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Topic/Skill  Definition/Tips Example 
1. Inequality  An inequality says that two values are not 

equal. 
 
�= 
M �> means that a is not equal to b. 

�y 
M �u 
 

�T 
M �r 

2. Inequality 
symbols 

�ž 
P 
Û means x is greater than 2 
�ž 
O 
Ü means x is less than 3 
�ž 
R 
Ú means x is greater than or equal to 
1 
�ž 
Q 
ß��means x is less than or equal to 6 

State the integers that satisfy  

F�t 
O �T 
Q �v�ä 

 
-1, 0, 1, 2, 3, 4 

3. Inequalities 
on a Number 
Line 

Inequalities can be shown on a number line. 
 
Open circles are used for numbers that are 
less than or greater than �:
O�K�N
P�; 
 
Closed circles are used for numbers that 
are less than or equal or greater than or 
equal �:
Q�K�N
R�;  

�T 
R �r 

�T 
O �t 


F�w 
Q �T 
O �v 
4. Graphical 
Inequalities 

Inequalities can be represented on a 
coordinate grid. 
 
If the inequality is strict  (�T 
P �t) then use a 
dotted line. 
If the inequality is not strict (�T 
Q �x) then 
use a solid line. 
 
Shade the region which satisfies all the 
inequalities. 

Shade the region that satisfies: 
�U 
P �t�T�á �T 
P �s���=�J�@���U 
Q �u 

 

 
5. Quadratic 
Inequalities 

Sketch the quadratic graph of the 
inequality. 
 
If the expression is 
P �•�˜ 
R then the answer 
will be above the x-axis. 
If the expression is 
O�•�˜ 
Q then the answer 
will be below the x-axis. 
 
Look carefully at the inequality symbol in 
the question. 
 
Look carefully if the quadratic is a positive 
or negative parabola. 

Solve the inequality �T�6 
F �T 
F�s�t 
O �r 
 
Sketch the quadratic: 

 
 
The required region is below the x-axis, 
so the final answer is: 


F�u 
O �T 
O �v 
 
If the question had been 
P �r, the 
answer would have been: 

�T 
O 
F�u���K�N���T 
P �v 
6. Set Notation A set is a collection of things, usually 

numbers, denoted with brackets �<�������������= 
�<�u�á �x�á �{�= is a set. 
 

�0�D�W�K�V���<�U���������7�H�U�P�������D�Q�G���� 



 
 

   

 
�<�T�������T 
R �y�= �P�H�D�Q�V���µ�W�K�H���V�H�W���R�I���D�O�O���[�¶�V�����V�X�F�K��
�W�K�D�W���[���L�V���J�U�H�D�W�H�U���W�K�D�Q���R�U���H�T�X�D�O���W�R�����¶ 
 
�7�K�H���µ�[�¶���F�D�Q���E�H���U�H�S�O�D�F�H�G���E�\���D�Q�\��letter. 
 
�6�R�P�H���S�H�R�S�O�H���X�V�H���µ���¶���L�Q�V�W�H�D�G���R�I���µ�_�¶ 

 
 
 

�<�T �÷ �� 
F�t 
Q �T 
O �w�= 
7. 
Simultaneous 
Equations 

A set of two or more equations, each 
involving two or more variables (letters). 
 
The solutions to simultaneous equations 
satisfy both/all of the equations. 

�t�T 
E �U 
L �y 
�u�T 
F �U 
L �z 

 
�T 
L �u 
�U 
L �s 

8. Variable A symbol, usually a letter, which 
represents a number which is usually 
unknown.  

In the equation �T 
E �t 
L �w, �T is the 
variable. 

9. Coefficient A number used to multiply  a variable. 
 
It is the number that comes before/in front 
of a letter. 

6z 
 
6 is the coefficient 

z is the variable 
10. Solving 
Simultaneous 
Equations (by 
Elimination) 

1. Balance the coefficients of one of the 
variables. 
2. Eliminate this variable by adding or 
subtracting the equations (Same Sign 
Subtract, Different Sign Add) 
3. Solve the linear equation you get using 
the other variable. 
4. Substitute the value you found back into 
one of the previous equations. 
5. Solve the equation you get. 
6. Check that the two values you get satisfy 
both of the original equations. 

�w�T 
E �t�U 
L �{ 
�s�r�T 
E �u�U 
L�s�x 

Multiply the first equation by 2. 
 

�s�r�T 
E �v�U 
L�s�z 
�s�r�T 
E �u�U 
L�s�x 

Same Sign Subtract (+10x on both) 
�U 
L �t 

 
Substitute �U 
L �t in to equation. 
 

�w�T 
E �t 
H �t 
L �{ 
�w�T 
E �v 
L �{ 

�w�T 
L �w 
�T 
L �s 

 
Solution: �T 
L �s�á �U 
L �t 

11. Solving 
Simultaneous 
Equations (by 
Substitution) 

1. Rearrange one of the equations into the 
form �U 
L�ä �ä�ä or �T 
L�ä �ä�ä 
2. Substitute the right-hand side of the 
rearranged equation into the other equation. 
3. Expand and solve this equation. 
4. Substitute the value into the �U 
L�ä �ä�ä or 
�T 
L�ä �ä�ä equation. 
5.  Check that the two values you get 
satisfy both of the original equations. 

�U 
F �t�T 
L �u 
�u�T 
E �v�U 
L �s 

 
Rearrange: �U 
F �t�T 
L �u �\ �U 
L �t�T 
E �u 
 
Substitute: �u�T 
E �v�:�t�T 
E �u�; 
L �s 
 
Solve: �u�T 
E �z�T 
E�s�t 
L �s 

�s�s�T 
L 
F�s�s 
�T 
L 
F�s 

 
Substitute: �U 
L �t 
H 
F�s 
E �u 

�U 
L �s 
 



 
 

   

Solution: �T 
L 
F�s�á �U 
L �s 

12. Solving 
Simultaneous 
Equations  
(Graphically) 

Draw the graphs of the two equations. 
 
The solutions will be where the lines 
meet. 
 
The solution can be written as a 
coordinate. 
  

 
�U 
L �w 
F �T and �U 
L �t�T 
F �s�ä 

 
They meet at the point with coordinates 
(2,3) so the answer is �T 
L �t and �U 
L �u 

13. Solving 
Linear and 
Quadratic 
Simultaneous 
Equations 

Method 1: If both equations are in the same 
form (eg. Both �U 
L�«���� 
1. Set the equations equal to each other. 
2. Rearrange to make the equation equal 
to zero. 
3. Solve the quadratic equation. 
4. Substitute the values back in to one of 
the equations. 
 
Method 2: If the equations are not in the 
same form: 
1.  Rearrange the linear equation into the 
form �U 
L�ä �ä�ä or �T 
L�ä �ä�ä 
2. Substitute in to the quadratic equation. 
3. Rearrange to make the equation equal 
to zero. 
4. Solve the quadratic equation. 
5. Substitute the values back in to one of 
the equations. 
 
You should get two pairs of solutions (two 
values for �T, two values for �U.) 
 
Graphically, you should have two points of 
intersection. 

Example 1 
Solve  
�U 
L �T�6 
F �t�T 
F �w and �U 
L �T 
F �s 
 

�T�6 
F �t�T 
F �w 
L �T 
F �s 
�T�6 
F �u�T 
F �v 
L �r 

�:�T 
F �v�;�:�T 
E �s�; 
L �r 
�T 
L �v and �T 
L 
F�s 
 
�U 
L �v 
F �s 
L �u and  
�U 
L 
F�s 
F �s 
L 
F�t  
 
Answers: (4,3) and (-1,-2) 
 
Example 2 
Solve �T�6 
E �U�6 
L �w and �T 
E �U 
L �u 
 

�T 
L �u 
F �U 
�:�u 
F �U�;�6 
E �U�6 
L �w 

�{ 
F �x�U 
E �U�6 
E �U�6 
L �w 
�t�U�6 
F �x�U 
E �v 
L �r 
�U�6 
F �u�U 
E �t 
L �r 

�:�U 
F �s�;�:�U 
F �t�; 
L �r 
�U 
L �s and �U 
L �t 
 
�T 
L �u 
F �s 
L �t and �T 
L �u 
F �t 
L �s 
 

Answers: (2,1) and (1,2) 
14. Arc Length 
of a Sector 

The arc length is part of the circumference. 
 
Take the angle given as a fraction over 
360° and multiply  by the circumference. 

Arc Length = 
�5�5�9

�7�:�4

H �è 
H �z 
L �z�ä�r�u�?�I 



 
 

   

 
15. Area of a 
Sector 

The area of a sector is part of the total area. 
 
Take the angle given as a fraction over 
360° and multiply  by the area. 

Area = 
�5�5�9

�7�:�4

H �è 
H �v�6 
L �s�x�ä�s�?�I�6 

 
16. Translation Translate means to move a shape.  

The shape does not change size or 
orientation. 

 
17. Column 
Vector 

In a column vector, the top number moves 
left (-) or right (+)  and the bottom number 
moves up (+) or down (-) 

�@�t
�u
�A �P�H�D�Q�V���µ�����U�L�J�K�W���������X�S�¶ 

 

�@
F�s

F�w

�A �P�H�D�Q�V���µ�����O�H�I�W���������G�R�Z�Q�¶ 

18. Rotation The size does not change, but the shape is 
turned around a point. 
 
Use tracing paper. 

Rotate Shape A 90° anti-clockwise 
about (0,1) 

 

 
19. Reflection The size does not change, but the shape is 

�µ�I�O�L�S�S�H�G�¶ like in a mirror . 
 
Line �ž 
L�ë is a vertical line. 
Line �Ÿ 
L�ë is a horizontal line. 
Line �Ÿ 
L �ž is a diagonal line. 

Reflect shape C in the line �U 
L �T 
 

 



 
 

   

20. 
Enlargement 

The shape will get bigger or smaller. 
Multiply each side by the scale factor. 

Scale Factor = 3 means �µ�����W�L�P�H�V���O�D�U�J�H�U��
� ���P�X�O�W�L�S�O�\���E�\�����¶ 
 
�6�F�D�O�H���)�D�F�W�R�U��� ���ò���P�H�D�Q�V���µ�K�D�O�I���W�K�H���V�L�]�H��� ��

�G�L�Y�L�G�H���E�\�����¶ 
21. Finding the 
Centre of 
Enlargement 

Draw straight lines through 
corresponding corners of the two shapes. 
The centre of enlargement is the point 
where all the lines cross over. 
 
Be careful with negative enlargements as 
the corresponding corners will be the other 
way around. 

 
22. Describing 
Transformatio
ns 

Give the following information when 
describing each transformation: 
 
Look at the number of marks in the 
question for a hint of how many pieces of 
information are needed. 
 
