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English Version

All schools implementing Business Studies or Economics via Bilingual Programs are required to follow all of the
instructions below:

Instructions

To select and apply main course-books from the approved titles in this newsletter (for ALL STUDENTS).

To provide all of the essential course-books components for students and teachers.

To order sufficient quantities of resources for their teachers and students before the beginning of the academic
year. Schools are responsible for the delivery of their orders within sufficient time before the start of the academic
year.

To provide original copies of the selected resources.

Resources Selection and Providing
(@]

o Concerned Business Studies subject teachers must stick to "Teaching Inputs and Learning Outcome" during the

(%0}

2 two semesters each academic year for grades 11-12.

e

2

O

2 |© “Teachers’ Supplementary Resources” are those materials that assist the teaching and learning process. Schools
§.=’ should provide their subject teachers with those resources in order to provide their students extra-curricular

§ activities, various questions and new teaching ideas. In addition, those resources can highly support teachers in
j'f the implementation of the compulsory resources, preparing worksheets and writing exam papers (with the

§_ consideration of copyright).

s

N

f

-}

9

(]

%)

[

o Teacher training related to the use of the approved course-books or learning resources should be part of all
school’s commitment to the professional development of their teachers and should be provided to teachers by
schools as required.

Training

o The Curriculum Specialists at the Educational Programs and Curriculum Department encourage schools to send
their feedback regarding the newsletter, approved resources, printing errors or any pertinent suggestions from
teachers as well as administrators via correspondence system that embedded within the MOE portal. Such
feedbacks support the department in future reforms and to better meet students and schools' needs.

Feedback
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List of Compulsory and Supplementary Course Books

Business Studies

Grades (11-12) — Bilingual Program

Book Title Publisher Components Comments
Student Book
Cambridge International . Student Book (EB)
AS and A Level Business Hodder Education Work book Compulsory

Teacher’s Resource Pack

Cambridge IGCSE
Business Studies 5th
edition

Hodder Education

Student Book

Work book

Teacher’s Resource

Supplementary
(MUST be available
for students' and
teachers' us)

Entrepreneurship

Supplementary

Successfully Launching Pearson Reference (MAY be used)
New Venture
Business level 2 Pearson teaching resource pack + CD | Highly Recommended
Business level 3 Pearson teaching resource pack + CD | Highly Recommended
Course book
Cambridge IGCSE and O Cambridge (Revised third edition) Supplementary
Level Business Studies University Press Work book
Teacher Pack
(On Line)

Cambridge IGCSE
Business Studies

Collins

Student's Book

Supplementary
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Business Studies

Components & ISBNs of the Approved Course Books

Grades 11 — 12 - Bilingual Program

1. The compulsory course book for students and teachers:

Name of series Publisher Components ISBN Comments
Cambridge Student Book 9781398308114
International AS and Hodder Student Book (EB) 9781398308206 2021
A Level Business Education Work book 9781398308152
2nd Edition Teacher’s Resource Pack | 9781398308138
2. The list of supplementary and teachers’ resources that MUST be provided:
Name of series Publisher Components ISBN Comments
Cambridge IGCSE Hodder Student Book 9781510421233
Business Studies 5th Education Work book 9781510421257
edition Teacher’s Resource 9781510421128

3. The list of suggested supplementary books and references that Recommended to be used

by teachers:
Name of series Publisher Components ISBN Comments
Entrepreneurship
Successfully Pearson Reference 9781292095370 | For teachers use only
Launching New
Venture
Business level 2 Pearson teaching ieéil;rce pack 9781846906213 For teachers' use only
. hi k
Business level 3 Pearson teaching ieécgjrce pac 9781846906367 For teachers' use only
Course book
(Revised third edition) 9781108563987
Cambridge Cambridge
IGCSE and O University Work book 9781108710008
Level Business Press Teacher Pack Schools can get the
Studies eacher Fac online codes from the
(On Line) 9781108441728 | distributor when they
elevate.cambridge.org order the books
Cambridge )
IGCSE Business | Collins Student's Book 9780008258054
Studies
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Business Studies Syllabus & Assessment
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Business Studies
Grades (11-12)
Bilingual Program

Title Page
Curriculum & Assessment Guidance Document 13
Unit 1 — Introduction to Business
Grade 11 : ) 24
Unit 2 — Introduction to Human Resource Management
Unit 3 — Introduction to Finance & Accounting
Grade 12 , . . 35
Unit 4 — Introduction to Marketing
The Project Guidance 45
Appendix (1): Business Plan Template (Project Option A)
Appendix (2): Enterprise Planner & Review (Project Option B)
Appendixes  Appendix (3): Presentation Assessment Document 50
Appendix (4): Business Studies Assessment Feedback

Appendix (5): Business Studies Assessment Planner
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Business Studies GED Curriculum & Assessment Guidance Document

A. Introduction

This document is aimed at providing tutors with guidance on the implementation of this revised
qualification. There have been some developments and changes from the previous published curriculum for
2013/2014 and the previous published assessment guidance for 2012/2013, this document brings together
both the curriculum and assessment guidance.

