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Introduction

Welcome to the second edition of Higher Business Management. This book is designed to give comprehensive course coverage of the revised SQA course in Higher Business Management, which runs for the first time in the Academic Session 2018–19. It is the most up-to-date and definitive source for the revised course and, unlike other companion books, there is full coverage of the course content as well as a section dedicated to the coursework assignment, with handy tips. The format of the extended external examination is also covered, so that you are fully prepared and ready to face that all-important final question paper and achieve the best result through a combination of your examination and coursework performance.

The book has been written in simple everyday language wherever possible, while still ensuring good coverage of business terminology appropriate to the level of the course. It is intended for use by students and teachers alike.

Each section in this book has the same structure, which follows the layout of the course as prescribed by the SQA. There are five main sections which each contain topics broken down into manageable chunks of learning. As a minimum, each section of the book contains the following information:


•  Introduction

•  Topics covered in the section

•  Tasks (some of these could be linked to a chosen assignment topic)




    •  All tasks can be adapted. For example, some research tasks could be undertaken as project work out of class time. Most tasks can be done individually or as part of group work, etc.




•  An end-of-section assessment.



I have drawn on my many years of experience as a teacher delivering this course and also as a senior examiner working with SQA. I have also taken on board feedback from many teachers who have used the previous edition of this book as their main teaching resource over a sustained period of time, achieving excellent results with many students.

I would like to express my thanks to everyone involved in the production of this book, in particular Claire Spinks and the other editorial staff from Hodder Gibson.

I hope that you find this book a useful companion to a new and exciting course of study and positive achievement.

Peter Hagan

December 2018


Preparing for course assessment

Higher Business Management – question paper

The question paper component of Higher Business Management is worth 90 marks and is sat as part of the main national examination diet. The time allocation is 2 hours and 45 minutes. The question paper is compulsory, meaning that you must answer all questions. There are two sections to the question paper and questions can be based on any area of the course.

Section 1 is based on a case study and is worth 30 marks. It consists of a multi-part question, with each part attracting a mark from a range of 1–8. You should expect the majority of questions in Section 1 to relate to the case study content and the business that features in the case study. Section 1 is interpretative, meaning that the questions will demand that you interpret information provided in the case study. The case study will also feature some appendices. The number of appendices can vary from year to year and the information contained in them will be different too, depending on the business explored in the case study. It is important that you spend 10–15 minutes reading the case study and appendices before attempting any questions. This is part of good examination technique.

There are likely to be around eight questions in Section 1 and they will cover a wide range of the topics in the course. This is not to say that there will be questions touching on every topic area of the course, but the coverage of the questions in Section 1 is broad based compared with Section 2 of the question paper.

Section 2 tests the depth of your course knowledge. It is worth 60 marks in total; this is split into four questions carrying a total of 15 marks each. These are also multi-part questions, with each part attracting a mark from a range of 1–8.


[image: ]

You may wish to tackle Section 2 before reading the case study and answering the questions in Section 1. As long as you number your answers appropriately, this will make no difference to the examiner marking your work.

[image: ]



As a reminder, the broad topic areas of the course are:


•  Understanding Business

•  Marketing

•  Operations

•  People

•  Finance

•  Technology – remember that this is a cross-cutting theme throughout every topic area and is unlikely to be tested as a stand-alone topic.



Important information on how marks are awarded and responding to command words

In Higher Business Management, the examination is a test of your knowledge and understanding of the course, but it is also a test of your written communication abilities. This is because the method of assessment used for the final examination is a question paper. It is essential that you are able to clearly and concisely communicate your answers to the examiner to attract the best possible marks.

The SQA uses command words in all of its assessments and your teacher should have prepared you throughout the year to be able to answer the types of questions that you will face in the final examination. You should view the use of command words as something positive – you should not be afraid of them! Command words make the questions being asked much clearer since each command word has a specific meaning. You will always be credited for correct knowledge in Higher Business Management, but to gain full marks, you must also answer in response to the specific command word in the question.

Marking is always positive. This means that when your examination paper is being marked, you start with zero marks and marks are awarded for everything that you answer correctly. No marks are deducted for things that you do wrong.