If you are asked to describe a 
�µ�W�U�D�Q�V�I�R�U�P�D�W�L�R�Q�¶�����\�R�X���Q�H�H�G���W�R���V�D�\���W�K�H��name 
of the type of transformation as well as 
the other details. 

- Translation, Vector 
- Rotation, Direction, Angle, Centre 
- Reflection, Equation of mirror line 
- Enlargement, Scale factor, Centre 
of enlargement 

23. Negative 
Scale Factor 
Enlargements 

Negative enlargements will look like they 
have been rotated. 
 
�5�(
L 
F�t will be rotated, and also twice as 
big. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enlarge ABC by scale factor -2, centre 
(1,1) 

 



 
 

   

24. Invariance A point, line or shape is invariant if it does 
not change/move when a transformation is 
performed. 
 
�$�Q���L�Q�Y�D�U�L�D�Q�W���S�R�L�Q�W���µ�G�R�H�V���Q�R�W���Y�D�U�\�¶�� 

If shape P is reflected in the �U 
F �=�T�E�O, 
then exactly one vertex is invariant. 

 
25. Congruent 
Shapes 

Shapes are congruent if they are identical -  
same shape and same size. 
 
Shapes can be rotated or reflected but still 
be congruent. 

 

26. Congruent 
Triangles 

4 ways of proving that two triangles are 
congruent: 
 
1. SSS (Side, Side, Side) 
2. RHS (Right angle, Hypotenuse, Side) 
3. SAS (Side, Angle, Side) 
4. ASA (Angle, Side, Angle) or AAS 
 
ASS does not prove congruency. 

 
27. Similar 
Shapes 

Shapes are similar if they are the same 
shape but different sizes. 
 
The proportion of the matching sides must 
be the same, meaning the ratios of 
corresponding sides are all equal. 

 

28. Scale 
Factor 

The ratio of corresponding sides of two 
similar shapes. 
 
To find a scale factor, divide a length on 
one shape by the corresponding length on 
a similar shape. 

 
 
Scale Factor = �s�w
J �s�r
L �s�ä�w 

29. Finding 
missing 
lengths in 
similar shapes 

1. Find the scale factor.  
2. Multiply or divide  the corresponding 
side to find a missing length. 
 
If you are finding a missing length on the 
larger shape you will need to multiply by 
the scale factor. 
 
If you are finding a missing length on the 
smaller shape you will need to divide by 
the scale factor. 

 
 

Scale Factor = �u 
J �t 
L �s�ä�w 
�T 
L �v�ä�w 
H �s�ä�w 
L �x�ä�y�w�?�I  



 
 

   

 

30. Similar 
Triangles 

To show that two triangles are similar, 
show that: 
 
1. The three sides are in the same 
proportion 
2. Two sides are in the same proportion, 
and their included angle is the same 
3. The three angles are equal 

 

 

 



 
 

Topic/Skill  Definition/Tips Example 
1. Quadratic A quadratic expression is of the form 

 
�‡�ž
Û
E�ˆ�ž
E �‰ 

 
where �=�á �> and �? are numbers, �‡ 
M 
Ù 

Examples of quadratic expressions: 
�T�6 

�z�T�6 
F �u�T 
E �y 
 
Examples of non-quadratic expressions: 

�t�T�7 
F �w�T�6 
�{�T 
F �s 

2. Factorising 
Quadratics 

When a quadratic expression is in the form 
�T�6 
E�>�T
E �? find the two numbers that add 
to give b and multiply to give c. 

�T�6 
E �y�T 
E�s�r
L �:�T 
E �w�;�:�T 
E �t�; 
(because 5 and 2 add to give 7 and 
multiply to give 10) 
 

�T�6 
E �t�T 
F �z 
L �:�T 
E �v�;�:�T 
F �t�; 
(because +4 and -2 add to give +2 and 
multiply to give -8) 

3. Difference 
of Two 
Squares 

An expression of the form �‡
Û
F � 
̂Û can be 
factorised to give �:�‡ 
E �ˆ�;�:�‡ 
F �ˆ�; 

�T�6 
F �t�w
L �:�T 
E �w�;�:�T 
F �w�; 
�s�x�T�6 
F �z�s
L �:�v�T 
E �{�;�:�v�T 
F �{�; 

4. Solving 
Quadratics 
�:�=�T�6 
L �>�; 

Isolate the �T�6 term and square root both 
sides. 
Remember there will be a positive and a 
negative solution. 

�t�T�6 
L �{�z 
�T�6 
L �v�{ 
�T 
L 
G�y 

5. Solving 
Quadratics 
�:�=�T�6 
E�>�T
L
�r�; 

Factorise and then solve = 0. �T�6 
F �u�T 
L �r 
�T�:�T 
F �u�; 
L �r 

�T 
L �r���K�N���T 
L �u 

6. Solving 
Quadratics by 
Factorising  
�:�= 
L �s�;  

Factorise the quadratic in the usual way. 
Solve = 0  
 
Make sure the equation = 0 before 
factorising. 

Solve �T�6 
E �u�T 
F�s�r
L �r 
 
Factorise: �:�T 
E �w�;�:�T 
F �t�; 
L �r 

�T 
L 
F�w���K�N���T 
L �t 

7. Factorising 
Quadratics 
when �= 
M �s 

When a quadratic is in the form 
�=�T�6 
E�>�T
E �? 

1. Multiply a by c = ac 
2. Find two numbers that add to give b and 
multiply to give ac. 
3. Re-write the quadratic, replacing �>�T with 
the two numbers you found. 
4. Factorise in pairs �± you should get the 
same bracket twice 
5. Write your two brackets �± one will be the 
repeated bracket, the other will be made of 
the factors outside each of the two brackets. 

Factorise �x�T�6 
E �w�T 
F �v 
 

1. �x 
H 
F�v 
L 
F�t�v 
2. Two numbers that add to give +5 and 
multiply to give -24 are +8 and -3 
3. �x�T�6 
E �z�T 
F �u�T 
F �v 
4. Factorise in pairs:  

�t�T�:�u�T 
E �v�; 
F �s�:�u�T 
E �v�; 
5. Answer = �:�u�T 
E �v�;�:�t�T 
F �s�; 

8. Solving 
Quadratics by 
Factorising  
�:�= 
M �s�;  

Factorise the quadratic in the usual way. 
Solve = 0  
 
Make sure the equation = 0 before 
factorising. 

Solve �t�T�6 
E �y�T 
F �v 
L �r 
 
Factorise: �:�t�T 
F �s�;�:�T 
E �v�; 
L �r 

�T 
L
�s
�t

���K�N���T 
L 
F�v 

�0�D�W�K�V���)�R�X�Q�G�D�W�L�R�Q���<�H�D�U���������7�H�U�P�������D�Q�G���� 
 



 
 

9. Square 
Number 

The number you get when you multiply a 
number by itself. 

1, 4, 9, 16, 25, 36, 49, 64, 81, 100, 121, 
144, 169, 196, 225�«  

�{�~�� 
L ���{�� 
H ���{�� 
L ���z�s 
10. Square 
Root 

The number you multiply by itself to get 
another number. 
 
The reverse process of squaring a number. 

�¾�u�x
L �x 
 
because �x 
H �x 
L�u�x 

11. Solutions 
to �T�6 
L �� �å�ä 

Equations involving squares have two 
solutions, one positive and one negative. 

Solve �T�6 
L �t�w 
 

�T 
L �w���K�N���T 
L 
F�w 
 
This can also be written as �T 
L 
G�w 

12. Cube 
Number 

The number you get when you multiply a 
number by itself and itself again. 

�����������������������������������« 
�t�7 
L �t 
H �t 
H �t 
L �z 

13. Cube Root The number you multiply by itself and 
itself again to get another number. 
 
The reverse process of cubing a number. 

�¾�s�t�w
�/


L �w 
 
because �w 
H �w 
H �w 
L�s�t�w 

14. Powers 
�R�I�« 

The powers of a number are that number 
raised to various powers. 

The powers of 3 are: 
 
�u�5 
L �u  
�u�6 
L �{  
�u�7 
L �t�y  
�u�8 
L �z�s etc. 

15. 
Multiplication 
Index Law 

When multiplying  with the same base 
(number or letter), add the powers. 
 

�‡�“ 
H �‡�” 
L �‡�“�>�”  

�y�9 
H �y�7 
L �y�< 
�=�5�6
H �= 
L �=�5�7 

�v�T�9 
H �t�T�< 
L �z�T�5�7 

16. Division 
Index Law 

When dividing  with the same base (number 
or letter), subtract the powers. 
 

�‡�“ 
J �‡�” 
L �‡�“�?�”  

�s�w�; 
J �s�w�8 
L �s�w�7 
�T�=
J �T�6 
L �T�;  

�t�r�=�5�5
J �w�=�7 
L �v�=�< 
 

17. Brackets 
Index Laws 

When raising a power to another power, 
multiply the powers together. 
 

�:�‡�“ �;�” 
L �‡�“�”  

�:�U�6�;�9 
L �U�5�4 
�:�x�7�;�8 
L �x�5�6 

�:�w�T�: �;�7 
L �s�t�w�T�5�< 

18. Notable 
Powers 

�– 
L �–
Ú   
�–
Ù
L 
Ú  

�{�{�{�{�{�4 
L �s 

19. Negative 
Powers 

A negative power performs the reciprocal. 

�‡�?�“ 
L

Ú

�‡�“  
�u�?�6 
L

�s
�u�6


L
�s
�{
 

20. Fractional 
Powers 

The denominator of a fractional power acts 
�D�V���D���µ�U�R�R�W�¶�� 
 
The numerator of a fractional power acts as 
a normal power. 
 

�=
�à
�á 
L 
k�¾�=

�Ù 
o
�à

 

�t�y
�6
�7 
L 
k�¾�t�y

�/

o

�6

L �u�6 
L �{ 

 


l
�t�w
�s�x


p

�7
�6


L �F
�¾�t�w

�¾�s�x
�G

�7


L 
l
�w
�v

p

�7


L
�s�t�w
�x�v

 



 
 

21. Standard 
Form 

�m�� 
H��
Ú
Ù�ˆ 
 

�S�D�A�N�A��
Ú 
Q �m 
O
Ú
Ù�á �ˆ 
L �•�”�š�‹�•�‹�˜ 

8400 = 8.4 x �s�r�7 
 
0.00036 = 3.6 x �s�r�?�8 

22. 
Multiplying or 
Dividing with 
Standard Form 

Multiply: Multiply the numbers  and add 
the powers. 
Divide: Divide the numbers and subtract 
the powers. 