The process of revising this qualification has been informed by researching the needs of;
I.  The Sultanate and its economy.
Il.  Businesses and their needs for suitably equipped employees for the future
1. Higher educational establishments and their needs for students equipped with appropriate knowledge
and skills.

The views of teaching professionals from both the public and private sectors have also been integral to the
review process as have the views of students and parents.

B. Format of the Qualification

This version of the qualification has been designed to be delivered over 2 academic years to students in
grades 11 and 12. The latest 2018/19 Ministry guidance on teaching hours is 160 minutes per week.
The qualification comprises of 4 mandatory Units;

Grade Units
11 1. Introduction to Business Studies
2. Introduction to Human Resources
12 3. Introduction to Business Finance
4. Introduction to Marketing

It is mandatory that units 1 to 4 are taught during the grades indicated above because this is linked to the
external assessment process. The qualification also includes a project which is mandatory and may span
grades 11 & 12. (See section D)

C. Teaching & Learning

Guidance on teaching & learning within the qualification is provided at a range of levels. Each unit
comprises;

Unit Overview — This provides teachers with a summary of the unit content broken down into the
component areas. This should assist teachers with orientating themselves with the unit and its content as
well as planning teaching and assessment around the unit areas. Teachers should explain the content of the
unit to students and how teaching and assessment is organized around the Unit and the Areas.

Learning Outcomes — these are broad statements which specify the minimum that students need to achieve
to complete the unit successfully. They state a student should be able to and then provide supplementary
information linked to the content of each area. Teachers should use these to help orientate students with the
content of each unit and to provide them with information on the standards they need to achieve to be
successful.
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Learning Content — this provides detailed guidance on what learning should be covered by teachers when
planning the delivery of the qualification. Each unit is broken down into its component areas and then the
indicative content is provided alongside each area. The content of each area is provided in a sequence which
looks to build knowledge and understanding. The sequence provided is not mandatory, teachers should use
their professional judgement when planning their scheme of work or similar teaching & leaning plan. For
example, topics may be taught out of sequence if a useful learning activity such as an employer visit occurs.

D. Project

Alongside the 4 units students also have to complete a project during the course which runs alongside the
delivery of the 4 units over the 2 years of the course. The project content is specified within the guidance
published which all students must follow. The project covers Entrepreneurship within business and provides
students with an opportunity to explore enterprise through completing 1 of the 2 possible practical activities
detailed. The project should be completed in groups of around 3 or 4 students to enable them to develop
their skills in team-working and collaboration. Teachers should refer to the Project guidance document for
more detailed information on learning content and ongoing assessment.

The project is subject to ongoing continuous assessment which should be completed and reported at the end
of every semester. The project contributes to the overall marks for continuous assessment recorded for each
unit. For full details of the weighting of the continuous assessments please refer to the Assessment Guidance
section.

E. Teaching & Learning Resources

The books teachers use are subject to Ministry approval, a newsletter is produced annually which provides
guidance to teachers and schools, teachers should ensure they have access to this newsletter. Within the
newsletter a mandatory text is provided and supplementary texts. Teachers should use their professional
judgement on which resources are suitable for lesson preparation and may draw on a variety of sources.
Students must have a copy of the mandatory text as a reference.

The use of online or other electronic teaching resources is also encouraged as is students researching topics
or assignments online, but teachers should always carefully manage this process.

F. Assessment Model

Qualification Grading - There are 2 main components to the assessment of this qualification as in previous
years, examinations and continuous assessment (CA). This version of the qualification assesses the units in
2 distinct ways. Units 1 to 4 are subject to 40% CA and 60% examination.

Student achievement is graded by awarding marks, a maximum of 100 marks are available within the
qualification per Unit which is recorded at the end of each semester. The table below provides an overview
of the assessment for this qualification per unit/semester.

