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T LEVEL FOUNDATION YEAR IN BUSINESS AND ADMINISTRATION 

INTRODUCTION
Collaboration is a vital skill that enables learners to work effectively in teams, a competency critical for success in their T Level studies and future careers. This is key to achieving National Technical Outcomes (NTOs) for the T Level Foundation Business and administration route – Outcome 3: Collaborate as a team member to develop sustainable business systems for business activities.
This resource aims to introduce learners to the knowledge, skills and behaviours necessary for working in team settings, planning sustainable systems and fostering an understanding of core business principles. These competencies are integrated into technical learning and assessed through teamwork projects and presentations.
Key areas of focus
Knowledge of business systems and sustainability:
· Understanding the systems and processes used in businesses.
· Exploring sustainability principles, including national and international goals, sustainable procurement and supply chain management.
Teamwork and communication:
· Team dynamics, roles and responsibilities.
· Effective communication, including active listening, non-verbal techniques and document production.
Management basics, technical systems and digital skills
· Application of digital tools for collaboration, data organisation and documentation.
· Use of software for developing and presenting business systems.
Behaviours and attitudes
· Promoting inclusivity and ethical practices in teams.
· Awareness of unconscious bias and its impact on performance.
This resource has three sections:
Framework for Learning
The resource includes a Framework for Learning (FfL). This covers 20 hours of learning, and there is a diagram to show how the content of those hours has been sequenced and scaffolded. There is also a narrative that explains the sequencing and scaffolding in more detail.
Lesson plans
There is a lesson plan for each stage in the sequencing and scaffolding of learning in the FfL. Lesson plans include details of the support materials that are required to support delivery, including those found in this resource.
Support materials
The support materials identified in the lesson plans are also available towards the end of this document.
NOTE:
There is a separate slide deck and Excel spreadsheet document that can be used with the lessons.


SECTION 1: FRAMEWORK FOR LEARNING
The FfL sets out one possible delivery approach to scaffolding and sequencing learner’s development of a specific skill for successful study (as outlined in the T Level foundation year: Framework for delivery) contextualised to one of the NTOs.
Sequencing and scaffolding
The following diagram shows how the development of Outcome 3: Collaborate as a team member to develop sustainable business systems for business activities will be sequenced and scaffolded through this FfL. 
There is also a rationale that provides more information on how the content is sequenced and scaffolded.

	
	Foundation building
	
	Independent practice

	
	Skill development and application
	
	Team project and presentation



Rationale
This resource has been sequenced and scaffolded to align with Outcome 3: Collaborate as a team member to develop sustainable business systems for business activities. The sequencing reflects a progression from foundational knowledge to applied skills, supporting learners as they build competence and confidence in collaboration, sustainability and business systems. It integrates key principles of pedagogy, ensuring learners are guided through a structured pathway that combines theoretical understanding with practical application.
The programme is divided into four distinct phases that gradually introduce, explore and apply the concepts central to Outcome 3. Each phase builds on the previous one, ensuring cumulative learning and mastery of the required knowledge and skills:

Lessons 1–2: Foundation building:
· Introduces key business systems and sustainability principles, ensuring all learners have a shared baseline of understanding.
· Focus on foundational team dynamics prepares learners for effective collaboration.
Lessons 3–6: Skill development and application:
· Gradual introduction of core skills, including communication, problem-solving and digital literacy, allows learners to practise in scaffolded scenarios.
· Learners begin applying these skills to analyse and design sustainable business systems.
Lessons 7–8: Independent practice:
· Learners engage in more complex, self-directed tasks, fostering autonomy and critical thinking.
· Focus on how individual skills contribute to the effectiveness of a team and problem-solving in realistic scenarios, preparing learners for their final project.
Lessons 9–10: Team project and presentation:
· Culminates in an integrated team project, requiring learners to synthesise their learning and apply it to a case study.
· The final project allows learners to demonstrate their learning in a practical, industry-relevant task, mirroring the demands of the T Level Employer Set Project (ESP), helping learners develop confidence in presenting to audiences.
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SECTION 2: LESSON PLANS
This section includes 10 lesson plans. The lesson plans follow the FfL. The lesson plans include the:
· lesson title
· targeted specification content coverage
· lesson number in the sequence
· total amount of time required to deliver the lesson
· teacher and learner activities to be undertaken during the lesson
· resources needed to deliver the lesson (see Note below)
· details of how the lesson supports the development of English, maths and/or digital skills (where appropriate)
· details of how the lesson can be adapted for learners with specific needs
· next steps in learning such as homework activities and links to the next lesson.
Note:
There is an assumption that the learning environment will include the following:
· whiteboard, smartboard or similar
· materials to take notes, e.g. pens, paper, audio recorder, digital device and software
· equipment to present a slide deck and video, e.g. projector, smartboard
· digital devices (e.g. laptop, tablet) for all learners
· internet access
· learner access to word-processing, spreadsheet and presentation software.


AoC is delivering this programme on behalf of the Education and Training Foundation. This programme is funded by the Department for Education.
	Title: Introduction to business systems and sustainability
Targeted content reference: Business systems and processes, sustainability, documentation 
Lesson sequence number: 1
Timing: 2 hours

	Prior learning: 
· Understanding of how businesses measure success through financial and non-financial metrics, the role of stakeholders and how key business functions collaborate (Outcome 1). 
· Familiarity with the drivers of business change, including sustainability initiatives and market demands, and how businesses adapt to remain competitive (Outcome 2). 
· Learners should be aware of appropriate online services that can be used for research purposes.

	Timing
	Teacher activity
	Learner activity 
	Support materials

	10 minutes
	Introduce the overarching project, explain the objective and provide an overview of the upcoming lessons.
	Listen and ask clarifying questions.
	Slide deck
Function task flashcards
Function pairing worksheets
Functional areas and sustainability worksheet
Functions and roles homework worksheet

	
	Ask learners if they have had any experience working on sustainability projects at school, during any work experience or as part of a job.
	Share any experience of working on sustainability projects at school, during any work experience or as part of a job.
	

	
	
	
	

	15 minutes
	Briefly introduce key functional areas of business: Marketing, Human Resources, Operations and Finance.
	Listen and ask clarifying questions.
	

	
	Divide class into groups of three or four, hand out Function task flashcards and instruct learners to group the different tasks to the key functional areas of business, offering guidance where required. 
	Work collaboratively in groups of three or four to group function tasks with their key functional areas of business.
	

	
	Guide a short debrief on how each function contributes to business success.
	Select a spokesperson from the group to feed back to the class. Participate in class discussion on why different functions are important. Listen to others and ask clarifying questions.
	

	25 minutes
	Explain that business functions do not operate in isolation, providing an example of how business functions collaborate. 
	Listen and ask clarifying questions.
	

	
	Pair learners and provide them with Function pairing worksheets (one sheet per pair) to write down how these functions collaborate to support the business.
	Work in pairs to consider how different business functions collaborate. Write down how these functions collaborate to support the business. 
	

	
	Rotate sheets between groups after 5 minutes and have each group contribute to another sheet.
	After 5 minutes, swap sheets with another pair, review previous ideas and add additional thoughts.
	

	
	Guide a short debrief on how functions collaborate.
	Share key findings with the class. Listen to others and ask clarifying questions.
	

	25 minutes
	Introduce the Triple Bottom Line framework, explaining how businesses measure success beyond just profit.
	Listen and ask clarifying questions.
	

	
	Instruct learners to find real-world businesses incorporating sustainability into their measurements of success. Circulating to offer guidance where required.
	Individually research, using appropriate online services, real-world businesses with sustainability initiatives, posting findings on a shared whiteboard (such as Microsoft Teams).
	

	
	Select five learners to provide feedback on their research to the class. 
	Verbally feed back to rest of group on research findings. Who are they? What do they do? What is the sustainability initiative?
	

	30 minutes
	Split the class into a minimum of four groups of three or four per group, assigning each group a business function (marketing, human resources, operations and finance). Select four businesses from the learners’ research in the previous activity. Provide each group with a Functional areas and sustainability worksheet.
	Work in groups to consider sustainability across the assigned business function. Consider how your assigned function supports sustainability for one of the businesses (in terms of profit, people and planet). 
	

	
	Rotate sheets between groups after 5 minutes and have each group contribute to another sheet.
	After 5 minutes, sheets rotate to the next group until all businesses have insights from all four functional areas.
	

	
	Lead a class discussion to reflect on how each business function supports sustainability. 
	Participate in a class discussion, providing examples of how each business function supports sustainability. Listen to others and ask clarifying questions.
	

	
	Collect worksheets so that they can be made available to learners completing homework.
	Hand in worksheets, noting any key points that strengthen understanding.
	

	15 minutes
	Present recap and ask learners to demonstrate their understanding with questions, such as “How do business functions interact?” and “What challenges do businesses face in balancing profit, people and planet?”
	Participate in a discussion, reflecting on learning and engaging with peers’ insights. Note any key points that strengthen understanding.
	

	
	Assign homework with Functions and roles homework worksheet.
	Note homework details and ask clarifying questions. 
	

	Other: 
English: Writing concise summaries. Presenting ideas confidently.
Maths: Understanding contextual financial and environmental impact (e.g. cost savings, carbon footprint reductions).
Digital: Using online research tools and shared digital collaboration platforms.

	Adaptation: 
SEND: For activities where written responses are requested, allow learners to record responses using methods appropriate to their abilities. Offer a quiet working area for groupwork activities for learners who may struggle with sensory overload during collaborative activities.
Extension: Research businesses that have failed to implement sustainability and consider why they struggled.

	Next steps in learning: Expanding on teamwork and problem-solving skills in business sustainability.
Homework: Research job roles related to each business function on Indeed (or similar provider), identifying which functional area they fall under and how they contribute to profit, people and planet.






	[bookmark: _Hlk200441778]Title: Team dynamics and roles
Targeted content reference: People, professional behaviours, self-reflection
Lesson sequence number: 2
Timing: 2 hours

	Prior learning: 
· Basic awareness of group collaboration (lesson 1).
· Some understanding of how teams operate in practical settings.

	Timing
	Teacher activity
	Learner activity 
	Support materials

	15 minutes
	Introduce the lesson.
	Listen and ask for clarification about the lesson.
	Slide deck
Professional development review
Team roles
Case study: Virgin Atlantic

	
	Recap any prior knowledge about teams and collaboration that was covered in lesson 1.
	Answer directed questions to check understanding and recall.
	

	
	[bookmark: _Hlk200441165]Select five learners to share one of the jobs they found during the homework task with the class.
	Share one of the jobs found as part of the homework task with the class, identifying which key functional area of business it falls into and how it might contribute to profit, people and planet.
	

	20 minutes
	Divide class into groups of three or four, outline the structure of a mind map, circulate to offer guidance and prompt deeper thinking on the types of characteristics learners should consider.
	In groups of three or four, listen and ask clarifying questions, then create a mind map of the key characteristics of an effective team.
	

	
	Rotate groups after 5 minutes and have each group contribute to another mind map.
	Rotate after 5 minutes and contribute to another mind map.
	

	
	After groups have contributed to at least two mind maps, ask learners to share some of the key characteristics they have considered with the rest of the class.
	Share key characteristics with the class, contributing to discussion with relevant teamwork experiences. Listen, take notes and ask questions.
	

	15 minutes
	Explain the key characteristics of effective teams. 
	Listen, compare examples to those on mind maps, take notes and ask questions. 
	

	
	Ask learners to provide examples of relevant teamwork experiences, providing prompts if required.
	Contribute to discussion with relevant teamwork experiences.
	

	20 minutes
	Provide learners with a Professional development review and instruct them to complete the self-assessment activity.
	Individually complete the self-assessment activity Professional development review. Highlight personal strengths.
	

