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THE BUSINESS & COMPUTING DEPARTMENT 
Year 7 Business & Computing Curriculum  

Year 7 
Autumn Term  

Unit 1 - Digital Literacy 

How do we ensure our data, physical and personal safety when using a networked computer? 

Source of 
knowledge Digital Literacy Student Booklet,  PowerPoint, ThinkUKnow website 

Knowledge 

 
 
 
1. That a password is the way the computer validates that the user who is 
trying to log on is who they are claiming to be. A secure password is one 
that only the user knows and is difficult for anyone else to predict. It is 
important to keep passwords secure as if anyone else logs on using an 
individual’s password as far as those running or using the system are 
concerned the user has logged on. A secure password must have at least 
8 characters, include upper and lower case letters, numbers and other 
characters. It is important to lock your computer when away from it to 
ensure nobody can use the account of the person logged on. It is 
important to sign out of an application you are logged onto rather than 
just shut it down as if you don’t some of your information may still be 
stored in it so if someone else uses the same computer to access the 
application they may get access to your data or even your username and 
password. 
How to log onto the College network, SchoolBase, ItsLearning; change 
passwords on each; log-out and shut-down applications and sign out of 
the network.  
 
2. It is important to store documents in folders so that work is organised 
so you can find work you produced and saved previously. It is important 
to name documents with sensible names that reflect what they are about 
so you don’t have to open each file to find the one you are looking for. 
 
3. Health risks from computer use: back problems, repetitive strain injury 
(RSI) and eye strain.  

Back problems are usually due to poor posture or sitting in an 
awkward position when using a computer. 

Back problems can be prevented by using: 

• a fully adjustable chair 

Students will apply 
the knowledge by: 
 
1. Logging ontoand 
signing out from 
College network 
and SchoolBase and 
ItsLearning 
2. Setting up folders 
for Years 7, 8 and 9 
with subfolders for 
each subject 
3. Producing a 
factsheet for 
employers on 
health risks and 
their responsibilities 
4. Producing 
written responses 
to the ThinkUKnow 
cyberbullying case 
study from 
standpoint of bully, 
bulled and 
bystander.  



• footrests 
• a screen that can be tilted 

Repetitive Strain Injury (RSI). The most common form of RSI in 
computer users is damage to the fingers and wrists caused by 
repeated movements over a long period of time. 

Such RSI can be prevented by:  

• Using wrist rests 
• Maintaining the correct posture while working at your 

computer 
• Taking a 5 minute break every hour  

Eye strain is usually caused by staring at a computer screen for long 
periods of time. This is particularly a problem in poor light, in glare 
or with a flickering screen. 

In order to prevent eye strain, make sure you: 

• use a screen with a screen filters 
• use screens that don’t flicker 
• take regular breaks 
• have suitable lighting and blinds fitted on windows 

Health and safety legislation makes it the law that any business must 
protect the health of its employees who regularly use computers by 
providing: 
  
• tiltable screens 
• anti-glare screen filters 
• adjustable chairs 
• foot supports 
• suitable lighting 
• workstations that are not cramped 
• regular and frequent breaks when working on a computer  
• appropriate eye and eyesight tests by an optician 
  
 
Personal information is information which relates to a living 
individual who can be identified from this information, be that on 
its own or in combination with other information. It is important to 
keep your personal information safe because if people have access 
to your personal information they can use it to mislead you or 
others. With the increasing use of social media, it is getting easier 
and easier for people to find out personal information about each 
other. In order to keep personal information safe you should set all 
social media accounts in private mode, only accept friend requests 
from people you actually know, and be aware of what you post. 

 
4. Cyberbullying is bullying that takes place using electronic 
technology. Electronic technology includes devices and equipment 
such as mobile phones, computers, and tablets as well as 



communication tools including social media sites, text messages, 
chat and websites. 

Examples of cyberbullying include mean text messages or emails, 
rumours sent by email or posted on social networking sites, and 
embarrassing pictures, videos, websites or fake profiles. 

You should report cyberbullying to a trusted adult and can report 
Cyberbullying through Childline, CEOP, or student welfare here at college. 
You should report it if it’s happening to you or if you are aware of anyone 
else being cyberbullied. You should never join in with cyberbullying and 
should gout of your way to support those who are being cyberbullied. 
 
