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[bookmark: _Hlk83890124]This sample scheme of work covers both classroom- and workshop-based learning for Finance. It is based on 1–4 hours per session for 36 sessions. It is an example only of a possible scheme of work and is based on theory and practical within an FE centre but can be amended to suit all learning facilities with the necessary adjustments to meet individual learners’ needs. 
The technical qualification has been developed to include competency frameworks for T Levels, which demonstrate an array of competencies across maths, English and digital skills, as well as the core skills learners will need to use when they progress onwards from completing their T Level.
The Criteria column in the scheme of work identifies opportunities where these core skills can be developed and embedded into teaching and learning for each criterion. It is not expected that all criteria will develop core skills, but where these skills exist in the core content it has been referenced to support FE centres. 
For more information on how the core skills can be evidenced, please refer to the Technical Qualification Specification (example below). 
4.1 Common terms used in financial reporting.
[image: A close up of words

Description automatically generated]



You can use the sample scheme of work as it is, adjust it or extract content to create a scheme of work to suit your delivery needs. It can also be adjusted by adding theory and practical workshops to support learners who have/need additional learning time. 


4. Finance
Sample scheme of work
Course/qualification:  T-Level Technical Qualification in Management and Administration (Level 3)	Tutor’s name:  

Number of sessions: 36	     Delivery hours: 90	                             Venue:	                               Group: 

	Criteria
4.1 Common terms used in financial reporting
4.2 The role and purpose of financial reporting
4.3 Sources of finance for different types of organisations
4.4 Different forms of expenditure
4.5 How revenue and expenditure (including cash and profit) are tracked and controlled



	Session
	Criteria

	Activities and resources
	Skills check

	1

 3 hours
	4.1 Common terms used in financial reporting
· The range of common terms used in financial reporting
· The importance of understanding the meaning of terms used in financial reporting
· The importance of applying each term correctly in its organisational context and the potential impact of misunderstanding terms in relation to financial reporting

(Skills: CSC, EC1, EC2, MC1, MC2, MC4, MC8)
	Activities:
Facilitate class discussion. What types of financial reports are learners aware of?
Present PowerPoint 1: Common terms used in financial reporting documents.
As a class, discuss the three main financial reporting documents, the income statement, balance sheet and cash flow statement. Review the build-up of the documents using common terms in the context of the business study. Consider each term and its importance to the information presented in each document. 
Explore the reasons for accuracy and potential impacts if the financial information was incorrect
Complete Worksheet 1: Common terms used in financial reporting documents.

Resources:
PowerPoint 1: Common terms used in financial reporting documents
Worksheet 1: Common terms used in financial reporting documents
	Group discussions
Q&A session
Defining key terms
Worksheet 1
Feedback on Worksheet 1 

	2

1.5 hours
	4.1 Tutor directed activity
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.
	

	3

 3 hours
	4.1 Common terms used in financial reporting.
· The range of common terms used in financial reporting
· The importance of understanding the meaning of terms used in financial reporting
· The importance of applying each term correctly in its organisational context and the potential impact of misunderstanding terms in relation to financial reporting

(Skills: CSC, EC1, EC2, MC1, MC2, MC4, MC8)
	Activities:
Group work. Learners to work in pairs (or threes if odd number in class). All pairs to create their own definition for each of the common terms. Each pair joins with another pair, to create a group of four, and agree a joint definition. If there are a lot of learners, make a group of eight to agree definition. All groups share definition with whole class. Tutor captures responses –vote on best or create an agreed definition to be captured in personal glossary.
Vary this activity – split class into two groups and split definitions, so each half is working on a different set of words. Share with the class. Each learner builds a glossary of terms for revision purposes. Fill in the terms on Worksheet 2: Glossary of common terms in financial reporting part 1.

Resources:
PowerPoint 1: Common terms used in financial reporting documents 
Worksheet 2: Glossary of common terms in financial reporting part 1
	Group activity
Worksheet 2
Feedback on Worksheet 2

	 4

1.5 hours
	4.1 Tutor directed activity
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.
	

	 5

 3 hours
	4.1 Common terms used in financial reporting
· The range of common terms used in financial reporting
· The importance of understanding the meaning of terms used in financial reporting
· The importance of applying each term correctly in its organisational context and the potential impact of misunderstanding terms in relation to financial reporting

(Skills: CSC, EC1, EC2, MC1, MC2, MC4, MC8)
	Activities:
Facilitate class discussion.
Present PowerPoint 2: Common terms used in financial reporting not presented in all documentation.
As a class, discuss the common terms that contribute to but do not necessarily appear in financial reporting documents. 
Review the use of common terms such as profit margins and break-even point in the context of why they are important for business decisions. 
Learners to complete Worksheet 3: Glossary of common terms in financial reporting part 2.