	
	Circulate to offer guidance and ask probing questions on evaluating personal qualities.
	Ask for help if needed, discuss with peers or teacher if unsure.
	

	
	Circulate to offer guidance on completing the activity.
	Shade in each section of the radar chart up to the number that represents each total score for that category.
	

	20 minutes
	Distribute the Team roles and open discussion on the skill sets required for each. Encourage learners to attach skill sets to each role using sticky notes.
	Suggest skill sets required for each role and attach skill sets to each role using sticky notes.
	

	
	Provide guidance on role suitability activity to match personal qualities to roles.
	Using self-assessment scores, select or shortlist the role(s) they feel best suited for and complete the role suitability section of the Professional development review.
	

	
	Check in with individuals to ensure they have chosen roles that align with their strengths.
	Discuss choices with peers (in pairs) and teacher, adjusting if they realise a different role might suit them better.
	

	20 minutes
	Explain the concept of equality (equity), diversity and inclusion. Ask learners to contribute any experiences they have had and feel comfortable with sharing. 
	Listen and ask clarifying questions. Contribute any experiences they have had and feel comfortable with sharing.
	

	
	Provide Case study: Virgin Atlantic for learners to discuss and analyse. Circulate to offer guidance and prompt deeper thinking.
	Individually read the case study and identify how Virgin Atlantic’s inclusive policies have impacted the company.
	

	
	Ask learners to share their answers and encourage positive discussion.
	Answer the questions and share thoughts as part of a class discussion.
	

	10 minutes
	Recap and sum up how personal qualities and team roles contribute to overall team dynamics.
	Share key insights from the lesson, reflecting on how they can contribute to a team.
	

	
	Introduce homework. 
	Listen and ask for clarification. 
	

	Other: 
English: Reading, analysis and comprehension of professional text.

	Adaptation: 
SEND: Simplify role descriptors if necessary. Offer alternative ways of reflecting on personal strengths (audio/video). Offer a quiet working area for groupwork activities for learners who may struggle with sensory overload during collaborative activities.
Extension: Encourage high-performing learners to research their own case studies.

	Next steps in learning:
Learners will revisit their Performance review document in lesson 6 to create a personal action plan for improvement before completing a final self-evaluation in lesson 10.
Suggestion: A case study for equality, diversity and inclusion has been provided, however, teachers are encouraged to consider inviting local employers to share their own experiences with learners to make this activity more relevant.
Homework: Find a job listing for a position that matches your selected role. Complete a personal statement as part of an application for this position.





	Title: Communication skills for collaboration
Targeted content reference: Communication, team collaboration, digital skills.
Lesson sequence number: 3
Timing: 2 hours

	Prior learning: 
· Understanding of basic business functions (lesson 1). 
· Understanding of team dynamics (lessons 1–2). 

	Timing
	Teacher activity
	Learner activity 
	Support materials

	15 minutes
	Introduce the first impressions task. Instruct learners to pair up and exchange their personal statements (created for the lesson 2 homework).
	Pair up and read each other’s personal statements (created for the lesson 2 homework).
	Slide deck
Learner personal statements (created for the lesson 2 homework)
Communication flashcards
Matrix
Constructive feedback worksheet
Quickfire debate cards
Team feedback worksheet

	
	Circulate to ensure learners understand and execute the task effectively. Instruct learners to switch roles of interviewer and interviewee after 5 minutes.
	Interview each other, taking it in turns to act as interviewer and interviewee, asking questions about the personal statements or for further details on points.
	

	
	Ask learners to reflect on their first impressions of their partner’s performance and encourage the sharing of key insights with each other.
	Reflect on first impressions of partner’s performance and share key insights with each other.
	

	20 minutes
	Divide class into groups of three or four, provide groups with Communication flashcards and Example matrix. Instruct them to sort the flashcards onto the Matrix with ‘Verbal/Non-verbal/Written’ on one axis and ‘Formal/Informal’ on the other.
	In groups of three or four, sort Communication flashcards into the correct sections on the Matrix.
	

	
	Reveal correct answers and explain the different communication types and what they mean.
	Check answers, making corrections where necessary and asking for clarification if unsure. 
	

	
	Introduce active listening and constructive feedback.
	Listen and ask for clarification.
	

	30 minutes
	Provide Constructive feedback worksheet. 
	Write the name of partner from the first impressions task on the sheet. Look at Constructive feedback worksheet and ask if anything is unclear. 
	

	
	Split learners into new pairs (that are different to the pairings in the first impressions task). Call up pairs of learners to debate light-hearted topics (e.g. Pineapple belongs on pizza). Use Quickfire debate cards or provide similar topics and assign one learner to represent ‘for’ and the other to represent ‘against’.
	Engage in quickfire debates, presenting arguments ‘for’ or ‘against’ effectively for a maximum of 60 seconds each. 
	

	
	Instruct the class to vote on the most compelling argument for each debate, recording the outcomes. Prompt partners from the first impressions task to complete Constructive feedback worksheet for their original partners.
	Vote on the most compelling argument, while partners from the first impressions task complete Constructive feedback worksheet based on active listening and constructive feedback.
	

	10 minutes
	Guide learners in sharing feedback with their partners using active listening techniques.
	Exchange feedback with first impressions task partners.
	

	
	Lead a short discussion on whether knowing the communication criteria on Constructive feedback worksheet made it easier to present themselves.
	Reflect on how knowing the communication criteria influenced approach.
	

	30 minutes
	Introduce guest (member of leadership team). 
	Welcome guest. 
	

	
	Assign groups of three or four a task to identify an issue at the college/provider and propose a solution.
	Listen and ask clarifying questions. In groups of three or four, identify an issue at college/provider and collaborate to propose a solution.
	

	
	Give groups 5 minutes to discuss their issue and agree a solution.
	Discuss the issue and agree a solution.
	

	
	Instruct learners to present issue and solution to the invited member of the leadership team. Teacher and guest record feedback on a Team feedback worksheet.
	Present the case to the member of the leadership team, clearly and cohesively, as a team.
	

	10 minutes
	Give feedback based on team communication, collaboration, problem-solving and presentation skills.
	Review and reflect on feedback.
	

	
	Lead discussion on key learning points from the activity.
	Discuss lessons learnt about effective team communication.
	

	5 minutes
	Summarise key takeaways from the lesson.
	Share key insights and reflect on key takeaways from the lesson.
	

	
	Assign homework.
	Listen and ask clarifying questions.
	

	Other: 
English: Developing verbal and written communication skills. 

	Adaptation: 
SEND: Provide additional preparation time before debating for learners who require it or may be particularly anxious. Provide learners with feedback sentence starters to assist with developing empathetic yet constructive feedback. 
Extension: Encourage high-performing learners to explore persuasive techniques in formal communication. For the presentation activity, encourage learners to self-evaluate their own performance in the team, using the Team feedback worksheet.

	Next steps in learning: Explore Sustainable Development Goals (SDGs) and business impact. Apply communication skills in upcoming team-based projects. 
Homework: Write a letter to the local Member of Parliament about a sustainability issue (local, national or international). Use the communication techniques covered to create a compelling case.





	Title: Sustainable Development Goals (SDGs) and business impact
Targeted content reference: Sustainability, team collaboration, presentation skills, digital competency.
Lesson sequence number: 4
Timing: 2 hours

	Prior learning: 
· Understanding of sustainability principles and basic business systems (lessons 1–3). 
· Teamwork and communication skills (lessons 2–3). 
· Learners should be aware of appropriate online services that can be used for research purposes.

	Timing
	Teacher activity
	Learner activity 
	Support materials

	10 minutes
	Introduce today’s lesson.
	Listen and ask clarifying questions.
	Slide deck
The 17 Sustainable Development Goals (SDGs)
SDG case studies
Team feedback worksheet (from lesson 3)

	
	Instruct learners to pair up and initiate starter activity: “What sustainability goals or initiatives do you know?” Provide assistance or prompts where required.
	Answer question, sharing previously acquired knowledge with paired partner.
	

	15 minutes
	Introduce presentation on SDGs, highlighting their global importance and relevance to business, including embedded video. Provide handout on The 17 Sustainable Development Goals (SDGs).
	Listen, make notes, ask clarifying questions.
	

	35 minutes
	Organise learners into groups of three or four. Provide one of the SDG case studies to each group and instruct groups to analyse. Circulate and ask probing questions.
	Work collaboratively in small groups, analysing how businesses have integrated SDGs in one of the SDG case studies provided to their group. Prepare brief summary presentations.
	

	
	Lead whole-class discussion, provide feedback and reinforce key points from group analyses. 
	Present group summaries and participate in class discussion.
	

	40 minutes
	Introduce SDGs in our community activity.
	Listen, make notes, ask clarifying questions.
	

	
	Guide learners, in the same groups, as they research, brainstorm and outline related SDGs and sustainability improvements in local businesses.
	In the same groups collaboratively research, using appropriate online services, local businesses and brainstorm realistic sustainability solutions.
	

	
	Lead group presentations and peer feedback, ensuring feedback remains constructive and relevant.
	Present group ideas. Provide thoughtful, constructive peer feedback using Team feedback worksheet from lesson 3.
	

	20 minutes
	Summarise key takeaways from the lesson.
	Share key insights and reflect on key takeaways from the lesson.
	

	
	Assign homework, allowing 10–15 minutes of class time to individually brainstorm SDG selection and poster slogans/messages. Provide guidance on creating effective slogans and impactful messaging.
	Listen, make notes, ask clarifying questions. Individually brainstorm SDG selection and poster slogans/messages.
	

	
	
	
	

	Other: 
English: Developing clear written and spoken communication skills through peer-assessed summaries, presentations and discussions.
Digital: Using digital tools effectively for research.

	Adaptation: 
SEND: Allow alternative formats for presentations (e.g. posters).
Extension: Challenge learners to explore more innovative, advanced sustainability strategies.

	Next steps in learning: Designing and evaluating systems.
Homework: Choose one of the SDGs to focus on. Design an engaging poster promoting awareness and action in the college/provider. Include an impactful slogan and clear message.





	Title: Designing and evaluating systems
Targeted content reference: Sustainability, team collaboration, communication, business systems and processes.
Lesson sequence number: 5
Timing: 2 hours

	Prior learning: 
· Understanding of sustainability principles, business systems and the Sustainable Development Goals (SDGs) (lessons 1–4). 
· Experience in teamwork, collaboration and basic presentation skills (lessons 1–4).

	Timing
	Teacher activity
	Learner activity 
	Support materials

	15 minutes
	Introduce lesson objectives and display SDG awareness posters created by learners for homework. Explain voting criteria clearly.
	Listen, observe posters and ask clarifying questions about voting criteria.
	Slide deck
Learners’ SDG awareness posters (from homework)
Business system process case studies (teacher use only)
Business system process worksheet
Business system process cards
SDG case studies (from lesson 4)



	
	Lead the voting process, encouraging reflection on key messages and environmental issues addressed by each poster. 
	Review and consider each poster, then vote, by placing a sticky note on the poster with the strongest message or best approach to addressing key environmental issues.
	

	
	Tally votes and announce the winning poster.
	Listen.
	

	20 minutes
	Deliver theory on key business systems: operations management (OM), corporate social responsibility (CSR) and supply chain management (SCM). Provide clear definitions and examples.
	Listen, take notes and ask clarifying questions as necessary.
	

	
	
	
	

	
	
	
	

	20 minutes
	Assign the three Business system process case studies (Toyota, Tesco, Amazon) equally, one per learner, alongside Business system process worksheet and related Business system process cards (note that one card is a red herring). Explain task clearly, specifying the need to exclude the incorrect card.
	Listen, take notes and ask clarifying questions as necessary.
	

	
	Circulate to offer guidance and check accuracy.
	Individually read assigned case study. Identify relevant business systems, sequence the correct process cards on worksheets and remove red herrings.
	

