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Programme Descriptor for 
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leading to 

Level 4 QQI 
Business Calculations 4N2279
Introduction
This programme module may be delivered as a standalone module leading to certification in a QQI minor award. It may also be delivered as part of an overall validated programme leading to a Level 4 QQI Certificate. 
The teacher/tutor should familiarise themselves with the information contained in Laois and Offaly ETB’s programme descriptor for the relevant validated programme prior to delivering this programme module.

The programme module is structured as follows:

	1. Title of Programme Module

	2. QQI Component Title and Code

	3. Duration in hours

	4. Credit Value of QQI Component

	5. Status

	6. Special Requirements

	7. Aim of the Programme Module

	8. Objectives of the Programme Module

	9. Learning Outcomes

	10. Indicative Content

	11. Assessment

a. Assessment Technique(s)

b. Mapping of Learning Outcomes to Assessment Technique(s)

c. Guidelines for Assessment Activities

	12. Grading

	13. Learner Marking Sheet(s), including Assessment Criteria


Integrated Delivery and Assessment

The teacher/tutor is encouraged to integrate the delivery of content where an overlap between content of this programme module and one or more other programme modules is identified. This programme module will facilitate the learner to develop language, literacy and numeracy skills relevant to the themes and content of the module. 
Likewise, the teacher/tutor is encouraged to integrate assessment where there is an opportunity to facilitate a learner to produce one piece of assessment evidence which demonstrates the learning outcomes from more than one programme module. The integration of the delivery and assessment of level 4 Communications and level 4 Mathematics modules with that of other level 4 modules is specifically encouraged. 

Structured communication and teamwork is encouraged between the teacher/tutor delivering this programme module and the language, literacy, numeracy and learning support teacher/tutor, as appropriate, to facilitate the learner in completing the programme module and achieving certification in the award.

Indicative Content

The indicative content in Section 10 does not cover all teaching possibilities. The teacher/tutor is encouraged to be creative in devising and implementing other approaches, as appropriate. The use of examples is there to provide suggestions. The teacher/tutor is free to use other examples, as appropriate. The indicative content ensures all learning outcomes are addressed but it may not follow the same sequence as that in which the learning outcomes are listed in Section 9. It is the teacher’s/tutor’s responsibility to ensure that all learning outcomes are included in the delivery of this programme module.
1. Title of Programme Module

Business Calculations

2. Component Name and Code 

Business Calculations 4N2279

3. Duration in Hours

100 Hours (typical learner effort, to include both directed and self directed learning)


4. Credit Value

10 Credits 


5. Status

This programme module may be compulsory or optional within the context of the validated programme. Please refer to the relevant programme descriptor, Section 9 Programme Structure


6. Special Requirements

None
7. Aim of the Programme Module

This programme module aims to equip the learner with the knowledge, skill and competence to perform mathematical calculations in a business environment and interpret and present their results effectively
8. Objectives of the Programme Module

· To encourage the learner to apply business knowledge and skills within their own household and to commercial aspects of their own lives;   

· To enable the learner to develop skill in numeracy, neatness and accuracy in respect of recording transactions, summarising and interpreting the results;

· To enable the learner to present information appropriately in tabular and graphical form and interpret information presented in these forms;

· To enable the learner to use mathematical equipment such as calculators, rulers, protractors and compasses; 

· To assist the learner to develop the language, literacy and numeracy skills related to Business Calculations through the medium of the module themes and content; 

· To enable the learner to take responsibility for his/her own learning. 

9. Learning Outcomes of Level 4 Business Calculations 4N2279
Learners will be able to:
1. Discuss the importance of accurate calculations and record keeping in business


2. Demonstrate accuracy of calculation by applying the principal mathematical functions of addition, subtraction, multiplication and division to natural numbers (N), integers (Z), and real numbers (R) to two places of decimal without the use of electronic media


3. Use a calculator accurately to perform extended calculations, requiring functions such as addition, subtraction, multiplication, division, percent, square root, pi, 1/x, scientific notation keys, memory keys and the clear key, while following the conventions of precedence of operations


4. Demonstrate equivalence between fractions, decimals and percentages by conversion and ratios as fractional ratios 


5. Use appropriate strategies such as rounding off, places of decimal, significant figures, estimation, percentage error, to give approximations, where numbers are from the set of natural numbers (N) and from the set of integers (Z)


6. Calculate pay slips applying appropriate statutory deductions


7. Differentiate between simple interest and compound interest by applying the appropriate given formula to a range of savings and credit options 


8. Perform calculations related to personal finance including preparation of a simple household budget, interest rates and methods of repayment for money borrowed


9. Perform calculations related to business including calculation of insurance premiums, depreciation using fixed instalment and reducing balance methods, calculation of total operational costs from fixed and variable costs data 


