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Term/Time Topic Activities Learning Experiences Assessment Resources
Early Start GCSE 
May/June

Introduction to 
the course

�x Course Overview

�x Student Friendly Scheme of Work.

�x Tutorials on Microsoft Office 
Packages – Word, PowerPoint, 
Access, Excel, Publisher.

�x Understand the course content.

�x Demonstrate understanding of 
Microsoft Office Packages.

Completed Microsoft 
Office Packages 
tutorials.

�x Course Overview 
PPT.

�x Scheme of Work.

�x Computers

�x Microsoft Office.

Term 1, 2 & 3 Unit 1 ICT 
Skills for 
Business

A portfolio consisting of evidence of:
�x File Management
�x Internet Research
�x Sending & receiving Email 

messages.
�x Creating a business spreadsheet.
�x Using a business database.
�x Creating a variety of business 

documents.
�x Creating a newsletter

�x Creating a presentation

Candidates will be able to show that they 
understand:

�x Good working practices, including the 
organisation of files using appropriate 
file and directory/folder names and 
the regular backing up of files.

�x Features of Email software. 
�x Methods of searching for information 

on the Internet.
�x Methods of integrating different types 

of files into a document or 
presentation.

�x The appropriate software to use for 
different tasks.

�x Methods of storing, retrieving and 
analysing data.

Unit 1 Assessment 
Criteria.

AO1: Demonstrate good 
working practices with 
files, directories/folders 
and sub-directories/sub-
folders.

AO2: Using appropriate 
software, select and use 
tools and facilities to 
download 
files/information and to 
send and receive email 
messages.

AO3:  Produce a 
business presentation 
using presentation 
software.

AO4: Select and use 
tools and facilities in 
word processing or
DTP software to
produce a variety of

�x Unit 1 ICT Skills 
for Business 
Model 
Assignment.

�x Computers
�x Microsoft Office 

Software.
�x Internet Access.

�x Teacher Support 
Material.
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business documents.

AO5: Create and use a 
simple business 
spreadsheet.

AO6: Select and use 
tools and facilities in 
database software to 
enter, sort and search 
for information for 
business purposes 
using a realistic 
business database.


