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Introduction

Congratulations on making it onto the AS/A2 business course and WELCOME to the first year of the course. 
This handbook is designed to provide you with information relevant to the first year of study. Coverage includes:
· Attendance
· Examinations and Assessment
· Re-sit examinations/coursework

· UCAS Application
· Resources and Extra Curricular Activities
Read this booklet carefully then give it to your parents/guardian for them to read.  
Keep this booklet (in the front of your course file) 

as a reference guide throughout your course.

A conscientious approach to your studies is essential if you are to reach your full potential in these subjects.

Good communication between your personal tutor (and your subject specific tutors is vitally important. Your progress will be monitored bi-weekly.  This will ensure that you are able to take control of your studies effectively.
If you or your parents/guardians have any queries or experience any difficulties please talk to me at the earliest opportunity – no appointment is necessary (
I am not going to wish you good luck for this academic year as you don’t need luck – you just need to work hard and do your best – this will ensure your success.
Daniel Tregoning 
AS and A2 Business (Co-ordinator)
Email: Daniel.tregoning@nptcgroup.ac.uk   

Tel: 01639 648322
 
Rules of Engagement
· Eating and Drinking

You are actively encouraged to bring a bottle of water to class with you.

Keeping hydrated is good for the brain and help the flow of concentration (
Please DO NOT BRING ANY OTHER TYPE OF LIQUID into the classroom.

Food is not permitted in the classroom.  This includes snacks, crisps, sweets, sandwiches etc

· Mobile Phones

As a general rule your mobile phone and/or tablet and/or laptop should be switched off and placed in your bag.  It is NOT acceptable to be texting, snapchatting, using Social Media etc during any lessons.
There will be times when you are instructed to use your phone/tablet for research or photographs.  These times will be dictated by the tutor.

· Punctuality and Behaviour
Be punctual for all lessons.  For example, if a lesson starts at 9:00am please be outside the classroom early.  When you enter the classroom, do so gently and quietly.  Sit down at your seat and get your paper and pens at the ready.

Repeated lateness will be dealt with as part of the School of Business, Tourism and Management’s disciplinary procedures.
· Attendance

You have been provided with a copy of your timetable.  The timetable includes AS Business and any additional AS levels that you have selected. 

Attendance at ALL CLASSES is COMPULSORY!

Failure to attend classes is likely to result in you being withdrawn from the course.

Absence Reporting

IT IS EXPECTED THAT STUDENTS WILL ATTEND ALL SESSIONS.
· You are allowed only 1 authorised absence per half term subject to completing the necessary absence forms with the tutor.

· You must book any authorised absence with your tutor in advance

· If you are off sick, you must ring in EVERY DAY by 9:30am on the absence line – make sure that you have credit on your mobile or access to a landline in order to ring in. if you do not ring in by 9:30am YOU WILL LOSE YOUR EMA.  
· If you are absent from the session you will be expected to engage in the session via Teams. 
The number is 01639 648640  

If there are any issues with this number, please ring Students Services on 01639 648504
· If the period of absence exceeds 5 college days, you will need to provide a Doctor’s Certificate on your return.
AS level Business 

Unit 1 - Business Opportunities (Daniel Tregoning/ Nicola Hunter) – 40% of AS grade 

Topics covered: 

· Enterprise, SMES and entrepreneurs. 

· Business plans.
· Market structures and types. 

· Demand and supply. 

· Market research. 

· Business structures. 

· Stakeholders. 

· Business locations.

· Business finance. 

· Break even analysis. 

Assessed via: Controlled 1.15 hr examination in May/June. 
· It is an examined unit.  You will complete ten modules week by week and also have a chance to complete past papers on these modules at the end of each module. 
· You will be assessed via a 1.15 hour examination which will be done in one 1.15hr sessions by designated deadlines.  There is NO resubmission opportunity so you must attend the exam. 
· It is therefore vital that this work is checked by your tutor BEFORE leaving the examination session.
It is therefore vitally important that you attend all lessons and ensure that your work is checked by your tutor well in advance of examined sessions.  If you miss any examined sessions you must present a doctor’s paper to cover your absence. This is an examination board stipulation and NO exceptions can be made.
Unit 2 - Business Functions (Dan Tregoning/ Nicola Hunter) – 60% of AS grade. 

Topics covered: 
· Functional departments. 
· 4Ps of marketing. 

· Product. 

· Price. 

· Place. 

· Promotion. 

· Marketing mix decisions. 

· Budgeting. 

· Business finance. 

· Cash flow forecasting. 

· Profit and loss account. 

· Ratio analysis. 

· Workforce planning. 

· Recruitment. 

· Training. 

· Appraisal. 

· Workforce performance. 

· Organisational design. 

· Motivation. 

· Management and leadership. 

· Added value. 
· Production. 

· Productivity. 

· Technology. 

· Lean production. 

· Quality. 

· Purchasing. 

· Research and development. 

· Economies of scale. 