10. Perform calculations related to retail trade including VAT inclusive and exclusive pricing, gross and net profit, allowances and discounts, foreign currency valuations 


11. Solve algebraic equations including linear equations of one variable, simultaneous linear equations of two unknowns, and linear inequalities of one variable


12. Solve quadratic equations using factors and the quadratic formula


13. Present information from data collected from the world wide web or other methods, in graphical and tabular form, including bar charts, pie charts, trend graphs, cumulative frequency curves, histograms and frequency tables


14. Calculate the statistics for measuring averages and dispersion of an array of data, to include calculating the mean, mode, and median 


15. Interpret basic statistical charts, graphs and diagrams


16. Discuss ways of improving business performance by reducing costs.
10. Indicative Content 

This section provides suggestions for programme content but is not intended to be prescriptive. The programme module can be delivered through classroom based learning activities, group discussions, one-to-one tutorials, field trips, case studies, role play and other suitable activities, as appropriate.

Section 1 : Basic Arithmetic
Introduction

· Discuss with the learner the importance of accurate calculations and record keeping in business

The Story of the Natural Number

· Define what is a Natural number for the learner

Facilitate the learner to identify the list of Natural numbers for example:

· Natural numbers are the set of N = {1, 2, 3, 4, 5, …} as used in counting.  

· Use the words and symbols of arithmetic.

Facilitate the learner to define and recognise the words and symbols of arithmetic for example:

· Understand the operation of:

· Addition

· Subtraction

· Multiplication

· Division

· Addition & Subtraction of Natural Numbers.

· Multiplication of Natural numbers.

· Division of Natural numbers.

· Round off Natural numbers.

Facilitate the learner to round off natural numbers for example:

Learners should be able to:

· Round off all natural numbers to the nearest 10, 100, 1000

· Round off to give approximate answers

The Story of the Integer

· Define what is an Integer for the learner 

Facilitate the learner to identify the list of Integers for example:

· Integers are the set of numbers Z = {…, -5, -4, -3, -2, -1, 0, 1, 2, 3, 4, 5…}. 

The learner should be able to:

· Understand the meaning of both positive and negative numbers in a practical context

· Addition & Subtraction of Integers.

In facilitating the learner to carry out addition and subtraction of integers ensure that learners know the rules for the addition and subtraction of integers for example:

· If the signs are the same -> Add and use the common sign

· If the signs are different -> Find the difference and use the sign belonging to the highest number

· Multiplication of Integers.

Facilitate the learner to carry out multiplication of Integers:
· Division of Integers.

Facilitate the learner to carry out division of Integers 

· Round off Integers. 

Facilitate the learner to round off integers for example:

Learners should be able to:

· Round off all integers to the nearest 10, 100, 1000

· Round off to give approximate answers

The Story of Real Numbers

· Define what is a real number for the learner 

Facilitate the learner to identify the list of Real numbers for example:

Real numbers can be thought of as points either on or between integers on an infinitely long number line for example:  ¾, 2 ⅓, 5.6343.
·  Decimal Numbers

Facilitate the learner to identify a decimal number for example:

The learner should be able to:

· Understand the meaning of decimal numbers in a practical context

· Demonstrate an understanding of place value and that the decimal places separates euro and cent, or m and cm

· Demonstrate an understanding of the leading zero for example. .5 is the same as 0.5 

· Recognise common decimal numbers as fractions for example: .25 as a ¼

· Recognise common decimal numbers as percentages for example: .25 as 25%

· Convert decimals to fractions 

· Addition & Subtraction of Decimals.

Facilitate the learner to carry out addition and subtraction of decimals for example:
Learners should be able to:

· Add and subtract decimal numbers (up to two decimal places)

· Multiplication of Decimals.

Facilitate the Learner to carry out the multiplication of decimals for example:
Learners should be able to:

· Multiply decimal numbers (up to two decimal places) by natural numbers.

· Multiply one decimal number (up to two decimal places) by another decimal number (up to two decimal places)

· Division of Decimals.

Facilitate the Learner to carry out the division of decimals for example:

Learners should be able to:

Divide decimal numbers (up to two decimal places) by natural numbers 
· Divide one decimal number (up to two decimal places) by another decimal number (up to two decimal places)

· Rounding off Decimal numbers.

Facilitate the Learner to round off decimal numbers for example:
Learners should be able to:

· Approximate decimal numbers by rounding them off to a whole number or to one/two decimal places

· What is a fraction?

Facilitate the learner to define and recognise fractions for example:
Learners should be able to:

· Understand what is meant by the denominator and numerator

· Read and write common fractions 

· Reduce fractions to their lowest form

· Recognise and use equivalent forms for example: ¼ = 2/8 

· Understand what is meant by improper fractions and how to reduce them to mixed numbers for example: 25/ 4 = 6 ¼ 

· Understand what is meant by a mixed number and how to convert it into an improper fraction for example:  6 ¼ =25/ 4  

· Find fractions of whole numbers for example: what is ¾ of 120?

