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Qualification Scheme of Work

COURSE:	ABE Level 3 Certificate in Business Essentials
	[bookmark: _Hlk480300100]Element, LO and AC
	Session title
	Topics covered
	Approx.
Duration
	Session Plan
	Resource
	Formative Activity

	ELEMENT 1
	
	Introduction to course and element 1, expectations of Business Essentials and examination standards
	1 hour
	
	
	-

	Element 1 LO1 1.1: Explain the objectives of a business
	Explain the purpose of business
	Understanding the purpose of business
	LO1: 

10 classroom hours 

PLUS 

5 hours’ guided learning activities 

PLUS

Up to 5 hours’ mentoring & revision
	SESSION PLAN Element 1 LO1 Session 1
	3UBE Tutor Presentation E1
	Activity 1
Activity 2

	
	
	Profit making for shareholders or owners
	
	
	
	

	
	
	Public sectors, not-for-profit, charities, social enterprises and limited by guarantee
	
	
	
	

	Element 1 LO1 
1.2: Describe the nature and purpose of trade
	Explain the purpose of business
	Trade
	
	SESSION PLAN Element 1 LO1 Session 1
	3UBE Tutor Presentation E1
	Activity 3

	
	
	Barter and Grey economies
	
	
	
	

	
	
	Trading internationally and locally
	
	
	
	

	Element 1 LO1 
1.3: Explain the relationship between mission, vision, goals, objectives and strategy
	Explain the purpose of business
	Definition and relationship between:
· Mission
· Objectives
· Strategy
The impact of these on an employee 
	
	SESSION PLAN Element 1 LO1 Session 1
	3UBE Tutor Presentation E1
	Activity 4
Activity 5

	Element 1 LO1 
1.4: Explain the impact of business on individuals, economies and the environment
	Explain the purpose of business
	Stakeholders internal and external
Effect on local & global economies
Impact on jobs market and skill levels
	
	SESSION PLAN Element 1 LO1 Session 1
	3UBE Tutor Presentation E1
	Activity 6
Activity 7

	
	
	The impact of business decisions on the environment
	
	
	
	

	Element 1 LO2
2.1: Explain the legal structure of a business
	Explain the characteristics of different business structures 
	Legal structures
· Private companies
· Public limited companies
· Partnerships (limited and unlimited)
· Sole traders
	LO2: 

4 classroom hours 

PLUS

3 hours’ guided learning activities 

PLUS

Up to 5 hours’ mentoring & revision
	SESSION PLAN Element 1 LO2 Session 2
	3UBE Tutor Presentation E1
	Activity 8
Activity 9

	Element 1 LO2 2.2: Describe the internal structure of an organisation
	Explain the characteristics of different business structures
	The internal structures of an organisation
· Centralisation & decentralisation
· Management structures
· Hierarchies
· Dual reporting/matrix
· Functional teams
· Virtual teams
	
	SESSION PLAN Element 1 LO2 Session 2
	3UBE Tutor Presentation E1
	Activity 10

	Element 1 LO3
3.1: Explain the main functions within an organisation and their roles
	Explain the functions and activities of an organisation 
	The functions of an organisation
Sales/marketing
Finance
HR
Communications and IT
Facilities management
Operations, procurement and logistics
[bookmark: _GoBack]Core and support functions
	LO3: 

4 classroom hours

PLUS
 
2 hours’ guided learning activities 

PLUS

Up to 5 hours’ mentoring & revision
	SESSION PLAN Element 1 LO3 Session 3
	3UBE Tutor Presentation E1
	Activity 11
Activity 12




	
	
	
	
	
	
	

	ELEMENT 2
	
	Introduction to resources and processes
	Up to 1 hour
	
	
	-

	Element 2 LO4 
4.1: Explain the role of HR in an organisation
	Describe the key resources required for a business 

	Looking at HR
	LO4: 

7 classroom hours 

PLUS

5 hours’ guided learning activities 

PLUS

Up to 3 hours’ mentoring & revision
	SESSION PLAN Element 2 LO4 Session 1
	3UBE Tutor Presentation E2
	Activity 1
Activity 2
Activity 3

	
	
	Recruitment & selection
	
	
	
	

	
	
	Pay & talent management
	
	
	
	

	
	
	Training, support, health & safety
	
	
	
	

	
	
	Legal issues
	
	
	
	

	
	
	Equality and diversity
	
	
	
	

	
	
	Understand the relationship between the employee & HR
	
	
	
	

	Element 2 LO4 
4.2: Explain how finances are managed within an organisation
	Describe the key resources required for a business 

	The importance of cash and profit
	
	SESSION PLAN Element 2 LO4 Session 1
	3UBE Tutor Presentation E2
	Activity 4

	
	
	Performance measurement
	
	
	
	

