would help them find appropriate examples.
Assignment 3: Using Communication Skills*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.
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Details on links to other BTEC units, BTEC qualifications and
links to other relevant units/qualifications
BTEC Firsts in Business
● Unit 1: Enterprise in the Business World
● Unit 5: Sales and Personal Selling
● Unit 7: Providing Business Support
● Unit 20: Delivering and Improving Customer Service
● Unit 22: Working in Business Teams.

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce endorsed
textbooks that support this unit of the BTEC Firsts in Business. Check the website
(www.edexcel.com/resources) for more information as titles achieve endorsement.
Barker, A., Improve your Communication Skills (Creating Success), 2nd edition, Kogan
Page, 2010 (ISBN 978-0-7494-6716-6)
Looks at communication skills in business contexts.
Bentley, P., Carysforth, C., Chandler-Corris, L., Glencross, K. and Nield, M., BTEC
First Business, Pearson, 2013 (ISBN 978-1-4469-0136-6)
A student book for Level 2 that includes content relevant to learning on this unit.
Cameron, S., The Business Student’s Handbook: Skills for Study and Employment,
FT/Prentice Hall, 2009 (ISBN 978-0-273-73071-2)
Activities and exercises which incorporate study skills, interpersonal skills and work
skills.
Websites
http://www.wikihow.com/Develop-Good-Communication-Skills
A simple website giving steps and tips on how to develop good communication skills,
with links to non-verbal communication and listening skills.
www.youtube.com
A large selection of video clips are available which demonstrate effective and noneffective communication skills in business contexts, e.g. the Fawlty Towers episode
’Communication Problems’.
www.mindtools.com/CommSkll/WritingSkills.htm
A website giving tips on how to develop good writing skills.
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Unit 22: Working in Business Teams
Delivery guidance
Approaching the unit
You should ensure that you provide plenty of opportunities for learners to undertake
team activities. You can show DVDs or video clips illustrating different behaviours
and the impact these have on team cohesiveness. Learners should be positively
encouraged to use their work experience or any part-time employment to enrich their
experiences of both understanding the theory of effective business teams as well as
the practical teamworking aspects.
Delivering the learning aims
For learning aim A, you could get learners to undertake a team activity such as a
team role audit using Belbin’s Team Roles, followed by a discussion on the benefits of
team collaboration. Your learners need to understand the differences between a
group and a team, and the factors that contribute to an effective team. You could get
learners to list different types of team they have been a member of, such as in school
or college, outside activities, hobbies, etc., and identify the purpose of the team. This
could then be linked to the stages of team development, and factors that make
teams effective.
Give teacher input on different elements of teamworking and lead a group discussion
on how a group of individuals become a team. This can be developed into an
examination of the building blocks, i.e. the attributes of what constitutes an effective
team – synergy, flexibility, energy, enjoyment. Case studies can be used to show
examples of good teamworking and situations highlighting the sorts of problems
caused by poor teamworking. Learners can undertake a team building activity and
then consider the hallmarks (loyalty, support, encouragement, sensitivity, respect,
understanding, commitment), then finally prepare a short presentation listing
advantages of positive working relationships and teamworking for both the
organisation and individual team member.
To illustrate examples of effective and ineffective features of team activity you could
show clips from TV programmes such as The Apprentice, and use this to introduce
the role of the team leader.
For learning aim B, you could lead a group discussion defining what leadership is.
Learners could use their own experience or knowledge to identify someone who has
provided a good role-model for leadership, describing four qualities they have
displayed. The results of this could then be discussed in groups, with learners ranking
the qualities according to their perceived importance. A guest speaker could lead
discussions on the responsibilities of a team leader, and how they contribute to the
overall effectiveness of the team, giving examples such as setting clear aims and
objectives utilising the concept of SMART objective setting. Learners can discuss in
pairs a team to which they belong and examine whether it has clear aims and
objectives using the SMART approach. The action-centred leadership approach of
John Adair can be explained, showing the responsibilities of the leader in ensuring
the satisfaction of task, team and individual needs, with learners then working in
groups to identify a task relating to each function, e.g. planning, and presenting their
findings to the whole class.
For learning aim C you should also provide plenty of opportunities for learners to
practise teamworking skills, such as giving constructive and positive feedback on
their peers’ team performance. You should make sure learners are fully versed in the
types of feedback (positive, negative, constructive, destructive) and the art of giving
constructive feedback, before they are permitted to practise on one another.
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Learners should be encouraged to identify potential improvements in their own use of
the communication techniques and team skills. The use of video clips can show
examples of good and bad communication skills when working in teams.
Learners should be given various scenarios to practise teamworking skills. These
scenarios should have clear objectives. Upon completion of these scenarios learners
should feel confident assessing how successful they were in meeting these objectives
and be able to recommend how the team’s performance could be improved in the
future. These recommendations could be outlined in a report or a presentation to the
class.
Guest speakers could be used to lead discussions on the range of personal skills
expected in the workplace and the importance of these for effective teamworking.
Learners could complete self-assessment activities to identify skills gaps and areas
for improvement as well as in-tray activities for prioritising tasks.
Examples of barriers to effective team performance could be shown using video clips
of stressful workplace situations, such as conflict in a team, followed by discussions
of possible solutions. Learners could carry out role plays of potentially difficult
situations, and talk to other learners who have previously worked in business
contexts.
For learning aim D, reflecting on own practice is a skilled task and therefore learners
must be given a range of opportunities to test out their own skills to help them to
identify the key areas to review, and how they could evaluate the performance of the
team and their own contribution in a business-related situation. You could ask how
the learner fared in their demonstration of effective practice, what went well and
what did not go so well. Learners should have the opportunity to talk through how
they might handle some aspects differently and improve in the future. You might
wish to support the learner in identifying appropriate people to seek advice or
feedback from about their performance.
For learning aim D you could ask learners to evaluate their own practice through a
one-to-one discussion.
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Getting started
This provides you with a starting place for one way of delivering the unit,
based around the suggested assignments and tasks in the specification.
Unit 22: Working in Business Teams
Introduction
You could ask learners to work in pairs and list the types of teams they think there
would be in a particular business, then compare their lists with those of other group
members.
Learning aim A: Investigate the importance of teams and teamworking
Learning aim B: Understand the role of the team leader
● Learners will carry out a team activity and need to be familiar with the
characteristics of effective teams. This topic could be introduced by learners drawing
on their own experiences of working in teams at school or college, such as a sports
team; what was good about it, and what was bad. This will help learners in their
investigation of two business teams which could be from the centre or a work
placement.
● In a classroom environment learners should have plenty of opportunities to be able
to practise team-working activities through role plays, with each person taking a
different ‘team role’. This can best be illustrated using Belbin’s Team Role theory
model which shows that in order to achieve the task a combination of team roles
needs to be present, although a team member may display characteristics of more
than one team role. To identify their preferred roles, learners should find it
interesting to undertake a Belbin Team Role Analysis exercise, and this might prove
useful when allocating tasks for the team activity.
● Learners can then explore the characteristics and style of different team leaders, and
this could be done through activities such as identifying the skills and traits of wellknown leaders. It is important that you stress that an effective team needs to be a
mix of capabilities and not just consist entirely of those with leadership skills.
Assignment 1: What is a Team?*
Learning aim C: Use skills to demonstrate effective business teamworking
Learning aim D: Reflect on own business teamworking skills
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● It is important that learners have plenty of opportunities for working in teams and/or
groups, agreeing objectives and using teamworking skills to achieve them. There are
different ways of delivering the content for learning aim C, including team challenges
with follow-up analysis and evaluation, video clips, simulation/role play, reflection on
learners’ own experiences and analysis of case study material.
● You could direct learners to build on their knowledge of Belbin’s team roles to
explore the characteristics of different team members and identify their own qualities
and skills or traits in actual team situations.
● For learning aim D, you should encourage learners to keep records of their
teamworking experiences such as diaries or logs to help them reflect on their own
performance. Evidence will also include observation reports confirming how
assessment criteria have been achieved, from you or an experienced witness.
● You should encourage learners to complete their records of demonstrating
teamworking skills on a regular basis. Small group discussions, class presentations
or one-to-one tutorials could be used to allow learners to explain what they could
have done differently. Use examples, such as clarifying the task or learning a new
skill, that would have made the task easier.
● Learners could produce a template for reviewing their progress, setting themselves
some short-term goals which reflect on their learning experiences. This could include
ways the goals could be achieved, such as timescales and resources needed.
Assignment 2: Effective Teamworking*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.

Details on links to other BTEC units, BTEC qualifications and
links to other relevant units/qualifications
BTEC Firsts in Business:
● Unit 1: Enterprise in the Business World
● Unit 5: Sales and Personal Selling
● Unit 7: Providing Business Support
● Unit 20: Delivering and Improving Customer Service
● Unit 21: Effective Business Communication.

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce endorsed
textbooks that support this unit of the BTEC Firsts in Business. Check the website
(www.edexcel.com/resources) for more information as titles achieve endorsement.
Barker, A., Improve your Communication Skills (Creating Success), (2nd edition),
Kogan Page, 2010 (ISBN 978-0-7494-6716-6)
Looks at communication skills in business contexts.
Belbin, M.R., Team Roles at Work, (2nd edition), Butterworth-Heinemann, 2010
(ISBN 978-1-8561-7800-6)
How to apply the theory into work situations.
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Bentley, P., Carysforth, C., Chandler-Corris, L., Glencross, K. and Nield, M., BTEC
First Business, Pearson, 2013 (ISBN 978-1-4469-0136-6)
A student book for Level 2 that includes content relevant to learning on this unit.
Websites
www.businessballs.com

