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TARGET GROUP

Beginners in a wide range of contexts from school to business use. The unit-based
nature of the qualifications aids its flexible application.

STATEMENT OF LEVEL

Relationship to National Standards

The syllabus has been designed to assess skills at Entry 3. Entry 3 accredits skills
which are at a level below that of Level 1 of the National Language Standards. The
syllabus is endorsed by CILT/National Centre for Languages.

Relationship to National Curriculum Levels

The syllabus contains no links to the National Curriculum.

PRIOR LEARNING

This qualification may be approached in a variety of different ways. However this
qualification is designed as a first qualification in a language.

GUIDED LEARNING HOURS

This qualification is divided into Units (termed Elements at this level). Overall it is
expected that a beginner would take somewhere between 40 and 60 hours to achieve
the complete qualification.

PROGRESSION

This syllabus has been designed to provide progression towards the NVQ Language
Units at Level 1. It will also provide a basis for progression to OCRis Certificate in
Business Language Competence at Level 1.

OPPORTUNITIES FOR ADDRESSING SPIRITUAL, MORAL,
ETHICAL, SOCIAL AND CULTURAL ISSUES

Opportunities for addressing social and cultural values will occur in the study of any
foreign language. Moral and ethical values can be addressed in discussion of the
transactional relationships.
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OPPORTUNITIES TO ADDRESS HEALTH AND SAFETY ISSUES,
ENVIRONMENTAL ISSUES AND EUROPEAN DEVELOPMENTS

The context in which the language is used will give opportunities to study environmental
issues and European developments. Health and safety issues can be addressed in
different vocational contexts as appropriate.
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QUALIFICATION STRUCTURE AND UNIT CONTENT

STRUCTURE OF THE QUALIFICATION

This award contains four Units of Certification at this level of CBLC only these are termed
¢Elementsi.

Element 1 - Dealing with visitors to the company
Element 2 - Arriving at a hotel

Element 3 - Dealing with directions and signs
Element 4 - Travelling on business.

The Elements of Certification enable a unit-based approach which allows candidates to
work towards individual elements as stepping stones towards a full award. In order to
achieve a full Entry Level Certificate in Business Language Competence, candidates
must achieve all four Elements of Certification in the target language. Achievement in
fewer than four Elements of Certification is recognised via a profile certificate (see
Certification, page 116).

The Elements of Certification are numbered for reference purposes only. This does not
imply that the syllabus should be taught in any particular order. Candidates may attempt
the Elements of Certification in any order.

Note: Guidance on the vocabulary required in order to demonstrate achievement in
specific Elements of Certification is presented with the Assessment Objectives and
Performance Criteria. The vocabulary sections are for guidance only and do not
represent defined content.

LEARNING OUTCOMES

Candidates will know, understand and be able to use a range of vocabulary in the target
language.

Candidates will be able to greet and bid farewell to visitors in the target language within a
business context.

Candidates will be able to construct and understand simple sentences and questions in
the target language.

Candidates will be able to use strategies to help them to cope with comprehension: eg
asking for repetition/clarification.

Candidates will be able to receive and communicate information in the target language in
a business context.

© OCR 2007 Quialification Structure and Unit Content
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ASSESSMENT PATTERN

External Assessment

Assessment is 100% external assessment.

Each Element of Certification is assessed separately. For each Element, candidates
are required to undertake the OCR-set oral test. All tests are assessed by an external
OCR-appointed examiner. (Also see Assessment Guidance and Administration).
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CONTENT

ELEMENT 1 DEALING WITH VISITORS TO THE COMPANY
Assessment Objectives Performance Criteria
In the target language and within a
business context candidates must
demonstrate ability to:
1.1 Greet the visitor and introduce self a) Suitable form of greeting used for
situation and time
b) Greeting successfully
communicated
c) Suitable phrase used to introduce
self
d) Introduction successfully
communicated
1.2 Express pleasure at meeting the a) Suitable expression used
visitor b) Expression successfully
communicated
1.3 Enquire the purpose of the visit a) Polite register used to enquire
purpose of visit
b) Enquiry successfully communicated
1.4 Demonstrate understanding of a a) Purpose of visit written down in
statement regarding the purpose of English
the visit
1.5 Bid farewell to the visitor a) Suitable phrase of farewell used
b) Farewell successfully communicated
1.6 Request repetition or slower delivery | a) Suitable request for repetition or
slower delivery made
b) Request successfully communicated
Vocabulary

Job titles i Manager, Marketing, Advertising, Sales, Accountant, Secretary, work

for O employed by O

Reasons for visit i appointment, meeting, interview, lunch, products, information

Greetings and Farewells i Good morning, afternoon, evening, day, goodbye,

thank you, introductions

General fi times of day, office, here, company, tomorrow, today, week, month,

next, this
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ELEMENT 2

ARRIVING AT A HOTEL

Assessment Objectives Performance Criteria
In the target language and within a
business context candidates must
demonstrate ability to:
2.1 Greet reception staff and introduce a) Suitable form of greeting used for
self situation and time
b)  Greeting successfully communicated
c) Suitable phrase used to introduce
self
d) Introduction successfully
communicated
2.2 Discuss details of a reservation a) Type of room, facilities and duration
of stay stated
b)  Details successfully communicated
c)  Any discrepancies communicated
2.3 Request information about the hotel | a)  Enquiry made about hotel tariff
tariff b)  Enquiry successfully communicated
2.4 Demonstrate understanding of the a) Hotel tariff written down in English
hotel tariff
2.5 Request information about a a) Request made for information
particular service within the hotel or | b)  Request successfully communicated
locality
2.6 Demonstrate understanding of the a) Information about a particular
availability of a particular service service within the hotel or locality
within the hotel or locality written down in English
2.7 Request repetition or slower delivery | a)  Suitable request for repetition or
slower delivery made
b) Request successfully communicated
Vocabulary

Facilities i single/double bedroom, twin, bath/shower, restaurant, dining room, lift,
corridor, reception desk/area, floors (ground, first, second, third etc), stairs.

Services fi taxi, swimming pool, laundry, post office, town centre, car park, bank,
railway station, room service, car hire company, telephone, postcard, map/plan,
snack, supper, dinner, breakfast, lunch, fax, photocopier

Time fi morning, afternoon, evening, today, tomorrow, night, week

General fi open, closed, included, available, opposite, free, extra, near, far
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ELEMENT 3 DEALING WITH DIRECTIONS AND SIGNS
Assessment Objectives Performance Criteria
In the target language and within a
business context candidates must
demonstrate ability to:
3.1 Request directions to a given a) Request made for directions to a
location given location
b) Request successfully communicated
3.2 Demonstrate understanding of a) Directions written down in English
directions
3.3 Give directions to a particular a) Suitable phrases used to convey
location correct directions
3.4 Demonstrate understanding of a) Signs correctly interpreted
common written signs
3.5 Request repetition or slower delivery | a) Suitable request for repetition or
slower delivery made
b) Request successfully communicated
Vocabulary

Locations A restaurant, museum, railway station, bridge, traffic lights,
metro/underground station, main road, tower, bank, newsagent, chemist, tourist
office, town square, public telephone, church, petrol station, bookshop, post office,
garage, airport, taxi stand, art gallery, town hall, park, (department) store, industrial

estate, supermarket, glass doors

Directions fi opposite, next to, near, straight on, right, left, first, second, third,
through, at the end, around the corner, across the road

Signs fi no smoking, tourist/information office, telephone booth, opening times,
information, parking prohibited, out of order, departure lounge, exit, entrance, open,

closed, days of the week, hourly, daily
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ELEMENT 4 TRAVELLING ON BUSINESS
Assessment Objectives Performance Criteria

In the target language and within a

business context candidates must

demonstrate ability to:

4.1 Make enquiries about a) Enquiry made about
train/bus/aeroplane/ferry times to a train/bus/aeroplane/ferry times to a
specified destination specified destination

b) Enquiry successfully communicated

4.2 Demonstrate understanding of oral a) Oral travel information written down
travel information in English

4.3 Request the purchase of tickets a) Request for purchase of tickets

successfully communicated

4.4 Enquire about methods of payment | a) Suitable enquiry made about

methods of payment
b) Enquiry successfully communicated

4.5 Demonstrate understanding of a) Acceptable methods of payment
acceptable methods of payment written down in English

4.6 Request repetition or slower delivery | a) Suitable request for repetition or

slower delivery made
b) Request successfully communicated
Vocabulary

Means of travel fi bus, coach, train, boat, ferry, aeroplane

Travelling A single ticket, return ticket, first class, second class, arrival, departure,
connection, platform, on board, town centre, stop, change, depart, arrive, only,
except, every, first, last, next, slow, fast, time, days of the week, months of the
year, times of day, airport, station, terminal

Payment i cash, travellersi cheque, Eurocheque, credit card
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ASSESSMENT GUIDANCE

General

For administrative details common to all CBLC examinations see section of this
handbook entitled Administration.