�:�s�ä�t 
H�s�r�7�; 
H�:�v 
H�s�r�: �; 
L �z�ä�z 
H�s�r�= 
 
�:�v�ä�w 
H�s�r�9�; 
J �:�u 
H�s�r�6�; 
L �s�ä�w 
H�s�r�7 

23. Adding or 
Subtracting 
with Standard 
Form 

Convert in to ordinary  numbers, calculate 
and then convert back in to standard form 

�t�ä�y 
H�s�r�8 
E �v�ä�x 
H�s�r�7 

L �t�y�r�r�r
E�v�x�r�r
L �u�s�x�r�r 


L �u�ä�s�x
H�s�r�8 

24. Parallel Parallel lines never meet. 

 

25. 
Perpendicular 

Perpendicular lines are at right angles. 
There is a 90° angle between them. 

 

26. Vertex A corner or a point where two lines meet. 

 

27. Angle 
Bisector 

Angle Bisector: Cuts the angle in half. 
 
1.  Place the sharp end of a pair of 
compasses on the vertex.  
2. Draw an arc, marking a point on each 
line.  
3. Without changing the compass put the 
compass on each point and mark a centre 
point where two arcs cross over.  
4. Use a ruler to draw a line through the 
vertex and centre point. 
 

 

28. 
Perpendicular 
Bisector 

Perpendicular Bisector: Cuts a line in 
half and at right angles. 
 
1. Put the sharp point of a pair of 
compasses on A.  
2. Open the compass over half way on the 
line.  
3. Draw an arc above and below the line. 
4. Without changing the compass, repeat 
from point B.  
5. Draw a straight line through the two 
intersecting arcs. 

 



 
 

29. 
Perpendicular 
from an 
External Point 

The perpendicular distance from a point 
to a line is the shortest distance to that 
line. 
 
1. Put the sharp point of a pair of 
compasses on the point. 
2. Draw an arc that crosses the line twice. 
3. Place the sharp point of the compass on 
one of these points, open over half way and 
draw an arc above and below the line. 
4. Repeat from the other point on the line. 
5. Draw a straight line through the two 
intersecting arcs. 

 

30. 
Perpendicular 
from a Point 
on a Line 

Given line PQ and point R on the line: 
 
1. Put the sharp point of a pair of 
compasses on point R. 
2. Draw two arcs either side of the point of 
equal width (giving points S and T) 
3. Place the compass on point S, open over 
halfway and draw an arc above the line. 
4. Repeat from the other arc on the line 
(point T). 
5. Draw a straight line from the intersecting 
arcs to the original point on the line.   

 

31. 
Constructing 
Triangles 
(Side, Side, 
Side) 

1. Draw the base of the triangle using a 
ruler. 
2. Open a pair of compasses to the width of 
one side of the triangle. 
3. Place the point on one end of the line and 
draw an arc. 
4. Repeat for the other side of the triangle 
at the other end of the line. 
5. Using a ruler, draw lines connecting the 
ends of the base of the triangle to the point 
where the arcs intersect. 

 

32. 
Constructing 
Triangles 
(Side, Angle, 
Side) 

1. Draw the base of the triangle using a 
ruler. 
2. Measure the angle required using a 
protractor and mark this angle. 
3. Remove the protractor and draw a line of 
the exact length required in line with the 
angle mark drawn. 
4. Connect the end of this line to the other 
end of the base of the triangle. 

 



 
 

 

33. 
Constructing 
Triangles 
(Angle, Side, 
Angle) 

1. Draw the base of the triangle using a 
ruler. 
2. Measure one of the angles required using 
a protractor and mark this angle. 
3. Draw a straight line through this point 
from the same point on the base of the 
triangle. 
4. Repeat this for the other angle on the 
other end of the base of the triangle. 

 

34. 
Constructing 
an Equilateral 
Triangle (also 
makes a 60° 
angle) 

1. Draw the base of the triangle using a 
ruler. 
2. Open the pair of compasses to the exact 
length of the side of the triangle. 
3. Place the sharp point on one end of the 
line and draw an arc. 
4. Repeat this from the other end of the 
line. 
5. Using a ruler, draw lines connecting the 
ends of the base of the triangle to the point 
where the arcs intersect. 

 

35. Loci and 
Regions 

A locus is a path of points that follow a 
rule. 
 
For the locus of points closer to B than A, 
create a perpendicular bisector between A 
and B and shade the side closer to B. 
 
 
For the locus of points equidistant from A, 
use a compass to draw a circle, centre A. 
 
 
 
 
 
 
For the locus of points equidistant to line 
X and line Y, create an angle bisector.  
 
 
 
For the locus of points a set distance from 
a line, create two semi-circles at either end 
joined by two parallel lines. 

 
 

 
 

 
 

 

 



 Year 10 - English Knowledge Organiser Term 5 and 6 - Dr Jekyll and Mr Hyde �t Knowledge Organiser 
 

Plot summary: 
1. The Story of the Door: Passing a strange-looking door whilst out for a walk, Enfield tells Utterson about incident involving a man (Hyde) trampling on a young girl. The man paid the girl compensation. Enfield says the man had a key to 

�š�Z�������}�}�Œ���~�Á�Z�]���Z���o�������•���š�}�����Œ�X���:���l�Ç�o�o�[�• laboratory) 
2. Search for Hyde: Utterson �o�}�}�l�•�����š�����Œ�X���:���l�Ç�o�o�[�•���Á�]�o�o�����v�������]�•���}�À���Œ�•���š�Z���š���Z�����Z���•���o���(�š���Z�]�•���‰�}�•�•���•�•�]�}�v�•���š�}���D�Œ�X���,�Ç�������]�v���š�Z�������À���v�š���}�(���Z�]�•�����]�•���‰�‰�����Œ���v�����X���h�š�š���Œ�•�}�v���Á���š���Z���•���š�Z�������}�}�Œ�����v�����•�����•���,�Ç�������µ�v�o�}���l���]�š�U���š�Z���v���P�}���•���š�}���Á���Œ�v���:���l�Ç�o�o�X���:���l�Ç�o�o���]�•�v�[�š���]�v�U��

but Poole tells him that the servants have been told to obey Hyde. 
3. ���Œ�X���:���l�Ç�o�o���Á���•���Y�µ�]�š�������š�������•���W���d�Á�}���Á�����l�•���o���š���Œ�U���h�š�š���Œ�•�}�v���P�}���•���š�}���������]�v�v���Œ���‰���Œ�š�Ç�����š���:���l�Ç�o�o�[�•���Z�}�µ�•�������v�����š���o�o�•���Z�]�u�������}�µ�š���Z�]�•�����}�v��erns. Jekyll laughs off his worries. 
4. The Carew Murder Case: Nearly a year later, an elderly gentleman is murdered in the street by Hyde. A letter to Utterson is found on the body. Utterson recognises the murder weapon has a broken �Á���o�l�]�v�P�������v�����}�(���:���l�Ç�o�o�[�•�X���,�����š���l���•���š�Z����

�‰�}�o�]�������š�}���:���l�Ç�o�o�[�•���Z�}�µ�•�����š�}���(�]�v�����,�Ç�����U�����µ�š�����Œ�����š�}�o�����Z�����Z���•�v�[�š���������v���š�Z���Œ�����(�}�Œ���š�Á�}���u�}�v�š�Z�•�X���dhey find the other half of the cane and signs of a quick exit. 
5. �/�v���]�����v�š���}�(���š�Z�����>���š�š���Œ�W���h�š�š���Œ�•�}�v���P�}���•���š�}���:���l�Ç�o�o�[�•���Z�}�µ�•�������v�����(�]�v���•���Z�]�u���Z�o�}�}�l�]�v�P�����������o�Ç���•�]���l�[�X���,�������•�l�•�������}�µ�š���,�Ç���������µ�š���:���l�Ç�o�o���•�Z�}�Á�•���Z�]�u�������o���š�š���Œ���š�Z���š���•���Ç�•���Z�����Á�}�v�[�š���������������l�X���h�š�š���Œ�•�}�v�������o�]���À���•���š�Z�����oetter has been forged by Jekyll to cover for 

Hyde. 
6. Remarkable Incident of Dr. Lanyon: Hyde has disappeared and Jekyll seems happier and more sociable until a sudden depression strikes him. Utterson visits Dr. Lanyon on his death-bed, who hints that Jekyll is the cause of his illness. 

�h�š�š���Œ�•�}�v���Á�Œ�]�š���•���š�}���:���l�Ç�o�o�����v�����Œ�������]�À���•�������Œ���‰�o�Ç���š�Z���š���•�µ�P�P���•�š�•���Z�����]�•���Z���•���(���o�o���v���Z�µ�v�����Œ�����������Œ�l���]�v�(�o�µ���v�����[�X���>���v�Ç�}�v�����]���•�����v�����o�����À��s a note for Utterson to open after the death or disappearance of Jekyll. Utterson tries to revisit Jekyll but is told 
by Poole that he is living in isolation. 

7. �/�v���]�����v�š�����š���š�Z�����t�]�v���}�Á�W���h�š�š���Œ�•�}�v�����v�������v�(�]���o�������Œ�����}�µ�š���(�}�Œ���Á���o�l�����v�����‰���•�•���:���l�Ç�o�o�[�•���Á�]�v���}�Á�U���Á�Z���Œ�����š�Z���Ç���•�������Z�]�u�����}�v�(�]�v�������o�]�l���������‰�Œisoner. Utters�}�v�������o�o�•���}�µ�š�����v�����:���l�Ç�o�o�[�•���(���������Z���•�������o�}�}�l���}�(���Z�����i�����š���š���Œ�Œ�}�Œ�����v���������•�‰���]�Œ�[�X���^�Z�}���l�����U���h�š�š���Œ�•�}�v�����v����
Enfield leave. 

8. �d�Z�����>���•�š���E�]�P�Z�š�W���W�}�}�o�����À�]�•�]�š�•���h�š�š���Œ�•�}�v�����v�������•�l�•���Z�]�u���š�}�����}�u�����š�}���:���l�Ç�o�o�[�•���Z�}�µ�•���X���d�Z�������}�}�Œ���š�}���š�Z�����o�����}�Œ���š�}�Œ�Ç���]�•���o�}���l���������v�����š�Z�����À�}ice inside sounds like Hyde. Poole says that the voice has been asking for days for a chemical to be brought, but 
has rejected it each time as it is not pure. They break down the door and find a twitching body with a vial in its hands. There is also a will which leaves everyt�Z�]�v�P���š�}���h�š�š���Œ�•�}�v�����v���������‰�����l���P�������}�v�š���]�v�]�v�P���:���l�Ç�o�o�[�•�����}�v�(���•�•�]�}�v�����v���������o���š�š���Œ��
���•�l�]�v�P���h�š�š���Œ�•�}�v���š�}���Œ���������>���v�Ç�}�v�[�• letter. 