· Use fractions to increase or decrease an amount  

· Identify equivalences between common fractions, decimals and percentages for example: .25, ¼ and 25%

· Convert fractions to decimal

· Convert fractions to percentages
· Addition & Subtraction of Fractions.

Facilitate the learner to carry out addition and subtraction of fractions for example:
Learners should be able to:

· Add and subtract some common fractions for example: ½ + ¼ = ¾ etc.

· Understand how to change fractions to equivalent fractions for the purpose of addition and subtraction

· Find a lowest common denominator for the addition and subtraction of fractions

· Multiplication of Fractions.

Facilitate the learner to carry out the multiplication of fractions for example:
Learners should be able to:

· Multiply a fraction by a natural number

· Multiply a fraction by another fraction
· Division of Fractions.

Facilitate the learner to carry out the division of fractions for example:
Learners should be able to:

· Divide a fraction by a natural number

· Divide a fraction by another fraction

· Ratios

Facilitate the learner to define a ratio for example:
Learners should be able to:

· Understand simple ratio written in the form 3:2

· Understand how to work out the number of parts in a given ratio, and the value of one part

· Including the ability to express simple ratios as fractional ratios e.g. 1:2=1/3:2/3

· Percentages 

Facilitate the learner to recognise and define a percentage for example:
Learners should be able to:

· Understand percentage as the number of parts in every 100

· Write percentages as fractions out of 100

· Write percentages as decimals

· Find simple percentage parts of quantities and measurements

· Find simple percentage increase and decrease for example: 10% rise in cost, 20% reduction in a sale

· Express one quantity as a percentage of another

· Recognise equivalents between common fractions, percentages and decimals for example: 25% = ¼, 0.25 = ¼ 

· Percentage Error

Facilitate the learner to calculate the percentage error for example: a student calculated the cost of an item to be €220 however the actual cost of the item is €250 calculate the percentage error in the student’s estimate.
Section 2: Calculator Use

Calculator Use 
Facilitate the learners to use a calculator for example: 

The learner should be able to Identify and locate all keys needed to carry out business calculations including the use of the keys listed in the table below:

Keys Description

· Numeric Keys

· 0 – 9

· Arithmetic Function keys

· Addition ‘+’, Subtraction ‘-‘, Multiplication ‘x’, Division ‘÷’ or ‘/’, Percentage ‘%’

· Pi key

· Π (Approx 3.14 or 22/7)

· Square Root key

· √

· Fraction Key

· a/b 

· Clear Keys

· AC and C

· Memory Keys

· M+, M-, MR, MC

· Scientific Key

· xy, EE, EXP
Enter numeric data as directed

Use the calculator for any of the calculations at this level

Know and use strategies to check the answers obtained using the calculator

Use the calculator to check answers to other calculations done by other methods

Use the calculator to calculate efficiently using whole numbers, fractions, decimal and percentages

Use a calculator to change fractions to decimal using fractions as division

Facilitate the learner to use the correct sequencing of operations (precedence of operations) when using a calculator for example: 

· the use of BOMDAS (Brackets, Other e.g. square roots/powers, Multiplication/Division, Addition/Subtraction)

Facilitate the learner to differentiate between the use of a calculator versus a scientific calculator for example:

· knowledge of the precedence rules

· the ability to calculate fractions

Section 3: Personal Finance

· Introduction to Budgeting

Discuss with the learner the purpose of budgeting 
· Forms of Income

Facilitate the learner to identify forms of income for example: 

· money earnings; 

· social welfare payments; and 

· benefits in kind

· Sources of Income

Facilitate the learner to identify sources of Income in the form of money earnings for example: 

· wages;

· salaries; 

· overtime; 

· commission;

· bonus

Facilitate the learner to identify sources of income in the form of social welfare for example: 

· child benefit; 

· unemployment benefit; 

· old age benefit;

· illness benefit 

Facilitate the learner to identify sources of income in the form of benefits in kind for example: 

· company car;

· clothing 

· Estimating/Calculating Income Amounts

Facilitate the learner to estimate or calculate income from given rates of pay and number of basic and overtime hours worked

· Calculating a Pay Slip

Facilitate the learner to define statutory deductions for example: 

· Income tax; 

· USC (“Universal Social Charge”); 

· PRSI

Facilitate the learner to interpret a pay slip paying particular attention to: 

· Wages;

· Commission;

· Overtime;

· Rates of pay; 

· Statutory deductions

Facilitate the learner to calculate payslips applying appropriate statutory deductions such as:

· Income tax, 

· USC (“Universal Social Charge”) and 

· PRSI 

· Expenditure

Facilitate the learner to identify major items of household expenditure for example: 

· Mortgage; 

· Electricity bill; 

· Phone bill

Facilitate the learner to identify expenditure that incurs on a: 

· Weekly;

· Monthly;

· Annual basis

Facilitate the learner to classify items of expenditure under the headings: 

· Capital expenditure

· Current expenditure

Facilitate the learner to define and identify accruals for example: 

· ESB 

· Phone bill 

Facilitate the learner to classify expenditure under the headings: 

· Fixed; 

· Irregular; 

· Discretionary

Facilitate the learner to prepare simple expenditure estimates

Facilitate the learner to interpret and check household bills for example: 

· Electricity bill, 

· Phone bill etc.  