Assessment

Assessment is competence-based and criterion-referenced. In the course of the
oral test, each assessment objective in the syllabus for that Element of Certification
will be tested. In order to achieve the Element of Certification, candidates must
meet every assessment objective within that Element.

In order to achieve a full Entry Level Certificate in Business Language Competence,
candidates must achieve all four Elements of Certification though not necessarily at
the same time (see below and Certification section on Page 116).

The External Tests

Oral tests may be carried out at any time. The tests may be attempted in any order.
Any number of the Elements of Certification may be taken at one time.

The oral tests will be carried out entirely in the target language except that the
candidate will occasionally be required to demonstrate his/her understanding by
making a written note in English.

For each Element, the candidate will have a Candidate Information Sheet. All
material will be set by OCR. The candidate will be given five minutes before the
test for each Element to study the Candidate Information Sheet and to familiarise
themselves with the requirements of the test (also see page 106). The oral test for
each Element will last for approximately five minutes.

The candidate is required to ask for repetition or slower delivery at a specified point
in the test to fulfil one of the performance criteria; however, candidates may also
ask for repetition at any point during the test.

Assessment Guidance

The vocabulary used will be straightforward and in the context of the scenario.
Guidance on the range of vocabulary needed for each test is provided with the
assessment requirements for each Element of Certification.

Sentence structure used by the examiner will be simple. The examiner will speak at
a speed such as a native speaker addressing a foreigner might use.

© OCR 2007 Quialification Structure and Unit Content
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Candidates will need to comprehend what is being said to them.

The speed of the candidateis response is not assessed, but successful
communication must take place. The candidateis response does not have to be
totally grammatically correct, but it must be comprehensible to a native speaker so
that communication takes place. It is anticipated that candidatesi responses will be
mainly in the present tense.

The candidate must use a form of address appropriate to the situations.

The candidate will be required to take part in around six exchanges. Candidates
receive an information sheet five minutes prior to the test which provides details of
the test scenario and the communication exchanges. Candidates are allowed
access to bilingual dictionaries, during the preparation time only, but dictionary skills
at this level will probably only permit limited useful use of these.

A full set of sample examination material at this level in each language is available
to purchase. An extract from these sample materials follows here to give an
indication of format and level.

© OCR 2007
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OCR¥

RECOGNISING ACHIEVEMENT

OXFORD CAMBRIDGE AND RSA EXAMINATIONS

ENTRY LEVEL CERTIFICATE IN
BUSINESS LANGUAGE COMPETENCE

DEALING WITH VISITORS TO THE COMPANY

® Examiner’s Briefing Material o

To be read in conjunction with the Candidate’s Information Sheet and the Task
Performance Sheet.

You are M/Mme Grenier, a French visitor to the company. ASSESSMENT
OBJECTIVE
TESTED
1 The candidate should greet you and introduce him/herself. 1.1

(You should say ‘hello’ and give your name.)

2 The candidate should express pleasure at meeting you. 1.2
(Give a suitable response.)

3 The candidate should enquire the reason for your visit. 1.3
(You have an appointment for lunch with Mr Baker, the Export Manager,
at 11.30, to discuss the problems surrounding a consignment of flour
which was shipped three weeks ago.)

4 The candidate must interrupt you and ask you to speak more slowly, as hefshe 1.8
will not have understood your reply to the query.
(Repeat slowly that you have an appointment with Mr Baker at 11.30.)

The candidate is required to write your responses in English on the paper 1.4
provided, which he/she will hand to you at the end of the test.

5 The candidate should now bid you farewell. 1.5

CBLC FRENCH 1E

ENTRY

SAMPLE
© OCR 2007 Quialification Structure and Unit Content
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OCRﬁ FRENCH

RECOGNISING ACHIEVEMENT

OXFORD CAMBRIDGE AND RSA EXAMINATIONS

ENTRY LEVEL CERTIFICATE IN
BUSINESS LANGUAGE COMPETENCE

S E N E

DEALING WITH VISITORS TO THE COMPANY

® Candidate’s Information Sheet @

You have five minutes to prepare for this test.

You work for Garrett's Ltd. M/Mme Grenier (the examiner) arrives at Reception. ASSESSMENT
OBJECTIVE
TESTED
1 Greet your visitor and introduce yourseif. 1.1

(Examiner responds.)

2 Say you are pleased to meet the visitor. 1.2
(Examiner responds.)

3 Politely ask why M/Mme Grenier is visiting the company. 1.3
(Examiner responds.)

4 While M/Mme Grenier is speaking, interrupt to ask him/her to speak more 1.6
slowly.
(Examiner responds.)

5 Write down in English what M/Mme Grenier says when he/she repeats the 1.4
explanation.

6 You now have to leave the visitor, so say goodbye to M/Mme Grenier. 1.5

CBLC FRENCH 1C

ENTRY

SAMPLE
© OCR 2007 Quialification Structure and Unit Content
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3 OCR LEVEL 1 CERTIFICATE IN BUSINESS
COMPETENCE

OVERVIEW

INTRODUCTION

The OCR Level 1 Certificate in Business Language Competence (CBLC) has been
designed to recognise candidatesi skills in communicating in a target language within
routine and predictable business contexts.

Assessment is available in French, German, Italian and Spanish. The skills assessed,
and the types of contexts in which they are assessed, are the same for all languages.
Candidatesi certificates are endorsed to show the language in which the qualification
was achieved.

The content of the qualification reflects the content of the National Languages
standards at Level 1. Candidates who are following a course of study leading to the
OCR Level 1 Certificate in Business Language Competence will be able to produce a
significant amount of evidence towards the OCR NVQ Language Units at Level 1.

The OCR Level 1 Certificate in Business Language Competence is unit-based. This
structure provides flexibility for delivery, assessment and certification. The qualification
may be delivered as a stand-alone programme or units of the qualification may be
incorporated into broader courses of study such as vocational qualifications and cross-
curricular learning programmes.

The qualification has been designed to meet the QCA Common Criteria for
gualifications and also the Vocation-Related Criteria.

ACKNOWLEDGEMENT

OCR is indebted to CILT/National Centre for Languages for permission to use wording
from the National Languages Standards in the descriptions of Knowledge and
Understanding within the Unit specifications.

AIMS
1 To develop candidatesi ability to listen for essential basic information in a foreign
language

2 To develop candidatesi ability to extract basic information from everyday written
business-related material in a foreign language

© OCR 2007 Overview
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3 To develop candidatesi ability to exchange routine information and complete a
simple transaction over the telephone in a foreign language

4 To develop candidatesi ability to converse socially in an occupational context in a
foreign language

5 To develop candidatesi ability to achieve basic written communication for a
specified purpose in a foreign language

6 To encourage progression by assisting in the development of the skills and
knowledge which students will need to undertake further study

TARGET GROUP

This qualification will be appropriate for candidates of all ages in a variety of situations
who are working at Level 1. It has been designed for use post-14 by those who are
seeking to develop language skills for use in business contexts.

The qualification is unit-based. Either the full qualification, or individual units, may be
used pre-16 in schools. Post-16, either the full qualification or individual units may be
incorporated into vocational/general learning programmes to enrich individual learning
programmes. It may also be used for those in work who need language skills.

STATEMENT OF LEVEL

This qualification has been designed to assess skills at Level 1/Foundation Level of the
National Framework of Qualifications. The qualification has been designed to be
comparable in demand to NVQs at Level 1 and Foundation Tier GCSEs (Grades D-G).

PRIOR LEARNING

In order to achieve this award, candidates must be able to meet all of the requirements
of the specification. No barriers to access are introduced through minimum entry
requirements. However, it is expected that successful candidates will be working at
around Level 1 of the National Framework of Qualifications, and the specification
requirements reflect this.

There are no formal requirements in terms of previous knowledge. It is anticipated that
many candidates will be studying and approaching this subject for the first time.
However, some candidates will be able to build upon previous learning at KS4 or
through a course of study leading to the OCR Entry Level Certificate in Business
Language Competence.