9. ���Œ���>���v�Ç�}�v�[�•���E���Œ�Œ���š�]�À���W���d�Z�������}�v�š���v�š�•���}�(���>���v�Ç�}�v�[�•���o���š�š���Œ���š���o�o�•���}�(���Z�}�Á���Z�����Œ�������]�À�����������o���š�š���Œ���(�Œ�}�u���:���l�Ç�o�o�����•�l�]�v�P���Z�]�u���š�}�����}�o�o�����š�����Zemicals, a vial ���v�����v�}�š�����}�}�l���(�Œ�}�u���:���l�Ç�o�o�[�•���o�����}�Œ���š�}�Œ�Ç�����v�����P�]�À�����]�š���š�}�������u���v���Á�Z�}���Á�}�µ�o���������o�o�����š���u�]���v�]�P�Z�š�X�������P�Œ�}�š���•�‹�µ����
man arrives and drinks the potion which transforms him into Jekyll, causing Lanyon to fall ill. 

10. �,���v�Œ�Ç���:���l�Ç�o�o�[�•���&�µ�o�o���^�š���š���u���v�š���}�(���š�Z���������•���W���:���l�Ç�o�o���š���o�o�•���š�Z����story of how he turned into Hyde. It began as a scientific investigation into the duality of human nature and an attempt to d���•�š�Œ�}�Ç���Z�]�•���Z�����Œ�l���Œ���•���o�(�[�X�����À���v�š�µ���o�o�Ç���Z�������������u�����������]���š������
to being Hyde, who increasingly took over and destroyed him. 

Key characters Key themes Context and literary tradition Stylistic features & 
relevant terms 

Dr Henry Jekyll A doctor and experimental scientist who is 
both wealthy and respectable. 

-Duality 

 
-Science and the 
unexplained 

 
-The supernatural 

 
-Reputation 

 
-Rationality 

 
-Urban terror 

 
-Secrecy and 
silence 

 
-Gothic 

Duality �t lots of contrasts in terms of setting, character and themes including: reality vs appearance, Jekyll and 
Hyde, light and dark, 

-Imagery 
 

-Simile 
 

-Sensory 
 

-Metaphor 
 

-Pathetic fallacy 
 

-Alliteration 
 

-Antithesis 
 

-Oxymoron 

Mr Edward Hyde A small, violent and unpleasant-looking man; 
an unrepentant criminal. 

Victorian values �t from the 1850s to the turn of the century, British society outwardly displayed values of sexual 
restraint, low tolerance of crime, religious morality and a strict social code of conduct. Utterson is our 
stereotypical Victorian male. 

Gabriel Utterson A calm and rational lawyer and friend of 
Jekyll. 

The implications of Darwinism and evolution haunted Victorian society. The idea that humans evolved from apes 
���v�������u�‰�Z�]���]���v�•���o�������š�}���Á�}�Œ�Œ�]���•�������}�µ�š���}�µ�Œ���o�]�v�����P�������v���������}�µ�š���Z�µ�u���v�]�š�Ç�[�•���Œ���À���Œ�•�]�}�v���š�}���š�Z���•�����‰�Œ�]�u�]�š�]�À�����•�š���š���•�X 

Dr Hastie Lanyon A conventional and respectable doctor and 
former friend of Jekyll. 

Gothic genre �t the key features of the gothic genre are shown through the: setting e.g. the alleyway, character 
e.g. the antagonist of Hyde, the plot e.g. the vicious murder of Carew. 

Richard Enfield A distant relative of Utterson and well-known 
man about town. 

Victorian London �t the population of 1 million in 1800 to 6.7 million in 1900, with a huge numbers migrating 
from Europe. It became the biggest city in the world and a global capital for politics, finance and trade. The city 
grew wealthy. 

Poole �:���l�Ç�o�o�[�•��manservant. Urban terror �t as London grew wealthy, poverty in the city also grew. The overcrowded city became rife with 
crime. Gothic and detective literature became more relevant. 

Sir Danvers Carew A distinguished gentleman who is beaten to 
death by Hyde. 

Robert Louis Stevenson was born and raised in Edinburgh, giving him the dual identity of being both Scottish and 
British. Edinburgh was a city of two sides - he was raised in the wealthy New Town area, but spent his youth 
exploring the darker, more sinister side of town. 

Mr Guest �h�š�š���Œ�•�}�v�[�•���•�����Œ���š���Œ�Ç�����v�����Z���v���Á�Œ�]�š�]�v�P�����Æ�‰���Œ�š�X Religion vs Science. Religious people believed that you should not go against God and what he created but then 
scientists such as Dr Jekyll manipulated DNA. 



Key quotations Useful vocabulary Responding to the extract 

�ƒ �Z�d�Z�����u���v���š�Œ���u�‰�o�����������o�u�o�Ç���}�À���Œ���š�Z�������Z�]�o���[�•�����}���Ç�����v�����o���(�š���Z���Œ���•���Œ�����u�]�v�P���}�v the 
ground. It sounds nothing to hear, but it was hellish to �•�����X�[ 

�ƒ �h�š�š���Œ�•�}�v�W���Z�/�(���Z�����������D�Œ���,�Ç�����U���/���•�Z���o�o���������D�Œ �^�����l�[��
Hyde: �Z�•�v���Œ�o���������o�}�µ�����]�v�š�}�������•���À���P�� �o���µ�P�Z�[ 
�h�š�š���Œ�•�}�v���}�v���:���l�Ç�o�o�W���Z�Z�����Á���•���Á�]�o�����Á�Z���v���Z�����Á���•���Ç�}�µ�v�P�U�������o�}�v�P���Á�Z�]�o�������P�}�[ 

�ƒ �:���l�Ç�o�o�W���Z�š�Z�����u�}�u���v�š���/�����Z�}�}�•���U���/�������v���������Œ�]�����}�(���D�Œ���,�Ç�����[���t �Z�/�����•�l���Ç�}�µ���š�}���Z���o�‰���Z�]�u for 
�u�Ç���•���l���U���Á�Z���v���/�����u���v�}���o�}�v�P���Œ���Z���Œ���[ 

�ƒ �,�Ç�����W���Z�Á�]�š�Z�����‰��-�o�]�l�����(�µ�Œ�Ç�Y���š�Œ���u�‰�o�]�v�P���Z�]�•���À�]���š�]�u���µ�v�����Œ���(�}�}�š�[���~�����v�À���Œ�•�������Œ���Á�•��
�,�Ç�����W�������•���Œ�]�����������Ç���h�š�š���Œ�•�}�v�����•���Z�‰���Œ�š�]���µ�o���Œ�o�Ç���•�u���o�o�����v�����‰���Œ�š�]���µ�o���Œ�o�Ç���Á�]���l����- 
�o�}�}�l�]�v�P�[ 
�,�Ç�����W���Z�Z���µ�v�š�]�v�P���•���v�•�����}�(���µ�v���Æ�‰�Œ���•�•�����������(�}�Œ�u�]�š�Ç�[ 

�ƒ �h�š�š���Œ�•�}�v�W���Z�]�š���Á���•���,�Ç�������Á�Z�}�����]���š���š�������š�Z�����š���Œ�u�•���]�v���Ç�}�µ�Œ���Á�]�o�o�������}�µ�š that 
���]�•���‰�‰�����Œ���v�����[���t �Z�Z�����u�����v�š���š�}���u�µ�Œ�����Œ �Ç�}�µ�[ 
���o���Œ�l�W���,�Ç���������v�����:���l�Ç�o�o�[�•���Z���v���Á�Œ�]�š�]�v�P�W���Z�š�Z�����š�Á�}���Z���v���•�����Œ�����]�v���u���v�Ç���‰�}�]�v�š�•���]�����v�š�]�����o�[ 

�ƒ �Z�E�}�Á���š�Z���š���š�Z�������À�]�o���]�v�(�o�µ���v�������Z�������������v���Á�]�š�Z���Œ���Á�v�U�������v���Á���o�]�(���������P���v���(�}�Œ�����Œ �:���l�Ç�o�o�[��
Dr �>���v�Ç�}�v�W���Z�Z�����Z�������Z�]�•���������š�Z-warrant written legibly upon his �(�������[ 
�>���v�Ç�}�v�W���Z�/���Z���À�����Z�����������•�Z�}���l�����v�����/���•�Z���o�o���v���À���Œ���Œ�����}�À���Œ�[ 
�:���l�Ç�o�o�W���Z�/���u�����v���(�Œ�}�u���Z���v�����(�}�Œ�š�Z���š�}���o�������������o�]�(�����}�(�����Æ�š�Œ���u�����•�����o�µ�•�]�}�v�[ 

�ƒ �:���l�Ç�o�o�[�•�����Æ�‰�Œ���•�•�]�}�v���}�(���Z�����i�����š���š���Œ�Œ�}�Œ�����v�� �����•�‰���]�Œ�[ 
�ƒ Pathetic fallac�Ç�W���Z�š�Z�����Á�]�v�����u���������š���o�l�]�v�P�����]�(�(�]���µ�o�š�U�����v�����(�o�����l�������š�Z�������o�}�}�����]�v�š�}���š�Z����

�(�������[ 
�W�}�}�o���W���Z���o�o���š�Z�]�•���o���•�š���Á�����l�U���Á�Z���š���À���Œ���]�š���]�•���š�Z���š���o�]�À���•���]�v���š�Z���š���������]�v���š���Z���•���������v�����Œ�Ç�]�v�P��
�v�]�P�Z�š�����v���������Ç���(�}�Œ���•�}�u�����•�}�Œ�š���}�(���u�����]���]�v���[���t �Z�š�Z�]�•�����Œ�µ�P���]�•���Á���v�š���������]�š�š���Œ���������[���t 
�Z�Á�����‰�]�v�P���o�]�l���������Á�}�u���v���}�Œ�������o�}�•�š���•�}�µ�o�[ 
�,�Ç�����W���Z���Œ���•�•�������]�v�����o�}�š�Z���•���(���Œ���š�}�}���o���Œ�P�����(�}�Œ���Z�]�u�U�����o�}�š�Z���•���}�(���š�Z�������}���š�}�Œ�[�•�����]�P�v���•�•�[ 

�ƒ �>���v�Ç�}�v�W���Z�Z�]�•���(�����������������u�����•�µ�������v�o�Ç�����o�����l�U�����v�����š�Z�����(�����š�µ�Œ���•���•�����u�������š�}���u���o�š and 
���o�š���Œ�[ 
�>���v�Ç�}�v�W���Z�o�]�l���������u���v���Œ���•�š�}�Œ�������(�Œ�}�u���������š�Z�[ 
�>���v�Ç�}�v�W���Z�t�Z���š���Z�����š�}�o�����u�����]�v the next hour I cannot bring my mind to set on 
�‰���‰���Œ�[ 