Type Assessment Frequency per semester Type Strand Weight | Total weight
1 Short Tests Tutor discretion Strand One 16%
Written Assessed : 0 0
2 Activity (WAA) Two Continuous Strand Two 14% 40%
3 Project Once Project 10%
4 Final Exam Once Examination 60% 60%
Total 100%
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Grading students during grade 11 - This qualification follows the same format as other GED
gualifications. This means that the grade attained by students during grade 11 is only used to ascertain if a
student can progress to grade 12 by achieving 50% of the total marks available during grade 11. Therefore
to ‘pass’ grade 11 students must attain 50% marks of the available marks during grade 11. For the project
this means that tutors must allocate marks for each student progress towards completing the project, a
maximum of 10 marks are available per unit/semester for this. Further guidance is available within the
Project Guidance document.

Continuous Assessment .

Unit Strand 1 Examination S LTI
total Strand 2 total Project total Available

1 16% 14% 10% 60% 100%

2 16% 14% 10% 60% 100%

Grade 11 total =
0,
_ Combined Unit 1 & 2 percentage x 0.5 100%

Grading students during grade 12 - The final grade awarded to a student is calculated from the grades
attained during grade 12 as with other GED qualifications. To calculate this the total of all the assessments
(continuous assessments and examinations) completed during grade 12 will be calculated as follows;

Continuous Assessment .

Unit Strand 1 Examination SR,
total Strand 2 total Project total Available

3 16% 14% 10% 60% 100%

4 16% 14% 10% 60% 100%

Grade 12 total =
0,
_ Combined Unit 3 & 4 percentage x 0.5 100%

Teachers have the flexibility to award marks to students (for example out of 100 in the examination) which
should then be converted so the percentages match the tables above.

G. Grading Continuous Assessments

Grading Strand 1 Continuous Assessments — The principal by which CAs are graded for units 1 to 4 is to
encourage and recognize the use of higher-level thinking skills by students. Grading is linked to 3 assessment
strands which are detailed in the unit guidance.  Marks are awarded by teachers assessing students work
against the Continuous Assessment Standards provided in the unit guidance, the maximum marks available for
each strand within the units follows the following model,;

Strand 1 2

Maximum available % 16 14
Number of standards in strand 4 2
Maximum % per standard achieved 4 7

Teacher’s award % based on the extent to which a student’s work has demonstrated they have met the
standard, for example in strand 1 students can be awarded marks per standard ranging from;
0 - (not achieved)

1 -3 (partially achieved) 4 - (fully achieved)
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Grading Strand 2 Continuous Assessments — Grading Rubrics have been written to assist teachers in
grading these assessments, these are available within the Unit Guidance documents, teachers should refer to
these when grading students work.

Grading the Project — The Project is an ongoing activity usually completed throughout the 2 years of the
course, it is graded as a continuous assessment activity and contributes 10% out of the 100% available for
each Unit/semester. Teachers should refer to the Project Guidance document when grading students work.

Types of Strand 1 & Strand 2 Continuous Assessment activities — teachers have some flexibilities when
devising assessment activities for their students but any assessment activity must follow the guidance below;

e The activity set must provide students with the opportunity to meet the assessment standard and
activities should clearly label which standard is being assessed (1A, 1B etc.) and the students name.

e The activity must require some form of written response by the student, oral only responses or
entirely multi-choice questions are not acceptable.

e A deadline for completion should be provided to students, submissions beyond the deadline should
not be accepted unless there are exceptional circumstances at the discretion of the teacher. Deadlines
should provide all students ample opportunity to complete the tasks.

The complexity of the activity (and the student responses required) should reflect the level of thinking skills
required by the student. Assessment activities should be progressively complex to reflect the strand they
apply to.

Strand 1 Assessment (Short Answer Tests) —
e Activities must be completed by individual students (not groups).

o Can for example could require students to complete short answer questions set under test conditions
but not multiple choice questions.

e Must not be ‘open book’ activities where students have access to class notes or text books.
e Must not be completed without teacher supervision (outside of the classroom).

Strand 2 Assessment Written Assessed Activities WAA

e Activities may be completed in small groups (3 or 4 max) or individually but not both in the same
cohort.

e Must include a written response which can be in the form of a written assignment or a presentation
made to the class, but not both types in the same cohort.

o Should require students to undertake some form of independent research from source materials.

e May be worked on outside of the classroom.

e Students should utilise the assessment planner.
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Assessment and levels of learning — Each type of assessment is linked to different levels of learning as
detailed in the table below. The existing model from the previous curriculum of Knowledge, Application
and Reasoning has been retained and further developed;