Facilitate the learner to read household metres and make calculations
· Budgeting

Facilitate the learner to prepare a simple household budget

In facilitating the learner to prepare a household budget ensure that learners are familiar with the following terms such as:

· Surplus/Deficit

· Net cash, Opening cash and Closing cash

Facilitate the learner to critically analyse household expenditure

Facilitate the learner to make comparisons between actual and budgeted expenditure

· Saving

Facilitate the learner to understand the concept of saving or investing money
Facilitate the learner to identify popular Saving Institutions for example: 

· Credit Unions, 

· Banks,

· Post Office

Facilitate the learner to identify popular Saving Schemes for example: 

· Saving bonds

· Borrowing

Facilitate the learner to understand the reasons for people borrowing

Facilitate the learner to define and identify different types of borrowing for example: 

· Mortgage;

· Overdrafts; 

· Hire purchase; 

· Credit cards 

Facilitate the learner to calculate the cost of borrowing from given interest rates.

In facilitating the learner to calculate the cost of borrowing ensure that learners are able to define and recognise the following terms:

· Principal amount

· Interest rate

· Term of loan

· Outstanding balance

Facilitate the learner to identify and define some common repayment methods for example: 

· Standing orders;

· Direct debits;   

· Internet banking 

· Interest 

Facilitate the learner to define the concept of Interest

Facilitate the learner to differentiate between Simple and Compound Interest

Facilitate the learner to define and calculate Simple and Compound Interest on a range of saving and credit options

· Simple Interest

In facilitating the learner to calculate Simple Interest ensure that learners can calculate Simple interest.

· Compound Interest

In facilitating the learner to calculate Compound Interest ensure that learners can calculate Compound Interest 
Section 4: Statistics

· Introduction to Statistics

Discuss with the learner the purpose and basic terms associated with statistics for example:

· Population

· Samples
· Data
· Primary Data

· Secondary Data
· Types of Numerical data for example: 

· Discrete

· Continuous
· Finding and Collecting Data

Discuss with the learner different ways of collecting data for example:

· Experiment

· Observation

· Surveys 

· Personal Interviews

· Postal Surveys

· Telephone Surveys

· Online Surveys

Facilitate the learner to generate data or source data from the Internet and other sources for example: 
· Brochures/ Catalogues

· Price lists

· Numerical Representation

· Tabulation of the data

Facilitate the learner to represent discrete data in a Frequency distribution table

Facilitate the learner to represent discrete and continuous data in a Grouped Frequency distribution table
· Graphical Representation

Evaluate with the learner the effectiveness of different displays in representing the findings of a statistical investigation
Discuss with the learner the use of appropriate displays for different sorts of data for example:

· Discrete data:

· Pie Chart

· Bar Chart

· Continuous data:

· Histogram

· Cumulative Frequency Curve

· Both discrete and continuous

· Trend Graph

Explore with the learner different displays using a spreadsheet program  

Facilitate the learner to present the data graphically using the following displays:

· Bar chart 
· Pie chart 
· Trend graph 
· Cumulative frequency curve 
· Histogram
In facilitating the learner to present the data graphically ensure that learners:

· Understand the importance of a title, labelling of X and Y axes and legend for providing information

· Know how to read the scale on an axis

· Know how to choose a sensible scale to fit the data

· Describing the data

Facilitate the learner to use a variety of summary statistics (measures of central tendency and measures of dispersion) to describe the data

Measures of Central Tendency to include: Mean, Median and Mode

Facilitate with the learner how to calculate the Mean, Median and Mode of a given set of data such as wages, temperatures, house prices, rainfall, daily attendance in a week, daily/weekly/monthly sales totals
Measures of Dispersion to include for example: Range

Facilitate with the learner how to calculate the Range of a given set of data such as wages, temperatures, house prices, rainfall, daily attendance in a week, daily/weekly/monthly sales totals
· Interpret

Understand how to use scales in diagrams, charts and graphs

Extract and interpret diagrams, charts and graphs

Section 5: Algebra

· Introduction to Algebra

Facilitate the learner to define the concept of Algebra.  