�ƒ �:���l�Ç�o�o�W���Z�/���•�š�}�}�������o�Œ�������Ç�����}�u�u�]�š�š�������š�}�������‰�Œ�}�(�}�µ�v�������µ�‰�o�]���]�š�Ç���}�(���o�]�(���[���t �Z�š�Z�}�µ�P�Z���•�}��
profound a double-dealer, I was in no sense a hypocrite; both sides of me were in 
dead �����Œ�v���•�š�[ 
�:���l�Ç�o�o�W���Z�/���o�}�}�l�������µ�‰�}�v���šhat ugly idol in the glass, I was conscious of no 
�Œ���‰�µ�P�v���v�����U���Œ���š�Z���Œ���}�(�������o�����‰���}�(���Á���o���}�u���[ 
���]�o���u�u���W���Z�š�}�������•�š���]�v���u�Ç���o�}�š���Á�]�š�Z���:���l�Ç�o�o���Á���•���š�}�����]�����š�}���š�Z�}�•�������‰�‰���š�]�š���•���Á�Z�]���Z���/���Z������
long secretly indulged and had of late begun to pamper. To cast it in with Hyde 
was to die to a thousand interests and aspirations, and to become, at a blow and 
�(�}�Œ�����À���Œ�U�������•�‰�]�•���������v�����(�Œ�]���v���o���•�•�X�[ 

Aberration Abnormal �9 Sustained focus on the extract and the question 
given.��

�9 Coherently structure and present ideas.��
�9 Appropriate, sensitive and mature approach to the 

extract, looking at finer details and interpretations.��
�9 Show a perceptive understanding of events within 

the extract and the wider effect they have.��
�9 Give a thoughtful and considered personal response 

that looks at the audience, as well as their own 
opinion.��

�9 You must reference and give context for the extract, 
referring to events and quotations across the play as 
a whole.��

�9 Use pertinent, direct quotations from the extract.��
�9 Make reference to and analyse �š�Z�����Á�Œ�]�š���Œ�[�•���µ�•�����}�(��

language, form and structure as a way of conveying 
ideas and meaning to the audience.��

�9 Use precise subject terminology to enhance analysis 
and use this in an accurate way.��

�9 Explore the genre of the text and the contexts in 
which the text is viewed by different audiences.��

�9 Explore the text in relation to period, location, social 
structures and literary contexts.��

Abhorrent Disgusting 

Allegory Story with a moral parallel 

Allusion Reference 

Anxiety Nervousness 

Atavism Evolutionary throwback 

Consciousness Awareness 

Debased Become lower 

Degenerate Disgusting 

Depraved Morally corrupt 

Duality Two aspects explored 

Duplicity Lying or dissembling 

Epistolary Story written in letter form 

Ethics The moral rules you live your 
life by 

Eugenics Population control 
Evolution Slow change over many years 
Feral Wild 

Genre Type of writing 

Metamorphosis Change 

Perversion Corruption from original 

Professional Belonging to a profession; 
respectable 

Respectability Socially acceptable 

Restraint Holding oneself back 

Savage Wild 

Subconscious Part of the mind not fully 
aware 

Suppression Holding something down 

Supernatural Beyond the natural 

Unorthodox Against the usual 

Victorian During the reign of Queen 
Victoria 
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�z�����Œ���í�ì���d�Œ�]�‰�o���l�d�Œ�]�o�}�P�Ç�����Z���u�]�•�š�Œ�Ç���d���Œ�u���ñ�=�ò��-�����o�����š�Œ�}�o�Ç�•�]�• 

�<���Ç���t�}�Œ�� �����.�v�]�Ÿ�}�v 
���o�����š�Œ�}�o�Ç�•�]�• ���Œ�����l�]�v�P�����}�Á�v���µ�•�]�v�P�����o�����š�Œ�]���]�š�Ç 

���o�����š�Œ�}�o�Ç�š�� �d�Z�������}�u�‰�}�µ�v�������Œ�}�l���v�����}�Á�v���µ�•�]�v�P�����o�����š�Œ�]���]�š�Ç 

���v�}���� �d�Z�����‰�}�•�]�Ÿ�À�������o�����š�Œ�}���� 

�����š�Z�}���� �d�Z�����v���P���Ÿ�À�������o�����š�Œ�}���� 

�/�v���Œ�š �h�v�Œ�������Ÿ�À�����•�µ���•�š���v���� 

�/�}�v�• ���Z���Œ�P�������‰���Œ�Ÿ���o���• 

�,���o�(�����‹�µ���Ÿ�}�v ���‹�µ���Ÿ�}�v���•�Z�}�Á�]�v�P���Á�Z���š���]�•���}�����µ�Œ�Œ�]�v�P�����š���}�v�������o�����š�Œ�}�������]�v���š���Œ�u�•��
�}�(���]�}�v�•�����v�������o�����š�Œ�}�v�• 

�K�Æ�]�����Ÿ�}�v �>�}�•�•���}�(�����o�����š�Œ�}�v�• 

�Z�����µ���Ÿ�}�v �'���]�v���}�(�����o�����š�Œ�}�v�• 

���v���]�}�v�����o�Á���Ç�•���u�}�À���•���š�}�Á���Œ���•��

�š�Z�����}�‰�‰�}�•�]�š���o�Ç�����Z���Œ�P��������������

���o�����š�Œ�}���� 

�d�Z�]�•���•�Z�}�Á�•���š�Z�������Z���v�P���•�����š���š�Z������

���o�����š�Œ�}�����•���]�v���š�Z�������o�����š�Œ�}�o�Ç�•�]�•���}�(��

�u�}�o�š���v���o�����������Œ�}�u�]���� 

�d�Z�]�•���•�Z�}�Á�•���š�Z�������Z���v�P���•�����š���š�Z���������š�Z�}�������(�}�Œ�������•�}�o�µ�Ÿ�}�v�����}�v�š���]�v�]�v�P��
�‰�}�š���•�•�]�µ�u���]�}�v�•�X���W�}�š���•�•�]�µ�u���]�•���u�}�Œ�����Œ�������Ÿ�À�����š�Z���v���,�Ç���Œ�}�P���v�U���•�}��

�,�Ç���Œ�}�P���v���]�•���P�]�À���v���}�+���]�v�•�š���������}�(���W�}�š���•�•�]�µ�u�X 

�/�(�����v���]�}�v�]�������}�u�r
�‰�}�µ�v�������}�v�š���]�v�•��

�����u���š���o���š�Z���š���]�•��
�u�}�Œ�����Œ�������Ÿ�À����

�š�Z���v���Z�Ç���Œ�}�P���v�U��
���o�����š�Œ�}�o�Ç�•�]�•���}�(������

�•�}�o�µ�Ÿ�}�v���Á�]�o�o��
�‰�Œ�}���µ�������Z�Ç���Œ�}�r

�P���v�U���v�}�š���š�Z����
�u���š���o�X 

���v���]�}�v�]�������}�u�‰�}�µ�v�������}�v���µ���š�•�����o�����š�Œ�]���]�š�Ç���Á�Z���v���]�š���]�•���u�}�o�š���v���}�Œ���]�v���•�}�o�µ�Ÿ�}�v�X���d�Z����
���µ�Œ�Œ���v�š�������µ�•���•���š�Z�����]�}�v�]�������}�u�‰�}�µ�v�����š�}���•�‰�o�]�š���µ�‰�����v�����(�}�Œ�u���v���Á���•�µ���•�š���v�����•�X 

���Æ���u�‰�o���•���}�(�����o�����š�Œ�}�o�Ç�•�]�• 

�d�Z�����‰�Œ�}���µ���š�•���}�(��
���o�����š�Œ�}�o�Ç�•�]�•���}�(��

�u�}�o�š���v���Ì�]�v����
���Z�o�}�Œ�]���������Œ����

�Ì�]�v�����u���š���o�����v����
���Z�o�}�Œ�]�v�����P���• 

�d�Z�����‰�Œ�}���µ���š�•���}�(��
���o�����š�Œ�}�o�Ç�•�]�•���}�(��

���}�‰�‰���Œ�����Œ�}�u�]������

�•�}�o�µ�Ÿ�}�v�����Œ����

���}�‰�‰���Œ���u���š���o��
���v�������Œ�}�u�]�v�����P���• 

���Æ�š�Œ�����Ÿ�}�v���}�(�����o�µ�u�]�v�]�µ�u�����Ç�����o�����š�Œ�}�o�Ç�•�]�• 

�d�Z�������+�����š���}�(���t���š���Œ 

�,���o�(�����‹�µ���Ÿ�}�v�•���~�,�• 

�W���î�=���~���‹�•���=���î��-���: ���W�����~�•�• 

�î���Œ-���~���‹�•���: �����Œ�î���~�P�•���=���î��- 



���Z���u�]�����o�������o�o�• �&�µ���o�������o�o�• 

���o�����š�Œ�]�����o�������o�o�•�����v���������©���Œ�]���•���Œ���o�Ç���}�v���š�Z�������]�+���Œ�]�v�P���Œ�������Ÿ�À�]�š�Ç���}�(���š�Á�}���u���š���o�•�X 

 

�t�Z���v���Á�����Z���À�����������]�•�‰�o�������u���v�š���Œ�������Ÿ�}�v�U���}�v�����u���š���o���]�•���P���«�v�P���Œ�����µ�����������v�����}�v�����u���š���o���]�•��
�P���«�v�P���}�Æ�]���]�•�����X���d�Z�]�•���]�•�������Œ�����}�Æ���Œ�������Ÿ�}�v�X�� 

 

�Z���u���u�����Œ���K�/�>���Z�/�'���~�}�Æ�]�����Ÿ�}�v���]�•���o�}�•�•���}�(�����o�����š�Œ�}�v�•�U���Œ�����µ���Ÿ�}�v���]�•���P���]�v���}�(�����o�����š�Œ�}�v�•�• 

�/�(���Ç�}�µ���i�}�]�v���š�Á�}���u���š���o�•���š�}�P���š�Z���Œ���Á�]�š�Z�������Á�]�Œ���U��
���v�����‰�o���������š�Z���u���]�v�����v�����o�����š�Œ�}�o�Ç�š���U�����o�����š�Œ�}�v�•��

�Á�]�o�o���G�}�Á���š�Z�Œ�}�µ�P�Z���š�Z�����Á�]�Œ�����(�Œ�}�u���š�Z�����u�}�Œ����
�Œ�������Ÿ�À�����u���š���o���š�}���š�Z�����o�����•�š���Œ�������Ÿ�À�����u���š���o�X 

 

�d�Z�����P�Œ�����š���Œ���š�Z�������]�+���Œ���v�������]�v���Œ�������Ÿ�À�]�š�Ç��������

�����š�Á�����v���š�Z�����š�Á�}���u���š���o�•�U���š�Z�����Z�]�P�Z���Œ���š�Z����
�À�}�o�š���P�����‰�Œ�}���µ�������X 