© OCR 2007 Overview
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GUIDED LEARNING HOURS

Preparation for this qualification may be approached in many ways, especially since
those seeking to gain a language qualification in a business context may have had
previous experience of language learning. The qualification is unit-based, offering the
possibility of not attempting the whole qualification at any one time. Language learning
approaches may differ between languages, depending on whether this is the
candidateis first experience of language learning. As a general guide the average
guided learning hours for this qualification would be in the region of 100 fi 120 hours.

PROGRESSION

The OCR Level 1 Certificate in Business Language Competence has been designed to
aid progression to the NVQ Language Units at Levels 1 and 2. It will also provide a
basis for progression to other qualifications in this subject area including the OCR
Level 2 Certificate in Business Language Competence and GCSEs in the relevant
language.

SIGNPOSTING TO NATIONAL LANGUAGE UNITS

The table below indicates where a programme of study leading to the OCR Level 1
Certificate in Business Language Competence would provide candidates with
opportunities to develop the skills and knowledge necessary for the production of some
or all of the evidence required to meet the NVQ units identified below.

CBLC National Language Standards Unit
Unit
1 Unit L1 Elements L1.1 and L1.2

2 Unit R1 Element R1.1
3 Unit S1 Elements S1.1 and S1.2
4 Unit S1 Elements S1.1 and S1.2
5 Unit W1 Element W1.1

SIGNPOSTING TO KEY SKILLS

A programme of study leading to the OCR Certificate in Business Language
Competence may give opportunities for development of Key Skills (overleaf):

© OCR 2007 Overview
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Communication

The evidence for the Key Skill of Communication must be in English;
nevertheless a programme of study leading to a practical vocational language
qualification such as CBLC will offer many opportunities for furthering general
communication skills (see below).

Application of Number

A programme of study leading specifically to a language qualification would not by itself
lead to opportunities to demonstrate competence in Application of Number.

The following grid shows the relationship of programmes leading to CBLC and the Key
Skills.

Level 1 Certificate in Business Language Competence

Key Skills at Level 1 Unitl | Unit2 | Unit3 | Unit4 | Unit5
Communication Cil.1 1 1 1
Cl1.2 !
C1.3 1

Application of Number | |

Information and ICT1.1 !
Communication ICT1.2 !
Technology
Working with others WO1.1 ! !

WO1.2 ! !

WO1.3 1 1
Improving own LP1.1 ! ! ! ! !
Learning and LP1.2 1 1 1 ! 1
Performance LP1.3 1 1 1 1 1
Problem Solving PS1.1 ! !

PS1.2 1 1

PS1.3 1 1

OPPORTUNITIES FOR ADDRESSING SPIRITUAL, MORAL, ETHICAL,
SOCIAL AND CULTURAL ISSUES

Opportunities for addressing cultural and social values will occur in any study of a
foreign language especially in terms of Units 1 and 2 and the source material
encountered. Unit 4 will give scope for the exploration of social values. Units 3 and 5
may also be used to explore moral and ethical values associated with business

transactions.
© OCR 2007 Overview
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OPPORTUNITIES TO ADDRESS HEALTH AND SAFETY ISSUES,
ENVIRONMENTAL ISSUES AND EUROPEAN DEVELOPMENTS

The context in which the language is used will give opportunities to study
environmental issues and European developments. Health and safety issues can also
be addressed in different vocational contexts.

© OCR 2007 Overview
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QUALIFICATION STRUCTURE AND UNIT CONTENT

STRUCTURE OF THE QUALIFICATION

The qualification contains 5 units:

Unit 1: Listening to spoken (language)*

Unit 2:  Reading (language)*

Unit 3: Doing business by telephone in (language)*

Unit 4: Conversing with business colleagues in (language)*
Unit5:  Writing in (language)*

* Relevant target language fi French/German/Spanish/Italian

This structure facilitates a flexible, unit-based approach that allows candidates to work
towards individual units within the context of their own experience and at their own
pace.

The units are equally weighted. Each unit contributes 20% of the total requirements of
the award. In order to achieve the full award, candidates must meet all of the stated
assessment requirements for each of the five units.

The units are numbered for reference purposes only. There is no requirement
for candidates to work towards the units in any particular way and
teachers/tutors may tailor learning programmes to meet individual situations.

Presentation of Units
Each unit is structured in the same way.

Learning Outcomes: The Learning Outcomes identify the aims of the units.

Assessment Objectives: This section sets out the essential activities which
candidates will need to successfully complete to achieve pass standard. Candidates
will be required to achieve ALL assessment objectives in order to achieve the unit.

Performance Criteria: This section gives an exact description of the criteria used to
assess whether the Assessment Objectives have been met.

Knowledge Skills and Understanding: This section identifies the underpinning
knowledge and understanding which candidates will need in order to achieve the
assessment objectives.

© OCR 2007 Quialification Structure and Unit Content
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ASSESSMENT PATTERN

The qualification is 100% externally assessed. The assessment of this qualification will
be carried out in accordance with the regulatory authoritiesi Code of Practice

All units are assessed by OCR-appointed examiners using OCR-set assessment
material.

Assessment is available on demand. However, centres must give one monthis notice
of any preferred assessment date.

For further details on assessment arrangements see the section on Assessment
Guidance provided with each unit and the section on Administration.

© OCR 2007 Quialification Structure and Unit Content
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UNIT CONTENT

UNIT 1 LISTENING TO SPOKEN (LANGUAGE) (LEVEL 1)

Learning Outcome

Candidates are able to extract basic information from a range of simple aural stimuli in
a foreign language.

Assessment Objectives Performance Criteria

From simulated authentic spoken
target language material the
candidate must be able to:

AO1 Extract easily recognisable data | Specified information extracted
and facts, including biographical | and appropriately conveyed . High

information and other specific level of accuracy displayed with
information respect to biographical details.

AO2 Identify a short and easily Suitable action signposted or
recognisable instruction or understanding of instruction
request for action conveyed.

Range of stimulus material

Short broadcast announcements, answerphone messages, short overheard dialogues,
messages, instructions

Contexts

Familiar business-oriented situations, interaction with colleagues.

Knowledge, skills and understanding

Candidates are required to show competence in extracting information from a limited
range of simple and predictable material, using familiar vocabulary relevant to a
general business context. Candidates are also required to recognise simple, short
sentence structures which may involve the use of common connectors, eg iandi, ibutf,
etc. Recognition is required of the infinitive form and a limited range of tenses, ie
present tense and the simplest references to past and future. Candidates are also
expected to recognise positive, negative and question forms, as well as commonly
occurring imperative forms, eg in instructions.
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Oxford, Cambridge and RSA Examinations 25
OCR Level 1 Certificate in Business Language Competence



Candidates are required to cope with language delivered at a natural and appropriate
speed for the channel used, eg public announcements; answerphone messages; etc.

Candidates are expected to be able to use dictionary skills to clarify or confirm the
meaning of language used.
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UNIT 2 READING (LANGUAGE) (LEVEL 1)

Learning Outcome

Candidates are able to extract basic information from a range of simple written stimuli
in a foreign language.

Assessment Objectives Performance Criteria

From simulated authentic written target
language material, the candidate must be

able to:

AO1 Extract easily recognisable data Specified information extracted and
and facts including specified and conveyed appropriately. Sufficient data
relevant information and facts extracted for the purpose

AO2 Identify easily recognisable Suitable action signposted or
information for action understanding of imperative for action

conveyed

Range of stimulus material

Advertisements, leaflets, brochure extracts, signs, notices, short business article,
short business letter, fax, email or memorandum

Contexts

Everyday business - related tasks

Knowledge, skills and understanding

Candidates are required to show competence in extracting information from a limited
range of simple and predictable material, using familiar vocabulary relevant to a
general business context. Candidates are also required to recognise simple, short
sentence structures which may involve the use of common connectors, eg iandi, ibuti,
etc. Recognition is required of the infinitive form and a limited range of tenses, ie
present tense and the simplest references to past and future. Candidates are also
expected to recognise positive, negative and question forms, as well as commonly
occurring imperative forms, eg in instructions.

Candidates are expected to be able to use dictionary skills to clarify or confirm the
meaning of language used.
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UNIT 3 DOING BUSINESS BY TELEPHONE IN

(LANGUAGE) (LEVEL 1)

Learning Outcome

Candidates are able to conduct a telephone conversation in which basic information is
exchanged and a simple transaction completed in a foreign language.