	
	
	Investment appraisal and budgets
	
	
	
	

	
	
	Growth with finance
	
	
	
	

	
	
	Cost centres and variance analysis
	
	
	
	

	Element 2 LO4 
4.3: Describe the importance and role of physical resources
	Describe the key resources required for a business 


	Physical resources
· Assets
· Management of physical resources
· Raw materials
	
	SESSION PLAN Element 2 LO4 Session 1
	3UBE Tutor Presentation E2
	

	Element 2 LO5
5.1: Explain the differences between internal and external customers
	Explain the different types of customer and their importance

	Identifying customers within an organisation
Setting standards for customer
	LO5: 

2 classroom hours 

PLUS

4 hours’ guided learning activities 

PLUS

Up to 3 hours’ mentoring & revision
	SESSION PLAN Element 2 LO5 Session 1
	3UBE Tutor Presentation E2
	Activity 5
Activity 6

	Element 2 LO5
5.2: Explain how to monitor customer service
	Explain the different types of customer and their importance

	Understanding SLAs
Understanding KPIs
	
	SESSION PLAN Element 2 LO5 Session 1
	3UBE Tutor Presentation E2
	Activity 7

	Element 2 LO6 
6.1: Explain the role of risk management within an organisation
	Explain the importance of managing business risk
	Understanding risk
· Business
· Reputational
· Financial
· Health and safety 
	LO6: 

4 classroom hours 

PLUS
 
3 hours’ guided research

PLUS

3 hours’ guided learning activities 

Up to 3 hours’ mentoring & revision
	SESSION PLAN Element 2 LO6 Session 2
	3UBE Tutor Presentation E2
	Activity 8

	Element 2 LO6
6.2: Describe the role of an employee in managing risk
	Explain the importance of managing business risk
	The role of employees in managing risk
· Reporting
· Personal risk
	
	SESSION PLAN Element 2 LO6 Session 2
	3UBE Tutor Presentation E2
	Activity 9

	Element 2 LO7
7.1: Explain the concept of continuous improvement
	Explain continuous improvement techniques
	Understanding:
· continuous improvement 
· kaizen
· Lean manufacturing
· Six sigma
Using continuous improvement in everyday working
	LO7: 

2 classroom hours 

PLUS

3 hours’ guided learning activities 

PLUS

Up to 3 hours’ mentoring & revision
	SESSION PLAN Element 2 LO7 Session 3
	3UBE Tutor Presentation E2
	Activity 10

	Element 2 LO7
7.2: Explain how continuous improvement supports the success of a business
	Explain continuous improvement techniques
	Examples of continuous improvement in known organisations
	
	SESSION PLAN Element 2 LO7 Session 3
	3UBE Tutor Presentation E2
	Activity 11




	
	
	
	
	
	
	

	ELEMENT 3 
	Introduction to session & learning outcomes
	Introduction to element
	Up to 1 hour
	
	
	-

	Element 3 LO8
8.1: Explain the difference between CSR and sustainability
	Explain the difference between CSR and sustainability within an organisation
	Definitions of CSR and sustainability
Common concepts environmental, economic and social
	LO8: 

6 classroom hours 

PLUS

4 hours’ guided learning activities 

PLUS

Up to 3 hours’ mentoring & revision

	SESSION PLAN Element 3 Session 1
	3UBE Tutor Presentation E3
	Activity 1

	
	
	International regulations & targets for sustainability
	
	
	
	

	
	
	Impact of sustainability on local and global organisations
	
	
	
	

	Element 3 LO8
8.2: Explain the use of CSR and sustainability within a workplace
	Explain the difference between CSR and sustainability within an organisation
	Local and global businesses use CSR and sustainability
	
	SESSION PLAN Element 3 Session 1
	
	Activity 2
Activity 3
Activity 4

	
	
	Best practice in CSR & sustainability
	
	
	
	

	
	
	Common problems associated in introducing this policy
	
	
	
	

	Element 3 LO9
9.1: Discuss the role of technology in business
	Describe recent trends relating to ways of working within an organisation


	Internal use of technology
	LO9: 

4 classroom hours 

PLUS

3 hours’ guided learning activities 

PLUS

Up to 3 hours’ mentoring & revision
	SESSION PLAN Element 3 Session 2
	3UBE Tutor Presentation E3
	Activity 5

	
	
	External use of technology
Considerations in the use of technology in business
	
	
	
	

	Element 3 LO9
9.2: Describe the use of Apps and mobile technology in business
	Describe recent trends relating to ways of working within an organisation

	Using mobile technology
	
	SESSION PLAN Element 3 Session 2
	3UBE Tutor Presentation E3
	Activity 6
Activity 7

	
	
	Case studies
	
	
	
	

	
	
	Problems associated with using mobile technology
	
	
	