A website with lots of learning materials and ideas for team roles.
www.belbin.com
The website of Dr Meredith Belbin, dealing with team roles; includes resources and
downloads.
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Unit 23: Planning, Forecasting and
Recording Business Finances
Delivery guidance
Approaching the unit
This unit shows learners the importance of accounting to the owners and managers of
businesses. Owners of businesses want their businesses to be successful and
accounting puts them in control, enabling good decisions to be made about running the
business.
Enterprise activities will allow you to give learners the opportunity to use accounting
techniques in practical settings. These activities can be run over an extended period of
time. As new finance concepts and ideas are introduced, they can be applied to the
enterprise activities to see how the theoretical ideas are applied in practice. Some
enterprise schemes can put you in contact with volunteers. These mentors, who have
experience of business finance, will provide advice and support to mini enterprises on a
regular basis, further adding to the realism of the subject. All of the learning aims can
be exemplified through the use of an enterprise activity.
Simulations can be used to teach particular topics. So, for example, groups of learners
can form businesses that trade with each other. Transactions are recorded on source
documents and these provide the basis for entries in to an accounting system. The
accounting systems can be both manual and computerised. Periodic and summary
reports will illustrate how transactions provide useful business information.
Some learners may have part-time employment that involves working with cash,
budgeting and producing financial records. Additionally, learners receive completed
financial documents when they buy goods and receive statements of account. You can
use these experiences to explain how accounting data is collected, recorded and then
used as the basis for producing useful information. Integrate ‘Planning, Forecasting and
Recording Business Finances’ with the learning in other units such as:
● Unit 1: Enterprise in the Business World
● Unit 2: Finance for Business
● Unit 7: Providing Business Support
to emphasise the role of Unit 23 in managing and running a business.
Delivering the learning aims
Learners have to recognise the importance of financial control in a business initially by
identifying how to ensure the business covers its costs and also has enough cash to
continue its operations. They then need to consider how budgeting is used to plan,
monitor and control business revenues and costs. Recording business transactions not
only provides details of what happened when the transactions took place, but also
provides the basis for producing information to make decisions about running a
business.
For learning aim A you can ask learners to consider questions such as ‘How does a
business know when it has covered its costs and is making a profit?’ and ‘Why should a
business plan its cash inflows and outflows?’ You will need to give input to provide the
technical information and terminology on breakeven and cash flow forecasting. Guest
speakers from businesses and from advisory services will explain the importance of
knowing at what point a business moves into profit and how owners and managers can
use breakeven information to help make decisions about what action to take on costs
and prices.
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Make use of the information and example documentation that is widely available to
entrepreneurs from the banks and other advisory services about how to prepare and
plan for the setting up of a business. The template documentation usually has
supporting explanatory documentation. Sets of the documentation and materials
provided by banks on enterprise finance can be collected and put in a library. Learners
can research this information together with what they find online to find out how to
manage different aspects of finance. Learners can then use this information in the
running of their mini enterprise/simulation/case study. They can then make decisions
based on the production of information through the use of the documentation and
materials. Learners can then make a presentation on how they have used breakeven
forecasts and cash flow forecasts to run their enterprise/simulation or to investigate
their case study. Give learners the opportunity to use software to record and
automatically manipulate the data and information in order to explore the implications
of changes to revenues and costs.
For learning aim B you can ask learners why businesses need financial plans for what
they are going to do and how these plans then become a means of monitoring and
controlling the activities of the business. Show learners with a spreadsheet model and
a decision making exercise how assumptions and decisions in one budget or financial
plan have knock-on effects on other budgets which are interlinked. Ask learners to use
a spreadsheet model to change assumptions and to examine some “What if …?
questions to see the knock-on effects. Present learners with a problematic financial
plan and ask them to explore ways of solving it and ask them to make a presentation
on what they think is the best solution. Again, guest speakers from businesses and
from advisory services will explain the importance of budgeting as both a planning and
monitoring tool to control business activities. Learners should gather example
documentation from banks which show how to set up budgets. You can then set
learners case studies and ask them to use their research to prepare budgets.
Additionally, ask learners to set up interlocking budgets on a spreadsheet and then
extend the spreadsheet to record actual figures as a prelude to calculating some
variances. Ensure that you provide opportunities for learners to discuss the
implications of the budgets and how this information informs business decisions.
For learning aim C, you need to provide input on the importance of how to gather
transactions data and how to record it within an accounting system. You can ask
learners to collect different types of financial documents and ask them to discuss what
information is recorded and why it is useful. You can set up practical activities such as
a mini enterprise or a simulation that involves recording a range of different
transactions using standard documents. These transactions can then be recorded in an
accounting system, both manual and computerised. You may need to use a simulation
or a case study to carry out bank reconciliation as the mini enterprises may not receive
bank statements. Perhaps split learners into small groups, so that some use a manual
system and others use a computerised system, before swapping roles so that learners
can then be asked to explain the advantages of the latter. TAS Basics is a free to
download accounting programme from the Sage Group. There are other freeware
accounting programmes but they will need to be set up for learners to use.
For learning aim D, you can ask learners to discuss who is interested in having
financial information, what they might like to know and why they want the information.
Having a guest speaker explain what accounting information is needed by a business
will stress the value of using formal accounting processes. Learners can use trial
balances from their mini enterprises or they can be given example trial balances that
they can use to produce a profit and loss account and balance sheet. If learners are
using their own mini enterprise they can be asked to report on the performance of the
business with reference to the final accounts that have been produced for the business.
You can ask learners to collect examples of published accounts so they can see how
these compare with their own profit and loss accounts and balance sheets.
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Getting started
This provides you with a starting place for one way of delivering the unit,
based around the suggested assignments and tasks in the specification.
Unit 23: Planning, Forecasting and Recording Business Finances
Introduction
You could ask learners to create the scenario of setting up their own businesses. They
should be able to calculate how they would set their prices and how they would know
how to make a profit.
Learners should be able to plan what they are going to do and how they can control
what they do. This can be put into a personal perspective.
All transactions need to be recorded. Learners could collect examples of business
documents and discuss the information they contain, why this is useful and how it can
be used. Learners can discuss the importance of this transaction information and how it
might be used.
Learning aim A: Demonstrate the use of breakeven analysis and cash flow
forecasting in business
● You could give learners examples of two businesses, such as an ironing service or
making goods to sell at craft fairs. Start by dividing learners into groups and you
could then ask them to list the costs that each type of business will have. You could
ask them to present their ideas on a flipchart to identify similarities and differences
between providing services and providing goods. Get the groups to discuss how each
of the businesses would know when it was making a profit on the services and goods
supplied. This will allow you to reintroduce learners to the formula for breakeven. You
can then show how this information can be depicted graphically and introduce
technical terms such as contribution and margin of safety. Place emphasis on the
value of this information for decision-making. Using case studies or a mini enterprise
will provide a practical context in which to examine the ideas and allow learners to
see how they can establish the breakeven point for a business. You could give
learners problems, such as a business not yet breaking even and by splitting learners
into groups you could get them to present the options available to businesses and
discuss how these problems might best be resolved.
● You could ask learners to brainstorm ideas on why businesses need cash and why
there should be plans to manage cash. Use the business start-up templates for cash
flow and ask learners to complete them through case studies or a mini enterprise.
Using the templates adds to the realism and stresses the importance that potential
lenders attach to being able to see a business’s predictions about its cash forecasts.
You can get learners to set up and test spreadsheets showing cash flow forecasts for
case studies or for a mini enterprise.
● You could give learners problems, such as times when cash outflows exceed cash
inflows. You could split learners into groups and get them to present the implications
for businesses and what action needs to be taken. You could ask learners to use
spreadsheets showing cash flow forecasts and to examine the consequences of
changing assumptions by asking some ‘What if … ?’ questions.
● You could ask learners to consider how much worse matters might be if there was no
cash flow forecast. You could get the learners to produce a chart with a bulleted list of
the benefits to a business of preparing cash flow forecasts compared to the
disadvantages for a business of not preparing cash flow forecasts.
Assignment 1: Financial Planning for a Business*
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Learning aim B: Investigate the use of budgets and budgetary control in
business
● Extend the work on cash flow forecasting by asking learners to consider two
businesses – an ironing service and making goods to sell at craft fairs. You could
divide the learners into groups and ask them to list the things, apart from cash, that
need to be budgeted for. The different groups could present their responses and you
could ask them to make the comparisons between the budgeting requirements of
service and production activities. You should remind learners that in any business,
particularly if you are using mini enterprises, labour is not free and has to be
budgeted for.
● You could get the learners to prepare a summary chart giving reasons why budgets
should be used and contrasting that with the problems that might arise if a business
does not prepare budgets.
● You should ask learners to prepare the budgets for case studies or their mini
enterprises. You could use the business start-up budgeting templates provided by a
bank’s business advice service to emphasise the importance of budgeting. Extend this
by making learners set up and test spreadsheets showing interlocking budgets for
case studies or a mini enterprise.
● You could explain to learners how budgets are used to monitor business activity by
collecting and comparing actual information against the budgets. You could use case
studies to highlight variances and learners could then record and measure these using
their spreadsheets. Case studies could be used to identify some specific problems.
You could ask learners to list the consequences that arise from these specific
problems. You could ask learners to share their ideas by summarising them and then
use them to discuss the issues that arise and how they might expect a business to
respond to resolve or exploit the different situations.
Assignment 2: Business Budgeting*
Learning aim C: Be able to use financial documents to record transactions
● Start by getting learners to research the types of financial documents used by
different businesses. They will have documents such as receipts and statements. You
can supply additional documents such as order forms, invoices and goods returned
notes from your own college, school or business. You could ask learners to identify
what information is collected, how it is collected and why it is useful to have this
information. Individual learners could focus on one document and provide a brief
PowerPoint® presentation to explain to others the importance of completing the
document accurately and why it is used.
● Learners should have the opportunity to record transactions from a mini enterprise or
a simulated business using source documents. You could use a scheme such as Young
Enterprise which provides the opportunity to work with a business adviser and to
operate a bank account. Learners should use journals to group similar transactions
together. This will help them think about how useful information is produced to help
in the running of a business and how that information is based upon the details
recorded in each transaction. A business owner or a manger can discuss the
importance of accurate transaction recording in the production of financial
information.
● Learners must have the opportunity to record transactions manually as well as
recording them using a computerised system. This will enable them to see that the
computerised system is based on the same accounting principles as a manual system.
Learners can make a presentation in which they compare manual and computerised
accounting systems and discuss the advantages and disadvantages of using
computerised accounting systems in business. Learners can reconsider source
documents such as mobile telephone statements of account and till receipts to see
142

Delivery Guide – Pearson BTEC Firsts in Business –
Issue 2 – October 2014 © Pearson Education Limited 2014

UNIT 23: PLANNING, FORECASTING AND RECORDING BUSINESS FINANCES

Unit 23: Planning, Forecasting and Recording Business Finances
how a computerised system collects much more data and in greater detail than a
manually-based system and see how this provides a greater wealth of information
that is useful for a business.
Assignment 3: Recording Transactions*
Learning aim D: Be able to create financial reports
● You could start by getting learners to think about what financial information
businesses might like to get from their financial records. You could ask them
to reflect on their own personal experience. They want income in any period
to be greater than expenditure. They want to know if their financial situation
is improving. They want to be able to buy things without having to borrow
money.
● Learners should have the opportunity to produce income statements (profit
and loss accounts) and statements showing the financial position (balance
sheets) for a mini enterprise or simulated business. This can be done both
manually and with software. They can compare and discuss how their own
mini enterprises performed in terms of making a profit and loss. Similarly,
learners could compare and discuss the financial structure of their
businesses. You could provide simplified versions of the income statements
and balance sheets of companies for learners to discuss. If published
accounts seem too difficult, you could easily simplify them in order to pick
out the information learners need. Learners could make brief presentations
on the profit performance and financial structure of selected businesses.
Assignment 4: Financial Reports*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.

Details on links to other BTEC units, BTEC qualifications and
links to other relevant units/qualifications
BTEC Firsts in Business:
● Unit 1: Enterprise in the Business World
● Unit 2: Finance for Business
● Unit 5: Sales and Personal Selling
● Unit 6: Introducing Retail Business
BTEC Level 2 Understanding Enterprise and Entrepreneurship:
● Unit 6: Financial Modelling and Forecasting
● Unit 10: Managing Personal Finances

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce endorsed
textbooks that support this unit of the BTEC Firsts in Business. Check the website
(www.edexcel.com/resources) for more information as titles achieve endorsement.
Bentley, P., Carysforth, C., Chandler-Corris, L., Glencross, K. and Nield, M., BTEC
First Business, Pearson, 2013 (ISBN 978-1-4469-0136-6)
A level 2 textbook with sections on business finance.
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Carysforth, C., Richards C., Dransfield R. and Neild M., Edexcel GCSE in Applied
Business: Student Book, Pearson (1st Edition), 2009 (ISBN 978-1846903-77-9)
A GCSE textbook with sections on business finance.
Hedges, R., Book-Keeping Made Easy, Lawpack Publishing Ltd (5th revised edition),
2012 (ISBN 978-1-9077-6594-0)
An accounting text that covers the main accounting topics.
Wood, F. and Robinson, S., Book-Keeping and Accounts (7th edition), Financial
Times/Prentice Hall, 2008 (ISBN 978-0-273-77306-1)
An accounting text that covers the main accounting topics and has a section on
computerised accounts.
Websites
www.bized.co.uk
A website containing a range of business education resources.
www.businesslink.gov.uk
Business Link provides advice and information. It has, for example, a section called
‘Set up a simple profit and loss account for your business’.
www.managementhelp.org/
A free American management library with articles, examples and explanations of
accounting and bookkeeping.
www.pearsonschoolsandfecolleges.co.uk/FEAndVocational/BusinessandAdministration
/BTEC/BTEC-Firsts-Business-2012/BTEC-Firsts-Business-2012.aspx
A website containing materials tailored to Level 2 Business with a ‘Try before you
buy’ feature.
www.teaching-resources-uk.com
Lesson plans, worksheets and activities on topics such as ‘Enterprise’.
www.young-enterprise.org.uk
Young Enterprise is the United Kingdom's largest business and enterprise education
charity.
Other
Some accounting software suppliers make free versions available. Other suppliers
offer free trial periods which learners can use.
Accounting and bookkeeping software companies often supply tutorial materials as
PDF files or in video tutorial form. TAS, Sage, QuickBooks and MYOB are examples of
accounting software with help provided. Sage UK Ltd provides dedicated support to
software users in colleges and schools. An indication of what is available can be
found at:http://www.sage.co.uk/training/training-for-schools.html#tabs-2
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Delivery guidance
Approaching the unit
This unit should comprise three distinct phases:
● preparation for a work placement
● completion of a work placement and
● the review of a work placement.
This unit is well suited to being run over a long period of time, either in a ‘long and
thin’ format over the course of the academic year or with blocks of time each term.
This unit will require learners to undertake a work experience placement and so
appropriate risk assessments will need to be carried out. It is likely that your local
Education Business Partnership office will have a database of firms willing to offer
placements along with a database of pre-prepared risk assessments that can be
accessed for a fee.
Delivering the learning aims
While this unit is largely aimed at the learner as an individual, there are still
numerous opportunities for group work and collaboration. For instance, learners can
be encouraged to share their experiences of interviews or job applications.
Learning aim A requires research into the job roles and functional areas within an
organisation so that the learner will be familiar with the structure of their chosen
business and the lines of accountability within it.
For learning aim B, learners should research career paths that interest them. You
might direct them to participate in interviews with a careers officer, to contact a local
business or to carry out research via the internet, depending on their interests and
ultimate career goals.
Learners will need guidance on the production of CVs and other relevant application
documents. While the content will be unique to each learner the structure and
guidelines for this task will be largely generic. Guest speakers from local firms might
be able to provide a useful insight at this stage, offering their advice on the features
that they look for when recruiting employees. This could then be followed up by
asking learners to examine a range of applications to find good and bad features
(e.g. spelling errors, tailored to fit the employer being approached).
For learning aim C, it will be necessary to collect a mixture of evidence of preparation
for the work placement and evidence of the completion of a task carried out on
placement. A pre-placement meeting between the learner and their line manager
should be encouraged so that objectives can be agreed. Time should be taken to
communicate with work placements to ensure that they are aware of the assessment
criteria that learners are working towards.
An appropriate workplace journal should be developed for learners to complete. This
should provide a structure that encourages the production of more than a simple
narrative of their working day. You might set a series of reflective questions for
example, which encourages learners to consider how the tasks that they complete
will contribute to their wider career development and how they have impacted on the
business.
For learning aim D, learners should review their placement in light of their own
reflections and of any feedback from their employer. Working in a group to share
experiences might help learners to expand their own reflections. The views of their
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peers on their own work experience might encourage individuals to take a different
view of their own experiences.

Getting started
This provides you with a starting place for one way of delivering the unit,
based around the suggested assignments and tasks in the specification.
Unit 24: Work Experience in Business
Introduction
You might begin this unit by asking learners to share an ambition that they have or a
job that they would like to try. Learners could then discuss the different career paths
that might get them to their ultimate goals and the role of work experience in securing
them places on apprenticeships or degree courses.
Learning aim A: Know about job roles and functional areas in business
● Learners could begin by researching contrasting organisations in small groups. They
could then use this research to produce a short presentation about the functional
areas in their assigned businesses. This could lead into a group discussion of the
differences between each of the functional areas.
● In order to explore the range of job roles within an organisation, each learner could
be assigned a specific job role. Learners could research and produce a profile of that
job role which could then form part of a larger display about an organisation within a
classroom or corridor area. Learners could capture images of this on their
smartphones which they could then use as source material when producing their
assignments.
Learning aim B: Prepare for work experience in the business sector
● Start by asking learners to research careers in which they are interested. They
should aim to identify local organisations operating in those industries. Learners
should be directed to produce a profile of a particular career path, detailing the skills
and attributes that are required.
● You should provide learners with a simple skills audit template. Learners could then
explain which of their skills relate to their chosen career in a report or a PowerPoint®
presentation.
● You could direct learners to work in groups to examine a range of documents before
they begin applying for placements. You could split learners into pairs and ask them
to identify errors in application forms and CVs. This exercise should be consolidated
by asking learners to produce a poster of application dos and don’ts which could be
displayed in the classroom while they are producing their own applications.
● In order to practise interview skills, learners could be split into groups of

three. Learners would then take it in turns to act as interviewer, interviewee
and observer. After each mock interview the observer should feed back to
the interviewee on their performance, offering advice on how to improve it.
You should provide observers with a checklist to structure their observation
and feedback.

Assignment 1: Preparation for My Work Placement*
Learning aim C: Be able to work towards personal and professional
development goals during a business sector-based work experience
placement
● When addressing learning aim C, learners should be encouraged to research the
health and safety requirements of the workplace. They could then produce a
checklist that they could use whilst on placement, indicating the hazards that they
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will look out for and the measures that they will take to minimise hazards.
You should encourage learners to conduct a pre-placement visit in order to ascertain
the health risks in their placement. This would provide an opportunity to ascertain
the need for personal protective equipment (PPE) and to establish the dress code for
their time in the workplace.
You could direct learners to work in groups to research workplace skills. Groups
could then feed back their ideas to the class who could capture the main points of
each presentation using a writing frame. You might then direct learners to produce
an individual report explaining how they might expect to use each skill in their own
workplace.
Prior to going out on placement you should give learners the opportunity to
familiarise themselves with their reflective journal. You might prepare examples of
good and bad entries for the journal which could then be given to groups of learners
to compare. Learners could then, based on a group discussion, formulate a set of
guidelines for completing each section of the journal.
Before going on placement, learners should be guided to set appropriate targets for
their placement. These targets should relate to their career development and a
useful starting point for these might be the skills audit previously conducted by
learners.
While learners are on placement, you should ensure that learners are visited if this is
practical. Alternatively, contact with the learner and the employer could be made by
telephone.