Resources:
PowerPoint 2: Common terms used in financial reporting not presented in all documentation 
Worksheet 3: Glossary of common terms in financial reporting part 2
	Class discussion
Q&A session
Defining key terms
Worksheet 3
Feedback on Worksheet 3 



	6

1.5 hours
	4.1 Tutor directed activity
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.
	

	 7

3 hours
	4.1 Common terms used in financial reporting
· The range of common terms used in financial reporting
· The importance of understanding the meaning of terms used in financial reporting
· The importance of applying each term correctly in its organisational context and the potential impact of misunderstanding terms in relation to financial reporting
(Skills: CSC, EC1, EC2, MC1, MC2, MC4, MC8)
	Activities:
Consider each stakeholder group in financial terms and what kind of information they would be interested in. 
Explore the different types and levels of taxation imposed on individuals and businesses. 
Complete Worksheet 4: Common terms used in financial reporting not presented in all documentation.

Resources:
PowerPoint 2: Common terms used in financial reporting not presented in all documentation
Worksheet 4: Common terms used in financial reporting not presented in all documentation

	Worksheet 4
Feedback on Worksheet 4

	 8 

1.5 hours
	4.1 Tutor directed activity
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.
	

	9

 4 hours
	4.2 The role and purpose of financial reporting
· The role of financial reporting to organisations
· The different areas of financial reporting and how these differ (eg income/sales and spend/costs)
· The purpose of financial reporting
· The importance of financial reporting and its accuracy
· How financial reports are generated, eg from accounting software, spreadsheets and business in-house templates
(Skills: CSB, EC2, EC5, MC1, MC2, MC4, MC8, DC4)
	Activities:
Facilitate class discussion: What areas of finance do learners think need to be included in financial reports?
Present PowerPoint 3: The role and purpose of different types of financial reporting.
As a class, discuss the role, purpose and importance of financial reporting documents. Review the different areas covered by financial reporting and how they differ. 
Explore how financial reports are generated in the business and how software can help. 
Complete Worksheet 5: The role and purpose of financial reporting.

Resources:
PowerPoint 3: The role and purpose of different types of financial reporting 
Worksheet 5: The role and purpose of financial reporting

	Group discussions
Q&A session
Defining key terms
Worksheet 5
Feedback on Worksheet 5 


	10

2 hours
	4.2 Tutor directed activity
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.
	

	11

 4 hours
	4.2 The role and purpose of financial reporting.
· The range of report types, including balance sheets, profit and loss accounts, management accounts, year-end reporting and cash flow
· Basic profit and loss calculations, including gross and net profit, and profit margins. How they are calculated using different formulae
(Skills: CSB, EC2, EC5, MC1, MC2, MC4, MC8, DC4)
	Activities:
As a class, discuss the range of report types. Learn how to calculate profits and losses, and how to produce a balance sheet.
Tutor to provide some example case studies for learners to practise financial calculations. Learners to carry out basic financial calculations in gross and net profit and profit margins. 
Complete Worksheet 6: Business calculations.

Resources:
PowerPoint 3: The role and purpose of different types of financial reporting 
Worksheet 6: Business calculations
Example case studies
	Class discussion
Worksheet 6
Feedback on Worksheet 6


	12

 2 hours
	4.2 Tutor directed activity
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.
	

	13

4 hours
	4.2 The role and purpose of financial reporting.
· The concept and calculation of break-even point

(Skills: CSB, EC2, EC5, MC1, MC2, MC4, MC8, DC4)
	Activities: As a class, discuss the concepts of break-even analysis, and the types of break-even point that can be used (unit or money).
· Calculate different types of break-even analysis and comment on what these mean for a business (tutors to provide examples and case studies to carry out calculations) 
· Complete Worksheet 7: Glossary of common terms in financial reporting part 3.

Resources:
· PowerPoint 3: The role and purpose of different types of financial reporting  
· Worksheet 7: Glossary of common terms in financial reporting part 3 
· Example case studies
	Group discussion
Q&A session
Worksheet 7
Feedback on Worksheet 7


	14

2 hours
	4.2 Tutor directed activity
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.
	