  

Vocabulary ‘Username’, ‘password’, ‘secure’, ‘shut-down’, ‘sign-out’, ‘application’, ‘network’, ‘folders’, 
‘repetitive strain injury (RSI)’, ‘cyberbullying’  

Assessment 
Focus  

Low steaks MCQ assessments 
Ability of students to log onto, use and shut down common College software. 
Folder structure within students U:/ drives 
H&S Poster 
Advice given to peer regarding Cyberbullting 

 

Year 7 
Autumn Term  

Unit 2 – Computer Systems 
What does a Computer System do and what equipment enables this? 
What are the main components of a computer and what do they do? 
What is Binary representation and why and how is it used in Computing? 
What is a network, how are they classified and what equipment is needed to network a computer over the 
Internet? 

Source of 
knowledge Computer Systems Student Booklet,  PowerPoints, BBC Bitesize Website 

Knowledge 

 

 

1. A computer system consists of hardware components that have 
been carefully chosen so that they work well together and software 
components that run in the computer. 

Hardware are the physical equipment that is used in the system 
and software are the programs that are run on it. 

A computer system takes data in from the environment (called 
inputting), processes these in some way and then outputs the 
resulting information into its environment. The system may be 
called upon to store or retrieve data and/or information during 
this. The diagram below represents the actions of a computer 
system. 

 

Students will apply 
the knowledge by;  
 

 1. Completing a 
table classifying 
specific pieces of 
hardware. 

 Equipment and 
purpose matching 
activity 

  
  
  
  
  
  
  

0.  

St  



 

 

 

Hardware - the physical equipment that is used in a computer 
system 

The hardware involved in a computer system is classified by what it 
does within the system. 

Input hardware takes in the data from the environment and 
transforms it into a form the computer can process (binary). An 
example of input hardware is a keyboard. 

Process hardware takes the binary data and performs an action on 
it so it provides the information needed. An example of process 
hardware is a graphics card. 

Storage hardware stores binary data or information so it can be 
retrieved at a later date. An example of storage hardware is a hard 
disk. 

Output hardware converts information from binary to a form that 
will be used in the environment and then passes it out into the 
environment. An example of output hardware is a speaker. 

 

The case of the computer holds everything together and keeps each of 
the components in place, similar to the way your skeleton keeps your 
body together! 
The power supply pumps electricity around the computer to power all of 
the components; like your heart pumps blood around your body to give 
you energy. 
The processor is where the computer carries out all of it’s tasks 
(processes) in a similar way to your brain thinks about things. 
The motherboard sends messages to all of the other components inside 
the computer like your nervous system sends signals to the organs in 
your body. 
Hard Disk Drive = Long Term Memory. This is where all of your 
documents, pictures, programs etc. are stored on the computer, similar 
to all of the long term memories in your brain. 
Random Access Memory (RAM) = Short Term Memory. RAM is where the 
computer stores the current task that is being carried out. This is like 
when you are thinking about how to work out a sum in maths or what 
you are going to say next. 
 
2. Computers are electrical devices, that means they have to use 
electricity to represent information. Computers use switches to  
represent data, we represent this information as a single number, 1 for 
switch on 0 for switch off. One ON or OFF ‘choice’ is called a ‘bit’. This 
stands for: binary digit. A bit is made up of a 1 or a 0. Computers save lots 
and lots of these 1 (ON) and 0 (OFF) numbers so we have to group them. 
If we have one bit we can have two values. 1 or 0. If we put two bits 
together we can pick 4 different values. We can keep grouping bits to 
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make more and more values. We can make 8 different values with 3 bits. 
With 4 bits we can make 16 values, with 5 bits we can make 32 values. 
 
The smallest unit in binary is the bit. Four bits together are called one 
nibble. Eight bits are called one byte. 1024 bytes are called one kilobyte 
(kb), 1024 kilobytes are called one megabyte (mb), 1024 megabytes are 
called one gigabyte (kb), 1024 gigabytes are called one terabyte (tb), 
1024 terabytes are called one petabyte (pb). 
 