In facilitating the learner to define the concept of Algebra, learners should be able to:

· Distinguish the different roles played by letter symbols in algebra

· Distinguish the meaning between the words ‘equation’, ‘formula’, and ‘expression’

· Simplify basic algebraic expressions.

· Solve basic algebraic equations.

· Make substitutions in given formulae

· Linear Equations of one variable 

Facilitate the learner to define and recognise a Linear equation for example: A linear equation is any equation that can be written in the form ax + b = 0, where a and b are real numbers and x is the unknown whose value you wish to find.  

Facilitate the learner to define and recognise the properties of a linear equation.

Facilitate the learner to solve linear equations of one variable

In facilitating the learner to solve linear equations of one variable ensure that learners follow the correct process for example:

· Remove fractions from linear equations for example: multiplying both sides of the linear equation by the Lowest common denominator of the fraction

· Simplify the equation for example: removing any parenthesis and combining like terms

· Solve the equation for example: bringing all constants to one side of the equation and all terms with the variable in them on the other side of the equation

· Verify their answer for example: substitute the answer into the original equation

· Linear Inequalities of one variable 

Facilitate the learner to define and recognise a Linear inequality for example: A linear inequality is an expression involving one of the symbols ≥, ≤, > or <.  

Facilitate the learner to follow the rules for changing or rearranging linear inequalities for example:

· Rule 1

If a < b then a + c < b + c and a – c < b - c for any c.  //If any number, c, is added or subtracted to both sides of an inequality, then the inequality symbol remains unchanged. 

· Rule 2

If a < b and c > 0 then ac < bc and a/c < b/c.  //If c is a positive number then we can multiply or divide both sides of the inequality by c without changing the inequality symbol.  

· Rule 3

If a < b and c < 0 then ac > bc and a/c > b/c.  //If c is a negative number. Multiplying/Dividing by a negative number reverses the inequality sign for example: > changes to <, and vice versa.

· Rule 4

Changing the signs on both sides of the inequality also changes the inequality sign for example:  - b < - 4 becomes b > 4

Explore with the Learner Linear Inequalities for example:  A solution to any inequality is any number that makes the inequality true
Facilitate the learner to solve a linear inequality of one variable 
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Facilitate the Learner to show the solution to an inequality by graphing it on a number line, for example,  Graph:    x < 4

· Simultaneous equations of two unknowns

Facilitate the learner to define and recognise when to use simultaneous equations.  For example: when you have two linear equations e.g. (eq.1) 2x + 3y = 4 and (eq.2) x – 2y = - 5 where there are two unknown quantities: x and y.  

Facilitate the learner to solve simultaneous equations by elimination.  

In facilitating the learner to solve simultaneous equations by elimination ensure that the learner follows the correct process for example:

· Step 1: Modify the equations so that the coefficients of one unknown in each equation are the same for example: multiply equation (eq.2) above across by 2 to give 2x – 4y = - 10

· Step 2: Subtract the modified equation from the other equation so that one unknown is eliminated for example:

  2x
 +
 3y =
+ 4
-2x 
+ 
4y = 
+ 10
  
    
+7y =
+14




+1y =
+2

· Step 3: Substitute the found value into one of the original equations for example: substituting y = 2 into eq.1 gives 2(x) + 3(2) = 4; 2x + 6 = 4; 2x = -2; 

x = -1

· Step 4: Verify your answer by substituting both values for x and y back into one of the original equations for example: 2(-1) + 3(2) = -2 + 6 = 4 = 4(
· Solve Quadratic Equations

Facilitate the learner to define and recognise a quadratic equation for example: a quadratic equation is one which can be written in the form ax2 + bx + c = 0 where a ≠ 0 and a, b and c are given numbers and x is the unknown whose value we wish to find.   Examples of quadratics equations: 2x2 + 5x – 6 = 0, 4x2 + 6x = 0, 6x2 – 12 = 0, Note that the value of b and/or c may be zero.  

· Factorisation Method

Facilitate the learner to solve quadratic equations using the factorisation method for example: 

Example 1: 

Factorising x2 + 6x = 0 (Note: there is no constant c value) is equivalent to x(x+6) = 0 where x = 0 and x = -6 are the two solutions

Example 2:

Factorising x2 + x – 12 = 0 is equivalent to (x + 4) (x – 3) = 0 where x = -4 and x = 3 are two solutions

Note: Ensure that the learner is aware that not all equations can be factorised using this method

· Completing the Square Method

Facilitate the learner to recognise when to use the completing the square method

Facilitate the learner to solve quadratic equations by completing the square method for example: 

x2 – 9 = 0 is equivalent to (x)2 - (3)2 = 0 which is equivalent to (x + 3) (x – 3) where  x = - 3 and x = +3 are two solutions  

· Using the formula 

Facilitate the learner to recognise when to use the formula to solve a quadratic equation

Facilitate the learner to solve quadratic equations using the formula: 
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In facilitating the learner to solve quadratic equations using the formula ensure that learners can identify carefully the values of a, b and c, paying particular attention to the signs of these values.