Assessment Objectives Performance Criteria
In the target language and within a
contextualised and scripted role-play,
the candidate must be able to:
AO1 Greet telephone caller a) Suitable standard phrase(s) used
to greet caller
b)  Appropriate register used
AO2 Exchange routine factual a) Specified factual information given
information
b)  Simple request made as specified
AO3 Explain a common work-related a)  Work-related procedure explained
procedure
AO4 Make a simple business a) Transaction completed
arrangement
AO5 Bring conversation to a close a) Suitable closing phrase(s) used

Knowledge, skills and understanding

Candidates are required to use vocabulary relevant to a general business context, eg
common job titles/functions. Candidates are also required to produce and understand
simple, short sentence structures which may involve the use of common connectors,
eg iandi, ibuti, etc. Candidates are expected to be able to recognise and use
appropriately the infinitive form and a limited range of tenses, ie present tense and the
simplest references to past and future. Candidates are also expected to recognise and
use positive, negative and question forms, as well as commonly occurring imperative
forms, eg in instructions. Candidates must also use a form of address appropriate for a
social but formal situation.
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In the 5 minutesi preparation time, candidates are expected to use dictionary skills to
clarify or confirm meaning. Candidates are permitted to request repetition or
clarification at any time during the examination itself.

The language used by candidates does not have to be totally grammatically accurate,
but must be sufficiently comprehensible to a native speaker for successful
communication to take place. Candidates must use complete, simple sentences or
guestions when shorter responses would be inappropriate.

The examiner will speak at a speed such as a native speaker might use when talking to
a foreigner. The speed of the candidateis response is not assessed, but pronunciation
must be of such a standard to be easily comprehensible to a sympathetic native

speaker.
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UNIT 4 CONVERSING WITH BUSINESS COLLEAGUES IN
(LANGUAGE) (LEVEL 1)

Learning Outcome

Candidates are able to sustain a simple social conversation in a foreign language.

Assessment Objectives Performance Criteria

In the target language and within a
contextualised and scripted role-play, the
the candidate must be able to:

AO1 Greet business colleague a) Suitable polite greeting used

b)  Pleasure expressed at meeting
colleague

AO2 Introduce self a) Suitable phrase used to introduce
self including name and job
title/function

AO3 Exchange work-related a) Polite enquiry made

biographical information _ , ,
b)  Polite response given to enquiry

AO4 Exchange information about a) Polite response given to enquiry

mutual interests _ _
b)  Polite enquiry made

AO5 Express a preference a) Preference stated in response to
an enquiry
AO6 Bring conversation to a close a) Suitable closing phrase(s) used

Knowledge, skills and understanding

Candidates are required to use vocabulary relevant to a general business context, eg
common job titles/functions. Candidates are also required to produce and understand
simple, short sentence structures which may involve the use of common connectors,
eg iandi, ibutl, etc. Candidates are expected to be able to recognise and use
appropriately the infinitive form and a limited range of tenses, ie present tense and the
simplest references to past and future.
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Candidates are also expected to recognise and use positive, negative and question
forms. Candidates must also use a form of address appropriate for a social but formal
situation.

In the 5 minutesi preparation time for the examination, candidates are expected to use
dictionary skills to clarify or confirm meaning. Candidates are permitted to request
repetition or clarification at any time during the examination itself.

The language used by candidates does not have to be totally grammatically accurate,

but must be sufficiently comprehensible to a native speaker for successful
communication to take place. Candidates must use complete, simple sentences or
guestions when shorter responses would be inappropriate.

The examiner will speak at a speed such as a native speaker might use when talking to
a foreigner. The speed of the candidateis response is not assessed, but pronunciation
must be of such a standard to be easily comprehensible to a sympathetic native

speaker.
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UNITS5 WRITING IN (LANGUAGE) (LEVEL 1)

Learning Outcome

Candidates are able to use basic written skills in a foreign language.

Assessment Objectives Performance Criteria

In the target language, the candidate
must be able to:

AO1 Write a brief and simple message a) Specified information conveyed

as specified through use of comprehensible
language
AO2 Write a simple business letter to a) Specified information included

place an order or to book

accommodation b) Formal register used

c) Mainly accurate language used

d) Comprehensible and unambiguous
language used

e) Appropriate conventions used for
starting and finishing a business

letter
AO3 Complete a simple proforma a) Proforma document completed
document as specified appropriately using information
provided

Knowledge, skills and understanding

Candidates are required to use vocabulary relevant to a general business context.
Candidates are also required to produce simple, short sentence structures which may
involve the use of common connectors, eg iandi, ibutl, etc. Use is required of the
infinitive form and a limited range of tenses, ie present tense and the simplest
references to past and future. It is expected that candidates use a limited range of
appropriate éset phrasesi rehearsed in a fixed form, eg the conditional tense of the verb
in some languages for making polite requests. Candidates are also expected to use
positive, negative and question forms, as well as commonly occurring imperative forms,
eg in instructions. Candidates must also use a form of address appropriate for formal
business communications.

Rehearsed éset phrasesi should be mainly accurate, as should individual vocabulary
items. In AO1 and AO2, small errors may be common but not such as to impair
understanding.

© OCR 2007 Qualification Structure and Unit Content
Oxford, Cambridge and RSA Examinations 32
OCR Level 1 Certificate in Business Language Competence



Candidates are expected to be able to use dictionary skills to clarify or confirm
meaning.

Candidates should be able to use the appropriate conventions for starting and ending a
business letter, but knowledge of layout of material beyond this will not be required.
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ASSESSMENT GUIDANCE

General

For administrative details common to all CBLC examinations please see section of
this handbook entitled Administration.

Unit 1. Listening to spoken (language) (Level 1)

Candidates will reply in writing in English. A candidateis written responses may be in
note form but must contain all relevant facts so that the understanding demonstrated
would be effective in a real-life situation.

The candidate will be assessed on each of the Assessment Objectives for this unit.
All of the Assessment Objectives must be achieved in order for this unit to be
awarded.

Stimulus material will be provided which may be replayed within the 20 minutes
allowed*.

Candidates are allowed 20 minutes for this examination. The OCR examiner will
bring the listening material, question papers and answer books for each candidate.
The centre must provide an invigilator, who must be present 15 minutes before the
start of the examination, and a quiet examination room.

All candidates can take the examination together, given appropriate space between
them, but each candidate must be able to listen to each item of listening material as
often as he/she needs.*

Candidates must also have access to dictionaries.

The OCR examiner must be in possession of all examination materials, question
papers and candidatesi answer books immediately following the examination.

Candidates will reply in writing in English. A candidateis written responses may be in
note form but must contain all relevant facts so that the understanding demonstrated
would be effective in a real-life situation.

The candidate will be assessed on each of the Assessment Objectives for this unit.
All of the Assessment Objectives must be achieved in order for this unit to be
awarded.

Stimulus material will be provided as part of the question paper.

*NB It is important that this section is read in conjunction with the note on
Listening Materials in Section 6.6 Administration.

Unit 2: Reading (language) (Level 1)

Candidates are allowed 20 minutes for this examination. The OCR examiner will
bring the examination papers including reading material and questions. The
examiner will also bring answer books.
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The centre must provide an invigilator, who must be present 15 minutes before the
start of the examination, and a quiet examination room.

All candidates can take the examination together, given appropriate space between
them.

If appropriate, candidates doing Unit 1 may be seated together with candidates doing
Unit 2.

Candidates must also have access to dictionaries.

The OCR examiner must be in possession of all examination materials distributed to
candidates and candidatesi answer books immediately following the examination.
Unit 3: Doing business by telephone in (language) (Level 1)

Assessment will be by means of an examination which requires the candidate to take
part in a scripted role-play situation, which consists of the following:

1 The candidate will first greet the caller appropriately and then introduce
him/herself by name and job title/function.

2 He/she will then exchange routine information about goods or services (eg type
of goods/services, availability, price, etc).

3 He/she will then explain a simple work-related procedure to the caller (eg about
ordering procedures; delivery methods; etc).

4 He/she will then make an arrangement with the caller to complete the work-
related procedure (eg agreement on delivery date; confirmation of payment
method, etc).

5 He/she will then bring the conversation to a close in an appropriate way.
The conversation is expected to last about 5 minutes and will be tape-recorded.

The candidate will be assessed on each of the Assessment Objectives for this unit.
The candidate must achieve all of the Assessment Objectives in order to be awarded
this unit.