Learning aim D: Reflect on the benefits of undertaking work experience in the
business sector
● When delivering learning aim D, learners should be encouraged to reflect on their
work placements. A good starting point for this might be their SMART objectives.
You could ask learners to prepare a short presentation of how they met their
objectives which could be delivered to their classmates or to a smaller group of
peers.
● When considering the benefits to the employer, you might ask the group to suggest
ways that they feel they might have made a contribution in the workplace. You
should challenge them to provide evidence of their contribution. This might be in the
form of passages from their reflective journal or a statement from their employer.
● To conclude this module you might consider asking learners to write a final
report on their placement. Providing a framework for this will ensure that all
of the salient points are covered.
Assignment 2: Logbook and Review*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.
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Details on links to other BTEC units, BTEC qualifications
and links to other relevant units/qualifications
BTEC Firsts in Business:
● Unit 1: Enterprise in the Business World
● Unit 4: Principles of Customer Service
● Unit 6: Introducing Retail Business
● Unit 7: Providing Business Support
● Unit 8: Recruitment, Selection and Employment
● Unit 22: Working in Business Teams.

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce endorsed
textbooks that support this unit of the BTEC Firsts in Business. Check the website
(www.edexcel.com/resources) for more information as titles achieve endorsement.
Douglas, A. and O’Neill, S., The Essential Work Experience Handbook (3rd edition),
Gill & Macmillan Ltd, 2010 (ISBN 978-0717147595)
Useful guidance on applying for a work experience placement, health and safety in
the workplace and on reviewing your work experience placement.
Websites
www.work-experience.org
The website of the National Council for Work Experience, mainly geared towards
employers, but does include useful information about the benefits of work experience
to employers.
www.hse.gov.uk/youngpeople/workexperience/
The website of the Health and Safety Executive, mainly aimed at employers offering
placements, but does include helpful information about health and safety.
www.my-work-experience.com/
A site dedicated to providing information about work placements for both teachers
and learners. Includes information about the different skills required on a work
experience placement.
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Delivery guidance
Approaching the unit
This unit will allow your learners to understand how and why we trade internationally
through a range of investigations based upon real organisations. You will be able to
encourage learners to explore why different companies have been able to
successfully capture international markets while others have found it more difficult.
Learners will also investigate why some foreign companies have chosen to operate
from the UK. Through this unit, learners will also begin to understand some of the
basic economic concepts around international trade.
Delivering the learning aims
It will be important for learners to recognise some basic economic principles about
resources and production of goods and services as an introduction to this unit. This
will allow learners to recognise why international trade takes place. Learners could
discuss different products and services that are traded with overseas companies to
allow them to see the scale of the global economy. Understanding the size of
international trade will allow them to appreciate how important it can be to an
economy such as the UK. There are many recognisable organisations that learners
can investigate and this should allow them to contextualise their learning. Using
these organisations as examples you could then demonstrate the barriers to trade
and the difficulties of the international environment.
For learning aim A, you could begin by looking at what natural resources we have in
the UK and how these have diminished, leading our economy to need to buy in basic
necessities such as coal and gas. This could be followed up by possible investigations
in the local community looking at which products are sourced from overseas, such as
foodstuffs or clothing. Learners could visit different retail outlets to undertake this
investigation. Having identified products from overseas, learners could investigate
why these cannot be sourced from within the UK. This is where the concepts of
specialisation and operating costs can be introduced to the learner. To conclude,
learners will need to investigate which products/services the UK produces or sells in
overseas markets, for example the many call centres established by UK companies in
overseas countries.
For learning aim B, the learners will need to understand some key terminology that
will be important to their understanding of the unit. You could provide input around
this terminology, introducing actual events from the economy. Learners could be
encouraged to watch financial news items or read the financial sections of
newspapers to gauge their level of understanding of the terms.
To explain examples of trade barriers learners could investigate current issues within
the global economy where barriers exist. Case studies may be useful for this learning
aim. Investigation of the European Union (EU) will also show learners how barriers
can be removed through legislation in order to promote trade. Investigating
organisations that promote fair trade agreements will also enhance learners’
understanding of global trade. There are now a large number of UK organisations
that operate fair trade policies. Learners could be separated into small groups to
investigate these organisations and present their findings to other members of the
group.
For learning aim C, learners could be separated into small groups and asked to
investigate a selected country. Once learners have an understanding of the different
headings from the learning aim they can undertake a profile of their allocated
country that could cover these headings, such as religion, languages and educational
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levels. Learners could then present their findings to the group, allowing all group
members to compare and contrast issues from around the globe. Certain cultures
have different weekends and therefore may not be able to undertake business on a
Friday, but may want to operate on a Sunday. An issue as simple as the time of day
in another country could affect trading with that country.
For learning aim D, learners can use their knowledge and understanding from other
units about types of business and the products/services they sell or produce.
Learners could be allocated a business that operates globally and undertake research
into the trading operations. Learners can build upon the knowledge and
understanding they have gained from the other learning outcomes to produce an
overall assessment of the trading position of their allocated business. Learners will
need access to data for these organisations concerning sales figures, market share,
profits and a range of costs that the business incurs in operating in the overseas
market. Learners could undertake a range of analysis of the organisations, such as
SWOT and PEST, to identify their strengths and weaknesses.

Getting started
This provides you with a starting place for one way of delivering the unit,
based around the suggested assignments and tasks in the specification.
Unit 25: Introducing International Business
Introduction
You could ask learners to list products they think are made in the UK and products that
are imported. Learners could then discuss why certain products are not made/produced
in the UK, introducing some of the basic economic principles. This could be followed by
looking at services that are provided from overseas, such as call centres.
Learning aim A: Understand the importance of trading internationally for
businesses
Learning aim B: Understand the international business environment
● Start by asking learners to list a range of goods and services that are produced in
the UK. They should then compare this list to one produced that has a range of
products or services from overseas. Using this list they should be able to identify
why certain items are not produced in the UK.
● Learners could visit their local town/city and look at a range of products and then
identify which are produced in the UK and which are not. This may enable them to
identify the reasons why certain goods are produced in certain locations.
● Having identified certain items, learners can then undertake more detailed analysis
of these products or services, identifying where they come from and why. Learners
should be able to identify specific examples such as climate, labour costs or the
existence of a specific raw material. Learners could then present this information to
their group.
● Learners could then look more specifically at one or two goods and services and
identify the type of business involved, the locations and the reasons behind their
overseas operation.
● Learners need to recognise key terminology relating to international trade. This
could be introduced through newspapers or other media. Learners could be shown a
clip of news and asked to identify some of the terms used by the broadcast or given
a news article and a supporting questionnaire to complete. This could further be
enhanced by using current issues that have affected international trade,
demonstrating the connection between global issues and how well a company trades
overseas.
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Unit 25: Introducing International Business
● Learners could be asked to investigate the use of fair trade agreements by many
companies and what this means and how it promotes international trade. This would
introduce learners to the concept of the EU’s barriers to trade use and their many
resources, highlighting free trade and the reduction of barriers.
Assignment 1: The Need to Trade*
Learning aim C: Investigate the impact of different cultures and environments
on businesses that trade internationally
● Start this learning aim by ensuring the learners understand what is meant by the
different headings detailed in the specification such as customs, work ethos, the
legal environment.
● Allocate two specific countries to each learner or group of learners. Ask them to
research the culture and environment for their allocated country including as much
information as possible.
● Learners must identify two businesses that operate in the countries they have been
allocated in order to show how culture and environment could impact upon them.
● Present this information to the class allowing all learners to have data for a
range of different countries.
Assignment 2: Culture and Environment*
Learning aim D: Understand how businesses trade successfully in the
international market
● Learners must choose two contrasting organisations that operate internationally,
and request relevant data regarding their trading operations that will allow them to
produce a short presentation about that organisation. If they are unable to obtain
first-hand information, use of company websites or other third party data can be
used.
● Learners may be given all of the above as an alternative to learners undertaking the
research.
● Once learners have all of their relevant data they produce a presentation for their
peers. As a group, they can discuss and make a judgement regarding the future of
the organisation.
Assignment 3: Case Study
*Full details for the assignment and scenario can be found in the relevant qualification
specification.
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Details on links to other BTEC units, BTEC qualifications and
links to other relevant units/qualifications
BTEC Firsts in Business:
● Unit 1: Enterprise in the Business World
● Unit 9: Principles of Marketing
● Unit 14: Business Online
● Unit 18: Small Business Planning
● Unit 26: Introducing the Economic Environment

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce endorsed
textbooks that support this unit of the BTEC Firsts in Business. Check the website
(www.edexcel.com/resources) for more information as titles achieve endorsement.
Bentley, P., Carysforth, C., Chandler-Corris, L., Glencross, K. and Nield, M., BTEC
First Business, Pearson, 2013 (ISBN 978-1-4469-0136-6)
The course text book will provide a basis to the unit.
Journal
Journal of International Business Studies (Palgrave Macmillan)
Contains current information relating to the content of International Business.
Websites
http://www.ibtimes.co.uk/

International Business Times is a website containing current news about International
Business.
http://europa.eu
A website that contains current information on the activities of the European Union.
www.bized.co.uk
A website that contains a range of business education resources.
www.wto.org
Contains current information on the World Trade .Organization
www.gov.uk
The Government’s website contains links to business.
www.britishchambers.org.uk
The British Chambers of Commerce website, containing informationon exporting
goods.
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Unit 26: Introducing the Economic
Environment
Delivery guidance
Approaching the unit
This unit identifies for learners the importance of having an understanding of the
economic environment in which businesses operate. The economic environment
affects the decisions made by individuals and businesses.
Discussion and reflection will allow learners to consider how they and their
households make choices about what they want to consume and how they respond to
changes in the price of products and services.
Simulations and case studies provide the means to look at the supply and demand
for goods and services and how market mechanisms work. Learners can investigate
the markets for particular products, such as mobile telephones or festival tickets, and
make presentations to their peers showing the conditions that exist in the market
and how prices influence demand and supply decisions.
Enterprise activities will enable learners to see the practical interaction of supply and
demand. They will have to choose what goods or services to provide but to do so in
the belief that they can sell in a market in which a demand exists. Learners have to
decide how to make products. They can consider what action to take when supply
and demand do not match each other.
Presentations and question and answer sessions made by business owners or
managers will show learners how local businesses respond to changes in the market.
Owners and managers are also affected by changes in the wider economic
environment and by government policies.
Some learners will themselves be employed and this experience can be used to
examine economic activity, the current issues facing business and the impact of
government policies. For instance, information technology is used widely at the point
of sale and many supermarkets have re-cycling centres in their car parks. Displays
and presentations can be used to show how different businesses are responding to
these developments.
Integrate Unit 26: Introducing The Economic Environment with the learning in other
units such as
● Unit 1: Enterprise in the Business World
● Unit 2: Finance for Business
● Unit 15: Public Sector Business
● Unit 25: Introducing International Business.
If a mini enterprise is used then it can illustrate in practical ways how markets
operate and the impact of the economic context on business activities.
Delivering the learning aims
Learners have to recognise that if people were not constrained, then the demand for
goods and services would exceed the supply. But resources are scarce and therefore
have to be used efficiently and then distributed between members of society. This is
achieved in part through market mechanisms, but markets are not always efficient
and in some circumstances they need to be regulated. Markets work within the
context of the national economy, so it is important that learners understand how the
economy is structured and how it functions, recognising that the government has a
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role to play in establishing economic priorities and ensuring that policies and
procedures are in place to underpin the achievement of these goals.
For learning aim A you could ask learners to discuss what they would each like if
money was no object. Given that they will not be able to have everything on the list,
they need to prioritise the list and consider how and why they rank the items. Explain
that choices will have to be made both by individuals and society about which goods
and services to have and about which goods and services not to have. You will need
to explain some economic concepts such as scarcity, choice and opportunity cost.
Invite an entrepreneur to make a presentation on how a business chooses which
goods and services to supply to the market and to discuss how the demand factors
have to be considered when making choices about what to supply. Apple iPods have
replaced the Sony Walkman as the preferred way for listening to music on the move,
resulting from a mixture of technical innovation on the supply side and of changing
consumer preferences on the demand side. Setting up practical activities such as a
mini enterprise, or a simulation, will allow learners to examine the supply and
demand factors that exist in a given market and allow learners to examine the
influences on supply and demand. During or on completion of their enterprise
activities learners can reflect on their successes and failures and how and why things
worked out as they did. They can identify whether there is a market for what they
are supplying. Perhaps they had a successful product or service but did not have the
capacity to meet that demand. How could they have responded to that situation?
For learning aim B you could discuss with learners how markets work. Use an
example such as a street market showing how the availability of produce affects how
the demand from consumers interacts with the supply offered by producers. There
are daily, weekly and seasonal patterns in the market as, for example, when a
stallholder wants to sell a glut of soft fruit on Saturday to avoid having to throw it
away. Prices can see-saw rapidly. Other markets are less fluid so their structures
need to be examined together with a consideration of what this means for prices and
output. You can set up case studies to look at issues that are newsworthy. For
example, rail commuters are faced with a fixed supply of services and few alternative
ways of getting to work. Examining the market power and behaviour of train
operating companies will show why the rail market is regulated by the government
and how the government intervenes in the market. The Office of the Rail Regulator
provides information on its operation and annually there are stories in the press
about the price changes made by the train operating companies with discussion
about rail pricing.
For learning aim C, you can use case studies to identify the types of activity that take
place in the economy, perhaps by focusing on the local area and the region before
broadening the scope to consider the national economic picture and how this picture
(as shown by key economic measures) has changed over time. Learners can
investigate how the industrial structure changes as technology changes and how the
population continues to grow, as does per capita income. Consideration needs to be
given to the impact of such developments on the economy. Why, for example, does a
motor manufacturer like Ford shut its vehicle-making operations in the UK but other
manufacturers such as Nissan, Toyota and Honda expand their production, despite all
the companies facing apparently similar domestic and international economic
conditions? Ask learners to make presentations on their researches into different
aspects of the local economy using narratives, tabulations and geographical displays
to show what they have discovered and explain why these changes have occurred.
For learning aim D, you could consider the role of government in managing the
economy by discussing the aims and responsibilities of the government in setting
economic objectives and how these exert control over the economy. There are
activities available to teachers from Bized that focus on discussion of the conflicts in
government policy objectives. It would also be possible to set up a simulation that
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gives learners the opportunity to experience the difficulties of reconciling the
different macro policy objectives. Current and recent examples of issues can be used
to illustrate points. Value added tax (VAT) has been reduced to stimulate demand,
but it has also been increased to raise revenue. Interest rates can be kept low with
the aim of encouraging investment by business. Learners could be allocated different
aspects of the economy to investigate and then report back to the group and this can
then be followed up with some questioning.
In this unit you will need to provide teaching input on the terminology of economics
and the techniques used, for example, to show the interaction between supply and
demand. Teaching input could be followed by discussions about situations learners
have experienced. Learners could use the techniques learned to analyse the
economic issues considered in the unit.