Section 6: Calculations of costing in relation to the retail trade

· VAT (Value Added Tax) - inclusive and exclusive

Introduction 

Facilitate the learner to define the purpose of VAT on goods.  In facilitating the learner to define the purpose of VAT on goods ensure that the learner is familiar with the following terms:

· Collector general

· Revenue Commissioners

· Current VAT rates

Calculation of VAT - exclusive
Facilitate the learner to calculate the selling price of a good/service by calculating the amount of VAT to be added.

Calculation of VAT - inclusive
Facilitate the learner to calculate the price of a good/service before VAT had been added.

· Gross Profit and Net Profit

Gross Profit

Facilitate the learner to define and calculate Gross profit for example: gross profit is defined as the selling price minus the cost price.

Net Profit

Facilitate the learner to identify some of the main overheads incurred by a business for example:

· Lighting and heating;

· Rent and rates;

· Insurance;

· Telephone; 

· Advertising; 

Facilitate the learner to define and calculate Cost of Sales amounts for example: the cost of sales is defined as the amount of money it costs to produce the goods/services of a company e.g. (overheads, wages, salaries)

Facilitate the learner to define and calculate Net profit for example: net profit is defined as the total gross profit minus the cost of sales.

· Allowances and Discounts 

Discounts

Facilitate the learner to define the term discount
Facilitate the learner to identify the different types of discount that may be given for example:

· Cash discount;

· Trade discount;

· Seasonal discount;

· Anticipation discount;

· Quantity/bulk discount

Facilitate the learner to calculate discounts.

Allowances

Facilitate the learner to define the term allowance for example: an allowance is a reward given to retailers which may be in the form of a discount allowed on the price of goods.  Allowances may be given to retailers:

· as an incentive not to sell below cost price; 

· who order excess amounts of specified quantities

· who carry out the promotion of sales of particular goods 

· collection of the goods by the retailer

· for use of direct debit payment or for payments on time

Facilitate the learner to calculate allowances given to retailers

· Foreign Currency

Facilitate the learner to convert one currency into another currency 

In facilitating the learner to convert one currency into another currency facilitate the learner:

· To identify main currencies in today’s market

· know where to obtain up to date exchange rates

Section 7: Calculations in relation to the operations of a business

· Insurance Premiums

Facilitate the learner to understand the need for adequate insurance for example: as protection or cover against financial loss which can result from:

· Personal injury;

· Illness;

· Damage to property

Facilitate the learner to identify insurable and non-insurable risks.

Facilitate the learner to define the basis of insurance.  

In facilitating the learner to define the basis of Insurance ensure that learners are familiar with the following terms:

· Insured;

· Insurer;

· Proposal form;

· Premium;

· Claim;

· Compensation;

· Average Clause

Facilitate the learner to identify different types of insurance available for example:

· Personal;

· Fire;

· Burglary;

· Public liability;

· Employee liability;

· Accident;

· Life;

· Car

Facilitate the learner to calculate an insurance premium from given information.
· Depreciation

Facilitate the learner to define and recognise fixed assets for example: fixed assets are those assets of significant value which:

· are used within an organisation

· are of long life

· are not bought for resale with the intention of making a profit

Facilitate the learner to define depreciation for example:

· the wear and tear or loss in value of a fixed asset; 

· the difference between the current value of the asset and the original cost of the asset

· Calculation of total operational costs from fixed and variable costs data

Facilitate the learner to define and identify fixed costs for example: fixed costs do not fluctuate with sales quantity such as:

· Rent;

· Rates;

· Insurance;

· Bank interest;

· Salaries;

· Property maintenance

Facilitate the learner to define and identify variable costs for example: variable costs are only incurred if sales are made.  Examples of variable costs include:

· Staff costs;

· Manufacturing costs;

· Transport costs;

· Raw materials;

· Electrical costs

Facilitate the learner to calculate total operational costs from fixed and variable costs.  

· Ways of improving business performance by reducing costs 

Facilitate the learner to identify ways of improving business performance by reducing costs  
11. Assessment
11a.
Assessment Techniques
Assignment 
40%

Examination – Theory 
60%
11b.
Mapping of Learning Outcomes to Assessment Techniques

In order to ensure that the learner is facilitated to demonstrate the achievement of all learning outcomes from the component specification; each learning outcome is mapped to an assessment technique(s). This mapping should not restrict an assessor from taking an integrated approach to assessment.