Achievement

HEEUIITE - Ler Assessment Tool
Levels (From Webb DOK) At the end of teaching certain content,
students should be able to:
Level One - Demonstrate knowledge and critical
(Recall) understanding of facts, terms, concepts, and
Calculate, Define, Draw, conventions appropriate to the syllabus.
Knowledge Identify, lllustrate, Label, | - Demonstrate knowledge and critical Strand (1) —Short Tests
List, Match, State, understanding of theories and techniques Final Exam
Recognize, Tabulate commonly applied to or as a part of business
behavior.
Level Two - Apply knowledge and critical understanding
(Skill / Concept) of facts, terms, concepts, and conventions to
Categorize, Show business problems and issues arising from
Cause/Effect, Relate both familiar & unfamiliar situations.
Collect and Display, - Apply knowledge and critical understanding
Application | Classify, Compare, of theories and techniques commonly StrandF(_l) — Short Tests
. . . inal Exam
Construct, Graph, applied to business problems and issues
Distinguish, Estimate, arising from both familiar & unfamiliar
Identify Patterns, situations.
Interpret, Modify,
Observations, Predict
Level Three - Distinguish between evidences and opinions
(Strategic Thinking) in a business context.
Assess, Cite Evidence, - Order, analyse, interpret information in
Compare, Construct, narrative, numerical, and graphic forms
Critique, Differentiate, using appropriate techniques.
Draw Conclusions, - Present reasonable explanations, develop Strand (2) - WAA
Reasoning | Investigate arguments, understand implications, and Final Exam
draw inferences. Project
Level Four - Make judgments, recommendations, and

(Extended Thinking)
Design, Prove,
Synthesize, Critique,
Analyse, Create

decisions.

*Webb Depth of Knowledge model — for further description see -
http://www.aps.edu/sapr/documents/resources/Webbs_ DOK_Guide.pdf
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H. Final Examinations

Examination Format & Preparation - The examinations account for 60% of the assessment for each
Unit/semester, the current MOE guidelines on the examinations are detailed below;

e The duration is 3 hours.
e Each examination should contain;

One formal examination will be prepared and set at the end of each semester.

Teachers will be responsible for preparing & setting the examination paper based on the Unit
Content and Learning Outcomes (process subject to change/to be announced).

The total available for the examination is 60%. of the semester/unit being assessed.

Multiple Choices Short Answer Short Essay Mini Case Study
Questions Questions Questions Questions
Numb_er of 9 Max 6 questions Max 2 questions | Max 2 questions
Questions
% (Max) 18% 18% 12% 12%
Total

60%

Examinations & Learning Levels — Examinations should provide students with the opportunity to
demonstrate different levels of learning, examinations should be prepared as follows;

Learning Level Knowledge Application Reasoning
Webb DOK Level 1 Level 2 Levels3& 4
Marks 18 30 12
Weight 30% 50% 20%

Recording Students Marks — Students’ marks should be recorded for each Unit/semester using the model
detailed below, teachers may also use a spreadsheet prepared in this format;

L | & o
S 12 | s > | ¥
GED Business Unit ( ) s s | 2 = IS
Studies S o < 5 S
Mark Sheet o o
Grade ( ) % Strand 1 % Strand 2
Semester ( ) 30 10 | 40 60 | 100
Year
( ) Testl | Test2 | Test3 | Testd | WAAL | WAA2 | o | o | Max | Max
4 4 4 4 7 7
Max | 2Max | Max | Max Max Max
Student's Name 1
Student's Name 2
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| — Grading Guidance & Student Feedback

Group-work and grading — The ability to work in groups on projects and tasks are essential skills that need
developing in students. Working collaboratively on assessed activities for strand 2 is strongly encouraged
but not mandatory. Grading work under these circumstances does present additional challenges to teachers
around the contributions each group member makes to the task they are undertaking. Teachers will need to
use their professional judgement when grading work and do have the flexibility to award different marks to
individuals from the same group (although this should not be the norm). In order to ensure individual
students contribute equitably to group activities teachers should;

¢ When introducing the assessed activity to students make clear the expectations, that their work will
be monitored and that teachers have the capacity to award different grades to students who do not
contribute fairly to the group task.

o Utilise the assessment planner so that tasks are shared amongst group members and this is checked.

e Observe students working on the task during lessons and the contributions they are making.

e Warn students who are not contributing that their grade may be effected, if this persists grade
accordingly.

o May utilise peer evaluations to assist in informing the grading process, providing these are valid and
reliable.

Re-submission of Continuous Assessments — Students should not have the option of re-submitting or re-
sitting continuous assessment activities. Only in exceptional circumstances with the approval of the teacher
may students re-submit activities. Examples of exceptional circumstances could include prolonged
authorised absence, a significant medical condition, etc. If these circumstances do not apply students should
not be given the opportunity to re-submit or re-sit simply to raise their grades.