Successful communication will always take precedence over consideration of
grammar or pronunciation.

Candidates have 5 minutes to prepare for the examination, which takes the form of a
scripted role play.

The oral examination will be conducted by an OCR examiner, who will arrive at the
centre with the examination material.
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The centre will need to provide a quiet and supervised area where candidates can
prepare for the examination and a supervised waiting area for candidates (as for Unit
4). In addition, 2 rooms are needed for the examination joined by a telephone link.
The room where the candidate is must be supervised. If any alternative
arrangements are made, these must be discussed with the OCR examiner in
advance. All candidate performance is recorded.

The centre is responsible for timetabling the examinations so that one candidate is
always in each of the 3 areas designated for the examinations, to ensure their
efficient running.

Candidates will be provided with a Candidateis Information Sheet during the
preparation time. This must be left with the OCR examiner after the examination.

Dictionaries may be used during the preparation time, also see page 106.

Unit 4. Conversing with business colleagues in (language)
(Level 1)

Assessment will be by means of an examination that requires the candidate to take
part in a scripted role-play situation, which consists of the following:

1 The candidate will first greet the visitor and then introduce him/herself by name
and job title/function.

2 He/she will then exchange simple biographical information with the visitor,
which will consist of work-related details (eg length of time spent working for the
company, nature of work, previous visits to company, etc).

3 He/she will then initiate a polite conversation by enquiring about mutual
interests (eg common acquaintances, business interests, purpose of visit, etc)
and responding to the visitoris questions on the same subject.

4 He/she will then express a preference in response to a choice of 2 options
offered by the visitor (eg for one course of action prior to another).

5 He/she will then bring the conversation to a close in an appropriate and suitably
polite way (eg by referring to a later meeting, expressing pleasure at having
met the visitor, etc).

The conversation is expected to last about 5 minutes and will be tape-recorded.

The candidate will be assessed on each of the Assessment Objectives for this unit.
The candidate must achieve all of the Assessment Objectives in order to be awarded
this unit.

Successful communication will always take precedence over consideration of
grammar or pronunciation.
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Candidates have 5 minutes to prepare for the examination, which takes the form of a
scripted role play.

The oral examination will be conducted by an OCR examiner, who will arrive at the
centre with the examination material.

The centre will need to provide a quiet room where the oral examination can take
place, a quiet and supervised area where candidates can prepare for the examination
and a supervised waiting area for candidates. All candidate performance is recorded.

The centre is responsible for timetabling the examinations in such a way that one
candidate is always in each of the 3 areas designated for the examinations to ensure
their efficient running.

Candidates will be provided with a Candidateis Information Sheet during the
preparation time. This must be left with the OCR examiner after the examination.

Dictionaries may be used during the preparation time, also see page 106.

Unit 5:  Writing in (language) (Level 1)

Assessment will be by means of an examination that requires the candidate to
complete the following tasks:

1 Write a brief and simple message (probably 12-25 words long) containing
specified points of information provided in English (eg a telephone message; a
request to a colleague, etc).

2 Write a simple business letter (probably 40-70 words long) to place an order or
to reserve accommodation. The letter must use the conventions for starting
and finishing a business letter, but layout is not otherwise assessed.

3 Complete a simple proforma document (eg order form or booking slip) in the
target language, using information provided in English.

The candidate will be assessed on each of the Assessment Objectives for this
unit and must be successful in each of the Assessment Objectives.Candidates
are allowed 45 minutes for this examination. The OCR examiner will bring
guestion papers and answer books.

The centre must provide an invigilator, who must be present 15 minutes before
the start of the examination, and a quiet examination room.

All candidates can attempt this unit together, provided there is appropriate space
between them.
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All candidates must have access to a dictionary.

The OCR examiner must be in possession of all question papers and
candidatesi answer books immediately after the examination.

A full set of sample examination material at this level in each language is available to

purchase. An extract from these sample materials follows here to give an indication
of format and level.
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ceLC - ITALIAN
LEVEL ONE

READING ITALIAN

OCR¥

RECOGNISING ACHIEVEMENT

Questions

TIME ALLOWED: 20 minutes

You must do all the tasks given below. Make sure that all relevant details are included in your
answers. Write down your answers in English in the answer book provided.

You may use a dictionary.

1 REFER TO DOCUMENT 1

ASSESSMENT
OBJECTIVES

You are reading some material about the area you are

going to.

What are the 2 suggested travel options?

2 REFER TO DOCUMENT 2a

a) What special service is offered?

REFER TO DOCUMENT 2b

b)  What does this notice tell you?

3 REFER TO DOCUMENT 3

a) What must you do to get your free gift?

b) What do you get for your membership?

4 REFER TO DOCUMENT 4

a) What is the purpose of the letter?

b) What 2 items are included in the letter?

AO1

AO1

AO2

AO2

AO1

AO1

AO1
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cBLC - ITALIAN OC Rﬁ

LEVEL ONE RECOGNISING ACHIEVEMENT

READING ITALIAN

Reading Material

TIME ALLOWED: 20 minutes

Dictionaries may be used.

DOCUMENT 1

Un Ducato di Castelli

Rocche, regge, fortezze, tra le piu belle e meglio conservate diltalia da scoprire nel territorio di Parma e
Piacenza.

Una terra tra liAppennino e il Po, a uniora diauto da Milano e mezziora di volo da Roma. Un luogo
dove cultura, storia e ambiente si fondono in una grandissima tradizione gastronomica.
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cBLC - ITALIAN OC Rﬁ

LEVEL ONE RECOGNISING ACHIEVEMENT

READING ITALIAN

Reading Material

DOCUMENT 2a AND 2b

2a

Consorzio Marittimo Turistico
Cinque Terre i Golfo dei Poeti

ESCURSIONI A RICHIESTA PER GRUPPI ORGANIZZATI

CONSORZIO MARITTIMO TURISTICO
5 Terre il Golfo dei Poeti

VIA DON MINZONI, 13 fi 19121 LA SPEZIA
Tel. 0187/732987 i 0187/967676
Fax 0187/730336
www.navigazionegolfodeipoeti.it

ORGANIZZATI

2b

NON FATE IL BAGNO QUANDO E ESPOSTA LA BANDIERA ROSSA
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cBLC - ITALIAN OC Rﬁ

LEVEL ONE RECOGNISING ACHIEVEMENT

READING ITALIAN

Reading Material

DOCUMENT 3

CENTRO DISTRIBUZIONE COMMERCIALE
34125 Trieste (TS)

tel: 040 828271

fax: 040 828273
Gentile lettore,
ENCICLOPEDIA DELLA CAMERA COMMERCIALE ITALIANA.
Se ordina entro la fine del mese, ricevera gratis una calcolatrice solare.
Spedisca subito il suo Certificato di Abbonamento in allegato e potra usufruire del prezzo
speciale se scegliera il pagamento rateale, versando A295 in 12 comode rate mensili di
A24.58 ciascuna.

Se scegliera il pagamento in contanti, potra godere dello sconto del 20%, versando soltanto
A236.

Il prezzo include un supplemento annuale per i prossimi 3 anni.
Spedisca subito il certificato.

La ringraziamo per la sua tempestiva risposta.

Distinti saluti

Gino-Ferrvett

Il direttore commerciale
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cBLC - ITALIAN OC Rﬁ

LEVEL ONE RECOGNISING ACHIEVEMENT

READING ITALIAN

Reading Material

DOCUMENT 4

ESTETICI CECILIA
Via Battisti 21
53100 Siena (SI)
ITALIA

TEL: 05779119 77
A-Z Agency

Da molti anni la Estetici Cecilia distribuisce i nostri prodotti nel mercato del Benelux e della
Francia. La Estetici Cecilia cerca attualmente un agente che la rappresenti nella Vs regione e
vorrebbe discutere la possibilita di conferimento della rappresentanza in esclusiva della Vs
societa.

Unitamente alla presente Vi inviamo dépliants dei nostri prodotti e listino prezzi aggiornato.

Vi preghiamo di contattarci al piu presto possibile, ringraziamo delliattenzione che verra
riservata alla presente e porgiamo i migliori saluti.

Cecilio Mawriniv

La direttrice commerciale
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cBLC - FRENCH OCRﬁ

LEVEL ONE RECOGNISING ACHIEVEMENT

DOING BUSINESS BY TELEPHONE IN FRENCH

Candidateis Information Sheet

You have five minutes in which to read the following information and to prepare yourself for
the following test. The test will be carried out in French.