Denary  Binary  Denary  Binary 
      1      1      11    1011 
      2    10      12    1100 
      3    11      13    1101 
      4  100      14    1110            
      5  101      15    1111 
      6  110      16               10000 
      7  111      17               10001 
      8              1000      18               10010 
      9                  1001      19               10011 
     10                 1010      20               10100 
 
3. A network is two or more computers or devices that are linked 
together. A network can be a small collection of computers connected 
within a building (e.g. a school, business or home) or it can be a wide 
collection of computers connected around the world. Local Area Network 
- a network of computers on the same site, but maybe in more than one 
building, such as a school, home or business. A LAN is not necessarily 
connected to the internet. Wide Area Network a network over a large 
geographic area. Created when LANs are connected. The internet is a 
WAN.  
The advantages of having a network are that many computers can share 
devices such as printers which is cheaper than having to provide a printer 
per computer. Users can place a piece of work on the server and all other 
authorised users can access it. Users can communicate with each other 
easily using email. Disadvantages of a network re that it is to set up 
because servers, switches and cabling are expensive. The organisation 
needs to hire a network administrator as a network takes special skills to 
run and existing staff will not have these. Viruses will spread so if one 
user brings a virus in it could affect all computers on the network very 
quickly. Common network topologies are ring, star and bus. 
The equipment needed to access the Internet: A modem is a device that 
converts analogue data to digital data and vice versa. This is called 
modulating and demodulating hence the name modem. It is needed 
because computers produce digital data that is transferred over 
telephone lines which carry analogue data. A wireless router allows you 
to connect your Internet connection at home to any wireless device, such 
as a laptop, Smartphone or tablet without using wires. A ISP (Internet 
Service Provider) is also needed this is the business who give you the 
software and resources to be able to communicate with other computers 
over telephone lines.  

4.  
5.  
6. 2. Writing answers 

in booklets. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. Completing 
networking research 
worksheet 
 

Vocabulary 

‘computer system’, ‘input’, ‘output’, ‘storage’, ‘process’, ‘hardware’, ‘software’, ‘RAM – Random 
Access Memory’, ROM – ‘Read Only Memory’, ‘processor’, motherboard’, ‘binary’, ‘computer 

network’, ‘WAN – wide area network’, ‘LAN – local area network’, the Internet’, ‘bus topology’, 
‘ring topology’, ‘star topology’, ‘modem’, ‘ISP – internet service provider’, ‘router’ 



Assessment 
Focus  

Low steaks MCQ assessments 
Hardware and software and Human computer worksheets 
Network worksheet and research. 

 

 

 

 

Year 7 
Autumn / Spring term 

Unit 3 – Software Design and Programming Constructs 
 What is an algorithm and what is the difference between it and a computer program? 
What tools can we use to give an algorithm? 
Which constructs are used when creating an algorithm?  
How do these translate to a program?  
Source of 
knowledge School created booklet  



Knowledge 

 
- An algorithm is a sequence of steps designed to perform a 

particular task. 
- An algorithm describes exactly how to do something so that 

anyone on a computer can do it without understanding how 
the person who wrote it was thinking.  

- It is important that the sequence of steps in an algorithm are 
carried out in turn and in order to come to the correct 
outcome.  

- The user of the sequence of instructions will sometimes 
need to make a decision and this needs to be visually 
displayed using an appropriate symbol.   

- A loop is required where a set of instructions repeats until a 
condition is met and is depicted in a flowchart by an arrow.  
 

- Flowchart symbols: 
Symbol Name Function 

 

Start/End 
 
 

Represents start or end 
point of algorithm. 

 

Process 
 
 

Represents a process 

 
 

Input/Output Represents an input or 
output of data to the 
system 

 
 

Decision Used to ask questions 
that have a yes/no answer 
 

 
Algorithms instructions to complete a specific task, intended for 
humans. Should be able to follow them and complete the task 
needing no other information even if the task is new to you. 

Programs algorithms written in a special way to enable a computer to 
perform them. 

 Control constructs: Sequence, Selection, Repetition 

Algorithms include multiple individual instructions, how we (or a 
computer) move from the instruction we have just completed to the 
next that needs can take place in one of 3 ways. 

1. Sequence – we (or the computer) move from one 
instruction to the next in the order they are written, 
start at the first instruction and stop when the last one 
has been performed. 

2. Selection – there is a choice of which instruction to 
perform next, a condition is set and tested for the result 
of this test will dictate which instruction is carried out 
next. 