Feedback on Continuous Assessment — Providing effective feedback is the single best method of helping
students improve their marks (Bellon et al. State 'academic feedback is more strongly and consistently
related to achievement than any other teaching behaviour...this relationship is consistent regardless of grade,
socioeconomic status, race, or school setting’)

It is essential as part of the learning process that students receive feedback on both areas they are performing
well in and in areas they need to improve. To enable feedback related to continuously assessed activities to
be utilized teachers should refer to the guidance below;

Feedback for Strand 1 assessment activities

As detailed in the section above Types of continuous assessment activities strand 1 assessments are
individually based set under test conditions. To enable students to receive feedback in advance of the
summative continuous assessment teachers may utilize formative mock assessments to enable them to gauge
individual students’ progress and provide feedback. The mock assessments can be used in a variety of
settings as whole class activities or mock tests. Teachers must not use identical questioning for formative
mock assessments as in the summative continuous assessment.

Feedback for Strand 2 assessment activities

As detailed in the section above Types of continuous assessment activities strand 2 assessment activities are
more substantial mini-projects or assignments which may be completed in small groups or by individuals.
Teachers must not use mock formative assessments for these activities but should provide ongoing feedback
as the students work on the summative assessment activity.
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This type of feedback requires teachers to use their professional judgement so that areas for improvement are
discussed, but students are not simply given the information they need to improve their grade. Questioning
strategies may be utilised to help students discover for themselves where important information may be
missing or wrong information provided.

J. Student Induction to the Qualification

Induction — Students must be introduced to the qualification and its structure before delivery of the leaning
content, this will assist in preventing problems or misunderstandings occurring in the future and will help
students focus their efforts. It is mandatory that all students are provided with an induction to the
gualification at the outset and are provided with written materials they can refer to later. The induction
should cover the following topics;

e The qualification structure and timetable

e Guidance on textbooks

e An overview of the unit content

e  Assessment methods

e Information on grading and how grades are awarded
e The supporting documentation

e The work-skills framework

e Students questions

K. Student Portfolios

For each student, teachers should create and maintain a portfolio of all the continuous assessments the
student has completed throughout the course. It is essential this is completed and maintained and that the
work it contains are originals and not copies. The purpose of the portfolio is to facilitate the moderation
process so that the marking and grading process can be quality assured. Every continuous assessment must
have as the front page the teacher assessment record fully completed and signed. The first page of the
portfolio should be the student cumulative assessment record fully completed with a record of all the
assessment activities within the portfolio and the marks awarded, as well as the final calculation of the
cumulative marks from the continuous assessments awarded to the student.

L. Work-Skills Framework

Work-skills Framework — This framework is an optional tool for teachers if they wish to use it. The table
below outlines the skills employers value the most in new staff based on valid surveys. The symbols can be
copied and used on teaching materials to reinforce these skills in students. Students will require an
introduction to the framework if it is used. Copies of the Work-skills symbols are in the appendix.

M. Quality Assurance

Business Studies may be subject to Ministry revised quality assurance processes going forward. Teachers
should use their professional judgement in ensuring consistency of grading both continuous assessments and
examinations.
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N. Students with Learning Difficulties & Disabilities

Students who can evidence they have a recognised learning difficulty or disability are entitled to further
flexibilities in the assessment processes. Teachers should follow the guidance published by the Ministry of
Education and the policy of the school under these circumstances.

0. Work-skills framework

This framework is an optional tool for teachers if they wish to use it. The table below outlines the skills
employers value the most in new staff based on valid surveys. The symbols can be copied and used on
teaching materials to reinforce these skills in students. Students will require an introduction to the
framework if it is used.

Work-skill

Explanation

Symbol

Awareness

This covers knowing about how a company or industry works, what
markets its operates within and how it remains competitive. Also an
understanding of customer needs and trends and how the business
can grow and improve its products or services. Showing an
understanding of what a business wants to achieve and how you and
others can contribute to that. Also an understanding of the basic
finances and costs and how these influence decision making.

Teamwork

This covers being an effective member of a team, being able to
work with others jointly and listen to their views as well as
confidently expressing your own views. Being able to reach
consensus decisions and working collaboratively to reach goals and
deadlines. It’s about having effective working relationships and
being able, on occasion, to resolve disagreement or conflict. It may
involve managing others effectively and delegating tasks as well as
taking on responsibility.

Problem Solving

This is about having the confidence to analyse information to
establish facts, trends and principles and then using this information
to solve a problem yourself, or as part of a team. Not relying on
others to solve problems for you and showing you have the initiative
to a