	
	Instruct learners with the same case studies to form small peer review groups to check answers with each other.
	Check answers with peers who have the same case study, discussing differences in opinion and prepare to present findings.
	

	
	Lead a short class discussion, selecting a spokesperson for each case study to succinctly summarise their identified business system, correct processes and how they excluded the false process card.
	One spokesperson per group clearly presents their analysis. Other learners actively listen and ask questions.
	

	30 minutes
	Provide each learner with one of the SDG case studies (from lesson 4), distributing them equally among the class.
	Read and analyse the case studies carefully.
	

	
	Distribute blank Business system process worksheet. Instruct learners to detail the processes they think the company might undertake to achieve its goals.
	Consider the processes the company might undertake to achieve its goals and write them on the Business system process worksheet.
	

	
	Instruct learners with the same case studies to form small peer review groups to check answers with each other.
	Check answers with peers who have the same case study, discussing differences in opinion and prepare to present findings.
	

	
	Lead a short class discussion, selecting a spokesperson for each case study to succinctly summarise their identified business system and processes.
	One spokesperson per group clearly presents their analysis. Other learners listen and ask questions.
	

	30 minutes
	Organise learners into groups of three or four. Distribute a blank copy of the Business system process worksheet and instruct learners to apply business system and process knowledge to the winning SDG awareness poster goal.
	Discuss in groups of three or four the processes required to achieve the SDG goal highlighted by the winning SDG awareness poster. Develop a detailed process collaboratively using a Business system process worksheet.
	

	
	Coordinate brief presentations from each group, then guide the class towards collaboratively refining and agreeing upon a single, comprehensive business process. 
	One spokesperson per group presents. Participate in discussion and agree upon a refined, collective business process.
	

	
	Summarise the collective decision clearly.
	Listen, take notes and ask clarifying questions as necessary.
	

	5 minutes
	Summarise key takeaways from the lesson.
	Share key insights and reflect on key takeaways from the lesson.
	

	
	Assign homework.
	Listen and ask clarifying questions.
	

	Other: 
English: Critically analysing text for specific processes. 

	Adaptation: 
SEND: Offer a quiet working area for groupwork activities for learners who may struggle with sensory overload during collaborative activities.
Extension: Encourage high-performing learners to research the processes used by local companies that they are familiar with.

	Next steps in learning: Project management basics.
Homework: Learners should answer the question “What three things do all companies need?” and prepare to clearly articulate their answers in next lesson’s discussions.






	Title: Project management basics
Targeted content reference: Team collaboration, communication, business systems and processes, people, professional behaviours, self-reflection
Lesson sequence number: 6
Timing: 2 hours

	Prior learning: 
· Understanding of business functions, teamwork, communication, sustainability (lessons1–4).
· Experience of business processes case studies (lesson 5).
· Familiarity with the Professional development review (lesson 2).

	Timing
	Teacher activity
	Learner activity 
	Support materials

	15 minutes
	Introduce lesson objectives.
	Listen and ask clarifying questions.
	Slide deck
People and processes worksheet
Mini‑project
Blank Gantt chart worksheet
Professional development review (from lesson 2)
Budget tracker worksheet

	
	Remind learners of the homework question: “What three things do all companies need?” Nominate one or two scribes to record suggestions on the whiteboard / flipchart. Support whole‑class discussion, prompting quieter learners.
	Contribute suggestions; listen and ask clarifying questions. Scribes note ideas visibly for the class.
	

	
	Reveal the correct answer – Time, money and people – explaining these as ‘resources’. Deliver a brief introduction and overview of each resource and its importance.
	Take notes on the three resources. Listen and ask clarifying questions.
	

	30 minutes
	Issue People and processes worksheet featuring the existing Toyota, Tesco and Amazon case studies. Recap the six team roles from lesson 2. Instruct learners to decide which roles are needed at each process stage for their allocated case study.
	Listen and ask clarifying questions.
	

	
	Circulate, probing choices and supporting differentiation.
	Individually match roles to process stages on the worksheet.
	

	
	After 15 minutes, group learners by case study for peer review; remind them to challenge respectfully.
	Form peer review groups with others studying the same company; compare and refine answers.
	

	
	Lead a whole-class discussion. Choose one spokesperson per case study to present findings and invite questions.
	Each spokesperson presents analyses, others listen actively and ask questions.
	

	35 minutes
	Introduce network analysis in project management, explaining Gantt charts, Project Evaluation and Review Technique (PERT) charts, flowcharts and roadmaps.
	Listen, take notes and ask clarifying questions.
	

	
	Model a simple Gantt chart. Provide a fictitious Mini‑project with timed tasks and a blank Gantt chart worksheet. Challenge learners to sequence all tasks so the project completes inside the given timeframe.
	Listen, take notes and ask clarifying questions.
	

	
	Circulate to check accuracy and stretch learners who finish early to support peers.
	Individually populate the Gantt chart worksheet with the mini-project timed tasks, ensuring tasks are logically sequenced so the project completes inside the given timeframe. 
	

	25 minutes
	Direct learners to Checkpoint 1 of their Professional development review. Circulate and support reflective questioning.
	Complete Checkpoint 1 reflection, considering teamwork, role performance and progress so far.
	

	
	Explain the Action plan table and expectations for realistic, measurable targets. Circulate, prompting deeper reflection and signposting support resources.
	Draft an Action plan with at least two improvement targets.
	

	
	Collect in learners’ Professional development reviews.
	Hand in Professional development review to teacher.
	

	15 minutes
	Summarise key takeaways from the lesson.
	Share key insights and reflect on key takeaways from the lesson.
	

	
	Assign homework. Emphasise honest, daily entries.
	Listen and ask clarifying questions.
	

	
	
	
	

	Other: 
English: Reflective writing in the Checkpoint and action plan.
Maths: Calculating task durations and project timelines.

	Adaptation: 
SEND: Allow speech‑to‑text or audio recording for the reflection tasks. 
Extension: Challenge high‑performing learners to identify the critical path and suggest time‑savings in the mini‑project.

	Next steps in learning: Learners will analyse money as a resource in lesson 7, applying the personal spending data collected through the Budget tracker to business budgeting concepts.
Homework: Keep a personal spending diary for a minimum of three days using the Budget tracker worksheet. This will not be shared with other learners but used for an upcoming individual activity.
Teacher: Use Professional development review to identify appropriate roles for lesson 7 activity.






	Title: Collaboration challenges and problem-solving
Targeted content reference: Team collaboration, communication, business systems and processes, people, professional behaviours, self-reflection.
Lesson sequence number: 7
Timing: 2 hours

	Prior learning: 
· Learners have completed a personal spending diary (lesson 6 homework). 
· Familiarity with teamwork, communication and the importance of resource management in business (lessons 1–6).
· Experience of Excel and basic spreadsheet functionality.

	Timing
	Teacher activity
	Learner activity 
	Support materials

	10 minutes
	Introduce lesson. Explain the importance of financial planning in both personal and business contexts.
	Listen and ask clarifying questions.
	Slide deck
Personal spending data (from homework)
Spreadsheet template financial_planning_activity.xlsx
Negotiation project case studies and role cards
Negotiation project feedback form
Thomas–Kilmann conflict model




	40 minutes
	Explain financial planning activity instructions and basic formulae for the task.
	Make notes. Listen and ask clarifying questions.
	

	
	Circulate to offer guidance on using spreadsheet software effectively and prompt constructive thinking on budgeting.
	Using personal spending data collected from the homework, complete the provided spreadsheet and adjust costs and budgets as instructed to create a detailed financial plan for the upcoming week. Use Excel (or similar spreadsheet software).
	

	30 minutes
	Explain how negotiations work, what Best Alternative To a Negotiated Agreement (BATNA) is and provide strategies.
	Make notes. Listen and ask clarifying questions.
	

	
	Organise learners into groups of three. Clearly define roles – “Manager”, “Project Lead” and “Mediator” – based on their Professional development review results.
	Get into groups of three as directed by the teacher. Offer insights into personal skills based on Professional development review results if asked.
	

	
	Provide each group with their respective negotiation project case study and role cards and a copy of the Negotiation project feedback form. Explain negotiation project activity instructions.
	Read negotiation project case study and role cards. Ask clarifying questions.
	

	
	Circulate, ensuring understanding of roles and tasks.
	In assigned roles, “Manager” and “Project Lead” negotiate to achieve project outcomes within constraints. “Mediator” observes and records observations on Negotiation project feedback form.
	

	25 minutes
	Introduce the Thomas–Kilmann conflict model, explaining the five conflict-handling modes (competing, collaborating, compromising, avoiding and accommodating).
	Listen and ask clarifying questions.
	

	
	Instruct learners to identify their personal conflict-handling mode based on negotiation exercise. Circulate to clarify understanding.
	Identify personal conflict-handling mode based on negotiation exercise. “Mediator” provides feedback to “Manager” and “Project Lead” regarding their observed styles.
	

	
	Ask reflective questions about negotiation outcomes and conflict-resolution experiences.
	Participate in reflective discussion, sharing key insights and listening to others. Record insights on the Negotiation project feedback form and keep for later reference.
	

	15 minutes
	Summarise key takeaways from the lesson. 
	Share key insights and reflect on key takeaways from the lesson.
	

	
	Assign homework.
	Listen and ask clarifying questions.
	

	Other:
English: Developing communication and negotiation skills.
Maths: Calculating adjusted budgets and increased item costs accurately.
Digital: Using spreadsheet software to create clear, detailed financial plans.

	Adaptation: 
SEND: Allow additional accessibility support for spreadsheet activities, including step-by-step guidance if required. Offer a quiet working area for groupwork activities for learners who may struggle with sensory overload during collaborative activities.
Extension: Encourage high-performing learners to evaluate the impact of further budget reductions or cost increases on their financial plan.

	Next steps in learning: 
Homework: Reflect on the negotiation activity and complete a short, written evaluation, describing what was learnt about personal negotiation and conflict-resolution styles.




	Title: Digital tools and preparation
Targeted content reference: Team collaboration, communication, business systems and processes, people, professional behaviours, self-reflection, sustainability, team dynamics, digital skills.
Lesson sequence number: 8
Timing: 2 hours

	Prior learning: 
· Experience in team dynamics, communication and project management basics (lessons 1–7).
· Understanding of business functions and sustainability principles (lessons 1–7).
· Familiarity with Microsoft Teams (or similar platform) for online collaboration. 

	Timing
	Teacher activity
	Learner activity 
	Support materials

	10 minutes
	Introduce lesson objectives and briefly review lesson 7 homework, facilitating a short class discussion on key insights.
	Listen and share key reflections from homework task.
	Slide deck
Reflections on the negotiation activity (homework)
Access to a dedicated online collaborative platform (such as Microsoft Teams or similar platform)
Team formation template
Checklist of requirements
Style guide
Checkpoint 2 of the Professional development (lesson 2)



	30 minutes
	Group learners into teams (approximately six per team) based on their Professional development reviews, ensuring a range of different strengths in each so that learners can identify their appropriate roles.
	Discuss personal strengths (as per their Professional development review), identify and agree roles.
	

	
	Direct learners to individual workstations/laptops and instruct them to access a dedicated online collaborative platform (such as Microsoft Teams or similar platform). This will enable learners to explore communication challenges in an unfamiliar environment.
	Log on to individual workstations/laptops, access a dedicated online collaborative platform (such as Microsoft Teams or similar platform), navigate to group’s channel and prepare for further instruction.
	

	
	Instruct learners to collaboratively plan and research the feasibility of their elected Sustainable Development Goal (SDG) awareness poster (from previous lessons). Provide a checklist outlining tasks that incorporate previously developed skills, ensuring activities cover all roles.
	Listen and ask clarifying questions.
	