	15

3 hours
	4.3 Sources of finance for different types of organisations
· Different types of finance available and the reasons why they are accessed by organisations
(Skills: EC5, MC2, MC6)
	Activities:
Facilitate class discussion: what sources of finance are learners already aware of?
Present PowerPoint 4: Sources of finance.
As a class, discuss the different sources of finance available to business organisations. Consider the differences between short- and long-term sources of finance from internal and external contributors. 
Review the different sources of financial options available to corporate organisations compared to unincorporated businesses. 
Explore the advantages and disadvantages of different sources of finance. Explore reasons why organisations may need different types of finance.  
Complete Worksheet 8: Glossary of common terms in financial reporting part 4.

Resources:
PowerPoint 4: Sources of finance 
Worksheet 8: Glossary of common terms in financial reporting part 4
	Class discussions
Q&A session
Defining key terms
Feedback on Worksheet 8


	16

1 hour
	4.3 Tutor directed activity
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.
	

	17 

3 hours

	4.3 Sources of finance for different types of organisations
· The advantages and disadvantages of using any forms of finance (internal or external) for an organisation
· The risks associated with certain types of finance (eg bank loans and credit cards)
(Skills: EC5, MC2, MC6)

	Activities:
· As a class, explore the advantages and disadvantages of different sources of finance – both internal and external – and when they might choose to use specific types. 
· Discuss the main differences there are between the various sources such as venture capitalists versus angel investors.
· Complete Worksheet 9: Sources of finance.

Resources:
PowerPoint 4: Sources of finance
Worksheet 9: Sources of finance
	Group discussions
Worksheet 9 
Feedback on Worksheet 9


	18

 1 hour
	4.3 Tutor directed activity
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.
	

	19
3 hours
	4.3 Sources of finance for different types of organisations
· The reasons why organisations may need additional finance and considerations for the speed of obtaining the finance
(Skills: EC5, MC2, MC6)
	Activities:
· Tutor to provide a bank of case studies of businesses that need to raise funds, for learners to work on in groups. Learners will need to work out the best source of finance required for each one and explain their decision-making process. 

Resource:
Bank of case studies
	Group activity 

	20

1 hour
	4.3 Tutor directed activity
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.

	

	 21

 4 hours 
	4.4 Different forms of expenditure

· The range of expenditure that may occur in organisations
· How the occurrence of different expenditure varies depending on the size and purpose of the organisation

(Skills: MC6, MC7, MC9, MC10)
	Activities:
Facilitate classroom discussion: what are some examples of common business expenditures? Come up with a list as a group.
Present PowerPoint 5: Forms of expenditure.
As a class, discuss the range and forms of expenditure. 
Review the key difference between expenditure and expenses. Consider the different types of expenditure. 
Complete Worksheet 10: Glossary of common terms in financial reporting part 5.

Resources:
PowerPoint 5: Forms of expenditure 
Worksheet 10: Glossary of common terms in financial reporting part 5
	Group discussions
Q&A session
Defining key terms
Worksheet 10
Feedback on Worksheet 10 


	22

 2 hours
	4.4 Tutor directed activity
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.
	

	23

4 hours
	4.4 Different forms of expenditure
· The definition and purpose of capital expenditure and different types of capital purchase made by organisations (eg ICT, infrastructure, plant, machinery)
(
Skills: MC6, MC7, MC9, MC10)
	Activities:
Facilitate class discussion: what is meant by capital expenditure?
Consider why businesses may need to use this type of expenditure. What kind of capital purchases can be made? What are the benefits and drawbacks that may impact on businesses when making capital purchases?

Resource:
PowerPoint 5: Forms of expenditure 

	Group discussions
Q&A session


	24

2 hours
	4.4 Tutor directed activity
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.
	

	 25

4 hours
	4.4 Different forms of expenditure.
· Definitions of fixed and variable costs. Examples of different fixed and variable costs in an organisation. The reasons why fixed & variable costs have different influences on overall expenditure

(Skills: MC6, MC7, MC9, MC10)
	Activities:
· As a class explore the concept of differing economies of scale and how fixed /variable costs can impact these. Explore how business can create diseconomies of scale due to their size. 
· Learners to continue working on case studies provided previously. Build the cases into bigger business activities to include capital costs and operational activities to include fixed and variable costs.
· Complete Worksheet 11: Forms of expenditure.

Resources:
· PowerPoint 5: Forms of expenditure  
· Worksheet 11: Forms of expenditure
	Class discussion 
Group activity
Worksheet 11 
Feedback on Worksheet 11


	 26

 2 hours
	4.4 Tutor directed activity
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.
	