Getting started
This provides you with a starting place for one way of delivering the unit,
based around the suggested assignments and tasks in the specification.
Unit 26: Introducing the Economic Environment
Introduction
Producing goods and providing services creates the wealth of the nation but
individuals, businesses and governments are always faced with questions of scarcity
and choice. The demand for goods and services is often greater than their supply.
Decisions have to be taken about which goods and services to produce, how to produce
them and who should get them.
Learners could be introduced to this topic by asking them about their personal
experience in how they choose which goods and services they buy and why they have
to make choices.
You will need to draw out the main ideas focusing on the need for consumers,
producers and society to make choices when resources are scarce but explaining that
individuals, businesses and society can become better off economically by becoming
more efficient in their use of resources.
Learning aim A: Understand how the demand and supply for goods and
services are determined
● You could ask learners to make a list of what they would buy if they had a windfall of
£2,000. You could then ask them to revise the list on being told they would have to
share the windfall with a sibling. What would they remove from their list? You could
ask learners to share their lists to see if there are any common items and how and
why this information might be significant for businesses.
● You could divide learners into groups and allocate each group a product or service.
You could then ask the groups of learners to brainstorm ideas on what factors affect
the demand for the selected goods and services. You could choose contrasting
products and services, some essential and others that are discretionary. You might
choose milk and subscription TV. You could suggest some ideas to prompt a
discussion such as:
o

are the goods/services necessities or luxuries?

o

what would you do if the price of milk/subscription TV increased or decreased?

o

what would you do if a cheaper competitor product was launched onto the
market?
You could ask learners to present their ideas and consolidate them on a list. This
should identify some ideas that warrant further discussion, such as why people
prefer to remain loyal to a brand, and the factors that cause tastes and preferences
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to change over time. You could repeat the exercise by asking learners to consider
whether a business behaves in the same way when buying raw materials, machinery
and labour.
● You could divide learners into groups and allocate each group a product or service.
You could ask the groups of learners to brainstorm ideas on what factors affect the
supply of goods and services. Again choose contrasting products and services such
as clothing and mobile telephone services. Stimulate ideas by asking why businesses
such as Primark choose to supply mass markets where profit margins are low and
businesses such as a Savile Row tailor supply niche markets where demand is lower.
Why do mobile telephone service providers advertise contracts in preference to pay
as you go (PAYG) services? This again should identify some ideas that warrant
further discussion, such as what businesses choose to produce, where businesses
choose to locate their manufacturing and how they choose to make goods.
● You could ask learners to form a mini enterprise or use a simulation for a chosen
product to enable them to discuss what products they might sell and for which there
might be a demand. Proposing a realistic business will provide a context for looking
at the factors that influence supply and demand.
● You will need to provide input to show how the ideas about demand and supply can
be displayed graphically and to introduce the concepts of elasticity of supply and
elasticity of demand. In addition you could use the simulations in Bized’s Virtual
Learning Arcade to illustrate topics such as the elasticity of demand.
Assignment 1: Establishing Demand*
Learning aim B: Understand how markets work
● You should extend the work on supply and demand. You could divide the learners
into two groups. You could then ask one group to imagine themselves as stallholders
and how they would act in situations such as:
o

not having enough produce to satisfy the demand from customers

o

neighbouring stallholders charging higher or lower prices.
You could ask the other group how they might act if they were customers and felt
there was a scarcity of a particular product in the market and how they might act if
they saw different stallholders charging different prices for the same product. You
could ask the two groups to share their ideas and to discuss whether they thought
that the market would eventually stabilise and result in everyone being satisfied.

● You could ask the groups to discuss what would happen in a market if there were a
change in tastes. For example, people switched from the Sony Walkman to the Apple
iPod as the mobile music player of choice when it was introduced. Learners could
summarise and report their conclusions, looking at the impact on Apple, Sony and
other companies as well as the changes in demand for related products such as
digital music files and compact discs.
● You should provide input to show the nature of different market structures and how
these affect market equilibrium, before giving case studies and examples to analyse.
You could ask learners to show how demand and supply interact to establish market
equilibrium for different products. The work could be displayed graphically. You could
provide learners with numerical examples to work on so that they can calculate the
equilibrium prices and quantities in a given market.
● You could invite an entrepreneur to make a presentation on the market issues that
have to be considered when starting and running a business. You should ensure it
covers:
o
o
o
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● You could extend the use of the mini enterprise or simulation for a chosen product to
enable learners to discuss how the market is likely to operate in establishing the
equilibrium output and price for the chosen product. You could ask learners to
summarise their views before recommending, with justifications, a possible product
that the mini enterprise might supply.
● You should explain to learners how market failure is counteracted by regulation and
intervention by using case studies to highlight the nature of the market failure and
the actions taken. You could ask learners to list the consequences that arise from
market failure and the actions that might be taken to deal with it.
Assignment 2: Markets*
Learning aim C: Know the structure of the national economy
● You could provide learners with a framework for investigating the structure of the
national economy and you could ask them, in groups, to research the structure of
the national economy in terms of types of business, output, employment and
location. They should investigate the trends and possible reasons for these trends.
Ask them to present their information graphically with annotations and to share it
with the other groups.
● You could ask groups of learners to make an economic map of the locality to show:
o

the types of business

o

what the businesses produce

o

a comparison of the relative importance of different business activities in terms of
the amount of employment they create

o

the economic significance of these businesses.
For a large town or city the groups could each survey a limited area and combine the
information produced by other groups to produce the overall picture. The results
could be displayed on a consolidated map.

● A guest speaker from the local Chamber of Commerce or one of the local business
enterprise agencies could provide the local and national economic context.
● You could ask groups of learners to produce a graphical display showing the
structure of trade with the rest of the world. There should be explanation of the
volume of trade, both inwards and outwards, the products traded and the trends in
trade.
● You could ask groups of learners to brainstorm ideas about the factors affecting
economic development, such as:
o

information technology

o

globalisation

o

environmental protection

o

environmental sustainability.

● You could ask the learners to select an economic development or trend, explain what
it is, and identify its possible significance to the economy and they could then
present the results to others.
Assignment 3: The National Economy*
Learning aim D: Understand the economic role of government
● You could build up a library of economic stories and you could ask learners to
identify the main economic policies of government and their role in managing the
economy.
● You could explain to learners the main measures of economic control used by the
government. You could use case studies/examples to highlight how fiscal policy and
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monetary policy are used to influence demand and supply.
● You could use simulations from Bized’s Virtual Learning Arcade with groups of
learners to illustrate the operation of the macro-economy, showing the tools
available and how they can be used to influence the achievement of economic policy.
Each group could make some economic decisions and then see the impact on the
economy. Groups could compare the results of their decision-making and see some
of the problems that governments have to deal with in setting objectives and
managing the economy to achieve those objectives.
● You could ask learners to list the consequences that arise from changes to tax rates,
using the information they have acquired about supply and demand.
● A guest speaker from the local business enterprise agencies could provide an
explanation of the role of government in managing the economy.
● You could get learners to identify and research the goods and services the
government provides. You could divide the learners into groups and ask them to list
the goods and services governments provide. They should then compare lists and
discuss why these goods and services are provided by the government.
Assignment 4: The Role of Government*
*Full details for the assignment and scenario can be found in the relevant qualification
specification.

Details on links to other BTEC units, BTEC qualifications and
links to other relevant units/qualifications
BTEC Firsts in Business:
● Unit 1: Enterprise in the Business World
● Unit 2: Finance for Business
● Unit 14 Business Online
● Unit 15 Public Sector Business
● Unit 25 Introducing International Business
BTEC Level 2 Understanding Enterprise and Entrepreneurship:
● Unit 3: The Business Environment

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce endorsed
textbooks that support this unit of the BTEC Firsts in Business. Check the website
(www.edexcel.com/resources) for more information as titles achieve endorsement.
Bancroft C., and Chapman A. and Riches C., OCR GCSE Economics: Student Book,
Heinemann, 2009 (ISBN 978-0435-84905-4)
A GCSE textbook that covers both macro and micro economics.
Titley B. and Moynihan D., Economics: A Complete Course for IGCSE and OLevel,
OUP Oxford 2007, (ISBN 978-0-19-915134-9)
A GCSE textbook that covers both macro and micro economics.
Sawyer, M., The UK Economy: A Manual of Applied Economics (16th edition), Oxford
University Press, 2004 (ISBN 978-0-19-926651-7)
An economics textbook with sections on different aspects of the UK economy. It has
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an associated on-line resource centre. A useful source of materials particularly for
teachers.
Whitaker's Almanack 2013, A & C Black Publishers Ltd, 2012 (ISBN 978-1-40817207-0)
An overview of every aspect of the UK infrastructure.
Websites
www.bbc.co.uk/schools/gcsebitesize/business/environment/stateofeconomyvid.shtml
The BBC provides materials on economics.
http://www.bbc.co.uk/news/business/economy/
The BBC provides news on the UK economy.
www.bized.co.uk
Business education resources with case studies, simulations and worksheets.
www.businesscasestudies.co.uk
The Times 100 has economics and business case studies on topics such as Business
Environment, the Economy, Ethics and External Influences.
www.gov.uk
The government portal for government departments and policies.
www.economist.com/

The Economist has an archive of articles about the UK economy. A subscription is
required but it also includes the weekly editions of the newspaper.

www.pearsonschoolsandfecolleges.co.uk/FEAndVocational/BusinessandAdministration
/BTEC/BTEC-Firsts-Business-2012/BTEC-Firsts-Business-2012.aspx
Materials tailored to Level 2 Business with a try before you buy feature.
www.simventure.co.uk/
A business simulation.
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Unit 27: Efficient Business Operations
Delivery guidance
Approaching the unit
This unit provides opportunities for learners to understand how the principles and
techniques of lean manufacturing have affected non-manufacturing environments to
improve business performance. You could develop links with a range of local
businesses, including both manufacturing and non-manufacturing for visits and guest
speakers, so that learners can investigate techniques to improve a wide range of
operations in a business.
Delivering the learning aims
It is important that learners understand the background on the concept and origin of
lean principles and techniques to set this unit in context. For learning aim A you
could lead a group discussion on what the term ‘lean’ means and split learners into
small groups to research the origins of lean. Learners could prepare a short
presentation, listing the similarities and differences between lean production and lean
organisation techniques. You should raise awareness of the need to modify the
techniques to apply to information flows and meet the needs of people in nonmanufacturing environments.
For learning aim B, you could lead a discussion on the factors that affect an
organisation’s productivity, such as the types of waste and non-value-added work
that affect efficiency and ultimately the customer. Visits to businesses and case
studies can help learners to analyse productivity needs and the factors that affect an
organisation’s operating costs. This will lead to learners mapping the process and
measuring the improvement using a flow process analysis methodology, Service
Excellence Needs Analysis (SENA).
For learning aim C, you could introduce the topic of Kaizen and continuous
improvement techniques by interpreting the 5Ss/5Cs from the Japanese words. You
could use case studies to show how to establish an area score. Learners could use a
work area they have access to, which might be their own work experience, or at the
centre, to consider the work area and its activity and determine where information,
tools and/or equipment are missing and where improvements to the area or activity
could be made. The definition of waste should be introduced, and groups can
examine real work environments and use case studies to identify all forms of waste,
and problems or conditions within the work area or activity where improvements can
be made. This can be developed to explore waste in the learners’ own work
environments and examine how it can be eliminated.
For learning aim D, you could split learners into small groups and research existing
Standard Operating Procedures and visual controls for the work area, with each
group presenting their findings to the rest of the class for discussion and comparison.
In this unit you will need to provide teaching input on the tools and techniques used
to facilitate lean systems of lean working.

Delivery Guide – Pearson BTEC Firsts in Business –
Issue 2 – October 2014 © Pearson Education Limited 2014

161

UNIT 27: EFFICIENT BUSINESS OPERATIONS

Getting started
This provides you with a starting place for one way of delivering the unit,
based around the suggested assignments and tasks in the specification.
Unit 27: Efficient Business Operations
Introduction
You could ask learners to write down the types of waste a manufacturing business
could have to make it inefficient in terms of processes. They could then briefly discuss
in pairs the types of waste a non-manufacturing business could have.
Learning aim A: Understand the concept of a lean environment
● Start by getting learners to research the concept of ‘lean’. Guest speakers and visits
to organisations applying lean techniques would help learners identify the concepts
of both lean production and lean organisation, and the benefits of the lean approach.
● It is important for learners to select an appropriate work area or activity to complete
the assessment for this unit. They could prepare a PowerPoint® presentation to
explain the background to the concept of ‘lean’, drawing upon its inception in
Japanese manufacturing production, and link this to current lean office application.
Assignment 1: What is a Lean Organisation?*
Learning aim B: Be able to implement the productivity needs analysis process
● Learners should have opportunities to see examples of a process map using symbols
and terminology determined by ASME (American Society of Mechanical Engineers).
This will help them produce their own detailed process map which must identify
concerns and improvements needed, defining value-added and non-value-added
processing steps and forms of waste that may be inherent.
● Visits to businesses applying these techniques would enable learners to identify key
areas of opportunity which can be used to measure the progress of improvement.
They could then analyse the productivity needs and their purpose in a selected
organisation, e.g. an organisation may need to address the three main factors
affecting the selected organisation’s operating costs:
o labour
o overheads
o material.
Assignment 2: Productivity Needs Analysis and Mapping*
Learning aim C: Understand continuous improvement techniques and the
principles of workplace organisation
● Learners could draw on their research and visits to different work environments, to
produce evidence that shows their knowledge and understanding of business
improvement tools and techniques. For the presentation, learners should provide an
account of the concept of Kaizen and explain the stages involved in the improvement
cycle, illustrating them with a diagram.
● Learners could have discussions on waste and brainstorm what improvements would
give:
o

reduced product cost

o

improved safety

o

improved quality

o

improvements to working practices and procedures

o

reduction in lead time
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o

reduction or elimination of waste.
This will help in preparing the audit.

Assignment 3: Kaizen and Improvement Techniques*
Learning aim D: Be able to use methods to improve the work environment and
eliminate variance
● You should ensure that learners see examples of visual indicators on the visits to
organisations. They should identify any visual management improvements, and
prepare appropriate visual indicators to support this.
● Guest speakers could outline the benefits of having Standard Operating Procedures
in terms of:
o

safety

o

quality

o

efficiency.