Assessed via: Controlled 2 hr examination in May/June. 

•
It is an examined unit.  You will complete 30 modules week by week and also have a chance to complete past papers on these modules at the end of each module. 

•
You will be assessed via a 2.00 hour examination which will be done in one 2.00hr sessions by designated deadlines.  There is NO resubmission opportunity so you must attend the exam. 

•
It is therefore vital that this work is checked by your tutor BEFORE leaving the examination session.

It is therefore vitally important that you attend all lessons and ensure that your work is checked by your tutor well in advance of examined sessions.  If you miss any examined sessions you must present a doctor’s paper to cover your absence. This is an examination board stipulation and NO exceptions can be made.
A2 Business 

Unit 3 - Business Strategy (Nicola Hunter) – 50% of A2 grade. 

Topics covered: 
· Data Analysis 

· Market Analysis 

· Sales forecasting 

· Financial performance 

· Aims and objectives 

· Strategy 

· Strategy and implementation 

· Decision making 

· Investment appraisal 

· Special orders 

Assessed via: Controlled 2.15 hr examination in May/June. 

•
It is an examined unit.  You will complete 10 modules week by week and also have a chance to complete past papers on these modules at the end of each module. 

•
You will be assessed via a 2.15 hour examination which will be done in one 2.15hr sessions by designated deadlines.  There is NO resubmission opportunity so you must attend the exam. 

•
It is therefore vital that this work is checked by your tutor BEFORE leaving the examination session.

It is therefore vitally important that you attend all lessons and ensure that your work is checked by your tutor well in advance of examined sessions.  If you miss any examined sessions you must present a doctor’s paper to cover your absence. This is an examination board stipulation and NO exceptions can be made.
Unit 4 - Business in a Changing World (Daniel Tregoning) – 50% of A2 grade. 

Topics covered: 
· Change 

· Risk management 

· PESTLE – External analysis

· Ethics 

· International trade 

· Globalisation 

· European Union 

Assessed via: Controlled 2.15 hr examination in May/June. 

•
It is an examined unit.  You will complete 7 modules week by week and also have a chance to complete past papers on these modules at the end of each module. 

•
You will be assessed via a 2.15 hour examination which will be done in one 2.15hr sessions by designated deadlines.  There is NO resubmission opportunity so you must attend the exam. 

•
It is therefore vital that this work is checked by your tutor BEFORE leaving the examination session.

It is therefore vitally important that you attend all lessons and ensure that your work is checked by your tutor well in advance of examined sessions.  If you miss any examined sessions you must present a doctor’s paper to cover your absence. This is an examination board stipulation and NO exceptions can be made.
Re-sit of Maths or English GCSE
You will be encouraged to re-sit your English or maths GCSEs if you have not achieved an A-C grade. If you decide that you do not want to re-sit any of your GCSE qualifications then you can arrange this with your course co coordinator in the induction week. This must be arranged and started the first week. 
There is a fee made by the exam board for any re-sit entry and if you choose to re-sit you will need to pay this fee for each unit that you re-sit.  You will be advised of this fee at the time of entry.

Re-sit examinations and/or final coursework submission can only be undertaken in May. 
UCAS Application
During September, October and November 2018 you will undertake your UCAS registration and application.
You will need to have a clear idea about the entry requirements for your chosen institutions before you begin the application process.  I would advise you to look at The Times Top 100 Universities listing and at the University League Table 2016
These will help you to get an idea of where you can apply, given your predicted grades.

Look at the entry requirements for your selected course.  This will help you to get an idea of what each university will require.  You will also be expected to write your personal statement.  Extracurricular activities are very important here.  I would therefore encourage you to be involved in activities ‘outside’ of College. 
Even if you currently don’t want to go to university, you should still complete the application process.  If you don’t apply, and change your mind about going at a later time during the year or even after your A2 results, I want you to be in a position to secure a place quickly and easily.
If you secure a place and later decide that you don’t want it; you can relinquish your place at any time without any problem.  

You should begin to receive your University ‘offers’ from February/March 2017. This is a very exciting time.
Resources
Many resources will be available to you via your ‘Moodle’ account and Teams.  However, it would be beneficial for you to purchase the recommended textbook for the AS syllabus.  The textbook is called:

AS-Level Business Studies Complete Revision & Practice for exams
… And Finally…

Your college experience is not just about achieving your qualifications.  It is

‘Not just an Education’
There will be many opportunities presented to you during this second year of your GCE Applied Business course.  These will involve visits to Universities, guest speakers, charity fundraising activities, community participation, International trade experience, learning a new language… and many more.  
Please make good use of these opportunities – try everything at least once.  
Most of all – Enjoy Yourself  ( – if you enjoy what you are doing you will succeed!
This is going to be a very busy year for you, but it will also be an exciting one.

If you have any queries or difficulties at any time please do not hesitate to contact me.

I would like to wish you every success for the year ahead.
Dan (
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