3. Repetition – an instruction, or small set of instructions is 
repeated a number of times. This can be a set number 
of times or based on a condition - a condition is set and 

Students will apply the 
knowledge by;  
1. Producing a 

sequence of 
instructions on how 
to perform a task 
(i.e., make a cup of 
tea)  
 

2. Develop their 
responses further 
by adding in 
opportunities for 
the user to make a 
decision. 

 
 

3. Students will create 
their own 
flowcharts from 
scenarios provided 
– how to make a 
cup of tea, how to 
make a pizza, how 
to make a lasagne 



tested for the result of this test will dictate whether to 
repeat the instruction(s) again or move on to the part of 
the algorithm (or program) that comes next. 

Other Constructs 

Output – a message is passed to the user from the algorithm or 
program. 

Input – the user passes some information into the algorithm or 
program. 

Variables – a location in memory that is given a name and used to 
store a piece of data. The data than is held in the variable can change 
as the algorithm or program is executed. 

Data types 

Concatenation 

Mathematical operators: +, -, *, /, %, // 

Comparison operators: ==, !=, >, <, >=, <= 

Boolean operators AND, OR, NOT 

If then else statements 

Counted loops 

Conditional loops  

Vocabulary 

Algorithm, instruction, refinement, sequence, sub-routine, selection, repetition, loops,  flowcharts, 
process 

Assessment 
Focus  

Low steak MCQ assessments# 
Ability to produce algorithms employing one or more of the constructs in a variety of ways 

 

  



Year 7 
Spring/Summer Term 

Unit 4 – Coding a Website with HTML  

What is HTML and how can it be used to create a web page? 

Source of 
knowledge 

School created booklet  

Knowledge 

 
Students will learn that: 
- HTML stands for HyperText Markup Language 
- The tools needed to write HTML are a simple text-editor (i.e., notepad) 
- ‘tags’ are used to create the structure of a webpage. These tags tell the web browser 

how to display the text or graphics in the document.  
- ‘tags’ are surrounded by angle brackets < and >. 
 
- HTML documents are divided into two main parts: the head and the body.  
- To build a webpage you need four primary tags that appear in pairs with a beginning 

and an ending. The primary tags are <html>, <head>, <title>, <body> 
- The basic structure of a HTML document is: 
 

<html> 
<head>       
<title>           </title> 
</head> 
 
<body> 
 
 
</body> 
</html> 
 

 
- There are two kinds of tags: container tags and empty tags. 

o Container tags come as a set and have an opening and closing: 
Tag What it does 
<html> </html> Encloses an entire document 
<head> </head> Defines information about the document 
<title> </title> Defines a title for the document 
<body> </body> Defines the document's body 

<h1> </h1> Defines HTML headings 
<p> </p> Defines a Paragraph 
<ul> </ul> Defines an unordered list 
<ol> </ol> Defines an ordered list 
<li> </li> Defines a list item 
<a> </a> Anchor tag 

 
o Empty tags stand alone and do not require a closing tag. They are: 

Tag Tag Name 
<br> Defines a single line break 
<hr> Defines a thematic change in the content 
<img> Used to insert an image 

 
- Lists 
- There are two types of list: Ordered and Unordered.  
- Ordered lists are numbered 
- Unordered lists have bullet points.  

Students will 
apply the 
knowledge by;  
 
1. Write 

programme
s for each of 
the 
challenges.  
Programme
s run and 
testing 
carried out.  

 
2. Answers 

printed and 
stuck into 
booklet. 



 
- Every website has an address call a Uniform Resource Locator (URL). 
- Parts of a URL: 

 
Part of URL Name Meaning 
http:// HyperText Transfer 

Protocol 
Code that helps one 
computer talk to another 
computer 

www. World Wide Web Lets the computer know 
the file is located on the 
www.  

myschool.com Domain name Where the web page is 
hosted 

/Homework.html File name/web page name File or web page you are 
seeking. 

 
- Attributes describe how the tags will look. Attributes can be used to: 

o Change background color (bgcolor) 
 Colours are described in hexadecimal code 

o Align text or an image in centre, left, right of webpage.  
 

- Text formatting tags include: 
Tag What it does.  
<b> </b> Makes text bold 
<i> </i> Makes text italic 
<blockquote> </blockquote> Indents text 
<small> </small> Small text 
<large> </large> Large text 

 
-Inserting an image (Example: <img src=”masks.jpg” alt=”altenative text”> 

- use the image tag <img> 
- src – identifies the image and tells the browser where to get the image. 
- alt – gives alternative text for those who are not viewing their web pages  

Vocabulary 

‘tag’, ‘attribute’,  

Assessment 
Focus  

Low steaks MCQ assessments 
Completion of scaffolded webpage and/ or own webpage or website. 