Assignment 4: Visual Management Systems*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.

Details on links to other BTEC units, BTEC qualifications and
links to other relevant units/qualifications
BTEC Firsts in Business:
● Unit 1: Enterprise in the Business World
● Unit 2: Finance for Business
● Unit 7: Providing Business Support
● Unit 19: Introducing Project Management

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce endorsed
textbooks that support this unit of the BTEC Firsts in Business. Check the website
(www.edexcel.com/resources) for more information as titles achieve endorsement.
Bicheno, J. and Holweg, M., The Lean Toolbox: The Essential Guide to Lean
Transformation (4th edition),PICSIE Books, 2008 (ISBN 978-0-9541-2441-3)
Covers the lean approaches used in organisations.
Sayer, N.J. and Williams, B., Lean for Dummies (2nd edition), John Wiley & Sons,
2012, (ISBN 978-1-1181-1756-9)
Covers the philosophies and techniques of lean to eliminate waste and maximise the
effectiveness of resources.
Journal
Business Review (subscribe online at:
http://magazines.philipallan.co.uk/Magazines/Business-Review.aspx)
Articles on headline business issues, with the latest developments in the business
world discussed.
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Websites
www.bpminstitute.org
Website of the Business Process Management Institute. with articles and information.
http://www.bized.co.uk/
http://www.tutor2u.net/
http://www.bbc.co.uk/bitesize/
http://businesscasestudies.co.uk/
These websites all provide notes and/or case studies on quality and operations
management.
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Unit 28: Principles of Procurement and
Supply
Delivery guidance
Approaching the unit
This unit provides learners with the opportunity to explore the importance of
effectively managing the supply chain of a business. This unit is important as a
means of providing learners with a grounding in this sector, providing a broad
overview of the main underpinning principles. While the focus of the unit is principally
theoretical, learners should have the opportunity to explore the real-life examples of
working practice in a range of supply chain and procurement businesses and
departments.
There is a wealth of resources available for this unit through the Chartered Institute
of Purchasing and Supply (CIPS). Further information can be found in the Annexe of
this delivery guide.
Delivering the learning aims
This unit is well-suited to engagement with local and regional businesses. There are a
number of small courier firms around the country which form part of ‘hub and spoke’
logistics networks. If your centre is located near a motorway it is possible that you
might be able to secure a visit to a distribution centre for a local or regional business.
Alternatively, a local industrial estate might provide opportunities to explore the
logistics operations of a factory or haulage firm.
For learning aim A you might prepare case studies based on local businesses. You
should carefully select your case studies to ensure that you highlight different
aspects of the specification content. For example, you might wish to explore the
differences between a business which runs its own supply chain in-house and one
which outsources some or all of its supply chain to a firm such as Culina or Eddie
Stobart.
Role-play exercises might allow learners to understand the different roles within a
supply chain and could be extended, given an appropriate scenario, to explore the
benefits of effective procurement and supply. This could also allow learners to act out
the implementation of the ‘five rights’ of procurement and supply through scenarios
that allow them to explore what happens if the rights are not applied properly.
For learning aim B a lecture or PowerPoint® presentation might be a useful means of
using visual representations of the different stages in the sourcing and buying
process. Learners could then be directed to produce annotated diagrams of this
process, explaining the significance of each stage. Groups of learners could work on
the sourcing process for different businesses and could then compare notes with one
another. A guest speaker from a local business could then explain the supply chain of
their firm to learners. This could be followed up with independent research by
learners into contrasting businesses before producing annotated supply chains for
each business.
For learning aim C you might direct learners to research the aims and objectives of
contrasting businesses. This could then serve as the basis for a group discussion on
the type of supply chain and purchasing objectives that could be set to achieve the
overall corporate aims.
Carefully selected examples of the structures of a supply chain and purchasing in
differing businesses could be presented to learners before asking groups of learners
to work in groups on the design of a proposal for a supply chain and purchasing
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structure for a fictitious business. Groups could then feed back their ideas to their
peers and make adjustments in response to peer feedback on the likely effectiveness
of their ideas.
Learning aim D could be introduced using carefully selected clips from news
broadcasts or documentary films in order to illustrate the impact of demand and
supply. For example, there are a number of clips on the ’YouTube’ site which relate to
recent petrol crises, shortages of fashionable Christmas toys and price cuts in
response to gluts of a certain crop. Learners could be divided into groups and asked
to research an example of how market factors have influenced a specific business.
Groups could be assigned contrasting firms in different markets so that learners have
access to a range of examples. Groups could present their ideas back to the class
and could comment on one another’s presentations, leading to a discussion about the
impact of competition on each different market.

Getting started
This provides you with a starting place for one way of delivering the unit,
based around the suggested assignments and tasks in the specification.
Unit 28: Principles of Procurement and Supply
Introduction
A good starting point for this unit might be a visit to a distribution centre or outward
logistics facility. Learners could see the issues involved in receiving goods inward
before organising it efficiently into loads for stores. This would also be a good starting
point from which to challenge their preconceptions about what supply chain
management involves.
Learning aim A: Understand the role of procurement and supply in businesses
● Learners could start this unit by exploring the different roles within the supply chain.
On a visit to a local business they could interview a range of staff with differing
specialist roles and then write up profiles of each.
● When explaining the benefits of procurement and supply, learners should ensure
that they use a range of relevant examples, explaining how the example illustrates a
specific benefit. Examples should be drawn from a range of businesses and should
cover both purchasing and supply chain operations of a business. Learners should be
encouraged to demonstrate that they understand the difference between purchasing
and supply. Group discussion of different examples could be fed back to the class.
Carefully structured questioning could be used to encourage learners to analyse and
evaluate the benefits that they present.
● Decision-making exercises could be used to deliver the five rights of procurement.
Learners could work in pairs or in small groups to match definitions of the rights with
a range of scenarios, justifying their decisions.
Learning aim B – Know about the sourcing process and key stages of the
supply chain
● When considering the stages in the sourcing process, learners could be given the
stages of the process on cards and asked to discuss the likely order of the stages.
Once the process has been agreed, learners could be directed to research
contrasting businesses independently, so that they are able to describe the different
stages in the sourcing process for each business. Guest speaker input from local
firms such as a restaurant and a boutique might be useful at this stage.
● Presentations could be used to deliver the details of the supply chain to learners,
illustrating the supply chain for different businesses. Learners could reinforce this
knowledge through independent research or case study analysis exercises.
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Unit 28: Principles of Procurement and Supply
● An alternative approach to this content might be to place groups of learners in
charge of a mini enterprise. This would allow them to take a ‘hands on’ approach by
designing their own procurement and supply process for their own small business.
They could then contrast their company with a case study example of a larger firm.
Assignment 1: What is Procurement and Supply?*
Learning aim C: Understand the procurement and supply function in
businesses
● Learners could be shown examples of mission statements for the purchasing function
in different companies and then asked to write their own for contrasting businesses
in contrasting sectors, for example, fresh food and designer jewellery. Carefully
selected case studies could be used to build on this by asking learners to consider
where a mission statement has been of use and where it has not.
● When examining the roles of members of the supply chain, learners could write
profiles of members of a supply chain which they could then compare in groups.
Groups of learners could consolidate the exercise by collating the different profiles
into a diagram to illustrate the structure of the supply chain. Groups could then
present their work back to the class.
● Learners could research examples of the procedures used within a supply chain in a
selected business. Learners could then deliver their presentations to small groups of
their peers and could ask one another questions.
Learning aim D: Understand how market factors impact on a procurement and
supply function
● You could provide case study examples of the impact of different levels of supply and
demand on a range of markets. After explaining the definitions of supply and
demand, you could give learners scenarios such as crop failures or a report about
the health benefits of a particular fruit.
● Guest speaker input from different businesses such as a freight firm or a buyer from
a department store would illustrate different perspectives on the impact of market
factors. Learners should prepare for such sessions by producing a list of questions
that they could ask their guests. This could be accomplished in groups so that less
confident learners are able to ask more confident peers to ask questions on their
behalf.
Assignment 2: Procurement and Supply in Practice*
*Full details for the assignment and scenario can be found in the relevant qualification
specification.
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Details on links to other BTEC units, BTEC qualifications and
links to other relevant units/qualifications
BTEC Firsts in Business:
● Unit 1: Enterprise in the Business World
● Unit 6: Introducing Retail Business
● Unit 17: Visual Merchandising in Retail Business
● Unit 26: Introducing the Economic Environment
● Unit 29: Implementing Procurement and Supply in Business.

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce endorsed
textbooks that support this unit of the BTEC Firsts in Business. Check the website
(www.edexcel.com/resources) for more information as titles achieve endorsement.
Bentley, P., Carysforth, C., Chandler-Corris, L., Glencross, K. and Nield, M., BTEC
First Business, Pearson, 2013 (ISBN 978-1-4469-0136-6)
A student book for Level 2 that includes content relevant to learning on this unit.
Hall, D., Jones, R., Raffo, C.et al., Business Studies (4th edition), Causeway Press,
2008 (ISBN 978-1-4058-9231-5)
A comprehensive student book with detailed chapters on competition and supply and
demand.
Journal
Business Review (Philip Allan Magazines)
A journal designed for Business Studies learners that includes relevant theoretical
articles as well as information on companies and markets.
Websites
www.cips.org
The Chartered Institute of Purchasing & Supply. A website designed for professionals
working in this field. Contains news about the sector and a useful dictionary of key
terms.
www.supplymanagement.com
A website for professionals in the field which contains up-to-date news on
developments in the supply management sector.
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Unit 29: Implementing Procurement and
Supply in Business
Delivery guidance
Approaching the unit
This unit builds on the knowledge developed by learners in Unit 28, and allows
learners to explore how the principles that they have investigated are put into
practice by a range of businesses. This unit is well-suited to a range of activities
including role plays, simulations and linking to small learner enterprises.
There is a wealth of resources available for this unit through the Chartered Institute
of Purchasing and Supply (CIPS). Further information can be found in the Annexe of
this delivery guide.
Delivering the learning aims
This unit is ideal for taking a practical, hands-on approach to learning. While lecturestyle teaching and note-taking could be used, there are a number of learner-centred
approaches that could be employed to engage and excite your class.
Learning aim A focuses on the importance of contractual agreements to the
procurement and supply process. This provides an ideal opportunity to organise a
simulation exercise where learners work to negotiate deals for contracts to supply
goods and services. Invited guests from local firms could act as customers for
learners who might work in teams in an Apprentice-style competition to see who can
get the best deals.
Engagement with a law firm or your local Chamber of Commerce could provide
access to specialist knowledge about aspects of contract law. Learners could prepare
lists of questions to ask speakers from these bodies.
Learners could work in groups to design simple contracts, for fictitious businesses,
which they could base on research from relevant sources such as internet searches,
credit-rating reports, and relevant publications on a particular market.
Learning aim B explores the systems that are used to select suppliers, make orders
and make payments. Visits to a business might allow learners to see examples of
such systems in action, or alternatively, contact with specialist suppliers of such
systems might allow you to gain access to training videos for these systems.
Processes such as generating purchase orders are often used in schools and colleges.
Contact with your bursar or business manager might provide an opportunity for
learners to ask questions about the usefulness of such systems. It might be possible
for learners to evaluate the systems in your establishment and then present their
ideas to your business manager in order to receive feedback on their ideas.
Learning aim C is concerned with exploring the role of a range of stakeholders in the
procurement and supply process. When preparing descriptions of the different
stakeholders, where it is not possible to organise guest speakers from which learners
can construct profiles of specific stakeholder groups, it might be possible to arrange
small video conference sessions using a platform such as Skype. This can be
displayed on an interactive whiteboard for the whole class to see. In some cases
whiteboard software contains a program that allows you to record images on your
computer screen.
The question of teamwork could be addressed by putting learners into teams to solve
a procurement or supply chain-related problem. This might involve a dispute between
a supplier and a logistics firm as to who has responsibility for a late delivery.
Learners could be assigned roles, work as a team to solve the problem and then
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evaluate the success of their activity using a theoretical model such as Tuckman’s
team-development model.
Learning aim D relates to the management of quality in the supply chain. Groups of
learners could collaborate with one another to devise a definition of quality for the
procurement and supply of goods by firms in different industries. Similarly, after
being assigned a product, learners could research the ethical issues in procuring and
supplying that specific item.

Getting started
This provides you with a starting place for one way of delivering the unit,
based around the suggested assignments and tasks in the specification.
Unit 29: Implementing Procurement and Supply in Business
Introduction
A good starting point for this unit might be a visit from a solicitor or Chamber of
Commerce representative to discuss contract law and the issues involved in tendering
processes and in forming a contract between two businesses. Learners could prepare
questions for the session so that they can gather information relevant to their
assignment tasks.
Learning aim A: Know about customers and contractual agreements in
procurement and supply
● Learners could start this unit by examining different examples of contracts.
Preparing simplified exemplar documents should allow them to work in groups to
identify the contents and features of contracts.
● Providing learners with definitions of different pricing arrangements as a set of notes
or a presentation could be followed up by asking them to match the definitions to
carefully selected examples.
● Case study examples could be used to illustrate the benefits and drawbacks of each
arrangement.
● Learners could study examples of different documents from the procurement and
supply process, mounting them on sheets of paper and annotating them to highlight
key details.
● When considering the sources of information on suppliers and customers, learners
could be assigned a particular product and asked to conduct research into the
suppliers of, and customers for, that product. Learners could report back to the class
on how useful they found each source of information in completing the task. In the
case of credit reports it might be necessary to produce simple examples of these
documents that learners can study, as such detail is unlikely to be publicly available.
Learning aim B: Know about systems for supplier selection, ordering and
payment
● A useful starting point might be a visit to a local business or a visit from a
procurement manager. This would allow learners to gain a real-world perspective on
the systems used for ordering and payment. It is likely that schools and colleges will
use such systems and therefore it might be possible to see such systems ‘in action’
within your own institution. Learners should be given a demonstration to observe the
use of such systems and an opportunity to ask questions which they might have
prepared in advance.
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● Examples of training videos for different purchasing and payment systems might be
available from producers or through contract with local firms. This might allow
learners to gain an insight into the operation of such systems if a visit or guest
speaker is not available, or to complement and extend such input. Carefully selected
clips of such films could be built into a presentation, during which learners are
directed to take notes.
Assignment 1: What Are Contracts and the Systems Used in Procurement and
Supply?*
Learning aim C: Understand how to work with stakeholders in procurement
and supply
● When considering the role of stakeholders, learners might begin by undertaking a
brainstorming activity in groups, identifying different groups and describing their
interest in the process. Learners could work in pairs or small groups to research the
interest of stakeholder groups in specific products or product categories. They could
then present their findings to the class.
● Presentations and handouts could be used to examine the links between
procurement and supply and other business functions. Learners might be set
problem-solving exercises designed to exemplify specific issues that might arise, for
example the need for collaboration with purchasing to ensure that sufficient raw
materials are provided to meet production schedules.
● Conflict resolution could be exemplified through case studies that might arise as a
result of the procurement and supply process, for example the need for buyers to
negotiate lower prices with suppliers in order to meet a cost-reduction objective
might be problematic due to the damage to long-term relationships that buyers have
developed with their contacts.
● Learners could work in teams to address examples of conflict, acting out defined
roles. They could then use relevant theories of group cohesion and team
development to assess how well their team worked.
Learning aim D: Understand the importance of quality management and
ethical codes of practice in procurement and supply
● In order to define quality, learners might work in small groups to brainstorm ideas
for a definition of quality in the context of procurement and supply for different
products, e.g. clothes, jewellery and fresh food.
● Independent research and note-taking might allow learners to explore the meaning
of quality control, quality assurance and total quality management (TQM), before
placing these concepts in the context of purchasing and supply through class
discussion.
● Guest speaker input could be useful in developing understanding of the costs of
quality as well as the different techniques used in different workplaces. This might be
via a visit from one or more expert practitioners or through web-conferencing
systems such as Skype. Digital video and/or audio recordings of such sessions could
be placed onto a school/college Intranet (with the agreement of the visitor) so that
learners can refer back to them when they ‘write up’ their assignments.
● The ethical issues involved in procurement and sourcing could be explored through
the use of carefully selected clips from documentary films and through articles from
newspapers or journals.
● Learners could research the CIPS code of ethics independently, obtaining the
documents online and then producing a set of notes or a poster to summarise it.
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● Groups of learners could produce a simple ethical code for a given business and then
present it to their classmates, commenting on how they think their suggestions
would impact the procurement and supply function of their given business.
Assignment 2: The Importance of Relationships and Quality in Procurement and
Supply*
*Full details for the assignment and scenario can be found in the relevant qualification
specification.