A dictionary may be used in the preparation time but use of notes is not allowed in the test.
You must remember to allow the examiner to respond each time you have spoken.
You work in the sales department of a British company, Clearview, which manufactures and sells

ornamental and domestic glassware.

The examiner will play the part of the buyer in a French wholesaler, Verratout. He/she is telephoning
about an order.

The examiner will start the conversation.

ASSESSMENT
OBJECTIVES
1 Greet the telephone caller and ask how you may help. AO1
(Examiner responds)
2 Ask the caller to confirm the reference number and the date of the AO2
order.
(Examiner responds)
3 Ask the caller politely to wait a moment. Say that you have the details AO2
about the red glass dishes but that the blue glass dishes are still not
available.
(Examiner responds)
4 Say that you expect to have the red dishes within a fortnight but that AO3
you do not know when the coloured ones will arrive.
(Examiner responds)
5 Ask the caller how many dishes he/she would like. AO3
(Examiner responds)
6 Say that you would like confirmation by fax. AO4
(Examiner responds)
7 Thank the caller for his/her call and the order and bring the AO5

conversation to an end politely.
(Examiner responds)
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cBLC - FRENCH OCRﬁ

LEVEL ONE RECOGNISING ACHIEVEMENT

DOING BUSINESS BY TELEPHONE IN FRENCH

Examineris Briefing Material

To be read in conjunction with the Candidateis Information Sheet.
The candidate works in the sales department of a British company, Clearview, which manufactures and
sells ornamental and domestic glassware.

You play the role of a buyer, Monsieur/Madame Robert of a French wholesaler, Verratout, and are
telephoning about an order you placed a fortnight previously.

ASSESSMENT
OBJECTIVES

1 Begin the conversation by introducing yourself.

(The candidate should greet you and ask how he/she may help.) AO1
2 Say that you placed an order by telephone a fortnight ago for some

red and blue glass dishes.

(The candidate should ask for the date and reference number of the order.) AO2
3 Say that there was no reference number given but that you placed an

order on such and such a date.

(The candidate should ask you politely to wait a while. He/she should then

say that he has found the details of the order but that the blue dishes are

still not available.) AO2
4 Ask if the candidate knows when the blue dishes will be ready.

(Candidate should reply that the red dishes are expected within a fortnight

but that he does not know about the blue ones.) AO3
5 Say that you would like the red dishes all the same.

(The candidate should ask you how many you would like.) AO3
6 Say that you would like 2000 red dishes.

(The candidate should say that he/she would like confirmation by fax.) AO4
7 Say that you will confirm immediately by fax.

(The candidate should thank you for the order and should bring the call AO5

politely to an end.)
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4 OCR LEVEL 2 CERTIFICATE IN BUSINESS
LANGUAGE COMPETENCE

OVERVIEW

INTRODUCTION

The OCR Level 2 Certificate in Business Language Competence has been designed to
recognise candidatesi skills in communicating in a target language using a limited
range of structures and vocabulary within familiar business contexts.

Assessment is available in French, German, Italian and Spanish. The skills
assessed, and the types of contexts in which they are assessed, are the same for all
languages. Candidatesi certificates are endorsed to show the language in which the
gualification was achieved.

The content of the qualification reflects the content of the National Languages
standards at Level 2. Candidates who are following a course of study leading to the
OCR Level 2 Certificate in Business Language Competence will be able to produce a
significant amount of evidence towards the OCR NVQ Language Units at Level 2.

The OCR Level 2 Certificate in Business Language Competence is unit-based. This
structure provides flexibility for delivery, assessment and certification. The qualification
may be delivered as a stand-alone programme or units of the qualification may be
incorporated into broader courses of study such as vocational qualifications and cross-
curricular learning programmes.

The qualification has been designed to meet the QCA Common Criteria for
qualifications and also the Vocation-Related Criteria.

ACKNOWLEDGEMENT

OCR is indebted to CILT/National Centre for Languages for permission to use wording
from the National Languages standards in the descriptions of Knowledge and
Understanding within the Unit specifications.

1.2 AIMS

1 To develop candidatesi ability to listen for meaning in a general business context
in a foreign language.

2 To develop candidatesi ability to extract logical meaning from a limited range of
business-related written materials in a foreign language.
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3 To develop candidatesi ability to conduct some business over the telephone
including that involving simple problems and explanations in a foreign language.

4 To develop candidatesi ability to converse formally in a foreign language in a
work context.

5 To develop candidatesi ability to communicate in writing in a variety of business-
related contexts in a foreign language.

6 To encourage progression by assisting in the development of the skills and
knowledge which students will need to undertake further study.

TARGET GROUP

This qualification will be appropriate for candidates of all ages in a variety of situations
who are working at Level 2. It has been designed for use post-14 by those who are
seeking to develop language skills for use in business contexts.

The qualification is unit-based. Either the full qualification, or individual units, may be
used pre-16 in schools. Post-16, either the full qualification or individual units may be
incorporated into vocational/general learning programmes to enrich individual learning
programmes. It may also be used for those in work who need language skills.

STATEMENT OF LEVEL

This qualification has been designed to assess skills at Level 2/Intermediate Level of
the National Framework of Qualifications. The qualification has been designed to be
comparable in demand to NVQs at Level 2 and Higher Tier GCSEs (Grades A*- C).

PRIOR LEARNING

In order to achieve this award, candidates must be able to meet all of the requirements
of the specification. No barriers to access are introduced through minimum entry
requirements. However, it is expected that successful candidates will be working at
around Level 2 of the National Framework of Qualifications, and the specification
requirements reflect this.

It is anticipated that some candidates will be able to build upon previous learning at
Key Stage 4. Others may find it useful to have followed the OCR Level 1 Certificate in
Business Language Competence or the OCR NVQ Language Units at Level 1.

GUIDED LEARNING HOURS

Preparation for this qualification may be approached in many ways, especially since
those seeking to gain a language qualification in a business context may have had
previous experience of language learning some years previously. The qualification is
also unit-based offering the possibility of not attempting the whole qualification at any
one time, or at all.
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Language learning approaches may even differ between languages, depending on
whether this is the candidateis first experience of language learning. As a general
guide the average guided learning hours for this qualification would be in the region of
120 i 180 hours.

PROGRESSION

The OCR Level 2 Certificate in Business Language Competence has been designed to
aid progression to the OCR NVQ Language Units at Levels 2 and 3. It will also provide
a basis for progression to other qualifications in this subject area including the OCR

Level 3 Certificate in Business Language Competence and AS/A Levels in the relevant

language.

SIGNPOSTING TO NVQ UNITS

The table below indicates where a programme of study leading to the OCR Level 2.
Certificate in Business Language Competence would provide candidates with
opportunities to develop the skills and knowledge necessary for the production of some
or all of the evidence required to meet the NVQ units identified below.

CBLC National Language Standards Unit
Unit
1 Unit L2 Elements L2.1 and L2.2
2 Unit R2 Element R2.1
3 Unit S2 Elements S2.1 and S2.2
4 Unit S2 Elements S2.1 and S2.2
5 Unit W2 Element W2.1

SIGNPOSTING TO KEY SKILLS

A programme of study leading to the OCR Certificate in Business Language
Competence may give opportunities for development of Key Skills as follows:

Communication

The evidence for the Key Skill of Communication must be in English; nevertheless
a programme of study leading to a practical vocational language qualification such
as CBLC will offer many opportunities for furthering general communication skills
(see overleaf).

Application of Number

A programme of study leading specifically to a language qualification would not by
itself lead to opportunities to demonstrate competence in Application of Number.
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The following grid shows the relationship of programmes leading to CBLC and the Key
Skills.

Level 2 Certificate in Business Language Competence

Key Skills at Level 2 Unitl | Unit2 | Unit3 | Unit4 | Unit5
Communication C2.1a !
C2.1b 1
C2.2 !
Cc2.3 !

Application of Number | |

Information and ICT2.1 !
Communication ICT2.2 !
Technology ICT2.3 !
Working with others WO02.1 ! !