	Learning Outcome
	Assessment Technique

	1. Discuss the importance of accurate calculations and record keeping in business
	Assignment and/or Exam

	2. Demonstrate accuracy of calculation by applying the principal mathematical functions of addition, subtraction, multiplication and division to natural numbers (N), integers (Z), and real numbers (R) to two places of decimal without the use of electronic media
	Assignment

	3. Use a calculator accurately to perform extended calculations, requiring functions such as addition, subtraction, multiplication, division, percent, square root, pi, 1/x, scientific notation keys, memory keys and the clear key, while following the conventions of precedence of operations
	Assignment and/or Exam

	4. Demonstrate equivalence between fractions, decimals and percentages by conversion and ratios as fractional ratios
	Assignment and/or Exam

	5. Use appropriate strategies such as rounding off, places of decimal, significant figures, estimation, percentage error, to give approximations, where numbers are from the set of natural numbers (N) and from the set of integers (Z)
	Assignment and/or Exam

	6. Calculate pay slips applying appropriate statutory deductions
	Assignment

	7. Differentiate between simple interest and compound interest by applying the appropriate given formula to a range of savings and credit options 
	Assignment

	8. Perform calculations related to personal finance including preparation of a simple household budget, interest rates and methods of repayment for money borrowed
	Assignment

	9. Perform calculations related to business including calculation of insurance premiums, depreciation using fixed instalment and reducing balance methods, calculation of total operational costs from fixed and variable costs data 
	Exam

	10. Perform calculations related to retail trade including VAT inclusive and exclusive pricing, gross and net profit, allowances and discounts, foreign currency valuations 
	Assignment and/or Exam

	11. Solve algebraic equations including linear equations of one variable, simultaneous linear equations of two unknowns, and linear inequalities of one variable
	Exam

	12. Solve quadratic equations using factors and the quadratic formula

	Exam

	13. Present information from data collected from the world wide web or other methods, in graphical and tabular form, including bar charts, pie charts, trend graphs, cumulative frequency curves, histograms and frequency tables
	Assignment

	14. Calculate the statistics for measuring averages and dispersion of an array of data, to include calculating the mean, mode, and median 
	Assignment and/or Exam

	15. Interpret basic statistical charts, graphs and diagrams
	Assignment and/or Exam

	16. Discuss ways of improving business performance by reducing costs.
	Exam


11c.  
Guidelines for Assessment Activities

The assessor is required to devise the assignment briefs and marking schemes, and the examination, marking schemes and outline solutions.   In devising the assessment briefs and the examination papers, care should be taken to ensure that the learner is given the opportunity to show evidence of achievement of ALL the learning outcomes. 

Assessment briefs may be designed to allow the learner to make use of a wide range of media in presenting assessment evidence, as appropriate. Quality assured procedures must be in place to ensure the reliability of learner evidence.
	Assignment


	40%

	The assignment may be produce throughout the duration of the programme module.



	The learner will complete an assignment to include evidence that demonstrates the following:
Section 1 – Basic Arithmetic & Personal Finance 

Preparation of a Simple Household Budget (for a period of 6 months approx.) for a family from given information.  In doing so learners should demonstrate the ability to:
· Calculate a payslip

· e.g. calculating a family members payslip, applying statutory deductions

· Calculate percentage Increases/Decreases 

· e.g. calculation percentage increases/decreases in relation to changes in Income/Expenditure amounts for example: this month’s the family’s household mortgage will increase by ¼ % in accordance with the ECB (European Central Bank); from February on, the household ESB bill will increase by 14%;  

· Calculate fractions 

· e.g. calculate fractions of given amounts for example: the family spends ⅓ of their wages on groceries

· Conversion of one currency to another currency 

· e.g. the family intend to go on holiday in February and wish to take $1000 dollars with them.  How much Euro’s will this cost the family?

· Round off figures 

· e.g. round off figures to whole numbers, one/two decimal places

· On completion of the Budget the learner should discuss whether:

There will be a shortfall or deficit;

And how the deficit might be financed and/or the surplus invested

· Calculate the Cost of borrowing and/or the interest on savings based on figures gathered from Banks, Post Office etc 

e.g. Demonstrating the ability to calculate Simple and Compound Interest 
· Discuss the importance of accurate calculations

Section 2 – Statistics

Carry out some form of research using the Internet as a source of information 

In doing so learners should demonstrate the ability to:
· Tabulate data in a frequency table

· Calculate measures of central tendency: 

· e.g. Mean, Mode and Median from the tabulated data

· Calculate measures of dispersion: 

· e.g. Range from the tabulated data

· Present the data in graphical form for example:

In the case of continuous data:

· The learner should present the data in a Cumulative frequency curve/ Histogram

In the case of discrete data:

· The learner should present the data in a Bar Chart/Pie Chart

· Interpret and form conclusions from the results presented

Evidence for this assessment technique may take the form of written, oral, graphic, audio, visual or digital evidence, or any combination of these. Any audio, video or digital evidence must be provided in a suitable format.