In order to attract the best possible marks, you need to answer the question that is asked. This means that you must be able to understand, or comprehend, what is being asked. Read all questions carefully and pay attention to the command word and the number of marks for each question. Only then should you start to formulate an answer in your head before writing it down.

It is good practice to write in sentences and paragraphs. It is acceptable to use bullet points, but if they are too brief or are simply used as a list then they will be unlikely to attract many marks. A brief bulleted list will not fully address the command word and so will not be able to gain full marks. Bullets are a good way to gain some marks if you are running out of time, but only use them as a last resort – you want to get as many marks as possible!

The following gives an overview of the general marking principles that are applied to Higher Business Management. You can refer to the specific marking instructions on the SQA website, which are published a few months after the previous examination has been sat, for further guidance on how these principles have been applied by the examiners.

Marks will be awarded for:

Describe…

You must make a number of relevant factual points, which may be characteristics and/or features, as appropriate to the question asked. These points may relate to a concept, process or situation.

You may provide a number of straightforward points or a smaller number of developed points, or a combination of these.

Up to the total mark allocation for this question:


•  1 mark can be given for each relevant factual point.

•  1 mark can be given for any further development of a relevant point, including exemplification when appropriate.



Explain…

You must make a number of accurate, relevant points that relate cause and effect and/or make the relationships clear. These points may apply to a concept, process or situation.

You may provide a number of straightforward points of explanation or a smaller number of developed points, or a combination of these.

Up to the total mark allocation for this question:


•  1 mark can be given for each relevant point of explanation.

•  1 mark can be given for a further development of a relevant point, including exemplification when appropriate.



Compare…

You must demonstrate knowledge and understanding of the similarities and/or differences between things, methods or choices, for example. The relevant comparison points could include theoretical concepts.

Up to the total mark allocation for this question:


•  1 mark can be given for each accurate point of comparison.



Discuss…

You must make a number of points that communicate issues, ideas or information about a given topic or context that will make a case for and/or against. It is not always necessary to give both sides of the debate in your response to gain full marks.

Up to the total mark allocation for this question:


•  1 mark can be given for each accurate point of knowledge that is clearly relevant.



You can find the General Principles for Marking included as part of the Marking Instructions for Higher Business Management. These can be downloaded from the SQA website (www.sqa.org.uk) using the Past Papers and Marking Instructions service.

Distinguish…

You must identify and convey the differences between two factors. No marks will be given for similarities, only differences.

Up to the total mark allocation for this question:


•  1 mark can be awarded for each valid distinction.



Justify…

Here you must provide reasons for a particular course of action. Essentially, because the verb ‘justify’ (in this context) means to give good reason for, all you need to do here is highlight the advantages.

Up to the total mark allocation for this question:


•  1 mark can be awarded for each valid justification



Higher Business Management – assignment

The assignment component for Higher Business Management is worth 30 marks, which represents 25% of the overall course award. It is your opportunity to gain some marks for a piece of work over which you have some control. The examination paper you will face is unseen and it is therefore difficult to predict which topics and areas of the course will be assessed. By comparison, the assignment allows you some degree of flexibility and personal choice.

If you follow the instructions provided by the SQA and the guidance given by your teacher and choose a business which is of interest to you, there is no reason why you should not be able to attain a high mark.

The following information is to give you some extra assistance and is based on the information supplied by the SQA.

The assignment covers the following areas:


•  Selecting an appropriate business and topic.

•  Collecting information/evidence relating to the context of the assignment from a range of sources.

•  Applying relevant business concepts and theories to the context of the assignment.

•  Analysing and evaluating the business data/information.

•  Solving problems by applying relatively complex business ideas and concepts relevant to the context of the assignment.

•  Communicating valid, justified conclusions and/or recommendations.

•  Producing a business report relating to the context of the assignment.



Conditions for the completion of the assignment

Time

The assignment is designed to be completed over a notional period of 8 hours. This includes time for research and producing the final business report. You can complete the research and write-up simultaneously. The report can be completed using only secondary research; however, if you carry out field research you may need more than 8 hours. The report should preferably start once most of the course content has been delivered in class, to allow you to choose your topic from a wide range of course content.