WOQ02.2 1 1

WO02.3 ! !
Improving own Learning | LP2.1 ! 1 ! 1 I
and Performance LP2.2 1 1 ! 1 1

LP2.3 ! ! ! 1 !
Problem Solving PS2.1 I 1

PS2.2 1 1

PS2.3 I 1

OPPORTUNITIES FOR ADDRESSING SPIRITUAL, MORAL, ETHICAL,
SOCIAL AND CULTURAL ISSUES

Opportunities for addressing cultural and social values will occur in any study of a
foreign language especially in terms of Units 1 and 2 and the source material
encountered. Unit 4 will give scope for the exploration of social values. Units 3 and 5
may also be used to explore moral and ethical values associated with business
transactions.

OPPORTUNITIES TO ADDRESS HEALTH AND SAFETY ISSUES,
ENVIRONMENTAL ISSUES AND EUROPEAN DEVELOPMENTS

The context in which the language is used will give opportunities to study
environmental issues and European developments. Health and safety issues can also
be addressed through vocational business contexts.
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QUALIFICATION STRUCTURE AND UNIT CONTENT

STRUCTURE OF THE QUALIFICATION

The qualification contains 5 units:

Unit 1.  Listening to spoken (language)*

Unit 2:  Reading (language)*

Unit 3:  Doing business by telephone in (language)*

Unit4:  Conversing formally in (language)*

Unit5:  Writing in (language)*

* Relevant target language fi French/German/Spanish/Italian

This structure facilitates a flexible, unit-based approach which allows candidates to
work towards individual units within the context of their own experience and at their
own pace.

The units are equally weighted. Each unit contributes 20% of the total requirements of
the award. In order to achieve the full award, candidates must meet all of the stated
assessment requirements for each of the five units.

The units are numbered for reference purposes only. There is no requirement for

candidates to work towards the units in any particular order and teachers/tutors may
tailor learning programmes to meet individual situations.

Presentation of Units

Each unit is structured in the same way.
Learning Outcomes: The Learning Outcomes identify the aims of the units.

Assessment Objectives: This section sets out the essential activities which
candidates will need to successfully complete to achieve pass standard. Candidates
will be required to achieve ALL assessment objectives in order to achieve the unit.

Performance Criteria: This section gives an exact description of the criteria used to
assess whether the Assessment Objectives have been met.

Knowledge Skills and Understanding: This section identifies the underpinning
knowledge and understanding which candidates will need in order to achieve the
assessment objectives including grammatical knowledge.
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Assessment Guidance: This section details the form of assessment.

ASSESSMENT PATTERN

The qualification is 100% externally assessed. The assessment of this qualification will
be carried out in accordance with the regulatory authoritiesi Code of Practice

All units are assessed by OCR-appointed examiners using OCR-set assessment
material.

Assessment is available on demand. However, centres must give one monthis notice
of any preferred assessment date.

For further details on assessment arrangements see the sections on Assessment
Guidance provided with each unit and the section on Administration.

© OCR 2007 Qualification Structure and Unit Content
Oxford, Cambridge and RSA Examinations 51
OCR Level 2 Certificate in Business Language Competence



UNIT CONTENT

UNIT 1 LISTENING TO SPOKEN (LANGUAGE) (LEVEL 2)

Learning Outcome

Candidates are able to listen for meaning in a general business context.

Assessment Objectives Performance Criteria

From a range of simulated authentic
spoken target language material, the
candidate must be able to:

AO1 Extract specific details from Specific details extracted and
familiar and directly accessible appropriately conveyed
business sources

AO2 Demonstrate global Understanding of key information
understanding of key information | conveyed
from familiar and directly
accessible business sources

Range of stimulus material

Broadcast sources, answerphone messages, recorded meetings, business
conversations

Contexts

Business-orientated situations, meetings and interaction between colleagues

Knowledge, skills and understanding

Candidates are required to show competence in extracting information from a limited
range of material on familiar topics, using vocabulary relevant to a general business
context. Candidates are also required to recognise all forms of present, past and
future tenses together with a limited range of commonly used conditionals, including
formulaic use in polite expressions. Recognition is required of the infinitive form and
dependent verbs, eg iThey wish to payi and of positive, negative and question forms,
as well as the imperative in all its forms. Candidates must also recognise a wide range
of connectors, from high-frequency ones (eg iand, iorT) to those expressing cause and
effect (eg ibecauser, ithereforet). Understanding of compound sentences is also
required (eg iHere is the invoice that | receivedi).

© OCR 2007 Qualification Structure and Unit Content

Oxford, Cambridge and RSA Examinations 52
OCR Level 2 Certificate in Business Language Competence



Candidates are required to cope with language delivered at a natural and appropriate
speed for the channel used, eg public announcements; answerphone messages, etc.

Candidates are expected to be able to use dictionary skills to clarify or confirm the
meaning of language used.
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UNIT2 READING (LANGUAGE) (LEVEL 2)

Learning Outcome

Candidates are able to extract logical meaning from a range of written business-related
materials.

Assessment Objectives Performance Criteria

From a range of simulated authentic written
target language material, the candidate
must be able to:

AO1 Extract specific details from Specific details extracted and appropriately
familiar and directly accessible | conveyed
business sources

AO2 Demonstrate global Understanding of key information conveyed
understanding of key
information from familiar and
directly accessible business
sources

Range of stimulus material

Promotional material, workplace notices, business-related articles, routine work-related
communications, simple reports of events or meetings.

Contexts

Business-orientated tasks

Knowledge, skills and understanding

Candidates are required to show competence in extracting information from a range of
material on familiar topics, using vocabulary relevant to a general business context.
Candidates are required to recognise all forms of present, past and future tenses,
together with a limited range of commonly used conditionals, including formulaic use in
polite expressions. Recognition is required of the infinitive form and dependent verbs,
eg 1They wish to pay? and of positive, negative and question forms, as well as the
imperative in all its forms. Candidates must also recognise a wide range of
connectors, from high-frequency ones (eg iandf, iorf) to those expressing cause and
effect (eg ibecauser, ithereforet). Understanding of compound sentences is also
required (eg iEnclosed is the invoice that | received).

Candidates are expected to be able to use dictionary skills to clarify or confirm the
meaning of language used.
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UNIT 3 DOING BUSINESS BY TELEPHONE IN

(LANGUAGE) (LEVEL 2)

Learning Outcome

Candidates are able to discuss routine business issues including simple problems and
solutions over the telephone.

Assessment Objectives Performance Criteria
In the target language and within a
contextualised and scripted role-play,
the candidate must be able to:
AO1 Initiate telephone call by using a) Suitable standard phrase(s) used
suitable greeting and identifyin
self g g fying b) Appropriate register used
AO2 Explain a work-related problem to | a) Problem clearly explained
a business associate
AO3 Provide amplification and/or a) Additional information provided
clarification when requested
AO4 Request advice a)  Advice requested
AO5 Express a preference a) Preference expressed
AO6  Suggest a solution to a problem a) Solution to problem outlined
AO7 Bring conversation to a close a) Suitable closing phrase(s) used

Knowledge, skills and understanding

Candidates are required to recognise and use vocabulary relevant to a general
business context as well as being expected to use language appropriate to their role
and the given context. Candidates are required to recognise and use all forms of
present, past and future tenses, together with a limited range of commonly used
conditionals, including formulaic use in polite expressions. Production and recognition
is required of the infinitive form and dependent verbs, eg iThey wish to payf, and of
positive, negative and question forms, as well as the imperative in all its forms.
Candidates must also recognise and use a wide range of connectors, from high-
frequency ones (eg iandt, ior?) to those expressing cause and effect (eg ibecauser,
ithereforef). Recognition and production of compound sentences is also expected (eg
iHere is the bill that | receivedi).
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In the 10 minutesi preparation time for the examination, candidates are expected to
use dictionary skills to clarify or confirm meaning. Candidates are permitted to request
repetition or clarification at any time during the examination itself.

The language used by candidates does not have to be totally grammatically accurate,
but must be sufficiently comprehensible to a native speaker for successful
communication to take place. Candidates must use complete sentences or questions
when shorter responses would be inappropriate.

The examiner will speak at a speed such as a native speaker might use when talking
to a foreigner. Candidates are required to speak at a near-normal speed and
pronunciation must be of such a standard to be easily comprehensible to a
sympathetic native speaker.
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UNIT 4 CONVERSING FORMALLY IN (LANGUAGE)
(LEVEL 2)

Learning Outcome

Candidates are able to converse formally in a work context.