	

	Element 3 LO10 10.1: Explain the use and effects of outsourcing on an organisation
	Describe recent trends relating to ways of working within an organisation
	Management and cost saving associated with outsourcing and offshoring
	LO10: 

4 classroom hours 

PLUS

3 hours’ guided learning activities 

PLUS

Up to 3 hours’ mentoring & revision
	SESSION PLAN Element 3 Session 3
	3UBE Tutor Presentation E3
	Activity 8

	
	
	Increased innovation and competitive solutions
	
	
	
	

	
	
	Quality control of outsourcing
	
	
	
	

	Element 3
LO10 10.2: Explain the increase in remote working
	Describe recent trends relating to ways of working within an organisation
	Remote working
	
	SESSION PLAN Element 3 Session 3
	3UBE Tutor Presentation E3
	Activity 9

	
	
	Why staff work remotely
	
	
	
	

	
	
	Benefits to the employee and employer
Disadvantages to the business and employee
	
	
	
	

	Element 3 LO10 10.3: Explain the effects of contract working
	Describe recent trends relating to ways of working within an organisation
	The impact on the organisation and employee
	
	SESSION PLAN Element 3 Session 3
	3UBE Tutor Presentation E3
	Activity 10




	
	
	
	
	
	
	

	ELEMENT 4
	Introduction to session & learning outcomes
	Introduction to element 
	Up to 1 hour
	SESSION PLAN Element 4 LO11 Session 1
	
	-

	Element 4
LO11 11.1: Explain the requirements of a new role

	Explain key requirements for transition into work or a new role
	The job description and essential requirements of the job
	LO11: 

6 classroom hours 

PLUS

5 hours’ guided learning activities 

PLUS

Up to 3 hours’ mentoring & revision
	SESSION PLAN Element 4 LO11 Session 1
	3UBE Tutor Presentation E4
	Activity 1
Activity 2
Activity 3

	
	
	The team member, and manager
	
	
	
	

	
	
	The difference between strategy, tactical and operational roles
	
	
	
	

	
	
	Training within an organisation
	
	
	
	

	Element 4
LO11 11.2: Describe the behavioural and professional requirements of a role
	Explain key requirements for transition into work or a new role
	The staff handbook
	
	SESSION PLAN Element 4 LO11 Session 1
	3UBE Tutor Presentation E4
	Activity 4 Activity 5

	
	
	Codes of conduct including dress codes
	
	
	
	

	
	
	Working behaviours and building respect
	
	
	
	

	Element 4 LO12 12.1: Describe the methods of planning work
	Describe how to become more effective in a role
	Techniques for planning workload including Gantt charts and diary systems 
	LO12: 

7 classroom hours 

PLUS

4 hours’ guided learning activities 

PLUS

Up to 3 hours’ mentoring & revision
	SESSION PLAN Element 4 LO12 Session 2
	3UBE Tutor Presentation E4
	Activity 6
Activity 7

	
	
	Prioritising workload and achieving targets
	
	
	
	

	Element 4
LO12 12.2: Describe how to respond to change
	Describe how to become more effective in a role
	Recognising change in an organisation
	
	SESSION PLAN Element 4 LO12 Session 2
	3UBE Tutor Presentation E4
	Activity 8

	
	
	The importance of change management
	
	
	
	

	Element 4
LO12 12.3: Describe personal development needs
	Describe how to become more effective in a role
	Personal development:
· PDP
· Peer reviews
· Asking for feedback
· Using mentors
· Adding value to the role and organisation
	
	SESSION PLAN Element 4 LO12 Session 2
	3UBE Tutor Presentation E4
	Activity 9

	Element 4
LO12 12.4: Explain how learning and development can improve job performance
	Describe how to become more effective in a role
	The value of training and development
	
	SESSION PLAN Element 4 LO12 Session 2
	3UBE Tutor Presentation E4
	Activity 10

	
	
	Supporting other projects within the organisation
	
	
	
	

	
	
	Mapping out career progression
	
	
	
	

	Element 4
LO13 13.1: Explain effective communication
	Explain effective ways to communicate within a business
	7Cs of communication
· Active listening
· Checking for understanding
· Asking for feedback
· Briefing documents 
· Follow-up summaries for participants
	LO13: 

3 classroom hours 

PLUS

3 hours’ guided learning activities 

PLUS

Up to 3 hours’ mentoring & revision
	SESSION PLAN Element 4 LO13 Session 3
	3UBE Tutor Presentation E4
	Activity 11

	Element 4
LO13 13.2: Compare different methods if communication between a business
	Explain effective ways to communicate within a business
	Using the correct channels for communications within the workplace
	
	SESSION PLAN Element 4 LO13 Session 3
	3UBE Tutor Presentation E4
	Activity 12
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