���Æ���u�‰�o���W 

�����©���Œ�]���•���Á�}�Œ�l���]�v�������•�]�u�]�o���Œ���Á���Ç���Á�]�š�Z���š�Á�}��
�u���š���o�•�����v�������v�����o�����š�Œ�}�o�Ç�š���X���d�Z�������o�����š�Œ�}�v�•��

�G�}�Á���(�Œ�}�u���š�Z�����u�}�Œ�����Œ�������Ÿ�À�����v���P���Ÿ�À������������
���o�����š�Œ�}�������š�}���š�Z�����o���•�•���Œ�������Ÿ�À�����‰�}�•�]�Ÿ�À����������

���o�����š�Œ�}�����X 

�,�Ç���Œ�}�P���v���]�•�������Œ���v���Á�����o�������o�š���Œ�v���Ÿ�À�����š�}���(�}�•�•�]�o���(�µ���o�•�X�� 

�/�š�������v�����������µ�Œ�v�������]�v�����}�u���µ�•�Ÿ�}�v�����v�P�]�v���•�W 

 

 

�/�š�����}���•���v�}�š���‰�Œ�}���µ���������K�î���•�}�����}�µ�o�����Z���o�‰���Œ�����µ�������š�Z�����Z�µ�u���v���]�u�‰�����š���}�(���P�o�}�����o���Á���Œ�u�]�v�P�U 

 

�/�š�������v�����o�•�}���������µ�•�������]�v���(�µ���o�������o�o�•���š�}���‰�}�Á���Œ���À���Z�]���o���•�W 

�,�Ç���Œ�}�P���v���]�•���•�µ�‰�‰�o�]�������š�}���š�Z����
�v���P���Ÿ�À�������o�����š�Œ�}�����X���/�š���Œ�������š�•��

�Á�]�š�Z���Z�Ç���Œ�}�Æ�]�������]�}�v�•���š�}������������������
�‰�Œ�}���µ�������Á���š���Œ�����v���������•�}�µ�Œ�������}�(��

���o�����š�Œ�}�v�•�X���,�Ç���Œ�}�P���v���]�•��������������������
�}�Æ�]���]�•�����X 

�K�Æ�Ç�P���v���]�•���•�µ�‰�‰�o�]�������š�}���š�Z��������
�‰�}�•�]�Ÿ�À�������o�����š�Œ�}�����X���/�š���Œ�������š�•���š�}��

�(�}�Œ�u���Z�Ç���Œ�}�Æ�]�������]�}�v�•�����v����������������
���������‰�š�•�����o�����š�Œ�}�v�•�X���K�Æ�Ç�P���v���]�•��

�Œ�����µ�������X���� 

�����À���v�š���P���•���}�(���,�Ç���Œ�}�P���v���(�µ���o�������o�o�• ���]�•�����À���v�š���P���•���}�(���,�Ç���Œ�}�P���v���(�µ���o�������o�o�• 

���}���v�}�š���v���������š�}�����������o�����š�Œ�]�����o�o�Ç���Œ��-���Z���Œ�P���� �,�Ç���Œ�}�P���v���]�•���Z�]�P�Z�o�Ç���G���u�u�����o�� 

�E�}���‰�}�o�o�µ�š���v�š�•���‰�Œ�}���µ������ �,�Ç���Œ�}�P���v���]�•���•�}�u���Ÿ�u���•���‰�Œ�}���µ���������(�}�Œ���(�µ���o��
�����o�o�•���µ�•�]�v�P���v�}�v-�Œ���v���Á�����o�����•�}�µ�Œ�����• 

�����v���������u���������]�v�����]�+���Œ���v�š���•�]�Ì���• �,�Ç���Œ�}�P���v���]�•�����]�8���µ�o�š���š�}���•�š�}�Œ�� 



 

�z�����Œ���í�ì���d�Œ�]�‰�o�����l�d�Œ�]�o�}�P�Ç�����Z���u�]�•�š�Œ�Ç���d���Œ�u�•���ñ�=�ò��-�����v���Œ�P�Ç�����Z���v�P���• 

�<���Ç���t�}�Œ�� �����.�v�]�Ÿ�}�v 
���Æ�}�š�Z���Œ�u�]�� �����Œ�������Ÿ�}�v���š�Z���š���š�Œ���v�•�(���Œ�•�����v���Œ�P�Ç���š�}���š�Z�����•�µ�Œ�Œ�}�µ�v���]�v�P�•�X���/�š���Z�����š�•���µ�‰�X��

�^�Z�}�Á�v�����Ç�������v���P���Ÿ�À�������v���Œ�P�Ç���À���o�µ���X 

���v���}�š�Z���Œ�u�]�� �����Œ�������Ÿ�}�v���š�Z���š�������•�}�Œ���•���(�Œ�}�u���š�Z�����•�µ�Œ�Œ�}�µ�v���]�v�P�•�X���/�š�����}�}�o�•�����}�Á�v�X��
�^�Z�}�Á�v�����Ç�������‰�}�•�]�Ÿ�À�������v���Œ�P�Ç���À���o�µ���X 

�����Ÿ�À���Ÿ�}�v�����v���Œ�P�Ç �d�Z�������v���Œ�P�Ç���v�������������š�}���•�š���Œ�š�������Œ�������Ÿ�}�v�X 

���}�v�������v���Œ�P�Ç �d�Z�������v���Œ�P�Ç���v�������������š�}�����Œ�����l���������}�v���������š�Á�����v���š�Á�}�����š�}�u�•�X 

�l�:�l�u�}�o �h�v�]�š�•���}�(�����}�v�������v���Œ�P�Ç�X 

�d�Z�����•�]�u�‰�o�������‰�‰���Œ���š�µ�•���µ�•�������š�}���u�����•�µ�Œ�������v���Œ�P�Ç�����Z���v�P���•���]�v���Œ�������Ÿ�}�v�•�X 
���v���Œ�P�Ç���]�•�����}�v�•���Œ�À�������]�v�����Z���u�]�����o���Œ�������Ÿ�}�v�•�X��

�/�š���]�•���v���]�š�Z���Œ�����Œ�����š�������v�}�Œ�������•�š�Œ�}�Ç�����X 

�h�•���•���}�(�����Æ�}�š�Z���Œ�u�]����

�Œ�������Ÿ�}�v�• 

�h�•���•���}�(�����v���}�š�Z���Œ�u�]����

�Œ�������Ÿ�}�v�• 

���Z���u�]�����o���Z���v�����Á���Œ�u���Œ�• �/�v�•�š���v�š�����}�o�����‰�����l�•���(�}�Œ���•�‰�}�Œ�š�•��
�]�v�i�µ�Œ�]���• 

�^���o�(-�Z�����Ÿ�v�P�������v�•  

�Z�������Ÿ�}�v���‰�Œ�}�.�o�������]���P�Œ���u�•��
�•�Z�}�Á���š�Z���������Ÿ�À���Ÿ�}�v����������
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PROMOTION

1. AIMS OF PROMOTION Buildpositive associations with the Enterprise, encourage customers to 
purchase products.

2. MEDIA A generalterm referring to a variety of different forms of communication 
including television, newspapers, magazines, websites & the internet.

3. MEDIUM The methods used to communicate with customers.
4. PROMOTIONAL MIX The range of techniques used to communicate with customers.

5. THE MESSAGE The features and benefits of the product, the range of products the business 
offers.

6. PROMOTIONALBENEFITS Inform, remind & persuade customers.

3. PROMOTION & FINANCE FOR ENTERPRISE: LA. A: PROMOTION

ADVERTISING
7. ADVERTISING Paying for space in media such as TV, magazines or on the internet.

8. PURPOSE OF ADVERTISING1. To inform people. 2. To persuade people to make purchases.

9. METHODS OF ADVERTISINGMovingimages, print, ambient, digital, audio.

10. B2B Business to business a market in which one company sells products to 
another company. 

SALES PROMOTIONS
11. SALES PROMOTIONS The process of persuading a potential customer to buy the product.

12. PURPOSEOF SALES PROMOTIONSEntice customers, boost sales, attract new customers, clear old stock.
13. SALESPROMOTIONS METHODS Coupons, competitions, money off/ discount, loyalty schemes, free 

samples, BOGOF.

PERSONAL SELLING
14. PERSONALSELLING Where sales agents contact customers directly.
15. PURPOSEOF PERSONAL SELLINGCustomer can ask questions and give feedback, sales person can 

better understand customer needs. 
16. PERSONAL SELLING METHODS Face to face, telephone, email, video or web conferencing.

PUBLIC RELATIONS (PR)
17. PUBLIC RELATIONS Involves using the media to write favourable coverage of a given business.
18. PURPOSE OF PR Help manage their brand image, encourage positive publicity, encourage positive 

views from the general public.
19. PR METHODS Press releases, exhibitions, promotional stunt, sponsorship.

DIRECT MARKETING
20. DIRECT MARKETING When an Enterprise communicates directly with their customers. 

21. PURPOSE OFDIRECT MARKETINGBuildingpositive associations with a brand, introducing customers to new products. 
22. DIRECTMARKETING METHODS Direct mail, mail order catalogues, magazines, telemarketing, digital mail.

TYPES OF MARKET
23. TYPESOF MARKET Business2 Business (B2B) & Business 2 Consumer (B2C).

24. EFFECTIVEPROMOTIONAL 
CAMPAIGN

Answer the needs of customers, use appropriate methods of promotion 
for the target market.

25. B2C EFFECTIVE 
PROMOTIONAL CAMPAIGN

Must give consideration to convenience of promotional method, gains 
an emotional response from customers.

26. B2B EFFECTIVE 
PROMOTIONAL CAMPAIGN

Targets suitable retailers, has knowledge of the customers these 
retailers serve.

27. �Z�W�h�^�,�[���^�d�Z���d���'�/���^ �Z�W�µ�•�Z�[���P�}�}���•���}�Œ���•���Œ�À�]�����•�����]�Œ�����š�o�Ç���š�}���š�Z�������µ�•�š�}�u���Œ�����š���š�Z�����‰�}�]�v�š���}�(��
purchase, making them aware of the brand. 

28. �Z�W�h�>�>�[���^�d�Z���d���'�/���^ Aimed at getting customers interested in a product to build demand, so 
that they will actively seek it out. Examples include advertising & other 
promotional formats. 

29. FACTORS TO CONSIDER IN 
DECISION MAKING FOR B2B 
MARKETS 

Improving efficiency & productivity, creating a profitable return on 
investment, Logic & facts, reducing business costs, saving time, 
Increasing revenue. 

FACTORS INFLUENCING THE CHOICE OF PROMOTION
30. Size of enterprise, budget available, appropriateness for product/ service, target market. 

MARKET SEGMENTATION
31. MARKET

SEGMENT
A section of the market where people have a similar characteristic. E.g. age, 
gender, religion, hobby or interest.