Assessment Objectives Performance Criteria

In the target language and within a
contextualised and scripted role-play,
the candidate must be able to:

AO1 Greet and formally welcome a a) Suitable phrases used to greet and
visitor to the company welcome visitor

AO2 Introduce self, giving name and a) Suitable phrase(s) used to
company position introduce self, including name and
job title/function

AO3 Inform visitor of the programme a) Programme for visit communicated
for his/her visit

AO4  Make polite social enquiries , .
a) Two polite enquiries made

AO5 Express an opinion on a familiar

topic a)  Opinion expressed

AO6 Make a simple social

arrangement a) Social arrangement made

AO7 Bring conversation to a close
g a) Suitable closing phrase(s) used

Knowledge, skills and understanding

Candidates are required to recognise and use vocabulary relevant to a general
business context as well as being expected to use language appropriate to their role
and the given context. Candidates are required to recognise and use all forms of
present, past and future tenses, together with a limited range of commonly used
conditionals, including formulaic use in polite expressions. Production and recognition
is required of the infinitive form and dependent verbs, eg iThey wish to payf, and of
positive, negative and question forms, as well as the imperative in all its forms.
Candidates must also recognise and use a wide range of connectors, from high-
frequency ones (eg iandi, iorf) to those expressing cause and effect (eg ibecauset,
ithereforef). Recognition and production of compound sentences is also expected (eg
iHere is the bill that | receivedi).
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In the 10 minutesi preparation time for the examination. candidates are expected to
use dictionary skills to clarify or confirm meaning. Candidates are permitted to request
repetition or clarification at any time during the examination itself.

The language used by candidates does not have to be totally grammatically accurate,
but must be sufficiently comprehensible to a native speaker for successful
communication to take place. Candidates must use complete sentences or questions
when shorter responses would be inappropriate.

The examiner will speak at a speed such as a native speaker might use when talking
to a foreigner. Candidates are required to speak at a near-normal speed and
pronunciation must be of such a standard to be easily comprehensible to a
sympathetic native speaker.
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UNITS5 WRITING IN (LANGUAGE) (LEVEL 2)

Learning Outcome

Candidates are able to communicate in writing in business contexts.

Assessment Objectives Performance Criteria

In the target language the
candidate must be able to:

AO1 Write a brief message to make or | a) Specified information conveyed
change an appointment b) Comprehensible language used

AO2 Write a short letter of enquiry a) Specified information conveyed

b) Formal register used

c) Mainly accurate and unambiguous
language used

d) Appropriate conventions used for
starting and finishing a business

letter
AO3  Write a memo, fax or e-mail to a) Specified information conveyed
convey factual information b) Comprehensible language used

Knowledge, skills and understanding

Candidates are required to use vocabulary relevant to a general business context as
well as language appropriate to his/her role and relationship with the addressee, to the
given context and to the medium of communication. Candidates are required to use all
forms of present, past and future tenses, together with a limited range of commonly
used conditionals, including formulaic use in polite expressions. Production is required
of the infinitive form and dependent verbs, eg iThey wish to pay1, and of positive,
negative and question forms, as well as the imperative in all its forms. Candidates are
also expected to use a wide range of connectors, from high-frequency ones (eg iandi,
iorf) to those expressing cause and effect (eg ibecausef, ithereforel). Production of
compound sentences is also expected (eg iHere is the bill that | receivedi).

The language used by candidates does not have to be totally grammatically accurate,
but must be sufficiently comprehensible to a native speaker for successful
communication to take place. Minor errors (eg of adjectival agreement) will be
tolerated, but candidates at this level should not produce errors which lead to
miscomprehension or ambiguity of meaning.

Candidates are expected to be able to use dictionary skills to clarify or confirm
meaning.

Candidates should be able to use the appropriate conventions for starting and ending a
business letter, but knowledge of layout of material beyond this is not otherwise

required.
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ASSESSMENT GUIDANCE

GENERAL

For administrative details common to all CBLC examinations see section of this
handbook entitled Administration.

Unit 1: Listening to spoken (language) (Level 2)

Candidates will reply in writing in English. A candidateis written responses may be in
note form but must contain all relevant facts so that the understanding demonstrated
would be effective in a real-life situation.

The candidate will be assessed on each of the Assessment Objectives for this unit. All
of the Assessment Objectives must be achieved in order for this unit to be awarded.

Stimulus material will be provided, which may be replayed within the 30 minutes
allowed*.

Candidates are allowed 30 minutes for this examination. The OCR examiner will bring
the listening material and question papers for each candidate and answer books. The
centre must provide an invigilator, who must be present 15 minutes before the start of
the examination, and a quiet examination room.

All candidates can take the examination together, given appropriate space between
them, but each candidate must be able to listen to each item of listening material as
often as he/she needs.*

Candidates must also have access to dictionaries.

The OCR examiner must be in possession of all examination materials, question
papers and candidatesi answer books immediately following the examination.

*NB It is important that this section is read in conjunction with the Note on
Listening Materials in Section 6.6 Administration.

Unit 2: Reading (language) (Level 2)

Candidates will reply in writing in English. The candidateis written responses may be
in note form but must contain all relevant facts so that the understanding demonstrated
would be effective in a real-life situation.

Candidates will be assessed on each of the Assessment Objectives for this unit.
Candidates must achieve each of the Assessment Objectives in order to be awarded
this unit.

Stimulus material will be provided as part of the question paper.

Candidates are allowed 30 minutes for this examination. The OCR examiner will bring
the examination papers including Reading material and questions. The examiner will
also bring answer books.
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The centre must provide an invigilator, who must be present 15 minutes before the
start of the examination, and a quiet examination room.

All candidates can take the examination together, given appropriate space between
them.

If appropriate candidates doing Unit 1 may be seated together with candidates doing
Unit 2.

Candidates must also have access to dictionaries. The OCR examiner must be in
possession of all examination materials distributed to candidates and candidatesi
answer books immediately following the examination.

Unit 3: Doing business by telephone in (language) (Level 2)

Assessment will be by means of an examination that requires the candidate to take
part in a scripted role-play situation, which consists of the following:

1 The candidate will first greet the caller appropriately and then introduce
him/herself by name and job title/function.

2 He/she will then explain a work-related problem to the caller (eg delay in delivery,
wrong goods received, etc).

3 When requested, he/she will provide additional information for the caller, to
clarify or amplify the explanation (eg the length of the delay, description of the
unwanted goods, etc).

4 He/she will then request advice from the caller (eg on the course of action to be
followed, etc).

5 He/she will express a preference in response to the options provided by the
caller (eg on the chosen course of action).

6 He/she will suggest a solution to a problem (eg a new delivery time, return of
unwanted goods, etc).

7 He/she will bring the conversation to a close in an appropriate way.

Candidates will be assessed on each of the Assessment Objectives for this unit.
Candidates must achieve each of the Assessment Objectives in order to be awarded
this unit.

Successful communication will always take precedence over consideration of grammar
or pronunciation.
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Candidates have 10 minutes to prepare for the examination, which takes the form of a
scripted role play.

The examination itself will last about 10 minutes.

The oral examination will be conducted by an OCR examiner, who will arrive at the
centre with the examination material.

The centre will need to provide a quiet and supervised area where candidates can
prepare for the examination and a supervised waiting area for candidates (as for Unit
3). In addition 2 rooms are needed for the examination joined by a telephone link. The
room where the candidate is must be supervised. If any alternative arrangements are
made, these must be discussed with the OCR examiner in advance. All candidate
performance is recorded.

The centre is responsible for timetabling the examinations so that one candidate is
always in each of the 3 areas designated for the examinations, to ensure their efficient

running.

Candidates will be provided with a Candidateis Information Sheet during the
preparation time. This must be left with the OCR examiner after the examination.

Dictionaries may be used during the preparation time, also see page 106.

Unit 4: Conversing formally in (language) (Level 2)

Assessment will be by means of an examination that requires the candidate to take
part in a scripted role-play situation, which consists of the following:

1 The candidate will formally greet and welcome the visitor to the company.
2 The candidate will then introduce him/herself by name and job title/function.
3 He/she will then outline a short programme of events arranged for the visitor.

4 He/she will then make two social enquiries of the visitor (eg about the visitoris
journey, previous visits to the company, etc).

5 He/she will then express an opinion on a familiar topic in response to the visitoris
question (eg about time spent with company, mutual acquaintances, etc).

6 He/she will then make a straightforward social arrangement with the visitor (eg to
meet for a meal, show the visitor around, etc).

7 He/she will then bring the conversation to a close in an appropriate and suitably
polite way (eg by expressing pleasure at having met the visitor, referring to a
later meeting, etc).
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