 

  



Year 7 
Summer Term 

Unit 5 - Data Data Everywhere: Introducing databases 
Introducing databases What are databases? 
How are databases structured? 
What tools do database programs offer? 

Source of 
knowledge 

Student booklets differentiated by set,  Teacher PowerPoints differentiated by set, Spreadsheet 
databases  

Knowledge 

Data – is unprocessed that can take many forms including number, text, 
dates. 
Database – gives structure to data so that it can be processed to give us 
meaningful information 
Computerised and non-computerised databases 
Computerised: mobile phone contacts, SchoolBase, Spreadsheets 
Non computerised: Filing cabinet, Catalogue, Yellow Pages 
 
Advantages of computerised databases over paper based databases: 

• Easier to search and find what you are looking for 
• Can’t lose as backups can be made 
• Can make changes very easily 

 
What makes a database? 
Field: An individual piece of information stored in a database for 
example, First name, Surname, DOB, Address. 
Record: All of the fields about one item in the database 
Table: Stores a collection of related items and information that relates to 
them 
 
KEY KNOWLEDGE – A Database is made up of tables that holds records 
that are made up of fields 
  
Flat file databse: A database that contains a single table 
Relational database: A database that contains more than one table that 
is linked by key fields. 
 
Key field: A unique piece of data that is used to ensue each record can be 
clearly identified.  They are sometimes automatically generated numbers. 
 
Searching a database 
Benefits of computerised databases for searching 

• Fast 
• Reliable 
• Accurate 

 
In a spreadsheet database the Filter tool is used to search the database.  
By selecting criteria from the chosen field the database will only show 
results that match the criteria entered.  
 
Sorting a database 
Benefits of computerised databases for sorting 

• Fast 
• Reliable 

Students will apply 
the knowledge by;  
 
Creating a database 
encyclopaedia. 
 
 
 
 
 
 
 
 
 
Identifying Tables, 
Records and Fields 
from the eapc stock 
database. 
 
 
 
 
 
 
 
 
 
Identify Key fields in 
the eapc stock 
database and explain 
how they know.   
 
 
Practical activities on 
the eapc stock 
database. 
 
 
 
 
 
 
 
 
 
 



• Accurate 
 
From the same menu as the filter tool the Sort tool is used to select the 
order that data is presented in in the database.  
Ascending order – A-Z or 1-10 
Descending order – Z-A or 10-1 
 
Multiple sorts can be applied using the custom sort tool where data is 
sorted by one field and the another field within that sort.  
 
Datatypes 
Datatypes are applied to every field in a database and allow the 
computer to understand what the value of each field is. Datatypes also 
ensure that the data entered is Valid. 
 
Validation: ensures that data that is entered accurate 
 
Datatypes include: 

• Text 
• Date/time 
• Number 
• Currency 
• Percentages 

 
By assigning datatypes to fields this ensures that only the correct data is 
entered into the correct field and reduces mistakes. 
 
Database programs also allow users to create validation checks.  
Examples of validation checks that set rules of limits for fields could 
include: 

• Character types (number or letter or both) 
• Field lengths (11 for mobile telephone numbers) 
• Range (0-100 for percentages in exams) 
• Selection ( a list of options for users to select from) 

If data is entered incorrectly then and error message will be displayed. 
 
Validation does not stop you from typing in the wrong date.  This needs 
verification procedures to check the correct info is entered in. 
 
  

Practical activities on 
the eapc stock 
database. 
 
Addition of key words 
to database 
encyclopaedia 
 
 
 
 
 
 
Specify data types for 
fields in the eapc 
stock database 
 
 
Addition of key words 
to database 
encyclopaedia 
 
 
 
 
 
Complete booklet 
activity suggesting 
appropriate validation 
checks for given 
fields. 
 

Vocabulary  Data, database, processed information, field, record, table, flat file database, relational database, 
key field, searching, sorting, ascending, descending, data types, validation, verification. 

Assessment 
Focus  

Low steaks MCQ assessments 
Scaffolded modification and searching and sorting of Excel flat file database  
 

 

 

 