	
	Circulate to clarify understanding and provide assistance where required.
	Collaborate online via Teams to plan and research the feasibility of the elected SDG awareness poster (from previous lessons), each learner completing tasks relevant to their assigned role using the provided checklist.
	

	30 minutes
	Briefly explain the concept of cloud computing in terms of office productivity applications, including the benefits of these platforms over traditional software.
	Listen and ask clarifying questions.
	

	
	Provide each group with a style guide. Instruct learners to create a group report based on their plan and research, each learner contributing according to their assigned role. Explain the expectation of collaborative working in real time using Microsoft Word (or similar).
	Listen and ask clarifying questions.
	

	
	Circulate, ask probing questions and providing individual feedback.
	Use Microsoft Word (or similar) to create a group report, each learner collaborating and contributing, in real time, to the same document, according to their assigned role.
	

	20 minutes
	Lead class discussion, allowing each group to share selective parts of their reports. Guide a critical discussion and encourage constructive feedback.
	Share selected elements of group report. Listen, participate actively by asking critical questions, taking notes and reflecting on potential improvements.
	

	10 minutes
	Inform learners that they will need to discuss and make amendments and revisions based on class feedback.
	Listen and ask clarifying questions.
	

	
	Circulate to clarify understanding and provide assistance where required.
	Briefly discuss and implement, in groups, possible revisions to improve reports based on feedback.
	

	
	
	
	

	10 minutes
	Guide learners through Checkpoint 2 of their Professional development review, encouraging reflective questioning about their role, teamwork and performance. Circulate to provide support.
	Individually complete Checkpoint 2 of the Professional development review individually, reflecting on performance, teamwork skills and personal progress.
	

	10 minutes
	Recap key insights from the lesson, reinforcing learning outcomes and preparing learners for upcoming activities.
	Share key insights and reflect on key takeaways from the lesson.
	

	
	Assign homework.
	Listen and ask clarifying questions.
	

	Other:
English: Writing collaboratively in a professional format. Articulating ideas clearly in discussions and feedback sessions.
Maths: Project budgeting (assigned roles).
Digital: Using online collaboration tools effectively (Microsoft Teams, Microsoft Word).

	Adaptation: 
SEND: Provide assistive technology or one-to-one support during digital collaboration tasks.
Extension: Encourage learners to explore advanced features of collaboration tools to enhance efficiency and presentation.

	Next steps in learning: Learners will work on the final team project and presentation of this series, bringing together all of the skills and knowledge gained throughout the previous lessons.
Homework: Review and update the Action plan in the Professional development review, considering today’s feedback and reflections.





	Title: Team project and presentation (research and draft)
Targeted content reference: Business systems and processes, sustainability, team dynamics, communication, digital skills 
Lesson sequence number: 9
Timing: 2 hours

	Prior learning:
· Understanding of business systems, sustainability and Sustainable Development Goals (SDGs) (lessons 1–8).
· Experience of research in the context of business systems, sustainability and SDGs (lessons 1–8).
· Awareness of personal strengths from Professional development review (lessons 2 and 6).
· Experience in teamwork, project planning and communication skills. (lessons 2–7).
· Familiarity with digital tools for collaboration and document production (lesson 8).

	Timing
	Teacher activity
	Learner activity 
	Support materials

	5 minutes
	Introduce the lesson.
	Listen, ask clarifying questions about the lesson.
	Slide deck
Access to a dedicated online collaborative platform (such as Microsoft Teams or similar platform)
Final project case study documents
Success criteria checklist
Team formation template
Professional development review (lesson 2)
Proposal template
Flipchart paper and marker pens

	
	Outline project expectations and success criteria.
	Take notes and discuss as a group to clarify expectations.
	

	
	
	
	

	5 minutes
	Group learners into teams (approximately six per team) based on their Professional development reviews, ensuring a range of different strengths in each.
	Discuss personal strengths (as per their Professional development review) and assign roles.
	

	
	
	
	

	
	
	
	

	5 minutes
	Assign case studies to teams (one per team).
	Read case study, ask clarifying questions about the case study.
	

	
	
	
	

	
	
	
	

	20 minutes
	Guide learners in initial brainstorming.
	Brainstorm potential solutions as a team, based on the case study’s sustainability issue. 
	

	
	
	
	

	
	
	
	

	25 minutes
	Circulate and provide formative feedback.
	Carry out online research of specific aspects (based on assigned role) and assess the feasibility of the proposed solutions.
	

	
	
	
	

	
	
	
	

	50 minutes
	Support teams in drafting the proposal.
	Begin drafting the proposal collaboratively.
	

	
	Circulate, ask probing questions and providing individual team feedback.
	Work collaboratively to finalise initial draft and plan for the next steps in proposal development.
	

	
	
	
	

	5 minutes
	Outline the reflection activity requirements.
	Complete reflection task.
	

	
	
	
	

	
	
	
	

	5 minutes
	Summarise key takeaways, homework and next steps.
	Listen and take notes.
	

	Other: 
English: Synthesising information from the case study and prior research. Articulating solutions clearly in proposal drafts.
Maths: Identifying costs or measurable outcomes (e.g. waste reduction, energy savings). Using quantitative data to support sustainability claims.
Digital: Collaborating using shared digital tools (e.g. Google Workspace, Microsoft Teams). Creating and formatting professional proposal documents.

	Adaptation: 
SEND: Support the assigning of roles in teams to align with individual strengths. Offer assistive technology or additional one-to-one support.
Extension: Encourage high-performing learners to explore advanced sustainability strategies or incorporate innovative technologies into their proposal. Assign leadership roles in teams for planning and managing tasks.

	Next steps in learning:
· Homework: Prepare for presentation by contributing to team slide deck and take ownership of specific sides/content based on roles.
· Teams will finalise their proposals and deliver presentations.
· Focus on refining the written proposal and practising oral communication skills for effective presentation delivery.





	Title: Team project and presentation (present and evaluate)
Targeted content reference: Sustainability, team collaboration, presentation skills, professional behaviours, digital skills
Lesson sequence number: 10
Timing: 2 hours

	Prior learning:
· Understanding of business systems, sustainability and Sustainable Development Goals (lessons 1–8).
· Completion of a draft proposal, including research, planning and team-based problem-solving (lesson 9).
· Familiarity with presentation tools (e.g. PowerPoint, Google Slides) to create a clear and engaging presentation (lesson 8).
· Practice of public speaking techniques (lesson 8).
Recommendation:
· Invite an external observer (e.g. employer, colleague).

	Timing
	Teacher activity
	Learner activity 
	Support materials

	5 minutes
	Outline the session structure.
	Listen and ask clarifying questions about expectations for presentations and feedback.
	Slide deck
Access to a dedicated online collaborative platform (such as Microsoft Teams or similar platform)
Presentation structure guide
Success criteria checklist (lesson 9)
Peer evaluation and feedback template
Professional development review (from lesson 2)
Warm-up activity suggestions.

	
	
	
	

	
	
	
	

	30 minutes
	Show Presentation structure slide for additional guidance.
	 Listen and ask clarifying questions.
	

	
	Circulate and provide each team with individual guidance on the preparation of their presentation.
	Work in teams to refine proposal into a clear and engaging presentation.
	

	
	
	
	

	10 minutes
	Conduct a quick group pre-presentation warm-up activity for confidence. 
	Participate in a pre-presentation warm-up activity to practise speaking in front of others.
	

	
	Provide tips for success.
	Listen and ask clarifying questions.
	

	
	
	
	

	45 minutes
	Facilitate team presentations (approximately 15 minutes per team to include setup, delivery and question and answer). Based on three teams.
	Deliver team’s presentation to the class who are acting as the Board of Directors. Answer questions from peers and the teacher. Non-delivering learners to listen attentively and taking notes to provide feedback to peers later.
	

	
	
	
	

	
	
	
	

	30 minutes
	Lead a feedback session after all presentations, encouraging learners to share constructive feedback and providing additional commentary where necessary.
	Share constructive feedback and identify areas for improvement for others.
	

	
	Highlight key learning points and set individual reflection.
	Reflect on own presentation completing an individual evaluation of their role and contribution to the project.
	

	
	
	
	

	Other: 
English: Articulating ideas clearly and confidently to an audience. Responding thoughtfully to questions and feedback.
Maths: Referencing quantitative data (e.g. costs, waste reduction percentages) in presentations. Supporting arguments with numerical evidence where applicable.
Digital: Presenting with digital tools (e.g. PowerPoint, Google Slides). Integrating visuals, charts and graphs effectively into presentations.

	Adaptation: 
SEND: Allow alternative methods for presenting, such as pre-recorded videos or group-delivered presentations.
Extension: Encourage high-performing learners to lead the team presentation or expand on advanced aspects of the proposal. Challenge them to explore long-term sustainability strategies for the business.

	Next steps in learning:
· Submit the final written proposal for teacher evaluation, incorporating feedback if needed.
· Complete an individual reflection on personal contributions, teamwork and overall learning.






SECTION 3: LESSON SUPPORT MATERIALS
This section includes the handouts, worksheets, templates and case study materials referred to in the Support materials section of each lesson plan.



The following materials relate to lesson 1: Introduction to business systems and sustainability
Function task flashcards
	Conducts market research.
	Develops advertising campaigns.
	Manages social media and branding.

	Recruits and trains employees.
	Handles payroll and benefits.
	Manages employee performance and wellbeing.

	Manages supply chains and logistics.
	Oversees production and quality control.
	Implements business processes for efficiency.

	Creates and manages budgets.
	Tracks expenses and revenue.
	Handles financial reporting.

	Analyses customer trends and behaviours.
	Manages financial risks and investments.
	Ensures health and safety compliance.



Function pairing worksheets
Function pair 1
	Marketing
	◄►
	Finance

	



	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





Function pair 2
	Marketing
	◄►
	Human resources

	



	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





Function pair 3
	Marketing
	◄►
	Operations

	



	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





Function pair 4
	Operations
	◄►
	Finance

	



	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





Function pair 5
	Operations
	◄►
	Human resources

	



	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





Function pair 6
	Human resources
	◄►
	Finance

	



	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	






Functional areas and sustainability worksheet
Consider how each functional area contributes to sustainability by considering its activities and identifying how they support profit, people and planet.
Company name: 
Sustainability initiative:
	
	Profit
	People
	Planet

	Marketing
	
	
	

	Human resources
	
	
	

	Operations
	
	
	

	Finance
	
	
	





Functions and roles homework worksheet
Research specific job roles related to each business function on Indeed (or similar provider).
Identify which functional area they fall under and how they contribute to profit, people and planet. 
	Job title
	

	Functional area
	

	Profit
	People
	Planet

	
	
	



	Job title
	

	Functional area
	

	Profit
	People
	Planet

	
	
	



	Job title
	

	Functional area
	

	Profit
	People
	Planet

	
	
	




The following materials relate to lesson 2: Team dynamics and roles
Professional development review
Self-assessment
Read the statements below and rate your abilities in each with a tick (✓) – with 5 being the strongest.
	Skill set
	Statement
	1
	2
	3
	4
	5

	Leadership and communication
	I can clearly share ideas and lead a group.
	
	
	
	
	

	
	I speak confidently in front of others and motivate them.
	
	
	
	
	

	
	I can write clearly to record important information and communicate ideas.
	
	
	
	
	

	Time management and organisation
	I manage my time well and make decisions confidently.
	
	
	
	
	

	
	I pay close attention to details and stay organised.
	
	
	
	
	

	
	I keep track of information and help others stay on task.
	
	
	
	
	

	Problem-solving and analytical skills
	I enjoy finding solutions to problems and working with data.
	
	
	
	
	

	
	I am good at working with numbers and budgets.
	
	
	
	
	

	
	I can spot risks and suggest realistic solutions.
	
	
	
	
	

	Technical and research skills
	I am comfortable using research tools and technology.
	