32. BENEFITS OF 
MARKET 
SGEMENTATION

Understand the characteristics & needs of customers better, Develop goods & 
services for a specific market segment, identify & choose a target market, 
choose promotional strategies that are better suited to their target market.

33. DEMOGRAPHIC
SEGMENTATION

Considers age, gender, income, social class, ethnicity, religion, family size.

34. GEORGRAPHIC
SEGMENTATION

Different customers have different needs depending upon where they live. E.g. 
urban versus rural people or even people living in the suburbs against those in a 
city centre.

35. PSYCHOGRAPHIC 
SEGMENTATION

involves grouping people according to social class, attitudes, lifestyles & 
personality characteristics called psychographic segmentation. Examples include 
Snowboarding equipment, newspapers targeted towards different types of 
voters, ethically produced goods & some goods have an exclusive appeal.

36. BEHAVIOURAL 
SEGMENTATION

This segments people according to how products are used. Examples could 
include usage rates, loyalty & desired benefits. 



FINANCIAL RECORDS
1. FINANCIAL 

DOCUMENTS
Financial documents provide records of all trading activities that have taken 
place. 

2. BENEFITS OF
FINANCIAL 
DOCUMENTS 

Managers & owners are able to calculate revenues, costs & profits/ loss, it 
provides records of all customers & suppliers for future business & marketing, 
faulty goods can be tracked & refunds delivered to consumers, a legal 
requirement.

3. 3. PROMOTION & FINANCE FOR ENTERPRISE: LA. B: FINANCIAL RECORDS

SOURCES OF REVENUE & COSTS
14. REVENUE Income earned through product or service sales. It is calculated by Price X 

Quantity Sold. 
15. OTHER SOURCES OF 

REVENUE
Include interest paid on savings accounts, investment income from shares, 
rental income from renting out property, selling assets such as vehicles or
machinery. 

16. COSTS Financial outgoings that a business faces.
17. START-UPCOSTS These are costs incurred when setting up a new business. Examples could 

include furnishings, logo design and equipment purchase.
18. RUNNING COSTS These are ongoing costs that the business faces on a daily basis. Examples 

include bills, wages & ingredients.
19. FIXED COSTS Costs that remain the same no matter how many products the business 

provides. Examples include rent, insurance payments & salaries. 
20. VARIABLECOSTS These costs rise as output increases. This includes the cost of stock and 

wages. 
21. TOTAL COSTS this is the sum total of fixed costs and total variable costs. 

Total costs = Fixed costs + Variable costs

METHODS OF PAYMENT
9. CASH, NOTES & 

COINS
Everydaycash & coins for small purchases.

10. DEBIT CARDS Cards which deduct payment for goods & services immediately from your 
bank account.

11. CREDIT CARDS A card which enables payments to be deferred for a period of one 
month. Thereafter the debt will incur high costs. 

12. DIRECTDEBIT An agreement which allows a business to deduct payments directly from 
your bank account. Often used for mobile phone & utility bills.

13. PAYMENT 
TECHNOLOGIES

These are payment facilities enabled by technology. This can include 
payment through apps such as UBER or Deliveroo, Apple Pay or online 
payments through ecommerce systems enabled by PayPal.

FINANCIAL 
DOCUMENT

�t�,���E���/�d�[�^���h�^���� �t�,�z���d�,���z�[�Z�����h�^����

3. PURCHASE 
ORDER

When buying goods from a 
supplier

Legal offer to buy goods
Lists types, quantities & prices of order. 

4. DELIVERY NOTEWhen goods are delivered to 
buyer

Lists details about the order 
Used to check off goods delivered

5. GOODS 
RECEIVED NOTE

When goods are received Confirms goods received
Can use it to compare against purchase order before final 
payment is made.

6. CREDITNOTE When a customer returns 
goods to a seller

A record showing goods have been returned & refund 
issued
Issue allows sum of money to be used to buy goods or 
provide discount against a larger purchase.

7. INVOICE A request for money owed 
after goods have been 
received.

Details the amount owed
Provides date for final payment

8. RECEIPT Proof of purchase Enable a refund to occur
Details item, date & price.

FINANCIAL TERMINOLOGY: TURNOVER & PROFIT
22. TURNOVER OR NET 

SALES
The total revenue earned by the business in a given financial period. It is 
calculated by Price X quantity sold. 

23. COSTOF SALES This reflects the cost of stock purchases over a given period of time. 

24. GROSS PROFIT the profit made on selling products minus the cost of stock purchases. 
Gross profit = Turnover - Cost of sales

25. EXPENSES These represent indirect costs of running a business. Examples include 
salaries of managers, administration, marketing & utility bills. 

26. NET PROFIT the amount of money left once all expenses are subtracted from the gross 
profit figure.  Net profit = Gross profit - expenditure



GROSS PROFIT & ITS IMPACT NET PROFIT & ITS IMPACT

When positive, revenue is greater than 
cost of sales

When net profit is positive, gross profit is positive & 
expenses are controlled.

When negative revenue is less than cost of 
sales. ACTION: 
�‡Increase sales price
�‡Reduce the cost of sales by finding 
cheaper suppliers. 

When net profit is low or negative, this could be because 
gross profit is too low and/ or expenses are too high. Action 
should be taken to:
�‡Increase gross profit
�‡Reduce expenses by checking to see where savings can 
be made.

KEY CALCULATION

REVENUE �±COST OF SALES = GROSS PROFIT �±EXPENSES = NET PROFIT

3. 3. PROMOTION & FINANCE FOR ENTERPRISE: LA. B: FINANCIAL RECORDS

Statement of Comprehensive Income

£ £

Turnover 100,000

Cost of sales £30,000

Gross Profit £70,000

Expenses

Administration 10,000

Marketing 6,000

Salaries 20,000

Net Profit £34,000

FINANCIAL TERMINOLOGY: TURNOVER & PROFIT
22. TURNOVER OR 

NET SALES
The total revenue earned by the business in a given financial period. It is calculated by 
Price X quantity sold. 

23. COSTOF SALES This reflects the cost of stock purchases over a given period of time. 
24. GROSS PROFIT the profit made on selling products minus the cost of stock purchases. 

Gross profit = Turnover - Cost of sales
25. EXPENSES These represent indirect costs of running a business. Examples include salaries of 

managers, administration, marketing & utility bills. 
26. NET PROFIT the amount of money left once all expenses are subtracted from the gross profit figure.  

Net profit = Gross profit - expenditure

PROFITABILITY RATIOS
27. PROFIT = Revenues earned - Expenses incurred
28. PROFITABILITY �Z���(���Œ�•���š�}���������µ�•�]�v���•�•�[�•�������]�o�]�š�Ç���š�}���Œ���š���]�v�������‰�Œ�}�‰�}�Œ�š�]�}�v���}�(���Œ���À���v�µ�������•���v���š���‰�Œ�}�(�]�š�X
29. PROFIT MARGINS Is the difference between the price and the profit made on each unit. This will be determined by the price and the cost of production.
30. HOWTO INCREASE PROFIT MARGINS Raise price or cut costs of production. 
31. PROFITABILITY RATIOS Helps to compare and analyse profits as a percentage of revenue earned. 
32. GROSSPROFIT MARGIN (GPM) GP = Revenue - Cost of Sales. The GPM helps a business to measure its gross profit as a percentage of turnover. (GP/ Turnover) X 100

33. NET PROFIT MARGIN (NPM) NP = Cost of Sales.The NPM helps a business to measure its net profit as a percentage of turnover. (NP/ Turnover) X 100

PURPOSE OF STATEMENT OF COMPREHENSIVE INCOME

Income how much revenue has been earned, how much money was spent, 
how much profit or loss was secured. 



FINANCIAL TERMINOLOGY: ASSETS & LIABILITIES
17. ASSETS Something that a business owns.
18. FIXEDASSETS Are long term assets used to generate revenue. They include buildings, machinery & vehicles. 
19. CURRENT ASSETSAre short term assets that can be turned into cash quickly. This includes stock, debtors & cash in bank.
20. LIABILITIES This is something the business owes. 
21. CURRENT 

LIABILITIES
These are short term liabilities which will be repaid within a year. This includes overdraft & trade 
credit to suppliers. 

22. LONG TERM 
LIABILITIES

These are longer term liabilities including loans or mortgages. 

23. CAPITAL Refers to the money put in to the business. This may be through a loan or capital invested to start the 
business.

24. NET CURRENT
ASSETS

The value of current assets minus current liabilities. This helps to establish how easily a business can 
repay its short term debts. 

3. 3. PROMOTION & FINANCE FOR ENTERPRISE: LA. B: FINANCIAL RECORDS

ASSETS £ £

Fixed assets
Printing equipment 10,000

Current assets
Stock
Trade receivables
Cash in bank

5,000
2,000
1,000

8,000

Total assets ?

LIABILITIES

Current liabilities
Trade payables
Overdraft

700
300

1,000

Net Current Assets
(net current assets)

?

Total assets less current liabilities 17,000

Shareholder funds
Share capital
Retained profit

10,000
7,000

17,000

STATEMENT OF FINANCIAL POSITION

Illustrates the value of assets owned and liabilities owed by 
the business. 

LIQUIDITY
17. CASH Refers to the amount of money a business holds at a given point in time
18. CASHBALANCE = cash inflow - cash outflow
19. LIQUIDITY refers to the ability to pay your short term debts. 
20. GOOD LIQUIDITY net current assets is positive meaning current liabilities can be repaid. 
21. POOR LIQUIDITY when a business has problems paying its short term debts. The business is then in danger of 

becoming insolvent where it is unable to repay its debts and must cease trading. 
22. LIQUIDITY RATIOSanalyse how easily a business can repay its short term debts. 
23. CURRENT RATIO Measures the ease with which Current Assets can repay Current Liabilities. It is calculated by 

Current Assets /Current Liabilities. This gives a ratio of __: 1. Measuring how many £s of 
current assets can cover £1 of current liabilities.

24. LIQUIDCAPITAL 
RATIO

a more severe test of liquidity because it removes inventories or stock from the current 
assets. Therefore (Current assets - inventories) / Current Liabilities.



CASH FLOW
1. CASHINFLOWS �u�}�v���Ç�����v�š���Œ�]�v�P���������µ�•�]�v���•�•�[�•�������v�l���������}�µ�v�š�X��Examples could include sales, loan 

capital, share capital
2. CASH OUTFLOWS ���u�}�µ�v�š�•���}�(���u�}�v���Ç���o�����À�]�v�P���������µ�•�]�v���•�•�[�•�������v�l���������}�µ�v�š�X��Examples include loan 

repayments, inventories purchases or trade payables, marketing & wages. 
3. LIQUID ASSETS any assets that can be used in the short term to carry out purchases. 
4. CASH FLOW 

STATEMENT
���v�������š�µ���o���•�š���š���u���v�š���}�(���š�Z�������µ�•�]�v���•�•�[�•�������•�Z���(�o�}�Á���‰�}�•�]�š�]�}�v���}�À���Œ�������‰�Œ���À�]�}�µ�•���‰���Œ�]�}����
of time. 