Details on links to other BTEC units, BTEC qualifications and
links to other relevant units/qualifications
BTEC Firsts in Business:
● Unit 1: Enterprise in the Business World
● Unit 2: Finance for Business
● Unit 22: Working in Business Teams
● Unit 27: Efficient Business Operations
● Unit 28: Principles of Procurement and Supply.

Resources
Textbooks
Bentley, P., Carysforth, C., Chandler-Corris, L., Glencross, K. and Nield, M., BTEC
First Business, Pearson, 2013 (ISBN 978-1-4469-0136-6)
A student book for Level 2 that includes content relevant to learning on this unit.
Hall, D., Jones, R., Raffo, C. et al., Business Studies (4th edition), Causeway Press,
2008 (ISBN 978-1-4058-9231-5)
A comprehensive student book with detailed chapters on a number of topics including
the role of ethics and quality management.
Lysons, K. and Farrington, B., Purchasing and Supply Chain Management (8th
edition), Pearson, 2012 (ISBN 978-0-2737-2368-4)
An advanced text which might benefit the most able learners. Some sections might
be useful for learners if suitably adapted.
Marcouse, I., Surridge, M., Gillespie, A. et al., Business Studies for A-level (4th
edition), Hodder Education, 2011 (ISBN 978-1-4441-2275-6)
A student book for higher level learners which contains detailed chapters on a
number of related topics including stakeholders and quality management.
Journal
Business Review (Philip Allan Magazines)
A journal designed for Business Studies learners that includes relevant theoretical
articles as well as information on companies and markets.
Websites
www.cips.org
The Chartered Institute of Purchasing and Supply. A website designed for
professionals working in this field. Contains news about the sector and a useful
dictionary of key terms.
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www.supplymanagement.com
A website for professionals in the purchasing and supply field that contains up to date
news on developments in the sector.
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Unit 30: Corporate Social Responsibility
Delivery guidance
Approaching the unit
Learners should understand that businesses recognise that they have a responsibility
not just to their owners but also have responsibilities to society; their corporate
social responsibilities. Many businesses want to be seen to be involved with their
communities by making positive contributions. For example, Jamie Oliver’s business
provides training for young unemployed people to become chefs through the
restaurant Fifteen.
You can become involved with businesses by looking at how they meet their social
obligations and how they might develop them perhaps in partnership with your own
college, school or business. You can plan a programme of visits and guest speakers
to consider ways in which businesses meet their corporate social responsibilities.
Some learners may have part-time employment, for instance in supermarkets that
donate to charity food that has reached its sell-by date, thus enabling learners to
witness a responsible business’s actions. You can ask learners to observe what
businesses do in the local community – whether they are sponsoring rubbish bins in
the street or running hybrid vehicles that are fuel-efficient and pollute less.
Research using the internet will show the myriad ways that businesses meet their
social obligations as businesses often highlight their responsible behaviour in their
annual reports. You can use these sources and experiences to show how businesses
act in socially responsible ways. Using an enterprise activity will allow learners to
produce a policy on socially responsible behaviour and they will be able to
demonstrate practically how their enterprise behaves in socially responsible ways.
Integrate Corporate Social Responsibility with the learning in other units such as:
● Unit 3: Promoting a Brand and
● Unit 20: Delivering and Improving Customer Service
to emphasise its role in good business practice.
Delivering the learning aims
It is important that learners recognise why businesses need to act responsibly. For
learning aim A, you need to provide some formal input to explain what is meant both
by corporate social responsibility and by responsible and ethical behaviour. Identify
firstly that it is a business’s responsibility to comply with the law. You can discuss
with learners why businesses need a legal framework within which to work. For
example, employment law protects both employers and employees by setting out
their respective rights and responsibilities. There is a national minimum wage and the
number of weekly working hours is regulated. Then you can show that businesses
often do much more than the legal minimum. You can ask learners to identify and
discuss examples of responsible and ethical behaviour that they have come across.
Your own college, school or business will provide examples of such behaviour and
other instances are easy to find – many supermarkets no longer routinely provide
free plastic shopping bags.
Groups of learners, in pairs or small teams, can make presentations detailing and
comparing examples of responsible behaviour by two contrasting businesses. They
can identify the different stakeholders who have an interest in responsible behaviour.
They can then explain why the businesses act in these ways and which stakeholders
benefit from such actions. Ask learners to identify what they think are examples of
irresponsible behaviour, although there will be others who think of the same
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behaviour as responsible. For example, is it legal, ethical and responsible to appeal
to younger consumers in advertising when promoting the sale of alcoholic drinks? Is
it acceptable for high street retailers to buy clothes from manufacturers in countries
where wages are very low and children might be used to make the garments?
Opposing views will provide the basis for a discussion.
For learning aim B, learners need to know the ways in which businesses can
demonstrate their social responsibilities. Learners can do this by collecting
information such as customer charters and price promises which detail what
businesses will do. Researching the annual reports of businesses will provide
examples of what they do and how important they feel these socially responsible
activities are. You could collect news stories that highlight ethical issues such as
Facebook tracking its users, banks fixing interest rates and cosmetics advertising
using exaggerated pictures of eyelash length. You could ask learners to make a
PowerPoint® presentation or prepare a display showing how a selected business
demonstrates socially responsible behaviour. Learners can investigate and report on
how businesses are involved with the community by doing a survey of the community
activities in their local area such as making charitable donations and supporting local
groups and their activities. There may be a sponsorship deal that involves your
college, school or business and a partner business. For example, a college may offer
its sports facilities to a local football club in return for match day shirt sponsorship.
Ask learners to make a presentation identifying the reasons for such sponsorships
and who benefits. Visiting speakers from local businesses can describe what their
businesses do, why they do it and the benefits that arise from being good corporate
citizens.
Learning aim C requires learners to do independent work using their investigative
skills and make recommendations for action based on what they find out. You could
ask learners to select and work on a business to review and recommend
improvements to its business practices. It might be possible to have access to a
business but it is more likely that business case studies will be developed and
provided. You may have to develop learners’ research skills before asking them to
collect information about what socially responsible practices a business has in place.
Your own college, school or business will provide examples of responsible behaviour.
Learners then have to identify possible areas where improvements could be made.
For example, is the organisation an Investor in People, does it re-cycle waste?
Finally, learners have to recommend improvements to business practices by, for
example, making a presentation and responding to audience questions.
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Getting started
This provides you with a starting place for one way of delivering the unit,
based around the suggested assignments and tasks in the specification.
Unit 30: Corporate Social Responsibility
Introduction
Learners should be asked to identify and discuss examples of responsible and ethical
business behaviour that they have come across – both the behaviour required by law
and the behaviour that goes beyond the legal minimum requirement. Learners should
be asked to contrast this with what they think are examples of irresponsible business
behaviour. Learners can then discuss the reasons for businesses behaving in socially
responsible ways.
Learning aim A: Understand why businesses need to act responsibly
● Learners can discuss the ways in which businesses are required by law to act
responsibly. As an introduction to the topic, learners can use the experience of their
college, school or business because:
o learners will have undergone a health and safety induction
o learners know that they have to treat other people with respect
o learners know that there is a learner charter.
● Divide learners into small groups and ask them to select a local business. Get them
to think about which business activities are covered by the law and what this means
for how the businesses operate. Groups can summarise their findings on a flip chart
which identifies the legislation and the associated business responses. They can
share what they have discovered by making a presentation to the other groups.
● You should provide some formal input outlining the range of topics to be covered,
including why responsible behaviour is of significance to businesses and their
stakeholders. A presentation from a guest speaker could identify which legislation a
business has to comply with, why the business has to comply with the law and why
businesses do more than the law requires.
● You should ask learners to identify examples of responsible and ethical behaviour
that they have come across. Your college, school or business will provide examples
of such behaviour. A college may sponsor a local Masterchef competition. A school
may raise funds for the elderly at Christmas. Learners can find examples from their
own experiences of going shopping, studying and being entertained. You should ask
learners to identify what they think are examples of irresponsible behaviour, such as
journalists hacking mobile telephones and TV companies leaving phone lines open
once viewer voting had closed and keeping the income. This will help them to think
about the reasons and need for responsible behaviour.
● Suggest learners look at the annual reports of companies on their corporate websites
to see the range of socially responsible behaviour businesses demonstrate. You
should ask learners to make a presentation identifying three examples of good
corporate behaviour and one example of irresponsible corporate behaviour. Different
learners should cover different points so that a broad range of ideas can be covered,
discussed and shared between members of the group. Learners could produce
spidergrams to identify the characteristics of a business being a good corporate
citizen and the stakeholders interested in socially responsible corporate behaviour.
The spidergrams could be annotated with what the characteristics are, the
stakeholder interests and how socially responsible behaviour by businesses meets
the interest of the different stakeholders. Learners can add a summary of the
reasons why businesses need to be socially responsible.
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Assignment 1: The Need to Act With Social Responsibility*
Learning aim B: Know ways in which businesses can demonstrate corporate
social responsibility
● Start by getting learners to research how businesses demonstrate social
responsibility towards customers and suppliers. Collecting examples of customer
charters, price promises and service commitments will indicate how businesses do
this. Learners can also use any experiences from work, for example some businesses
make price promises if customers have been overcharged or would be charged less
for the same product at a competitor business. You could ask groups of learners to
compare two businesses in different, contrasting industries and discuss what is in
their charters, how the charters offer more than is legally required and why
businesses make these commitments. Learners could tabulate the information and
put it on display.
● Learners could research the social impact of business activities by selecting an issue
such as re-cycling or animal testing and make a presentation on what it is and what
impact these business activities have on society. A guest speaker could talk about
how a business manages the social impact of its activities. A visit to a local business
would also demonstrate how it manages the social impact of its activities.
● You could ask learners to identify examples of businesses being involved with the
community locally. Observing what is happening in the area and reading the local
newspapers will provide examples. Learners could make a presentation or a display
to show how local businesses are involved with the community and the benefits this
brings to both the businesses and the community.
Assignment 2: Demonstrating Corporate Social Responsibility*
Learning aim C: Be able to review and recommend improvements to business
practices
● Agree with learners which businesses they want to use for reviewing and
recommending improvements to business practices. You need to ensure that the
businesses will provide the relevant information. You could use a mini enterprise to
show how its business practices can be reviewed and improved or learners could be
provided with a series of case study examples. Alternatively, you can create a bank
of materials in a learning centre for learners to use. For example, by bringing
together all your college’s, school’s or business’s relevant policies, procedures and
certifications, learners will be able to establish what happens in areas such as
employment (legal compliance, employee benefits, Investors in People) or
sustainability (recycling, energy management).
● Learners need to discuss ways in which they can gather and record information
about socially responsible corporate policies, procedures and practices. You will need
to provide some formal input to develop learners’ research skills before asking them
to use the techniques to collect information about what socially responsible practices
a business has.
● Learners can clarify their ideas by discussing what they have found. You could ask
learners to tabulate results so they could compare current responsible practices
against desirable responsible practices. Learners could then make a presentation
suggesting actions to close the gaps, but they need to be aware of both the
practicalities and cost of the proposals.
Assignment 3: Improving Socially Responsible Business Practices*
*Full details for the assignment and scenario can be found in the relevant qualification
specification.
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Details on links to other BTEC units, BTEC qualifications and
links to other relevant units/qualifications
BTEC Firsts in Business:
● Unit 1: Enterprise in the Business World
● Unit 3: Promoting a Brand
● Unit 4: Principles of Customer Service
● Unit 5: Sales and Personal Selling
● Unit14: Business Online
● Unit 15: Public Sector Business
● Unit 16 Enhancing the Customer Experience
● Unit 24: Work Experience in Business