	
	
	
	

	
	I have a creative eye for design and presentations.
	
	
	
	
	

	
	I know how to share ideas visually, for example by using slides or posters.
	
	
	
	
	

	Social responsibility and teamwork
	I care about the wider environment and being socially responsible.
	
	
	
	
	

	
	I look for ways to make things better.
	
	
	
	
	

	
	I can adapt easily and support teammates if they need help.
	
	
	
	
	



Shade in each section of the radar chart up to the number that represents your total score for that skill set (e.g. if your score for Leadership and communication is 8, shade up to eight parts of that section).
[image: Radar diagram chart of skill sets: Leadership and communication, Time management and organisation, Problem solving and analytical skills, Technical and research skills, Social responsibility and teamwork ]


Role suitability
Which role do you believe suits you and your abilities? Consider your self-assessment ratings when giving your reasons.
Role
	




Reasons
	













Checkpoint 1 (to be completed in lesson 2 and used in lesson 6)
Look back at your performance so far. Think about your role, your teamwork skills and your progress.
What have you done well?
	









What challenges have you faced?
	









What could you do differently next time?
	









Action plan
	Area for improvement
A clear statement of what you want to work on.
	Action(s) to be taken
Details of the steps you will take to achieve this target.
	Support or resources needed
Any help, tools or materials that will make your actions more successful.
	Timeline
A realistic date by which you want to achieve your target.
	Success measure(s)
How you will know you have achieved the target or made progress.

	



	
	
	
	

	



	
	
	
	

	



	
	
	
	






Checkpoint 2 (to be completed in lesson 2 and used in lesson 8)
Look at your performance in this lesson’s activity. Think about your role, your teamwork skills and your progress.
What have you done well?
	









What challenges have you faced?
	









What could you do differently next time?
	










Self-evaluation (to be completed in lesson 2 and used in lesson 10)
After the presentation of your case study solution, use this space to reflect on your overall performance and any progress you have made.
What did I do well?
	







How have I met my action plan targets?
	







How have I developed in my role and teamwork skills?
	






Which areas do I still want to focus on in the future?
	









Team roles
Team leader
Team leaders manage groups to achieve common goals, e.g. supervising staff in a department or leading a project team in a business. They ensure deadlines are met, coordinate tasks and offer guidance to those they supervise.
Key qualities:
· Strong communication and leadership skills.
· Good decision-making and time management.
· Able to delegate tasks effectively.
· Confident when motivating others.

Data analyst
Data analysts gather, process and interpret information. Their work helps organisations make informed decisions and spot patterns or trends that could drive business strategy.
Key qualities:
· Keen eye for detail.
· Analytical thinker with problem-solving skills.
· Methodical approach to research.
· Comfortable with data tools and technology.

Sustainability specialist
Sustainability specialists guide organisations to reduce their environmental impact and help shape policies or processes that balance social responsibility with financial viability. 
Key qualities:
· Up to date with environmental and social responsibility issues.
· Passionate about eco-friendly and ethical practices.
· Creative approach to incorporating sustainability.
· Good at finding balanced, realistic solutions.


Financial analyst
Financial analysts examine budgets, forecast costs and suggest ways to optimise spending. They help teams understand risks, spot new opportunities and stay financially healthy.
Key qualities:
· Strong numeracy and logical thinking.
· Comfortable with cost–benefit calculations.
· Organised approach to budgeting and record-keeping.
· Able to identify potential financial risks.

Business support specialist
Business support specialists handle a range of administrative, organisational and operational tasks. From minute taking at meetings to monitoring workflows, they help keep the business running smoothly and support different departments with day-to-day activities.
Key qualities:
· Excellent note-taking and organisational skills.
· Adaptable and flexible in helping others.
· Strong attention to detail.
· Reliable in managing and distributing information.

Marketing and communications
Marketing and communications professionals develop messaging strategies, create visual content and engage with target audiences to promote products or services. They often prepare materials for presentations, advertising campaigns or social media channels.
Key qualities:
· Creativity and flair for design.
· Clear and engaging communication style.
· Good understanding of visual or promotional tools.
· Confident in presenting ideas to an audience.


Case study: Virgin Atlantic
In 2022, Virgin Atlantic announced a gender-neutral uniform policy, allowing crew and front-line staff to choose whichever of the airline’s uniform options best represents their gender expression. Around the same time, the company also relaxed rules around visible tattoos, makeup and hairstyles.
Research by the company found that allowing staff to embrace their individuality at work increases mental wellbeing (49%) and feelings of happiness (65%), and it creates a better experience for staff and customers (24%).
[bookmark: _Hlk200614028]Juha Järvinen, Virgin Atlantic’s Chief Commercial Officer, said: “At Virgin Atlantic, we believe that everyone can take on the world, no matter who they are. That’s why it’s so important that we enable our people to embrace their individuality and be their true selves at work. It is for that reason that we want to allow our people to wear the uniform that best suits them and how they identify and ensure our customers are addressed by their preferred pronouns.”
After the launch of their new policies covering tattoo and gender identity, they saw a fivefold increase in searches for cabin crew roles and had over 10,000 applications for 700 new roles advertised during the year.
Questions
In what ways might these inclusive policies develop of stronger teams, improve creativity and widen perspectives?
	








What are the potential long-term benefits?
	









The following materials relate to lesson 3: Communication skills for collaboration
Communication flashcards
	Clarity
Speaking clearly and at an appropriate pace for the audience.
	Confident posture
Standing or sitting upright, avoiding slouching.

	Engagement
Using an engaging tone to maintain interest in meetings or presentations.
	Professional tone
Using respectful and neutral language appropriate to the recipient.

	Eye contact
Maintaining eye contact to show confidence and attentiveness.
	Clear structure
Using headings, bullet points and concise paragraphs for readability.

	Active listening
Acknowledging and responding appropriately to what others say.
	Gestures 
Using hand movements naturally to emphasise points without overuse.

	Correct grammar and spelling
Ensuring writing is error-free for professionalism and clarity.
	Formal vocabulary
Using technical or business-appropriate language.

	Professional attire
Dressing appropriately for formal interactions to convey credibility.
	Consistency
Keeping the message structured and aligned with organisational tone.

	Casual language
Using contractions or emojis where appropriate (e.g. friendly work chats).
	Facial expressions
Smiling or nodding to show engagement and friendliness.

	Conversational flow
Allowing discussions to flow naturally while staying on topic.
	Adaptability
Adjusting speaking style based on the audience and situation.



Matrix
	
	Formal
	Informal

	Verbal
	
	

	Non-verbal
	
	

	Written
	
	





Constructive feedback worksheet
Use this worksheet to provide structured, constructive feedback for your partner. Focus on both verbal and non-verbal communication skills. Be specific and provide at least one positive comment and one area for improvement for each section.
	Observer’s name: 
	

	Date:
	

	Partner’s name:
	

	Debate topic:
	



	Verbal skills
	Rating

	Clarity and structure: Were arguments well-structured and easy to follow?
	[image: Star outline][image: Star outline][image: Star outline][image: Star outline][image: Star outline]

	Engagement and tone: Was their tone engaging, confident and persuasive?
	[image: Star outline][image: Star outline][image: Star outline][image: Star outline][image: Star outline]

	Use of evidence: Did they support their argument with examples or reasoning?
	[image: Star outline][image: Star outline][image: Star outline][image: Star outline][image: Star outline]



One thing they did well:

One thing they could improve:

	Non-verbal skills
	Rating

	Eye contact: Did they maintain good eye contact with the audience?
	[image: Star outline][image: Star outline][image: Star outline][image: Star outline][image: Star outline]

	Gestures and posture: Did they use gestures naturally and maintain confident body language?
	[image: Star outline][image: Star outline][image: Star outline][image: Star outline][image: Star outline]

	Facial expressions: Did their expressions match the tone of their argument?
	[image: Star outline][image: Star outline][image: Star outline][image: Star outline][image: Star outline]



One thing they did well:

One thing they could improve:
Quickfire debate cards
	Pineapple belongs on pizza.
	Cats make better pets than dogs.

	Winter is better than summer.
	Books are better than films.

	Social media does more harm than good.
	Aliens definitely exist.

	Breakfast is the most important meal of the day.
	Chocolate should be kept in the fridge.

	It is better to be lucky than smart.
	The world would be better without smartphones.

	Money cannot buy happiness.
	Summer holidays should be shorter.





Team feedback worksheet
	Observer’s name: 
	

	Date:
	

	Team members:
	

	Issue:
	



	Communication skills
	Rating

	Clarity and structure: Did the team communicate ideas clearly and stay organised in their discussions?
	[image: Star outline][image: Star outline][image: Star outline][image: Star outline][image: Star outline]

	Active listening: Did team members listen to each other and acknowledge different perspectives?
	[image: Star outline][image: Star outline][image: Star outline][image: Star outline][image: Star outline]

	Encouraging participation: Did everyone get a chance to contribute or was the conversation dominated by a few voices?
	[image: Star outline][image: Star outline][image: Star outline][image: Star outline][image: Star outline]



	Collaboration and teamwork
	Rating

	Support and cooperation: Did team members help and support each other during the task?
	[image: Star outline][image: Star outline][image: Star outline][image: Star outline][image: Star outline]

	Handling disagreements: Were any disagreements resolved respectfully and productively?
	[image: Star outline][image: Star outline][image: Star outline][image: Star outline][image: Star outline]

	Creative thinking: Did the team come up with innovative or practical solutions?
	[image: Star outline][image: Star outline][image: Star outline][image: Star outline][image: Star outline]

	Consensus-building: Were ideas and solutions agreed collaboratively, considering different viewpoints?
	[image: Star outline][image: Star outline][image: Star outline][image: Star outline][image: Star outline]



	Presentation skills
	Rating

	Confidence and delivery: Did the team present ideas clearly and confidently?
	[image: Star outline][image: Star outline][image: Star outline][image: Star outline][image: Star outline]

	Handling questions: Did the team respond well to audience questions?
	[image: Star outline][image: Star outline][image: Star outline][image: Star outline][image: Star outline]





What did the team do well?






Where could the team improve?







	Learner reflection
Use this section to evaluate how well your team worked together during the task and how effectively the team presented its ideas. Focus on communication, collaboration, problem-solving and presentation skills. 
What was the most positive part of working with your team?




What could improve teamwork and presentation next time?









The following materials relate to lesson 4: Sustainable Development Goals (SDGs) and business impact
The 17 SDGs
The United Nations has established 17 SDGs designed to address significant global challenges by 2030. These goals provide a clear roadmap for achieving a more sustainable and equitable world:
1. No poverty – End poverty in all its forms everywhere.
2. Zero hunger – End hunger, achieve food security and improved nutrition, and promote sustainable agriculture.
3. Good health and wellbeing – Ensure healthy lives and promote wellbeing for all at all ages.
4. Quality education – Ensure inclusive and equitable quality education and promote lifelong learning opportunities for all.
5. Gender equality – Achieve gender equality and empower all women and girls.
6. Clean water and sanitation – Ensure availability and sustainable management of water and sanitation for all.
7. Affordable and clean energy – Ensure access to affordable, reliable, sustainable and modern energy for all.
8. Decent work and economic growth – Promote sustained, inclusive and sustainable economic growth, full and productive employment, and decent work for all.
9. Industry, innovation and infrastructure – Build resilient infrastructure, promote inclusive and sustainable industrialisation, and foster innovation.
10. Reduced inequalities – Reduce inequality in and among countries.
11. Sustainable cities and communities – Make cities and human settlements inclusive, safe, resilient and sustainable.
12. Responsible consumption and production – Ensure sustainable consumption and production patterns.
13. Climate action – Take urgent action to combat climate change and its impacts.
14. Life below water – Conserve and sustainably use the oceans, seas and marine resources for sustainable development.
15. Life on land – Protect, restore and promote sustainable use of terrestrial ecosystems, manage forests sustainably, combat desertification, halt and reverse land degradation and halt biodiversity loss.
16. Peace, justice and strong institutions – Promote peaceful and inclusive societies for sustainable development, provide access to justice for all and build effective, accountable and inclusive institutions at all levels.
17. Partnerships for the goals – Strengthen the means of implementation and revitalise the global partnership for sustainable development.


