Scheme of Work for Year 9 ICT

Oakford Theatre

All work needs to be judged against the KS3 criteria with emphasis on the skills learned, the ability to work unaided and with a sense of audience.

Web site for the theatre (8 lessons)

The first thing to help Oakford Theatre modernise is to produce a website for the theatre. 

Task 1. search the internet for at least three different theatre web sites. Use the investigation sheet to write down the results of your searches. (evidence required)

Task 2. plan your web site on paper. It should have at least four linked pages, including a home page. (explain about style sheets and say all sheets should be similar in style) (evidence required)

Task 3. who is the audience for your web site. State who you will target and what you hope to achieve from your web site. This will be the criteria for success of your site. (evidence required)

Task 4. using either Dreamweaver or Publisher create your own web site for Oakford Theatre. The web site should also include Hyperlinks and e-mail links to all pages on the web site and links to other web sites of interest (e.g. the Joe Pasquale web site or other theatres etc). (evidence required)

Task 5. present your web site to the rest of the class and evaluate your work. (evidence required)

Advertisement for Assistant Manager (4 lessons)

The manager of the theatre has decided he would like more time to find out about the theatre and the staff but at the moment he spends too much time in his office. He feels a new assistant manager would help him by taking on the routine jobs and leaving the manager more time to speak to employees to see how they are getting on and also to see other theatres to get new ideas.

Task 1. what tasks would the assistant manager need to carry out. This is called a job description. (evidence required)

Task 2. using the job description list the qualifications, personal qualities and skills required to carry out the job properly. This is called a person specification. (evidence required)

Task 3. look at examples of job advertisements. They all have three parts to them;

· a list of the duties the new employee will have to do (this comes from the job description)

· a list of the qualifications, personal qualities and skills required (this comes from the person specification)

· the name of the company and contact details

Task 4. what information should you put on your job advertisement in order to get the best person for the job. Who is your advertisement aimed at? (age, sex etc) (evidence required)

Task 5. plan you advertisement on paper. It needs to be black and white and 10cm X 16 cm. use the template provided. (evidence required)

Task 6. create your advert on publisher. Use the template to get the correct size. (evidence required)

Task 7. present your advert to the rest of the class and evaluate the strengths and weaknesses of your own advert and the advert of another student. (evidence required)

Letter inviting applicants to interview (mail merge) (2 lessons)

ICT can greatly improve the time it takes to write letters to people. Mail Merge is a way of writing letters to lots of people very quickly.

You have had 30 replies to you advertisement which means it must have been a good advertisement. You have looked at the letters from the job applicants and have found 8 people who you would like to call to interview. The list of applicants you want to invite is saved in Shortlist.

Task 1. using MS Word, create a letter inviting the applicants to interview. (evidence required)

Task 2. use Mail Merge to create individual letters to the list of applicants.

Task 3. print out two of the merged letters for filing. (evidence required)

Customer database (4 lessons)

One of Oakford Theatre’s main problems is that they do not know what their customers want to see or who their customers are. These problems can be solved by creating a database of all of their customers. 

When a person buys tickets the ticket office staff would take all the person’s personal details.

Task 1. what details would be required for the database. Brainstorm ideas that would be needed for a theatre. Plan on paper what your database should include. It will need to have name and address and whether the customers like comedy, plays, music etc. (evidence required)

Task 2. using Microsoft Access create a database based on your planned database.

Task 3. complete the database with details of 10 customers. (evidence required)

Employee Database (2 lessons)

As well as a database of potential customers the manager of the theatre would like a database of his employees

Task 1. what details would be required for the database. Brainstorm ideas that would be needed for a theatre. Plan on paper what your database should include. (evidence required)

Task 2. using Microsoft Access create a database based on your planned database.

Task 3. complete the database with details of all employees. (evidence required)

Using databases to mail customers (2 lessons)

Now that the theatre has a good idea of who its customers are they can e mail them with personalised details of what is going on.

Task 1. the annual Joe Pasquale show is to be held on March 8th 2007. Create a leaflet to be mail merged with the customer database and then sent to all the people on the database who like comedy, which tells them all they need to know about the Joe Pasquale show as well as details about a couple of other comedy events. (evidence required)

Task 2. Merge the leaflet and customer database

Task 3. print out two of the leaflets (evidence required)

Leaflet for the theatre’s June programme. (4 lessons)

Oakford theatre want to send a folded leaflet to customers which has details about all of the events going on in that month.

Task 1. look at examples of leaflets advertising events. Who are you targeting your leaflet to? What should you take into account when planning the layout of the leaflet?

Task 2. create a template for the leaflet on Microsoft Publisher. (evidence required)

Task 3. create a leaflet for June. (evidence required)

Questionnaire for market research (4 lessons)

The management has become aware that they do not cater for their younger audiences. Last month they received a complaint from a 13 year old customer that said there was never any shows for young teenagers.

Task 1. what information would the theatre need from young teenagers 

Task 2. create a questionnaire to gather the data (evidence required)

Task 3. collect data from at least 25 young teenagers

Task 4. create a report for the manager which shows the results of your questionnaire. Give your opinions on what sort of shows should be included next year based on your results. (evidence required)

Spreadsheet for wages (4 lessons)

On of the main problems for any business is keeping a close eye on the wages that need to be paid. In the past the theatre has kept a book which shows how many hours employees worked and what they should be paid. This took a lot of time every week to prepare. Your job as IT consultant requires you to create a spreadsheet to monitor the wages. 

Look at the Wages template. Use this as a guide to create a spreadsheet of your own to work out the wages of the employees. This will need columns which show the hours worked, the pay rate, the total weekly pay, the tax paid and the net (take home) pay, it also needs totals for the hours worked and total weekly pay for the employees.

Task 1. create a template for the wages spreadsheet (evidence required)

Task 2. enter given data (names, wage rates, hours work and tax rates) and formulae (evidence required) to work out the wages for Oakford Theatre for the week.

Task 3. the wage bill is too high and the manager needs to cut the bill to less than £6,500.  This can be done by reducing the Office worker to part time, reducing the booking office hours to 28 hours, reducing front of house hours to 32 hours and reducing the backstage staff rate from £12 to £11 per hour, reducing bar staff hours to 20 hours and making one of the cleaners redundant. What would be new wage bill for the theatre be now? 

Task 4. is this enough of a cut in wages? What could be done to reach the figure of £6,500. (evidence required)

Spreadsheet booking form (3 lessons)
Frequently the theatre is double booked or they have little idea of how many seats are available. The theatre would like a computerised booking system.

Task 1. use booking form 1 as a guide to complete a booking system for the theatre. Include formulae to work out the possible income, the seats sold and unsold and the total income. (evidence required)

Task 2. the theatre would like to see the affect of having different prices for different seats. Look at booking form 2, instead of charging a standard rate of £30, they have 200 seats are on sale at £35, 200 at £30 and 200 at £25. At these prices the total income possible will stay the same. Using booking form 2 as a guide, produce a similar spreadsheet with a bigger zone 1 and smaller zone 3. What is the total income now?  (evidence required)

