Business and Communication Systems Theory Topics
                                 For First Examination 2011 
Year 11 

This unit aims to help students understand the importance of ICT systems in business which contribute to the success of a business, in achieving its objectives. 
	                      Topic: Workplace Organisation 

	Topic Area 
	Candidates should be able to:

	Workplace Organisation 

· Different kinds of working environment

· Advantages and disadvantages of different office layouts

· Impact of modern developments on working practices

· Ergonomics
· Sustainability
	· Understand the different features of open- plan and cellular offices.
· Understand the advantages and disadvantages of open -plan and cellular offices.
· Be able to decide when a layout is suitable for a particular situation.

· Understand the importance of a well-designed workplace.
· Define ergonomics.
· Be aware of new technologies and practices such as teleconferencing, video conferencing and hot desking

· Understand how new technologies are changing how and where employees do their jobs.

· Recommend the use of new technology where it is appropriate.

· Understand a range of flexible work practices (teleworking, homeworking and flexi-time)

· Understand the impact flexible work practices have on a business and the working lives of employees. 

· Understand the growing importance of ‘environmentally friendly’ practices.
· Understand the practical ways that a business can use resources in a more environmentally friendly way.

	                    Topic: Workplace Organisation 

	Topic Area
	Candidates should be able to:

	Health and Safety at work 

· The importance of health and safety in the workplace
	· Understand why it is important that employers provide a safe working environment.
· Be aware of how health and safety regulations affect employers and employees.
· Explain how the Display Screen Regulations affect ICT users.



	Security of data 

· Methods of protecting data
Data protection and legislation
	· Understand the importance of data security.
· Understand the ways that data can be made secure e.g. firewalls, virus protection software, passwords and encryption.
· Know when specific security measures are appropriate.
· Understand the main content of the Data Protection Act.
· Understand how the Data Protection Act constrains a business.


	                           Topic: Communication 

	Topic Area- 
	Candidates should be able to:

	The purpose of communication 

· The importance of communication
· The benefits of communication 

	· Describe the purposes of communication for internal and external purposes.
· Explain the importance of communicating a message in an appropriate form.
· Understand the benefits  effective communication  brings to the business.


	Communication Systems
· The process of communication 
· The channels of communication
· Methods of communication
· Choosing the most important medium of communication 
· Barriers to communication 
	· Identify the sender, receiver, message and medium in the communication process.
· Understand the different channels of communication – formal/informal, internal/external, confidential/ non-confidential, urgent/non-urgent.
· Explain whether mediums are oral, visual, written or pictorial.
· Choose a particular medium considering the content and the audience. 

· Describe the features of selected mediums and evaluate how appropriate it is in relation to the context.
· Understand what might prevent good communication taking place. 




	                       Topic: ICT in the Business Environment

	Topic Area
	Candidates Should be able to:



	The Importance of ICT in the Business 

· Uses of application software

· Uses of local and wide area networks, including internet and intranet
	· Understand the main features of word-processing, spreadsheet, database, graphics and desktop publishing software for use in business.



	The Internet and E-Commerce
· The purpose of a website
· Business opportunities
· Business risks
	· Identify and describe the main ways in which businesses use the internet 

· Understand the business opportunities offered by the internet and e-commerce.
· Explain how a website can make the business more competitive.

· Understand the advantages and disadvantages of the internet and e-commerce to a business.
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Year 12 
	Topic -    Human Resources

	Topic Area
	Candidates should be able to:

	Recruitment and Selection of Staff

· Contracts of employment
· Methods of internal and external recruitment
· Job description and person specification 
	· Explain full-time, part-time, permanent and temporary contracts. 

· Understand the purpose of a contract of employment.
· Know the most important features of a contract of employment.
· Understand the processes of recruiting staff both internally and externally. 

· Understand the content of a job description and person specification. 

· Know how to select an appropriate person for the job according to the job description, based details from CVs and application forms.

	Training 

· Methods of training
· Induction
· In-house training
· Off- the job training
	· Be aware that employees can be trained both externally and in-house.
· Select the best method of training to fit a particular situation.
· Identify the benefits of staff development training to the employee and the business. 

	Rewarding Staff

· Methods of remuneration
· Other forms of reward
	· Recognise the different methods of paying employees e.g. wages, salaries, bonuses and commission.
· Identify situations when different methods are used.

· Carry out simple calculations.
· Be aware that employees can be rewarded by fringe benefits, staff discounts, life insurance and medical care.

	Employment Rights and Responsibilities 

· Equal opportunities
	·  Be aware of the; Sex Discrimination Act, the Equal Pay Act, the  Race Relations Act, the Disability Discrimination Act and the Employment Equality (age) regulations. 


	Topic -    Administration

	Topic Area
	Candidates should be able to:

	The Business Environment 
· Aims and objectives of a business

· The criteria for judging the success of a business

· The influence of stakeholders
	· Recognise common business objectives.
· Understand how a business can measure success.
· Understand that the success of a business links to how far it has achieved its objectives.
· Understand who can be a stakeholder of a business.
· Understand that stakeholders can have different interests that might compete with each other.


	Business Administration 

· The role of administration 
· How administration supports the main business functions
· The importance of accuracy in the preparation, storage and retrieval of information
· Job roles
· Routine and non-routine tasks
· Routine and non-routine decision making
· Prioritising and planning
	· Understand what is involved in administration.
· Understand the importance of effective systems.
· Understand the role of the business functions (i.e. human resources and finance etc.).
· Understand how administration supports these functions.
· Understand the features of hierarchical and flat business structures.
· Understand the different job roles in a business and that some roles carry more responsibility than others.
· Understand the difference between routine (e.g. filing) and non-routine tasks (e.g. planning for a new product)

· Understand why planning is important.
· Understand the processes involved in effective planning.


	ICT Data Systems in Business

· Data sources

· Data input devices

· Data storage devices

· Data output devices
	· Understand that data comes from primary and secondary sources.
· Understand that data can be captured manually or electronically.
· Understand the devices used input  data into a  system; keyboard, scanner, digital camera, data forms.
· Understand the output devices: printers, monitors, and projectors. 

· Data output devices: hard disks, CDs/DVDs, USB memory pens.

· Decide which sort of device is appropriate.
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