SDG case studies
The Co-operative Group
The Co-operative Group (Co-op) is one of the UK’s leading retailers, renowned for its commitment to ethical trading and sustainability. The organisation has systematically integrated various Sustainable Development Goals into its operations, reflecting its long-standing values around community responsibility and environmental sustainability.
Since 2005, the Co-op has actively prioritised renewable energy to power its operations. Currently, 98% of the Co-op’s electricity is sourced from renewable energy, predominantly wind power. This strategic shift reduces the Co-op’s carbon footprint significantly and supports the global objective of affordable and clean energy.
In 1994, the Co-op became the first major retailer to support the RSPCA’s Freedom Food scheme (now known as RSPCA Assured), reinforcing its commitment to high animal welfare standards. By adopting ethical sourcing practices, the Co-op actively promotes responsible consumption and production practices. The scheme ensures improved welfare standards for animals throughout the entire food production chain, setting an industry benchmark.
The Co-op’s sustainable fishing policy has been highlighted as industry-leading, supporting initiatives that safeguard marine biodiversity. By ensuring its seafood products are responsibly sourced, the Co-op contributes directly to the preservation of marine ecosystems.
The Co-op has implemented a range of initiatives aimed at reducing packaging waste, particularly plastic waste. The organisation has committed to ensuring that 100% of its packaging is easily recyclable and sustainably sourced, directly addressing sustainable waste management.
Embedded in the Co-op’s ethos is the principle of supporting local communities. Projects include local funding schemes, community support programmes and charitable partnerships which positively impact communities across the UK.
References:
Co-op energy sourcing and commitments
Animal welfare initiatives at Co-op:
Co-op sustainability and ethical sourcing policy: 


Tesco
Tesco is one of the UK’s largest supermarket chains, significantly impacting the nation’s economy, environment and communities. The company has actively integrated Sustainable Development Goals into its operations, focusing primarily on sustainability, responsible production and environmental stewardship.
Tesco has been exploring innovative agricultural practices such as vertical farming. This method enables crops, including strawberries, to be grown indoors throughout the year, irrespective of external weather conditions. Vertical farming significantly reduces water usage, decreases dependency on chemical pesticides and cuts carbon emissions associated with transportation, directly contributing to responsible consumption and ensuring food availability.
Understanding the environmental impact of traditional farming practices, Tesco has collaborated with suppliers to test low-carbon fertilisers. These fertilisers can significantly reduce emissions – by up to 50% – from agricultural production, thus promoting sustainable agriculture and combating climate change.
Tesco has been proactive in addressing food waste. Through initiatives such as redistributing surplus food to charities and local communities, Tesco has considerably reduced food wastage. This practice benefits society, supports food security and mitigates environmental impacts associated with waste disposal.
Tesco is committed to transitioning towards renewable energy sources, aiming to become carbon neutral by 2035. The supermarket giant has invested heavily in renewable energy, including solar panels and energy-efficient technologies across stores, significantly reducing its carbon footprint and aligning with global clean energy goals.
Tesco is dedicated to improving the sustainability of its packaging. The company aims to eliminate all non-recyclable packaging, promoting recyclable, reusable or compostable alternatives. This shift directly supports responsible consumption and reducing plastic pollution.
References:
Vertical farming 
Tesco sustainability 
  

Diageo
Diageo is a global leader in beverage alcohol, owning internationally recognised brands such as Guinness, Smirnoff and Johnnie Walker. Committed to sustainability, Diageo has integrated Sustainable Development Goals throughout its operations, adopting innovative practices and ambitious targets that address key environmental and social challenges.
Recognising water as an essential resource, Diageo has prioritised water conservation and efficiency in its production processes. The company aims to increase water efficiency by 30% globally and by 40% in water-stressed regions by 2030. By reducing water usage, recycling wastewater and investing in sustainable water management systems, Diageo supports global efforts towards achieving clean water and sanitation.
Diageo has established ambitious climate goals, including becoming carbon neutral in its direct operations by 2030. It has significantly reduced carbon emissions through increased reliance on renewable energy, energy efficiency initiatives and sustainable sourcing. Diageo’s proactive climate strategy underpins its leadership role in corporate environmental responsibility.
Packaging is a significant aspect of Diageo’s environmental strategy. The company has introduced innovative packaging solutions, including lighter glass bottles that reduce transportation emissions and exploring alternative packaging materials such as paper-based bottles. Diageo’s goal is to ensure that all packaging is widely recyclable or reusable, directly contributing to sustainable consumption patterns.
Diageo actively promotes gender equality across its global operations, aiming for gender parity in leadership roles and providing equal opportunities for women. Initiatives include extensive gender diversity training, leadership development programmes and equitable career advancement opportunities. This commitment strengthens Diageo’s contribution to workplace inclusivity.
Recognising its agricultural dependence, Diageo partners with local farmers and communities to promote sustainable agricultural practices. Initiatives include training programmes to encourage responsible farming methods, soil conservation, biodiversity protection and reduced pesticide use, thereby contributing to ecosystem preservation.
References:
Diageo sustainability strategy: 


Atom Bank
Atom Bank is a pioneering digital-only bank based in the UK, well-known for its innovative approach to banking and strong commitment to environmental sustainability. Atom Bank strategically integrates Sustainable Development Goals into its business operations, demonstrating a robust and proactive approach to addressing climate change and promoting sustainable business practices.
In a significant move towards sustainability, Atom Bank has proactively addressed its carbon footprint by purchasing and developing a 10-hectare woodland site. The bank has planted approximately 35,000 saplings, aiming to absorb around 7,000 tonnes of carbon dioxide – equivalent to the estimated total emissions the bank expects to produce during its first decade of operation. This forward-thinking approach highlights Atom Bank’s commitment to combating climate change through practical and impactful actions.
Atom Bank’s fully digital model significantly reduces paper use and physical waste typically associated with traditional banking methods. By offering entirely paperless banking solutions, Atom Bank minimises environmental impact, reducing waste generation and promoting sustainable resource use.
Atom Bank leverages cutting-edge technology to improve its sustainability performance, providing a banking model that inherently requires less physical infrastructure. This technology-driven approach lowers energy consumption compared to traditional banking, supporting broader industry innovation and sustainable infrastructure development.
Atom Bank’s digital-only platform enhances accessibility, providing customers across various regions easy access to banking services. By reducing barriers to banking, Atom Bank promotes financial inclusion and contributes to equitable economic growth and opportunity.
References:
Atom Bank’s digital banking model: 


Marks & Spencer
Marks & Spencer (M&S) is a major UK retailer with a long-standing commitment to sustainability and ethical practices. Through their ambitious sustainability strategy, known as Plan A, M&S integrates several Sustainable Development Goals into its operations, significantly contributing to responsible business practices.
M&S is dedicated to sustainably sourcing its products, prioritising the use of responsibly sourced materials. The retailer ensures that products like cotton, timber and palm oil meet stringent environmental and ethical standards, protecting ecosystems and biodiversity. This supports sustainable management of natural resources and significantly contributes to the preservation of terrestrial ecosystems.
Under Plan A, M&S actively reduces food waste and packaging through comprehensive recycling and waste management programmes. The retailer has implemented initiatives such as redistributing surplus food to charities, increasing recycling rates and developing reusable and recyclable packaging solutions. These measures promote sustainable consumption and production patterns.
M&S has achieved carbon neutrality across its UK operations through extensive use of renewable energy sources, improvements in energy efficiency and carbon offsetting projects. By setting ambitious targets to further reduce emissions, the company actively supports global climate action initiatives.
M&S engages with local communities through various social initiatives, including supporting local employment, fostering community partnerships and funding local projects. These efforts promote inclusive and sustainable urbanisation and build resilient communities.
References:
M&S Plan A sustainability strategy: 

Sky Group
Sky Group, a leading European entertainment and media company, demonstrates significant leadership in sustainability through its comprehensive environmental strategy, Sky Zero. By integrating various Sustainable Development Goals, Sky actively addresses critical global environmental challenges.
Sky has committed to becoming net zero carbon by 2030. Through innovative strategies to reduce operational emissions, investments in renewable energy and offsetting unavoidable emissions, Sky demonstrates a robust approach to tackling climate change. Its ambitious goal positions Sky as a corporate leader in environmental responsibility and climate action.
Sky Ocean Rescue is a high-profile initiative aimed at reducing plastic pollution in oceans. Through extensive public awareness campaigns, corporate partnerships and direct-action programmes, Sky seeks to minimise single-use plastics in its operations and supply chain, promoting marine biodiversity and ocean health.
Sky has invested significantly in renewable energy sources, including solar panels and wind power, across its business operations. Sky’s commitment to sourcing renewable energy and adopting energy-efficient technologies significantly contributes to clean and sustainable energy use.
Sky actively engages employees and local communities in sustainability efforts. Through educational initiatives, volunteering programmes and partnerships with local environmental projects, Sky promotes sustainable practices and enhances community resilience and awareness.
Sky consistently invests in technological innovations to achieve sustainable operations. This includes developing energy-efficient technologies, sustainable production practices and infrastructure improvements that minimise environmental impact, contributing to industry-wide sustainability standards.
References:
Sky Zero sustainability strategy: 
Sky Ocean Rescue initiative: 



The following materials relate to lesson 5: Designing and evaluating systems
Business system process case studies (teacher use only)
Case study 1: The Toyota Production System
Business system: Operations management (OM)
Background: The Toyota Production System (TPS) is renowned for its focus on efficiency, continuous improvement and reducing waste. TPS has become a benchmark in manufacturing processes globally.
Goal: Achieve optimal efficiency and eliminate waste in the production process.
Process:
1. Just-in-time (JIT) inventory – Materials arrive precisely when they are needed, reducing inventory costs and waste.
2. Continuous improvement (Kaizen) – Regular, incremental improvements identified by employees to enhance efficiency.
3. Standardised work procedures – Clearly defined methods for every task to ensure consistency and quality.
· False process: Single-use plastics programme – Initiatives aimed at reducing the consumption of single-use plastics in the canteen.

Case study 2: Tesco Blue Token Scheme
Business system: Corporate social responsibility (CSR)
Background: Tesco’s Blue Token Scheme allows customers to support local community projects by voting with blue tokens received after shopping. Projects with the most tokens receive funding from Tesco.
Goal: Strengthen community engagement and demonstrate Tesco’s commitment to social responsibility.
Process: 
1. Selection of community projects – Local charities and community groups apply to Tesco to receive support.
2. Customer participation and voting – Customers receive blue tokens at checkout and use these to vote for their preferred community projects.
3. Funding distribution – Projects receive funding based on customer votes, reinforcing Tesco’s community commitment.
· False process: Transition to light-emitting diode (LED) lighting – Roll out of low-energy, LED lighting in all stores nationwide.


Case study 3: Amazon Prime delivery
Business system: Supply chain management (SCM)
Background: Amazon Prime’s next-day delivery service is central to its customer satisfaction and competitive advantage, relying on highly efficient logistics and SCM.
Goal: Ensure fast, reliable next-day delivery to maintain customer satisfaction and operational efficiency.
Process:
1. Automated fulfilment centres – Facilities using robotics and technology to efficiently pick, pack and dispatch orders.
2. Real-time inventory management – Systems that track inventory levels accurately to ensure product availability.
3. Optimised delivery routes – Efficient route planning software that reduces delivery times and fuel costs.
· False process: Community initiatives – Financial support for local communities to increase access to food, shelter and basic goods for children and their families.


