
Year 12 Student Friendly Scheme of Work
Subject: CCEA GCSE Business Studies

(Human Resources)                        

Time Topic What I need to know Resources
Week 1 -
4

Recruitment You should have knowledge of the appointment process: Job analysis, job 
description, person specification, job advertisement, short listing, contract of 
employment

You should have knowledge of the advantages and disadvantages of 
internal and external methods of recruitment.

The factors which may influence the choice of recruitment

�x Class textbooks and 
notes

�x Employment 
documentation

�x School project

Week 5 Legal controls 
on 
recruitment

You should have knowledge of the legal controls in relation to recruitment: Race, 
Religion, Disability and Gender

The responsibilities of the employer during recruitment

�x Class textbooks and 
notes

�x Employment statistics
�x School project

Week 6 -
7

Training You should have knowledge of the different types of training offered to 
people in employment.

�x Class textbooks and 
notes

�x Computer presentation

Week 8-
10

Motivation You should have knowledge of methods which are used to motivate 
people: Bonus, commission, profit sharing, job rotation, team working, quality 
circles and fringe benefits and appraisal

�x Class textbooks and 
notes

�x Internet 

Assessment: The above will be assessed externally in the format of an examination in Year 12 (which will also include the business growth, 
business plan and finance sections).  This accounts for 45% of your course mark.