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce endorsed
textbooks that support this unit of the BTEC Firsts in Business. Check the website
(www.edexcel.com/resources) for more information as titles achieve endorsement.
There are no textbooks that deal systematically with the subject at this level.
However teachers may find the following references helpful:
Fisher, C. and Lovell, A., Business Ethics and Values: Individual, Corporate and
International Perspectives (3rd edition), Financial Times/Prentice Hall, 2008 (ISBN
978-0-2737-1616-7)
A book that has recent cases that focus on corporate social responsibility. A useful
source of materials particularly for teachers.
Hollender, J. and Breen, B. The Responsibility Revolution: How the Next Generation
of Businesses Will Win, Jossey Bass, 2010 (ISBN 978-0-4705-5842-3)
A book that argues the case for businesses recognising their corporate social
responsibilities as part of their good business practices.
Journal
The Economist
A weekly economics and business journal that has regular articles and features about
issues related to businesses’ social responsibilities. It has an extensive archive of
relevant materials. It can also be found online at http://www.economist.com/.
Websites
http://www.j-sainsbury.co.uk/responsibility/
Learners can look at what individual businesses do in respect of corporate social
responsibility. It may be biased but many publish detailed information. A website
such as that for J Sainsbury plc has details of what an individual business does.
www.bized.co.uk
Business education resources with materials on corporate social responsibility.
www.pearsonschoolsandfecolleges.co.uk/FEAndVocational/BusinessandAdministration
/BTEC/BTEC-Firsts-Business-2012/BTEC-Firsts-Business-2012.aspx
Materials tailored to Level 2 Business with a Try before you buy feature.
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wwwbusinesscasestudies.co.uk/#axzz2Psb2zArK
The Times 100 has case studies on Corporate Social Responsibility and Ethics.
www.tutor2U.com
Resources and revision materials on corporate social responsibility, including video
material. There are links to other sources of information on corporate social
responsibility.
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Unit 31: Managing Personal Finances
Delivery guidance
Approaching the unit
This unit provides opportunities for learners to engage with the financial services
industry through investigating the different types of financial service providers and
the types of advice and products/services they offer. You could develop links with a
local bank or building society to collect information or arrange a guest speaker.
Most learners may already have a financial service product, as most banks and
building societies provide savings accounts aimed at young people. The idea of the
unit is to get the learners thinking about how they will handle their own money once
they have left compulsory education and either progressed to university or entered
the world of work and become financially independent adults.
After completion of this unit learners should feel that they can be well informed
customers of financial services providers. They should understand the implications of
current financial issues, such as the rise of payday lenders, and be comfortable with
the complexity of banking products and know how to access advice and information.
Delivering the learning aims
It is important that learners recognise that as they become financially independent
they will have to take control of their own finances and plan for future eventualities
by both seeking advice and accessing financial products and services from financial
service providers. You could lead discussion groups to explore learners’ aims and
aspirations for the future:
● whether it is going to university, or the types of career they hope to follow once
they leave full-time education
● the salary they might expect to earn
● getting married
● buying a house
● buying a car
● going on holiday
● having children
and how they will financially achieve these aims during their life journey. The nature
of the personal life cycle will vary from person to person depending on their life
events, but they can pick out and list the key events in most people’s lives that need
to be funded or budgeted for. This will act as an introduction to the first learning aim
and get the learners thinking about how they can plan to help achieve these
aspirations and how they will need to manage their personal finances along the way.
For learning aim A, in small groups or pairs, learners could consider what type of
planned or unplanned events in their life need to be taken into account in terms of
personal financial planning. They could also consider how they might prepare for, or
cope with, life’s unpleasant surprises. These can happen to anyone at any time. You
could ask learners to do some research and find out the cost of the average wedding,
raising two children, a family holiday to Italy, a five-door family car or a £150,000
mortgage over 25 years. It is quite likely that some of your learners will progress to
university and you could ask them how they will finance these vital years. A grant or
bursary, student loan, part-time job, or supportive parents perhaps? They can
consider how much they think a typical student ends up owing at the end of their
course.
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Learners can then discuss the need to have a current account so they can receive
their wages direct into their bank account each week/month from their employer and
pay their regular household bills by direct debit to help with financial planning and to
avoid missing payments. The need for keeping records can be introduced so they can
check their records against any statements or bills they receive to help prevent them
being the victim of any errors or fraud. Class exercises can be undertaken where
they have to check credit card receipts against a statement to see if there are any
entries they do not have a receipt for. The need for checking payslips can be
introduced to ensure they have been paid the correct amount, particularly if they
have worked overtime, to ensure they have been paid for all the hours they have
worked. This can be developed into a discussion about online banking, looking at the
need for security when setting up or using passwords and PIN numbers.
The topic of financial service providers can be introduced by the use of a guest
speaker from a local bank or building society. This could be either a
financial/customer adviser or a financial planner, although most of the major clearing
banks and larger building societies do have education liaison officers who, as part of
their role, will visit schools and colleges to deliver sessions on money management. A
guest speaker always adds a sense of occasion to the topic and allows learners to see
the content in context of the world of work. Learners could also research information
themselves, from the internet and newspapers, on the different types of products
available and the prevailing interest rates, fees/charges or terms and conditions.
For learning aim B, learners get a chance to:
● produce a personal budget from a set of data provided by you
● provide analysis and advice to the owner of the data identified in your scenario
● demonstrate their understanding of the key concepts of financial planning.
It is important that you provide realistic data linked to a short scenario that allows
the learners, once they have constructed the personal budget, to undertake some
meaningful analysis to provide advice and make recommendations to help improve
the financial position of the person seeking their advice. You could include a series of
consecutive months where the person is getting more and more overdrawn, so that
expenditure on luxury items or entertainment cannot be sustained in the long term.
There may be a planned purchase of a new car where there is not enough money to
meet this expense, a change of job, or loss of overtime, which means the income is
reduced partway through the forecast. An unforeseen event could be included that
adds unexpected costs or the scenario could indicate they hope to have a family
holiday in America at the end of the forecast period but the closing balance does not
support this.
In this unit you will need to provide teaching input on the construction and use of
spreadsheets although it is not the intention to assess the learners’ ability to use
formulae correctly in the construction of the spreadsheet. You could provide a
working spreadsheet to the learners as a template or you could help them with the
construction of the spreadsheet to ensure that it works correctly.
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Getting started
This provides you with a starting place for one way of delivering the unit,
based around the suggested assignments and tasks in the specification.
Unit 31: Managing Personal Finances
Introduction
Planning personal finances is a skill which all business people need to develop if they
are to have a secure financial future. It is important for learners to appreciate the
factors that can impact on this as well as the consequences of not planning properly.
You could ask learners in small groups or pairs to imagine themselves at 55 years of
age and write down how they will judge if they have been successful in life, i.e. what
have they done, what do they own. Then repeat the exercise imagining they have been
unsuccessful. They can either provide feedback at the end of each exercise or provide
feedback to both at the end of the activity. A lot of the successful feedback will be
based on material things such as a big house or a big car.
The discussion can be developed into how they will get there and how financial
planning can help them. Unsuccessful feedback might be based on a lack of material
things, such as using public transport rather than owning a car of their own, or being in
debt.
Some of the more able learners might come up with things that cannot be measured in
monetary terms, such as happiness and fulfilling relationships. This adds to the
discussion of what money and wealth can and cannot bring, but the important thing is
to get learners to start thinking about what they want from life and what is important
to them. You can then introduce the concept of financially planning for their future to
help them meet their goals.
Learning aim A: Know about managing personal finances and financial
products and services
● Start by getting learners to think about why they need to plan for the future by
getting them to work either in small groups or carry out activities in pairs. Learners
could put ideas onto flip chart paper or prepare a PowerPoint® presentation and
present their ideas to the rest of the group. This can be developed into the
consequences of not planning and lead on to the idea of having savings or
insurances to cover for emergencies.
● Learners can be presented with a bank or credit card statement and asked to check
the entries against the receipts kept by the owner to identify entries that appear to
be either there in error or by a fraudulent activity. Alternatively, or in addition, they
could be given a series of wage slips to check the pay indicated against the hours
worked and the rate of pay, or check utility bills against meter readings. This should
raise learners’ awareness that financial information they receive in everyday life
should be checked and monitored and not just be accepted as accurate, i.e. they are
starting to take responsibility for their own finances.
● You could invite a bank or building society representative to give learners a talk that
covers the types of products and services they provide and the rules and regulations
that financial service providers must comply with. They could also research their own
information from the internet or visit local banks and building societies to collect
leaflets on the different types of products and services they provide.
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● Learners could undertake class exercises where they have to compare the features
and benefits of three credit cards, savings accounts or loans from different providers
to recommend which they think is the best one or provides the best value. They can
download the information from the financial service provider’s website to make
comparisons just as they would if they were thinking of taking out that product
themselves to get the best deal. This will help them decide which is the most
important feature to them, i.e. the interest rate, reputation of the lender/product,
ease of access or the incentive/freebie offered as an inducement!
● Using the financial services researched in the last activity, learners could prepare a
presentation which advises different groups of people as to what financial services
would be appropriate for them. You could provide each group with a set scenario on
a notecard such as a young family moving into their first home or a single middleaged person who has been made redundant.
Assignment 1: Managing Personal Finances and Financial Products and Services*
Learning aim B: Produce a personal budget that takes account of personal
remuneration and expenditure
● Start by getting learners to think about how, by creating a personal budget, they will
be able to plan their spending so they can meet their financial objectives in the
future. They could list the types of income they are likely to receive and the types of
expenditure they are likely to incur when they first become independent adults.
Hopefully they will list the obvious items of expenditure like food, rent/mortgage,
gas/electricity, clothes, but may neglect other expenses such as council tax,
television licence, buildings/contents insurance, vehicle excise duty (car tax).
Learners should consider why it is important to set a personal budget.
● They could then put these headings into a personal budget template on a
spreadsheet and estimate the cost of each as a class exercise with input from you.
They could then decide the level of income they would need to cover these costs and
think about the types of jobs or career that would provide this income. This would
get learners thinking about planning personal finances and introduce them to the
concept of a personal budget.
● You could provide the learners with two or three exercises where you give them
financial data in a scenario and they have to produce a personal budget on a
spreadsheet and provide advice to the imaginary owner of the data to help them
improve their financial situation. In groups, learners should look critically at the
budgets they have produced and discuss why they are important.
● With practice, learners should be able to produce reasonably accurate personal
budgets.
● When learners are confident in producing budgets you should provide them with an
exercise where they need to create a personal budget that considers contingency
planning. Introduce them to the idea by discussing the different situations that could
be a problem to a planned budget, such as their car breaking down or their kitchen
flooding.
Assignment 2: Production of a Personal Budget*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.
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Details on links to other BTEC units, BTEC qualifications and
links to other relevant units/qualifications
BTEC Firsts in Business:
● Unit 2: Finance for Business.

