BUSINESS STUDIES

Business Studies provides pupils with an introduction to business in the home (budgeting, consumer rights, banking, insurance etc.) in the workplace (wages, tax, industrial relations etc.); and at national level (national budget, exports and imports etc.).

Business enterprise is also covered, concentrating on how companies are formed and how they keep their accounts.

Business Studies is that part of the curriculum which enables the student to make informed decisions in the everyday business of living, which contributes to the student’s understanding of the world of business, which encourages a positive attitude to enterprise and which develops appropriate skills in that field.

The syllabus is balanced between the business education necessary for the individual/household area and business education in the purely commercial context.  This balance is achieved by devoting separate syllabus sections to the “Business of Living” and “Enterprise”.  The business concepts and skills introduced in one are restated and reinforced in the other.  A section on economic awareness forms a bridge between these two sections.

Text Book:		Eurobusiness+Document & Activity Book – John Taylor (Folens)

TERM 1
· Income 
· Expenditure
· Budgets
· Household A/cs
· Consumer
· Information Technology

TERMS 2/3

· Communications
· Insurance	
· Banking and Finance for the Individual
· Savings and Borrowing for the Individual
· Introductions to Record Keeping for a Business
· Sample Trading Account, Profit & Loss and Balance Sheet








1st Year – Scheme of Work   

	Income
· Sources
· Regular/Irregular
· Gross + Net Pay
· Statutory/Voluntary Deductions
· Basic Payslips

	Expenditure
· Types – Fixed/Irregular/Discretionary
· Weekly/Monthly/Annual
· Impulse Buying
· Scarcity and choice
· Opportunity Cost Concept
· False Economies
· Household bills
· Importance of recording information/filing etc.

	Planning Income and Expenditure
· Idea of budget being a plan of income/expenditure
· Importance of budgeting
· Surplus/deficit
· Savings/Investment
· Capital/Current Spending
· Preparing Household Budgets
· Net Cash/Opening Cash/Closing Cash
· Critical look at finished budget/How to avoid overspending in certain months
· Comparing Actual Spending with Budget
· Use of spreadsheets for budgeting

	Recording Actual Income and Expenditure
· Importance of keeping records
· Introduction to Dr/Cr
· Simple Household A/cs
· Analysed Cashbooks
· Relate keeping accounts to their own enterprise

	Consumer
· What is a consumer?
· Being an informed consumer
· What rights does a consumer have
· Simple introduction to consumer law
· Redress – 3 R’s
· Valid/non valid complaints
· Where and how to complain – agencies, small claims court etc.
· Importance of receipts
· Credit Notes
· Use of internet to access information on consumer rights
· How to make a formal complaint
· Writing a formal/business letter
· Use of word processing to write letters
· The wise shopper
· Working out best value
· Barcodes
· Brand names

	Information Technology
· Components of computer
· Hardware  V   Software
· Input  V  Output devices
· Computer applications – in the home/in school/in business/in banking/in communications
· The Internet
· Email
· Ebusiness
· Questions and Costs associated with buying a computer system for a firm
· Consumer questions when buying a computer for the home

	Communications
· Importance of good/effective communication
· Written/Visual/Oral 
· Internal  V  External
· Choosing a method of communication
· Recap on writing formal business letters
· Reports
· Presentation of visual/written communication using IT

	Personal Insurance
· Insurance V Assurance
· Insurable V Non insurable risks
· Insurance terms – premium, policy etc.
· Types of insurance – personal, life, motor, property etc.
· Principles of Insurance
· How to get insurance – proposals forms
· How to make a claim
· Calculating premiums
· Compensation and average clause
· Use of internet to access information on/do project assignment work on insurance

Business Insurance
· Insurance cover/policies for business
· Calculating premiums

	Banking/finance for the individual
· Brief history of banking
· Forms of money
· Brief introduction to the various financial institutions
· Why do people save?
· Types of Bank accounts
· How to open a bank account, lodge or withdraw money
· ATM
· Cheques/cheque cards
· Credit cards
· Paypath
· Money transfer facilities – standing orders, direct debits etc
· Internet banking
· Dealing with foreign exchange
· Use of internet to access information on financial services

Household purchasing
· Buying on credit V buying for cash
· Credit cards – advantages and disadvantages
· Renting – advantages and disadvantages
· Hire Purchase – advantages and disadvantages 
· Information that must be included in HP ad

	Savings/Borrowings for individual
· Saving V Investing
· Why do people save
· Choosing a place to save
· Factors to consider before investing
· Simple Interest V Compound Interest
· DIRT
· Why do people borrow money?
· Types of borrowing
· Cost of borrowing – interest rates
· Borrowing/budgeting/overspending
· Applying for a loan
· Rights and responsibilities of borrower


	Introduction to record keeping for a business
· Importance of keeping financial records
· Double-entry bookkeeping – rules
· Assets/liabilities/expenses/gains
· The Trial Balance

	Simple Final Accounts
· Calculation of profit/loss
· Relate to own enterprise
· Purpose of Trading A/c
· Net Sales/Net Purchases
· Stocktaking – purpose/procedure/valuation of stock
· Cost of goods sold
· Gross Profit/Loss
· Nature of overhead expenses 
· Capital  V  Revenue Expenditure
· Other Incomes/Gains
· Purpose of a Profit & Loss A/c
· Ordinary Share Dividend
· Retained Earnings
· Assets  V  Liabilities
· Modern Balance Sheet layout – explanation of sub headings
· Working Capital 
· Capital Employed
· Practice of Final A/cs
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