Business system process worksheet

Case study: ______________________________________________________

Business system: 
	
	Operations management (OM)

	
	Corporate social responsibility (CSR)

	
	Supply chain management (SCM)



	Stage 1
	Stage 2
	Stage 3

	
	
	



Evaluation: Does this process work? Why? What are the potential issues? How could it be improved?
	











Business system process cards
	Just-in-time (JIT) inventory
Materials arrive precisely when they are needed, reducing inventory costs and waste.
	
	Selection of community projects
Local charities and community groups apply to Tesco to receive support.
	
	Automated fulfilment centres
Facilities using robotics and technology to efficiently pick, pack and dispatch orders.

	Continuous improvement (Kaizen)
Regular, incremental improvements identified by employees to enhance efficiency.
	
	Customer participation and voting
Customers receive blue tokens at checkout and use these to vote for their preferred community projects.
	
	Real-time inventory management
Systems that track inventory levels accurately to ensure product availability.

	Standardised work procedures
Clearly defined methods for every task to ensure consistency and quality.
	
	Funding distribution
Projects receive funding based on customer votes, reinforcing Tesco’s community commitment.
	
	Optimised delivery routes
Efficient route planning software that reduces delivery times and fuel costs.

	Single-use plastics programme
Initiatives aimed at reducing the consumption of single-use plastics in the canteen.
	
	Transition to light-emitting diode (LED) lighting
Roll out of low-energy, LED lighting in all stores nationwide.
	
	Community initiatives
Financial support for local communities to increase access to food, shelter and basic goods for children and their families.






The following materials relate to lesson 6: Project management basics
People and processes worksheet
Case study 1: The Toyota Production System
Background: The Toyota Production System (TPS) is renowned for its focus on efficiency, continuous improvement and reducing waste. TPS has become a benchmark in manufacturing processes globally.
Goal: Achieve optimal efficiency and eliminate waste in the production process.
	Stage 1
	Stage 2
	Stage 3

	Just-in-time (JIT) inventory
Materials arrive precisely when they are needed, reducing inventory costs and waste.
	Continuous improvement (Kaizen)
Regular, incremental improvements identified by employees to enhance efficiency.
	Standardised work procedures
Clearly defined methods for every task to ensure consistency and quality.

	
	Roles required
	

	
	
	





Case study 2: Tesco Blue Token Scheme
Background: Tesco’s Blue Token Scheme allows customers to support local community projects by voting with blue tokens received after shopping. Projects with the most tokens receive funding from Tesco.
Goal: Strengthen community engagement and demonstrate Tesco’s commitment to social responsibility.
	Stage 1
	Stage 2
	Stage 3

	Selection of community projects
Local charities and community groups apply to Tesco to receive support.
	Customer participation and voting
Customers receive blue tokens at checkout and use these to vote for their preferred community projects.
	Funding distribution
Projects receive funding based on customer votes, reinforcing Tesco’s community commitment.

	
	Roles required
	

	
	
	





Case study 3: Amazon Prime delivery
Background: Amazon Prime’s next-day delivery service is central to its customer satisfaction and competitive advantage, relying on highly efficient logistics and supply chain management.
Goal: Ensure fast, reliable next-day delivery to maintain customer satisfaction and operational efficiency.
	Stage 1
	Stage 2
	Stage 3

	Automated fulfilment centres
Facilities using robotics and technology to efficiently pick, pack and dispatch orders.
	Real-time inventory management
Systems that track inventory levels accurately to ensure product availability.
	Optimised delivery routes
Efficient route planning software that reduces delivery times and fuel costs.

	
	Roles required
	

	
	
	





Mini‑project
GlowUp Ltd is a small company specialising in eco-friendly home products. The company is preparing to launch a new product: an innovative, biodegradable cleaning solution called EcoShine. To ensure a successful launch, various tasks need completing across different team roles. Complete a Gantt chart to schedule and allocate all tasks efficiently. Some tasks overlap; plan carefully to ensure all tasks are completed on time.
Project duration: 2 weeks (10 working days).
Tasks
· Analyse customer survey results (1 day).
· Arrange logistics for product distribution (1 day).
· Complete sustainability audit of packaging and production processes (2 days).
· Conduct cost–benefit analysis and pricing strategy (1 day).
· Conduct research and competitor analysis (2 days).
· Coordinate final checks before launch (0.5 day).
· Develop marketing strategy and materials (3 days).
· Ensure compliance documentation completed (1 day).
· Hold initial project briefing meeting (0.5 day).
· Launch press release and organise launch event invitations (1 day).
· Prepare and finalise project budget (1 day).
· Prepare sustainability impact report for marketing materials (1 day).
· Schedule and manage social media launch campaign (2 days).


Blank Gantt chart worksheet

	
	
	Days

	
	Task
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

	Team leader
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Data analyst
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Sustainability specialist
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Financial analyst
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Business Support
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Marketing and Comms
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	







Budget tracker worksheet
	Date
	Item
	Category
	Cost (£)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	





The following materials relate to lesson 7:
Negotiation project case studies and role cards
Cut up prior to use.
Case study 1: Community garden pavilion renovation
Description: Greenwood Community Garden plans to renovate its pavilion using sustainable materials and renewable energy features to host workshops and events.

	Manager
Priority: Deliver a durable, eco-friendly pavilion within budget and on schedule.
Maximum budget: £6,000.
Maximum timeframe: 6 weeks.
	Mediator
Observe the Manager and Project Lead negotiation impartially.
Assist only if discussion stalls or requires clarification.
Record observations on budget adherence, time management and communication style using the mediator feedback form.

	Project Lead
	

	Labour options:
Volunteer team (2 people)
· Cost: £1,500
· Duration: 5 weeks
Local carpentry firm (3 people)
· Cost: £2,200
· Duration: 4 weeks
Specialist builders (4 people)
· Cost: £3,200
· Duration: 3 weeks
	Material options:
Reclaimed UK oak
· Cost: £3,800
· Lead time: 2 weeks
· Sustainability: very high
Certified EU oak
· Cost: £3,200
· Lead time: 3 weeks
· Sustainability: high
Bamboo composite panels (China)
· Cost: £2,800
· Lead time: 4 weeks
· Sustainability: medium





Case study 2: Solar installation
Description: Maplecroft College intends to install rooftop solar panels to reduce electricity costs and showcase sustainable practices.

	Manager
Priority: Achieve dependable solar generation within financial and time constraints.
Maximum budget: £15,000.
Maximum timeframe: 8 weeks.
	Mediator
Observe the Manager and Project Lead negotiation impartially.
Assist only if discussion stalls or requires clarification.
Record observations on budget adherence, time management and communication style using the mediator feedback form.

	Project Lead
	

	Labour options:
College maintenance staff
· Cost: £1,800
· Duration: 6 weeks
· Experience: none
Local installer
· Cost: £5,000
· Duration: 4 weeks
· Experience: limited
Specialist solar contractor
· Cost: £8,000
· Duration: 2 weeks
· Experience: specialist
	Material options:
High-efficiency German panels
· Cost: £8,000
· Lead time: 2 weeks
· Efficiency: very high
· Sustainability: high
Standard Korean panels
· Cost: £7,000
· Lead time: 3 weeks
· Efficiency: high
· Sustainability: medium
Mid-tier UK manufactured panels
· Cost: £5,000
· Lead time: 6 weeks
· Efficiency: medium
· Sustainability: very high




Case study 3: Rainwater harvesting system
Description: Riverview Retirement plans to install a rainwater harvesting system to irrigate gardens and reduce mains water consumption.

	Manager
Priority: Install a functional system within budget and before the summer.
Maximum budget: £5,000.
Maximum timeframe: 5 weeks.
	Mediator
Observe the Manager and Project Lead negotiation impartially.
Assist only if discussion stalls or requires clarification.
Record observations on budget adherence, time management and communication style using the mediator feedback form.

	Project Lead
	

	Labour options:
Maintenance staff and volunteers (4 people)
· Cost: £800
· Duration: 3 weeks
· Experience: none
Local plumbing company (2 people)
· Cost: £2,000
· Duration: 2 weeks
· Experience: limited
Specialist irrigation contractor (1 person)
· Cost: £3,000
· Duration: 1 week
· Experience: specialist
	Material options:
Basic plastic tank and fittings
· Cost: £2,000
· Lead time: 1 week
· Durability: low
· Sustainability: low
Modular steel tank system
· Cost: £3,000
· Lead time: 3 weeks
· Durability: high
· Sustainability: medium
Composite tank with eco-filter unit
· Cost: £3,500
· Lead time: 2 weeks
· Durability: very high
· Sustainability: very high




Negotiation project feedback form
	Mediator: 
	

	Manager:
	

	Project Lead:
	

	Date:
	

	Case study:
	



	Negotiation skills
	Rating

	Budget management: Did the parties propose options that adhered to the maximum budget?
	[image: Star outline][image: Star outline][image: Star outline][image: Star outline][image: Star outline]

	Comments:



	

	Time management: Did the discussion account for both labour duration and material lead time to meet the overall timeframe?
	[image: Star outline][image: Star outline][image: Star outline][image: Star outline][image: Star outline]

	Comments:



	

	Communication clarity: Did participants express their priorities and concerns clearly?
	[image: Star outline][image: Star outline][image: Star outline][image: Star outline][image: Star outline]

	Comments:



	


	Decision-making: Was a mutually satisfactory agreement reached efficiently?
	[image: Star outline][image: Star outline][image: Star outline][image: Star outline][image: Star outline]

	Comments:


	


	Collaboration and respect: Did both parties show respect and consider each other’s viewpoints?
	[image: Star outline][image: Star outline][image: Star outline][image: Star outline][image: Star outline]

	Comments:



	



	Moderator’s reflection
Provide a brief summary of the negotiation process, key strengths and areas for improvement.







	Manager’s reflection
What did I do well?


What could I improve next time?





	Project Lead’s reflection
What did I do well?


What could I improve next time?







Thomas–Kilmann conflict model
Competing
Win : Lose
Collaborating
Win : Win
Avoiding
Lose : Lose
Accommodating
Lose : Win
Compromising
Win : Win
Assertiveness (Own needs)
Cooperativeness (Other’s needs)




The following materials relate to lesson 8: Digital tools and preparation
Team formation template
Team name: 
Team members:
	
	Name
	Role

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	



Suggested roles:
· Team leader: Oversees progress, ensures deadlines are met and communicates with the teacher.
· Data analyst: Collects data and background information related to the case study.
· Sustainability specialist: Ensures the proposal aligns with current sustainability trends and standards.
· Financial analyst: Analyses budgets and assesses the financial feasibility of the plan.
· Business support specialist: Documents team discussions, additional support for other team roles.
· Marketing and communications specialist: Ensures the proposal is visually appealing and prepares for the presentation.
Note: Teams can adapt roles based on strengths, interests and requirements.


Checklist of requirements
The report must include the following elements, ensuring that all team members can contribute based on their assigned roles:
Report structure
· Title page (project title, date, team members and roles).
· Executive summary (Key findings and overview).
Introduction
· Clear outline of the proposed Sustainable Development Goal (SDG) awareness campaign.
· Objectives of the SDG awareness campaign.
Research and analysis
· Summary of data collected related to the SDG.
· Analysis of target audience needs and preferences.
Processes and project management
· Detailed outline of the steps involved in delivering the awareness campaign.
· Sustainability considerations in the process.
· Gantt chart or timeline showing key activities, deadlines and dependencies.
Resources and budgets
· Resources (time, money and people) required.
· Budget overview including costs for materials, labour and promotion.
· Identification of any potential funding opportunities or partnerships.
Marketing and communication
· Platforms and channels for campaign promotion.
· Audience engagement strategy.
Challenges and risk mitigation
· Potential obstacles and how the team plans to address them.