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce endorsed
textbooks that support this unit of the BTEC Firsts in Business. Check the website
(www.edexcel.com/resources) for more information as titles achieve endorsement.
Bentley, P., Carysforth, C., Chandler-Corris, L., Glencross, K. and Nield, M., BTEC
First Business, Pearson, 2013 (ISBN 978-1-8469-0620-6)
A student book for Level 2 that includes content that covers personal finance.
Tyson, E., Personal Finance for Dummies (7th edition), John Wiley & Sons, 2012
(ISBN 978-1-1181-1785-9)
Covers the basic principles of personal finance.
Journal
Which?
A monthly magazine that has a ‘your money’ section in each edition.
Websites
www.which.co.uk
This website covers consumer issues and has a section on money. By clicking on the
‘money’ tab it provides options on: savings & investment, credit cards & loans, bills &
budgeting, insurance and bank accounts.
www.moneysavingexpert.com
The founder and editor of this website is Martin Lewis, who comments on personal
financial matters for the BBC. The website has a student section and covers financial
education.
www.fsa.gov.uk
This is the website of the Financial Services Authority, the body that regulates the
financial services industry.
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Unit 32: Sustainability in the Business
Workplace
Delivery guidance
Approaching the unit
This unit identifies for learners the importance of sustainability in the business
workplace. Resources such as oil are scarce, so their use needs to be properly
managed both as a wider social obligation and as an element of good business
practice. This involves using fewer resources, so supermarkets have attempted to
encourage consumers to switch from using disposable plastic shopping bags to reusable shopping bags. It also involves making better use of existing resources, so
polar fleece, which is used to make outdoor clothing, is made in part from re-cycled
plastic bottles.
You need to examine with learners the full range of sustainable practices that benefit
the business workplace. In transportation alone, for instance, Transport for London
operates a low emission zone (LEZ) to promote the use of cleaner diesel delivery
vehicles. Distribution companies use computer software to route their delivery
vehicles so that they do not use fuel unnecessarily. Metroshuttle in Manchester uses
diesel–electric hybrid buses and these are free. The Cycle to Work scheme offers
businesses financial incentives to encourage their employees to cycle to work to
promote health and to reduce environmental pollution.
Businesses develop policies and practices to promote sustainability in the workplace
and each individual has a responsibility to comply with these policies and practices.
You will support learners in identifying businesses where there are non-sustainable
practices and how these can affect the workplace, before going on to explore ways in
which a workplace could improve its sustainable practices. Learners will then use
what they have learned to devise and implement a sustainability campaign before
reflecting on the outcomes of such a campaign.
Developing sustainable business practices ensures that business resources are
managed responsibly. Sustainability is used by many businesses as a strand in their
marketing and promotional activities to attract customers who have an increasing
expectation that businesses should behave in ethical and responsible ways. Such
business practices also contribute to the wider social requirement for responsible and
sustainable behaviour by all members of society, but ultimately, sustainability in the
business workplace will contribute to the achievement of business goals.
Delivering the learning aims
Learners have to recognise the nature and importance of sustainability both as a
social and a business issue. Resources are wasted and therefore better use needs to
be made of them. Learners will be familiar with this idea from home, as household
waste is sorted before collection so that it can be re-cycled. They will know that using
resources has an environmental impact and they can see that many cars in a rushhour traffic jam have just one occupant journeying to work. Learners need to identify
the full range of unsustainable practices that directly and indirectly affect the
workplace and the impact that these unsustainable practices have. Learners will then
have to devise and implement a campaign to promote environmental sustainability in
a business workplace and to reflect on its outcomes in trying to establish whether
sustainability supports the achievement of business goals.
For learning aim A you can ask learners to discuss what constitutes sustainable
behaviour and to identify the things they do either at home, school/college and work
to promote sustainability. They might mention straightforward things such as turning
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the lights off when leaving a room, sorting the household rubbish into different recycling bins and putting on extra clothes rather than turning the heating up. They
might also mention more unusual things such as donating usable but unwanted items
to charity shops, collecting rainwater for garden watering or growing fruit and
vegetables at home.
Discussing the reasons for doing or not doing these things can include consideration
of whether the same ideas are applicable to business situations and whether there
are other things that businesses do to promote sustainability. You can invite
representatives from interest and pressure groups who have an interest in
sustainability to discuss the subject with learners. Visiting a factory or large store will
show sustainability practices in operation.
For learning aim B, learners have to do independent practical work and they need to
know how to research sustainability issues in the workplace. Learners can do this by
collecting information about what happens in their college/school and at places where
they work. Public service providers and sporting venues used by learners will also
provide examples of sustainability working practices. Many businesses have explicit
policies on sustainability in the workplace as do local councils and this information is
readily available either in printed form or on the internet. In addition, learners need
to know how to design a promotional campaign. They can find examples both from
commercial activities such as supermarkets’ use of celebrity chefs to promote their
food products, as well as campaigns designed to promote healthier living such as the
Department of Health’s Quit Kit. There may be scope to develop a campaign as part
of a local initiative in which the college/school works in partnership with a business to
promote sustainable activities such as waste management or re-cycling.
Learning aim C requires learners to follow through their work on designing and
implementing sustainability in the workplace campaign. You should ask learners how
they can judge the success of campaigns and what indicators might be used. These
indicators might range from the informal:
● in which people are aware of sustainable practices such as ‘Bag for Life’ that
encourage people to re-use plastic shopping bags
● supermarkets donating food that has reached its sell-by date to local charities
rather than throwing it away
to the quantifiable measures:
● used by local councils to calculate how much and what types of household waste
are re-cycled.
Learners then have to identify possible areas where further improvements could be
made. For example, does the business buy its resources from sustainable sources? Is
there a policy on sustainability and the associated best practices that applies across
the business?
Integrate Sustainability in the Business Workplace with the learning in other units
such as:
● Unit 1:Enterprise in the Business World
● Unit 9: Principles of Marketing
● Unit 27: Efficient Business Operations
● Unit 30: Corporate Social Responsibility.
If a mini enterprise is used then it can demonstrate the use of sustainable workplace
practices.
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Getting started
This provides you with a starting place for one way of delivering the unit,
based around the suggested assignments and tasks in the specification.
Unit 32: Sustainability in the Business Workplace
Introduction
Sustainability involves businesses in using scarce productive resources efficiently to get
maximum benefit from them, to make them last and to ensure that their use has a
limited impact on the environment. For example, all businesses use energy that is
costly to produce and needs resources such as coal and oil that will eventually run out.
The carbon produced in energy generation is also environmentally harmful so engine
manufacturers for cars and aeroplanes are researching ways to make engines less
polluting. The unit may inspire you and your learners to use sustainable practices at
work and to make positive changes to ways of living. Learners can use what they learn
to devise and carry out a campaign to promote sustainability in a selected business
workplace.
Learning aim A: Explore sustainable practices that benefit the business
workplace
● Using your school/college or workplace, you could divide the learners into groups
and ask them to make two lists based on observations or surveys – one of
sustainable practices and the other of non-sustainable practices. You could then ask
them to extend the lists. For the sustainable practices they could identify why the
practice is in place and what it achieves. For the non-sustainable practices they could
identify the possible reasons why the practice continues to be in place. Each group
could present its findings and use the information as the basis for a discussion on
the importance of sustainable practices in the workplace.
● You could invite representatives from a local environmental group, the local
authority and a business to discuss what businesses can and might do to develop
sustainable practices and the reasons for so doing. You could arrange for
contributors to have opposing views. For example, someone from Friends of the
Earth might want to see businesses implementing numerous sustainable practices,
but a representative from a Chamber of Commerce would point out that the cost of
adopting sustainable practices would make some businesses uncompetitive.
● You could identify the range of issues that are associated with sustainability by
giving each learner or small group of learners a business to investigate and ask them
to tabulate the relevant issues. The internet is a good source of information about
sustainability for many businesses as it provides comprehensive overviews of what
they do. You could then bring the findings of the individuals/groups together to
identify the common sustainability issues before discussing their significance.
● In groups, you could ask the learners to use the lists of sustainable practices and
non-sustainable practices to produce an annotated spidergram showing the
advantages of using sustainable practices in the business workplace and the
costs/disadvantages of failing to have sustainable practices in the business
workplace.
● You could arrange a visit to a factory, retail outlet or other business to see how
sustainability practices are used in the workplace. An engine assembly plant or car
factory will generate some of its own power. Off-cuts of steel are sent for reprocessing. Old machinery is sold for use to businesses in developing economies
rather than being scrapped. If a visit is not feasible, then consider the sustainability
issues associated with major projects such as the London Olympic and Paralympic
Games.
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● You could divide learners into groups and give them different types of workplace to
consider, for example a garage, a supermarket or a local council. You could ask
learners to research what rules and regulations, in respect of sustainability, apply to
these different workplaces and how the rules and regulations affect how such
businesses work.
● You will need to provide formal input for topics that are have a technical dimension,
so for example you may have to explain the nature and scope of the legal and
regulatory requirements in respect of sustainability.
Assignment 1: The Importance of Sustainability for All*
Learning aim B: Research and carry out a campaign to promote environmental
sustainability in a business workplace
● You could start by getting learners to research the sustainability issues in
business workplaces. Some of these may already be well known, such as
reducing power use and re-cycling materials, but focus on where action is limited
or could be improved. Other issues may be less familiar. Allowing staff to work
from home reduces the need for travel but requires staff to adopt different
approaches to working and may have additional costs such as ensuring staff are
supplied with the right communication equipment and software. Alternatively,
car sharing might be promoted as might the Cycle to Work scheme if it is not
possible or desirable to allow staff to work from home.
● You could identify with learners the potential sustainability issues that might
warrant a promotional campaign and discuss and agree with them why they are
suitable campaign topics. The college/school provides a suitable business
environment for designing and running a campaign, but learners’ own (and
other) workplaces may be willing to work cooperatively on devising and running
sustainability campaigns.
● Ask learners to look at promotional campaigns used in workplaces to support
sustainable business practices. ‘Switch it off’ campaigns are commonly found and
promoted using posters, stickers and publicity material/reminders in pay advice
slips.
● A visit to a suitable local business would demonstrate how the business manages a
promotional campaign. You could ask learners to summarise campaigning techniques
used and how these contribute to an effective campaign. Learners could discuss their
findings and conclusions in small groups.
● You could divide learners into groups and ask them to identify the elements of a
potential campaign plan such as:
o

the aim of the promotional campaign

o

its key message

o

the target market

o

the campaign techniques

o

the campaign duration

o

the resources needed for the campaign.

● You could ask each group to present its findings and then use the information as a
basis for a discussion on how to plan an effective campaign on sustainability in the
workplace.
● You could ask the groups of learners to identify the elements of a campaign plan to
promote sustainability in the workplace with specific, measurable, achievable,
realistic, time-constrained (SMART) objectives covering all relevant requirements
such as promotional methods, target audience, timeframes and so on. Learners
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could tabulate the information and put the ideas on display in the form of a draft
plan and could discuss the ideas of other groups to identify and clarify the
practicalities of campaign planning.
● These activities will provide learners with an understanding of campaigning and how
campaigning techniques can be used to promote sustainability in the business
workplace.
Learning aim C: Reflect on the outcomes of the sustainability campaign
● You could ask learners to brainstorm ideas on how the effectiveness of
campaigns promoting workplace sustainability can be measured and the range of
indicators that can be used. You will need to discuss with learners some of the
practicalities of measuring effectiveness.
● Learners need to discuss ways in which they can gather and record information
about campaign effectiveness. You could ask them to design methods by which
they could get feedback and measure the effectiveness of the campaign they
have designed and implemented.
● Consider creating a bank of materials in a learning centre for learners to use that
show how the effectiveness of campaigns can be judged and to which learners
can refer. You will need to provide some formal input to develop learners’
interpretive skills before asking them to come to conclusions about the
effectiveness of campaigns.
● You should require learners to get feedback from others such as relevant
stakeholders, business leaders, community leaders and those who are
experienced in promoting workplace sustainability. The feedback should focus on
the strengths and weaknesses of the promotional campaign in relation to other
campaigns, the appropriateness of the campaign for the target audience, the
effect on the sustainability issue, the clarity of the messaging and how well the
campaign managed to raise awareness of the sustainability issue.
● Ask learners to use suitable techniques to assess the outcomes of the campaign
within the workplace before the results are tabulated and displayed graphically
using computer software.
● Learners can extend their work by suggesting ways in which the chosen
sustainability issue could be further addressed by the business.
Assignment 2: Sustainability Campaign*
*Full details for the assignment and scenario can be found in the relevant qualification
specification.
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Details on links to other BTEC units, BTEC qualifications and
links to other relevant units/qualifications
BTEC Firsts in Business:
● Unit 1: Enterprise in the Business World
● Unit 3: Promoting a Brand
● Unit 9: Principles of Marketing
● Unit 14: Business Online
● Unit 27: Efficient Business Operations
● Unit 30: Corporate Social Responsibility.

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce endorsed
textbooks that support this unit of the BTEC Firsts in Business. Check the website
(www.edexcel.com/resources) for more information as titles achieve endorsement.
Blowfield, M., Business and Sustainability, OUP Oxford, 2012, (ISBN 978-0-19964298-4)
An account of the sustainability issues facing business and the businesses’ responses
to these developments. It is a resource for teachers.
Esty, D.C. and Winston, A.S., Green to Gold: How Smart Companies Use
Environmental Strategy to Innovate, Create Value, and Build Competitive Advantage,
John Wiley & Sons, 2009 (ISBN 978-0-4703-9374-1)
An overview of what businesses can do to act in a sustainable way. It is a resource
for teachers.
Websites
www.bbc.co.uk/schools/gcsebitesize/geography/sustainability/
The BBC provides materials on sustainability.
www.bbc.co.uk/news/business-11755672
The BBC provides news stories on sustainability. This material relates to Unilever.
www.bized.co.uk
Business education resources including some material on sustainability.
www.businesscasestudies.co.uk
The Times 100 has business case studies including some material on sustainability.
www.economist.com/
The Economist has an archive of articles on business practices and sustainability. A
subscription is required but it also includes the weekly editions of the newspaper.
www.iisd.org/business/tools/principles_sbp.aspx
The International Institute for Sustainable Development has a checklist of sustainable
business practices.
www.j-sainsbury.co.uk/responsibility/20x20/
J Sainsbury plc has a sustainability plan. Other businesses have similar policies and
procedures.
www.norfolk.gov.uk/Environment/Sustainable_development/index.htm
Norfolk County Council‘s sustainability plan. Other county councils have similar
policies and plans.
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www.pearsonschoolsandfecolleges.co.uk/FEAndVocational/BusinessandAdministration
/BTEC/BTEC-Firsts-Business-2012/BTEC-Firsts-Business-2012.aspx
Materials tailored to Level 2 Business with a Try before you buy feature.
www.richmond.gov.uk/home/environment/sustainability.htm
The London Borough of Richmond upon Thames’ sustainability plan. Other local
authorities have similar policies and plans.
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ANNEXE

Annexe
Definitions of terms used in assessment criteria grids
Most assessment criteria start with a command word − ‘describe’, ‘explain’,
‘evaluate’, etc. These words relate to how complex a learners’ answer should be.
Learners will need to provide evidence that meets the command-word requirements
of a criterion. Some terms in the assessment criteria grids have particular meanings
in the business sector. For clarification, definitions are given below for each of the
terms used.
You can use this glossary with your learners to:
● help them understand what the language used in the criteria means
● what they will need to do to attain a specific grade
● to give further clarification on how their work has been assessed.
You may also find it useful as a means of providing further guidance when you are
assessing learner work against the assessment criteria.
Command word

Definition

Analyse

Identify the factors that apply and state how these are
related. Explain the importance of each one.

Answer

Provide responses to customer queries. Meet customers’
needs by providing responses to routine
questions/enquiries.

Apply

Put skills/knowledge/understanding into action in a
particular context.

Assess

Give careful consideration to all the factors or events that
apply, and identify which are the most important or
relevant.

Compare

Identify the main factors relating to two or more
items/situations, and explain the similarities and
differences, and in some cases say which is best and why.

Define

Clearly explain what a particular term means and give an
example, if appropriate, to show what is meant.

Demonstrate

Provide several relevant examples or related evidence
that clearly support the arguments being made. This may
include showing practical skills.

Describe

Give a clear description that includes all the relevant
features – think of it as ‘painting a picture with words’.

Discuss

Consider different aspects of a topic and how they
interrelate, and the extent to which they are important.

Draw up

Assemble a business document or financial statement.

Evaluate

Bring together all information and review it to form a
conclusion. Give evidence for each of view or statement.

Explain

Provide details and give reasons and/or evidence to
support the arguments being made. Start by introducing
the topic then give the ‘how’ or ‘why’.

ANNEXE

Command word

Definition

Identify

Point out or select the correct option or give a list of the
main features.

Justify

Give reasons or evidence to support opinion, to show how
conclusions have been arrived at.

Organise

Arrange or manage an activity/documentation.

Outline

Write a clear description, but not a detailed one.

Prepare

Take the required actions and carry out research to put
together a fit-for-purpose document, such as a business
plan.
Take the required actions and carry out research to get
ready to undertake a specific activity.

Present

Show in an organised manner.

Produce

Create a specific business document or plan.

Provide

Supply somebody with something, e.g. an interviewer
with answers to questions (transitive).
Supply the required help to ensure the smooth running of
an activity, e.g. administrative support for a meeting
(intransitive).

Research

Investigate a topic/subject in order to find out
information/answers.

Review

Examine a topic or an item to make sure that it is correct
or to provide a report on the quality of a
document/report/item.

Select

Choose the best or most suitable option.

Store and manage

Collect, keep (save) and deal with data, interrogating the
data as required.

Store and save

Collect and keep data for future use.

Use

Put something into action, or use it to achieve a specific
goal/target.
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UNIT 28 AND 29: FURTHER SUPPORT FOR LEARNERS AND TEACHERS

Unit 28 and Unit 29: Further Support for
Learners and Teachers
Procurement and supply is critical to the success of any business. The Chartered
Institute of Purchasing & Supply (CIPS) units help learners to enter this important
profession and open a number of progression pathways. Learners can progress into
higher education, a professional CIPS qualification or straight into procurement and
supply employment.
CIPS is dedicated to providing learners and teachers with support and guidance to
enable the best learning experience. CIPS will provide all learners and teachers
taking Units 28 and 29 with one year free student e-membership. This opens the
door to key study support tools such as:
● www.cips.org including from autumn 2013 dedicated pages for BTEC students
● CIPS Intelligence an online, comprehensive, procurement and supply
knowledge and information resource
● supplymanagement.com dedicated website for the procurement and supply
profession including up to date news and features.
● BTEC student newsletter
● Online and face to face networking
● 10% members’ discounts on books
On successful completion of Units 28 and 29, learners will be awarded a certificate to
recognise their achievement. This will give learners an exemption from completing
the CIPS Certificate in procurement and supply operations. They can continue directly
to the CIPS Advanced certificate in procurement and supply operations. After
completing this, they can continue with the CIPS qualification path to full Membership
(MCIPS). Full details of the qualifications can be found on the CIPS website.

Websites
www.cips.org
www.supplymanagement.com
http://cipsintelligence.cips.org/

Further teaching support
CIPS will provide high quality teaching content to support delivery of this unit.
Teaching staff will have access to a slide deck which follows the unit syllabus and has
many tools, models and schematics to help deliver the learning in an easy to
understand style. Further resources include interactive games to engage learners and
video tutorials that help bring the subject to life.