You must carry out the assignment on an individual basis, gathering your own research and producing your own report independently.

Volume

The business report should be no longer than 2000 words (excluding appendices). If the word count exceeds the maximum by more than ten per cent then a penalty will be applied. There should be no more than four pages of appendices with your report.

Sections of the assignment

The SQA has provided guidelines for appropriate headings and layout for the assignment in the form of sections which should be completed, and each section has a maximum number of marks that can be awarded. Examiners will be looking for your assignment to correspond to this layout in order to award marks which are in line with the marking instructions. General marking principles for the assignment are available on the Higher Business Management section of the SQA website.

The following maximum marks are available for each of the sections:


1  Introduction – 2 marks

2  Research – 4 marks

3  Analysis and interpretation – 13 marks

4  Conclusion and recommendations – 10 marks

5  Structure (collating and reporting) – 1 mark



In addition to the information contained in the general marking principles, here are some extra tips and pointers that will help you maximise the number of marks you can attain from the assignment.

Introduction

The introduction section should clearly state the aim of your report and be concise. The following points are important to ensure that you are awarded the 2 marks available:


•  You should include any suitable piece(s) of background information that describes what the company does. If it is not clear what the company is about/what it does, the available mark cannot be awarded.

•  The purpose of the report needs to be clear to achieve the mark. If any analytical point made later on does not relate to this then marks cannot be awarded for it. If you use a broad purpose, this will create a better opportunity for attracting marks.



No marks are awarded under the appendices headings for information which should appear in the Introduction section.

Research

This section has a maximum of 4 marks available. It should be possible to achieve the maximum marks if you follow the instructions as well as these tips. Do not list research findings in this section. This section is about assessing the suitability of the source and why it was used. Marks will only be awarded for this and not for any findings themselves.

You should reinforce the reasons for and against the suitability of each source and explain why each source is suitable. Each explained point that is applied to the source will be credited. It is also good practice to give the purpose of using each source so the examiner can understand why it is relevant and/or helpful in producing your report. Do not just give textbook definitions of why you used a source, e.g. ‘the information is up to date’. You need to explain why this source helped and why it has value for the topic of your report.

And it’s worth repeating: research findings should be in the appendices – not under this heading!

Analysis and interpretation

This section has a maximum of 13 marks available. It is likely that this section will provide the biggest differentiation between stronger and weaker candidates. Bear in mind the following when completing this section:


•  Every mark must relate to the purpose stated.

•  Facts and findings are not credited but are required for analysis to be drawn.

•  If the source of the fact or finding, upon which the analytical point is made, is not clear then credit cannot be given. Referencing is important here, for example:




    •  ‘From my questionnaire (appendix 2) …’

    •  ‘From my observation …’

    •  ‘The website (www.nike.co.uk/news) stated …’

    •  ‘Trip Advisor (see screenshot) claimed …’

    •  ‘This tells me that …’




•  No marks are awarded for recommendations in this section.



Conclusion and recommendations

This section carries a maximum of 10 marks. Conclusions appear to be one of the most difficult areas for candidates. Do not simply repeat a list of your findings; your conclusion should provide a summary of your main points.

It is easier to get marks from justified recommendations, so always try to give a reason or justification for any recommendation you make.

It is important that you are able to write concise, conclusive statements in order to attract the marks. You should avoid writing anything in the conclusion that is not based on evidence you have already included in your assignment. This is unlikely to attract any marks.

You should begin any conclusive statement in one of the following ways:


•  ‘From the following evidence…it is clear that …’

•  ‘Overall it appears … which suggests that …’



Structure

This section has a maximum of 1 mark available. This is an easy mark to pick up if you follow the following tips:


•  Use the given headings. Information under the wrong headings will not be awarded a mark.

•  There are no marks for appendices or any information included in them.

•  Stick to the word limit – part of the skill of the assignment is being able to produce a complete and cohesive report to the specification given, and this includes the length. You may find that excessive length is penalised!

•  If you include a display, this can be a graphic, logo, table and/or chart.

•  Since this is a business report, it should be typed – minimum 1.5 line spacing, minimum 11 point font and sensible margins should be set within the document.
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