	 27

3 hours
	4.5 How revenue and expenditure (including cash and profit) are tracked and controlled

· The use of double entry bookkeeping, that every entry to an account requires a corresponding and opposite entry to a different account (debit and credit)

(Skills: EC4, EC5, MC5, MC7, MC9, DC1, DC4)
	Activities:
Present PowerPoint 6: Double entry bookkeeping.
As a class, discuss the reasons for double entry bookkeeping. Study the accounting equation, the foundation that underpins the double entry process. 
Revisit the balance sheet and consider how recording double entry transactions impact on it. 
Discuss the different technical terms and their meanings in an accounting context, especially the differences between debits and credits. 

Resources:
PowerPoint 6: Double entry bookkeeping
	Group discussions
Q&A session
Defining key terms



	28

1.5 hours
	4.5 Tutor directed activity
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.

	

	 29

3 hours
	4.5 How revenue and expenditure (including cash and profit) are tracked and controlled

· The use of double entry bookkeeping, that every entry to an account requires a corresponding and opposite entry to a different account (debit and credit)
· How software can be used to assist the tracking and controlling of revenue and expenditure.

(Skills: EC4, EC5, MC5, MC7, MC9, DC1, DC4)
	Activities:
· As a class, discuss the purpose of journal entries as a narrative of the transactions. Review the purpose and process of ledger accounts to track every stage in each financial transaction. Discuss the double entry process and the relevant documentation used at each stage. 
· Review the use of computerised accounts and discuss when these or manual accounting methods are most appropriate. 
· Tutor to provide financial case study information in Word documents and ask learners to create their own Excel accountancy documents. 

Resources:
· PowerPoint 6: Double entry bookkeeping

	Group discussions
Q&A session
Excel documents


	 30

 1.5 hours
	4.5 Tutor directed activity
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.
	

	31

 3 hours
	4.5 How revenue and expenditure (including cash and profit) are tracked and controlled
· The use and importance of budgeting for an organisation, how organisations can use budgeting to develop forecasts, how budgets are controlled by using KPIs and management accounts, the time period of budgets such as weekly, monthly or yearly.
· The process of spend authorisation and the importance of having a clear authorisation process in an organisation
(Skills: EC4, EC5, MC5, MC7, MC9, DC1, DC4)
	Activities:
· As a class, discuss the purpose of budgets and how forecasting is budget control. Review the potential organisational process of budget control. Discuss the different types of budgets and how they are controlled through KPIs.
· Review the purchase order process to authorise spending levels. 
· Complete Worksheet 12: Double entry bookkeeping. 
· Complete Worksheet 13: Glossary of common terms in financial reporting part 6.

Resources:
· Worksheet 12: Double entry bookkeeping
· Worksheet 13: Glossary of common terms in financial reporting part 6
	Group discussions
Worksheets 12 and 13
Feedback on Worksheets 12 and 13

	32

1.5 hours
	4.5 Tutor directed activity
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.
	

	 33

3 hours
	4.5 How revenue and expenditure (including cash and profit) are tracked and controlled

· The importance of tracking and controlling revenue and expenditure for an organisation and the risks associated with poor management of revenue and expenditure (eg reputational, financial difficulty, legal)
· How audits are used to control revenue and expenditure – both internally (in-house) and externally (eg through an outside financial organisation).

(Skills: EC4, EC5, MC5, MC7, MC9, DC1, DC4)

	Activities:
Present PowerPoint 7: Tracking and controlling revenue and expenditure.
As a class, discuss the main purpose of tracking and controlling revenue and expenditure. Consider the different types of financial risks in not proactively monitoring and controlling the flow of money. 
Consider the auditing process to track and control revenues and expenditure.
Complete Worksheet 14: Tracking and controlling revenue and expenditure.
Complete Worksheet 15: Glossary of common terms in financial reporting part 7.

Resources:
PowerPoint 7: Tracking and controlling revenue and expenditure
Worksheet 14: Tracking and controlling revenue and expenditure
Worksheet 15: Glossary of common terms in financial reporting part 7
	Group discussions
Q&A session
Defining key terms
Worksheets 14 and 15
Feedback on Worksheets 14 and 15



	 34

 1.5 hours
	4.5 Tutor directed activity
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.
	

	
 35–36
6 hours
	Revision sessions

	Activities: 
· Distribute the MCQs. Run test to recap learning and coverage. 
· Deliver answers to the MCQs and check understanding. Learners identify their knowledge gaps based on their results to the MCQ questions.
· Extra activity: Learners could write a revision plan based on the topics they need to recap in this topic.
· Recap over prior PPTs/Worksheets for revision as required. Tutor to support revision activities as required. 
Resources: 
· MCQs
· PowerPoints (as required)
	MCQs
Feedback on MCQs
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