Each section must have clear contributions from different team roles, reflecting their expertise and supporting full collaboration.


Style guide
Always use the styles in the style guide menu above to ensure the document is properly formatted.
This is the body text – Arial, 12pt. 
This is a level one header style
This is a level 2 header style
This is a level 3 header style
Bullet lists
When using bullet lists:
· The lists should start with a colon, then a paragraph break.
· Only use a leading cap when each list item ends with a full stop.
· Never use semi-colons at the end of a list item.
The other way to do a bullet list:
· is to use lower case throughout
· only use a full stop at the end of the last bullet item.
Style guide tips
· Write out numbers from zero to nine, then use digits for anything higher than this, unless a range (for example 1–11). However, if a number starts a sentence, write it out in full (for clarity, try to avoid starting a sentence or heading with a number).
· [bookmark: _Int_WEcwtsbu]Insert a comma for clarity for numbers over 999, i.e. 1,000. 
· For dates, avoid using st, nd and th. Use 1 January, not 1st January.
· Use a 12-hour clock for times, with a full stop rather than a colon – 1.30pm. For time range only use am or pm once, unless the range spans morning to afternoon – 9–11am or 11am–2pm.





The following materials relate to lesson 9: Team research and proposal development
Final project case study documents
Case study 1: Green Leaf Café
Green Leaf Café is a small, independent coffee shop located in a busy town centre. The café prides itself on offering high-quality, organic food and beverages. While the café has seen steady business, it has received criticism for its reliance on single-use plastic cups, lids and straws. Customers have requested more sustainable packaging, and the owner wants to address these concerns.
Current situation:
· The café spends £1,500 per month on single-use plastic packaging.
· Plastic waste makes up 60% of the café’s overall waste, which costs an additional £500 per month for disposal.
· Recent customer surveys indicate 80% of patrons would prefer reusable or biodegradable packaging, even if it costs slightly more.
Challenge:
The owner has asked your team to propose a sustainable business solution to reduce plastic waste while maintaining customer satisfaction and minimising additional costs.

Case study 2: EcoPrint
EcoPrint is a medium-sized printing company specialising in business stationery, flyers and posters. The company operates a small production facility with 10 employees and services local businesses. Despite its name, the company has outdated printing equipment and high energy consumption, which conflicts with its eco-friendly branding.
Current situation:
· Monthly energy bills average £3,000, and energy usage has increased by 20% over the past two years.
· EcoPrint’s machinery is old and inefficient, contributing to higher carbon emissions.
· The company has a budget of £10,000 for improvements.
· Clients have recently asked about the company’s sustainability efforts, with some threatening to switch to greener competitors.
Challenge:
The manager has asked your team to propose a sustainable business system that improves energy efficiency and reduces the company’s environmental impact without exceeding the budget.
Case study 3: FreshHarvest
FreshHarvest is a small business that delivers fresh fruits and vegetables to customers through a subscription service. The company sources its produce from a mix of local farms and wholesalers. While FreshHarvest has a loyal customer base, it has been criticised for its environmental impact because of the use of non-recyclable packaging and inefficient delivery routes.
Current situation:
· The company uses plastic packaging for 70% of its deliveries, leading to negative feedback from eco-conscious customers.
· Delivery vans follow fixed routes, resulting in longer travel distances and higher fuel consumption.
· FreshHarvest has a budget of £7,000 to implement sustainability initiatives over the next year.
Challenge:
The business owner has tasked your team with proposing a sustainable solution to improve the supply chain’s environmental impact while maintaining affordability for customers.


Success criteria checklist
Use this checklist to ensure your proposal meets the project’s objectives and expectations:
Content
· Identifies the key sustainability issue in the case study.
· Proposes a clear and practical solution tailored to the business context.
· Explains how the solution addresses sustainability goals (e.g. environmental, economic, social).
· Includes measurable outcomes (e.g. cost savings, waste reduction, energy efficiency).
Research and evidence
· Uses relevant research or data to support the proposal.
· Considers stakeholder needs and expectations (e.g. customers, employees).
· Addresses challenges or limitations with viable alternatives.
Team collaboration
· Demonstrates equal participation from all team members.
· Includes clear roles and responsibilities for team members.
Presentation
· Written proposal is professional and well-organised.
· Proposal is free from spelling, grammar and formatting errors.
· Ideas are clearly articulated and easy to understand.


Team formation template
Team name: 
Case study title: 
Team members:
	
	Name
	Role

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	



Suggested roles:
· Team leader: Oversees progress, ensures deadlines are met and communicates with the teacher.
· Data analyst: Collects data and background information related to the case study.
· Sustainability specialist: Ensures the proposal aligns with current sustainability trends and standards.
· Financial analyst: Analyses budgets and assesses the financial feasibility of the plan.
· Business support specialist: Documents team discussions, additional support for other team roles.
· Marketing and communications specialist: Ensures the proposal is visually appealing and prepares for the presentation.
Note: Teams can adapt roles based on strengths, interests and requirements.


Proposal template
Title page
· Project title:
· Team name:
· Case study:
· Date:
Section 1: Introduction
· Brief overview of the sustainability issue and proposed solution.
Section 2: Problem identification
· Clear description of the sustainability issue facing the business.
· Supporting evidence or data from research.
· Highlight why this issue is important to address (e.g. legal compliance, customer expectations, cost savings).
Section 3: Proposed solution
· Detailed explanation of the sustainable business system or model.
· Steps for implementation, including short-term and long-term actions.
Section 4: Impact assessment
· Benefits of the solution (e.g. cost savings, environmental impact, stakeholder satisfaction).
· Measurable outcomes or key performance indicators (KPIs).
Section 5: Challenges and mitigation
· Potential challenges or risks.
· Strategies to overcome these challenges.
Section 6: Conclusion
· Final summary of the proposal.
· Call to action or recommendation for next steps.
Appendices
· Research data, charts or visuals (if applicable).
· References or sources used.

The following materials relate to lesson 10: Team presentations
Presentation structure guide
Instructions
Use this guide to help structure your presentation. A clear, organised presentation will make your ideas more compelling and easier for your audience to follow. Aim for a balance of information, visuals and engagement. 
Checklist
· Title slide with team and project details.
· Clear, organised structure for all sections.
· Key data presented in appropriate charts, graphs or diagrams.
· Professional formatting with consistent fonts, colours and layouts.
· Limited text per slide – focus on visuals and key points. 
Content
1. Title slide
a. Team name.
b. Project title.
c. Date of presentation.
d. Team members’ names and roles.

2. Introduction
a. Introduce your team and the purpose of your presentation.
b. Briefly explain the sustainability issue you are addressing.

3. Problem identification
a. Give clear description of the sustainability issue facing the business.
b. Support with evidence or data from research.
c. Highlight why this issue is important to address (e.g. legal compliance, customer expectations, cost savings).

4. Proposed solution
a. Present your solution in detail:
i. What is the solution?
ii. How does it work?
iii. What are the steps to implement it?
b. Use visuals (charts, images, flow diagrams) to illustrate your ideas.
c. Explain how the solution aligns with sustainability goals and business needs.

5. Impact assessment
a. Discuss the expected benefits of your solution:
i. Environmental impact: Reduction in waste, energy usage or emissions.
ii. Financial impact: Cost savings or increased revenue.
iii. Social impact: Improved customer satisfaction or employee wellbeing.
b. Include measurable outcomes (e.g. “This solution could reduce waste by 40% within six months.”).

6. Challenges and mitigation
a. Acknowledge potential challenges in implementing your solution (e.g. costs, time, training).
b. Propose strategies to overcome these challenges (e.g. phased implementation, grants for funding).

7. Conclusion
a. Summarise your key points:
i. The problem, the solution and its impact.
b. Include a clear call to action (e.g. “We recommend adopting this solution by … to achieve these sustainability goals.”).

8. Question and answer session
a. Be prepared to answer questions from the audience.
b. Assign roles for handling specific types of questions (e.g. financial, technical, environmental).
Tips for success
· Clarity: Use simple language and avoid jargon.
· Engagement: Make eye contact, speak clearly and use body language to emphasise key points.
· Visuals: Ensure slides are not overloaded with text. Use bullet points, charts and images to enhance understanding.
· Timing: Time yourself when practising to ensure your presentation stays within the allocated time.


Peer evaluation and feedback template
Instructions
Use this handout to evaluate your peers’ presentations and provide constructive feedback. Be respectful, specific and focus on both strengths and areas for improvement. Your feedback will help your classmates refine their skills and approach.
Team name: 
Case study title: 

Content 
How well did the team address the sustainability issue and propose a practical, innovative solution?
 1 = Poor: The issue was unclear, and the solution lacked practicality.
 2 = Fair: Some understanding of the issue, but the solution was underdeveloped.
 3 = Good: The issue and solution were addressed with some clarity and feasibility.
 4 = Very good: The team provided a clear, practical and relevant solution.
 5 = Excellent: The issue was well-understood, and the solution was innovative and well-supported.
Comments: (Justification of above grade)
	











Presentation delivery 
How effectively did the team communicate their ideas? Consider clarity, confidence and engagement.
 1 = Poor: The presentation was difficult to follow and lacked confidence.
 2 = Fair: Some parts were clear, but delivery could be improved.
 3 = Good: The team communicated ideas clearly but with minor issues in delivery.
 4 = Very good: The team was confident, clear and engaging.
 5 = Excellent: The presentation was polished, professional and highly engaging.
Comments: (Justification of above grade)
	







Visuals
How well did the team use visuals or digital tools (e.g. slides, charts) to support their presentation?
 1 = Poor: Visuals were absent or ineffective.
 2 = Fair: Visuals were used but lacked relevance or clarity.
 3 = Good: Visuals supported the presentation adequately.
 4 = Very good: Visuals were clear, relevant and enhanced the presentation.
 5 = Excellent: Visuals were highly professional and greatly enhanced understanding.
Comments: (Justification of above grade)
	









Overall feedback
Strengths:
	










Areas for improvement:
	










What is one actionable suggestion you would give to the team?
	










Warm-up activity suggestions 
The following warm-up activities are designed to help learners practise and feel confident speaking in front of others.
Tongue twisters
Have learners recite tongue twisters to improve their diction and clarity. You can make it more fun by having them say the tongue twisters with different emotions or varying speeds and volumes. For example:
“Sustainable solutions swiftly see savings.”
“Green growth guarantees great gains.”
“Eco-friendly enterprises efficiently eliminate emissions.”
“Renewable resources reduce reliance on rare reserves.”
Word association
One learner says a word, and the next learner must respond with a related word. This continues around the group and helps learners think quickly and creatively.
Sell me this
Give learners an odd object and ask them to ‘sell’ it to the class. 
Desert island
Each learner picks an item they would bring to a desert island and explains why it is essential for survival. 
Secret word
Give each learner a random topic and a separate ‘secret’ word they must include in their speech without being obvious. The rest of the class listens and tries to guess the secret word. For example:
Topic: Climate change
Secret word: Bolognaise
“Climate change is when the Earth’s climate gets all messed up because of things like pollution. It’s like if you add chilli sauce to bolognaise – it might be a good idea, but it makes it hot and that’s not good for everyone. For the Earth, getting hotter is even worse because it means weird weather patterns, droughts and extreme storms.”
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Lesson 1: Introduction to business systems and sustainability


Lesson 2: Team dynamics and roles


Lesson 3: Communication skills for collaboration


Lesson 4: Sustainable Development Goals and business impact


Lesson 5: Designing and evaluating systems


Lesson 6: Project management basics


Lesson 7: Collaboration challenges and problem-solving


Lesson 8: Digital tools and preparation


Lessons 9 and 10: Team project and presentation
(two parts)
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