All instructions for the learner must be clearly outlined in an assessment brief. 


	Examination


	60%

	2 hour exam



	The format of the examination will be as follows:

Section A

10 short answer questions - Candidates are required to answer all 10 (2 marks each)

This section should assess a learner’s ability to demonstrate an understanding of a broad range of the learning outcomes.  Example of short answer questions which may be relevant to this section may include: 

· Perform operation of additions, multiplication, subtraction and division and demonstrate the order of precedence of operations

· Demonstrate equivalence between fractions, decimals and percentages by conversion and ratios as fractional ratios

· Use of the calculator

· Calculation of percentages/percentage error

· Calculations in relation to interest and depreciation 

· Calculations in relation to VAT (inclusive/exclusive)

· Solving linear equations of one variable

· Solving linear inequalities and presenting solutions on a number line

· Calculation of Fixed/Variable costs

· Calculation of Discounts/Allowances

· Calculation of Insurance Premiums

· Calculation of Gross/Net Profit amounts

Section B

4 structured questions - Candidates are required to answer 4 (10 marks each)

Question 1 (Section 5 - Algebra)

· Solve algebraic equations to include linear equations of one variable

· Solve simultaneous linear equations of 2 unknown variables and linear inequalities of one variable

· Solve quadratic equations (factorisation and formula)

Question 2 (Section 6 - Calculations of costing in relation to the retail trade)

· Discuss the importance of accurate calculations and record keeping in business and ways of improving business performance by reducing costs

· Calculate VAT inclusive prices, gross and net profit of given data.

· Calculate discount pricing such as cash discount, trade discount etc and convert pricing to foreign currencies.

Question 3 (Section 7 - Calculations in relation to the operation of a business)

· Calculate insurance premiums

· Calculate depreciation using fixed instalment and reducing balance methods

· Calculate total operational costs from fixed and variable costs data

Question 4 (Section 4 - Statistics)

· Interpret graphic and tabulated data given to the learner
· Calculate the mean, mode and medium of an array of data

· Present given data in graphical form (Histogram/Cumulative Frequency curve)

Evidence for this assessment technique may take the form of written and graphic. 

All instructions for the learner must be clearly outlined in an examination paper 


12. Grading
Distinction: 
80% - 100% 

Merit:

65% - 79%

Pass: 

50% - 64%

Unsuccessful:
0% - 49%

At levels 4, 5 and 6 major and minor awards will be graded. The grade achieved for the major award will be determined by the grades achieved in the minor awards.
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	Learner Marking Sheet

Assignment 

40%


Learner’s Name: ________________________________



	Assessment Criteria


	Maximum Mark
	Learner Mark

	Section 1 – Basic Arithmetic & Personal Finance
· Presentation of given data in a Budget

· Calculation of a payslip

· Calculation of Percentages (minimum of 2 percentages)

· Calculation of Fractions (minimum of 2 fractions)

· Conversion of one currency to another currency 

· Round off figures (minimum of 2 figures rounded)

· Identification of a shortfall or deficit; and options for how the deficit might be financed and/or the surplus invested identified

· Calculation of the Cost of borrowing and/or the interest on savings 

· Discussion of the importance of accurate calculations

Section 2 – Statistics
· Research carried out using the Internet as a source of information 

· Tabulation of the data in a frequency table

· Calculation of measures of central tendency: 

· Calculation of measures of dispersion: 

· Presentation of the data in graphical form 

· Interpretation and conclusions formed from the results presented


	20
20
	

	Total Mark

	40
	


NO ROUNDING OF MARKS

The Assessor has signed the Summary Results Sheet to verify that the evidence presented in the attached portfolio is the work of the named learner and that the result recorded here has been transcribed to the Summary Results Sheet

External Authenticator's Signature: ............................................................   Date: ...............................
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	Learner Marking Sheet

60%


Learner’s Name: ________________________________



	Assessment Criteria


	Maximum Mark
	Learner Mark

	Section A: Short Answer Questions

10 short answer questions, answer all 10 (2 marks each)
Question No. 1
Question No. 2

Question No. 3

Question No. 4

Question No. 5

Question No. 6

Question No. 7

Question No. 8

Question No. 9

Question No. 10


	
	

	
Subtotal

	20
	

	Section B: Structured Questions

4 structured questions, answer 4 (10 marks each)
Question No. 1

Question No. 2

Question No. 3

Question No. 4


	10

10

10

10
	

	Subtotal

	40
	

	Total Mark

	60
	


NO ROUNDING OF MARKS

The Assessor has signed the Summary Results Sheet to verify that the evidence presented in the attached portfolio is the work of the named learner and that the result recorded here has been transcribed to the Summary Results Sheet

External Authenticator's Signature: ............................................................   Date: ...............................
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