5. CASH FLOW 
FORECAST

calculates the cash flow position of a business over a future period of time. 

6. OPENING BALANCE the bank balance for the business at the start of the trading period
7. RECEIPTS the total flow of cash into the business
8. PAYMENTS the total flow of money out of a business
9. NET CASH FLOW the difference between cash coming into & cash leaving a business. It is 

calculated by cash inflow - the cash outflow
10. PURPOSE OF A CASH 

FLOW FORECAST
identify timings of cash inflows & outflows, identify periods where the business 
has an absence of cash flow. 

11. CLOSING BANK 
BALANCE

the bank balance for the business at the end of the trading period. This can be 
calculated by Opening Balance +/- Net Cash Flow

3. PROMOTION & FINANCE FOR ENTERPRISE: LA. C: FINANCIAL PLANNING & FORECASTING

BENEFITS RISKS OF NOT COMPLETING

CASH FLOW 
FORECASTING

1.Identify timings of INFLOWS & 
OUTFLOWS 
2. Payment dates can be renegotiated 
if needed
3.Surplus cash can be invested
4.Expensive items can be bought at the 
best time
5.The business can plan to expand

1.There may not be enough cash to pay bills 
or wages
2. Payments may be delayed
3. Suppliers may become frustrated. 
4.An expensive emergency loan or 
overdraft may be needed.
5. The business may run out of money.

REASONSFOR 
CASH FLOW 
PROBLEMS

�‡ Why some businesses experience problems. 
�‡ Not using statements or forecasts, it may overtrade meaning that too much money is 

tied up in inventories, 
�‡ Debtors may not pay promptly, bills may come in at the same time, 
�‡ Unexpected payments may be due, its record keeping may be poor. 

CASHFLOW IN 
DIFFERENT 
ENTERPRISES

�‡ Different businesses may have different cash flow cycles, 
�‡ some businesses get paid as soon as inventories are sold e.g. retail, some businesses 

must pay raw material costs up front. 
�‡ Some enterprises are seasonal and have poor cash flow in winter months & vice-

versa. 

METHODS OF 
SOLVING CASH 
FLOW PROBLEMS

�‡ Cutting costs
�‡ Increasing revenue
�‡ Reducing stock levels
�‡ Delaying payments
�‡ Reducing credit periods
�‡ Using an early payment bonus for customers
�‡ Selling off unused assets
�‡ Managing debt
�‡ Using an overdraft or short term loan
�‡ Delaying expansion plans. 

CASH FLOW FORECAST ANALYSIS

FOCUSON THE 
CLOSING BALANCE

�‡The business must have an overdraft arranged if the balance is 
negative.
�‡A small but positive figure allows the business to continue operating but 
it must manage its cash extremely carefully. 
�‡A large positive figure may suggest that the business needs to use this 
money more wisely to fund possible expansion. 

LOOKFOR OTHER 
ISSUES WITH THE 
FORECAST

�‡�,�V���W�K�H�U�H���D���S�D�U�W�L�F�X�O�D�U���F�D�V�K���R�X�W�I�O�R�Z���Z�K�L�F�K���U�H�D�O�O�\���K�X�U�W�V���W�K�H���E�X�V�L�Q�H�V�V�¶�V���F�D�V�K��
position? 
�‡Is there a month when sales fall?
�‡In which month are outflows the highest? 
�‡In which month(s) is the net cash flow negative?

MOST IMPORTANTLY�‡Be specific and use the numbers & months. 

Receipts 10,000 13,000 10,000

Payments 5,000 8,500 12,000

Net Cash flow

Opening balance 2,500

Closing balance



BREAK EVEN 
1. REVENUE The income that abusiness receives from sales. 

2. FIXED COSTS Do not change,no matter how many products or services a business sells. 

3. VARIABLE COSTS Change depending on how many products or services a business sells. 

4. TOTALCOSTS AddingFIXED COSTS& TOTAL VARIABLE COSTStogether. 

5. BREAKEVEN Occurs when turnover or sales revenue = total costs. There is no profit or loss. 

6. BREAKEVEN 
CALCULATION

= Fixed costs / (price - variable costs)

7. MARGIN OF SAFETY How�u�µ���Z���•���o���•�������v���(���o�o�������(�}�Œ�����š�Z�������µ�•�]�v���•�•�[�•��BREAK EVEN POINT is reached again.
8. MARGIN OF SAFETY 

CALCULATION
=ActualOutput �t Break Even Point output

9. PROFIT = Revenue�t Total costs

THE IMPORTANCE OF BREAK EVEN
IMPORTANCE OF BREAK EVEN RISKS OF NOT 

COMPLETING BREAK EVEN
LIMITATIONS OF BREAK 

EVEN ANALYSIS
1. Business knows the FIXED& 

VARIABLE COSTS
2. Can analyse costs to see if they can 

be reduced
3. Calculate & forecast REVENUE
4. Can set a MARGINOFSAFETY
5. �����v���µ�•�����Z�Á�Z���š���]�(�[�����v���o�Ç�•�]�•���š�}�����}�v�•�]�����Œ��

impact of price or cost changes.

1. The business does not 
know the costs of 
production & RUNNING
COSTS.

2. Unaware of BREAK EVEN
output

3. MARGINOFSAFETY
unknown.

1. Assumes all output is sold
2. Assumes costs remain 

the same when workers 
may get paid overtime or 
rents may increase

3. Assumes that revenue & 
total costs are constant. 

3. PROMOTION & FINANCE FOR ENTERPRISE: LA.C: FINANCIAL PLANNING & FORECASTING

IMPACT OF CHANGING SALES, PRICES & COSTS ON THE BREAK EVEN POINT

TYPE OF CHANGE EFFECT ON BREAK EVEN

SALESINCREASE �‡Margin of safety increases

SALES DECREASE �‡The margin of safety decreases
�‡If sales fall below the break-even point, the enterprise will make a loss

PRICEINCREASE �‡The break-even point falls
�‡The enterprise reaches break-even through fewer sales

PRICEDECREASE �‡The break even point rises
�‡More sales are needed to break even

INCREASE IN COSTS 
(Fixed& Variable)

�‡The number of sales required to break even increases
�‡Profit levels are likely to fall

DECREASE IN COSTS 
(Fixed or Variable)

�‡The break even point is lower, so the enterprise makes more profit. 

FINANCING AN ENTERPRISE

1. CAPITAL 
EXPENDITURE

Involves the purchase of fixed assets such as machinery or buildings.

3. REVENUE 
EXPENDITURE

Involves day-to-day expenditure of the business including inventories, 
utility bills, rent & wages. 

4. INTERNALSOURCES 
OF FINANCE

Finance obtained from within the business including retained profit & 
selling assets. 

5. RETAINEDPROFIT Are profits retained within the business which can then finance business 
growth. There is no interest payable as with loans & the business has 
power over how this money should be spent.

6. SALE OF ASSETS Selling unused assets to improve cashflow. 
7. EXTERNAL SOURCES 

OF FINANCE 
Finance obtained from outside the business including bank loans, leasing 
equipment,hire purchase, government grants, venture capital & peer to 
peer lending.  

8. BANK LOAN An agreed amount of money that will be paid back over a period of time. 
9. LEASING EQUIPMENTEnables a business to use expensive assets, such as machinery or vehicles 

without having to buy them.
10. HIREPURCHASE an agreement that allows a business to purchase equipment or machinery 

in instalments. When the final payment is made the item is then owned by 
the business.

11. GOVERNMENT 
GRANTS

payments from local or national governments which incentivise businesses 
to set up in an area of high unemployment. 

12. VENTURE CAPITAL An individual or enterprise that seeks to invest in new business ventures. 
13. PEERTO PEER 

LENDING
a portal which allows people to invest in business start-ups through the 
internet. 



COMPONENT 1 - Exploring Enterprises

�‡ Investigate the factors that contribute to the success of an enterprise 

INTERNAL FACTORS
SITUATIONAL ANALYSIS

What are internal factors?

Internal factors can be controlled by an enterprise. 

Internal factors can impact costs positively and negatively. The 
factors which the enterprise need to fully understand are below. 

�‡ Who are the competition?
�‡ What od the customer want form our enterprise?
�‡ What makes our product unique?

Understanding the 
market

�‡ What is the quality of the product?
�‡ How is the product priced?
�‡ Do you offer good customer service, convenience or 

a USP? Is the product available? 

Satisfying customers

�‡ How / When can orders be taken? Online? In person?
�‡ Are we organised? Do we have enough stock?
�‡ Do we have enough time to do X?
�‡ Have we forecasted as well as possible (£)?

Planning / 
Financing

�‡ Are we getting value for money with our marketing 
and promotions? M&P can be an expensive cost for 
SMEs

�‡ Can we make use of social media to M&P?

Marketing and 
promoting

�‡ Do we have a contingency plan? �² have we planned for the 
unexpected (in the hope it will never happen?) 

�‡ �'�R���Z�H���K�D�Y�H���P�R�Q�H�\���U�H�D�G�L�O�\���D�Y�D�L�O�D�E�O�H���I�R�U���F�R�V�W�V���Z�K�L�F�K���D�U�H�Q�·�W��
�H�[�S�H�F�W�H�G�����L�Q���W�K�H���K�R�S�H���Z�H�·�O�O���Q�H�Y�H�U���Q�H�H�G���L�W��

�‡ Examples: Advertising for a new role/ cover/training.

HR Costs

How can an enterprise conduct a situational analysis?

S Strengths of an enterprise
�‡ They might keep customers satisfied.
�‡ They might have a good brand image & reputation.
�‡ They might offer a good quality service.

W Weaknessesof an enterprise
�‡ Staff members might lack training.
�‡ Their improvement plan might not be effective.
�‡ They may not have the best resources.
�‡ They may not have high market share.
�‡ They may not have competitive edge.

O Opportunitiesthe enterprise might want to exploit
�‡ These are different for each enterprise depending on 

what their strengths and weaknesses are.

T Threats on an enterprise
This is anything which might prevent success for example:
�‡ Changes in trends/tastes
�‡ Newcompetitors entering the market
�‡ Existing competitive changing what they do 

This is simply analysing (studying) the situation an enterprise 
is in, looking at the market and assessing how it could be 
affected by trends and developments. Below is a SWOT 

analysis explained:

P - Political E- Economic S - Social T - Technological 

�‡ Changes to laws
�‡ New party in power
�‡ Effect of wars, tax, environment
�‡ Relationships with other countries and 

the EU

�‡ Employment levels
�‡ Exchange rates (import / exports)
�‡ Wage levels
�‡ Interest rates (on loans/overdrafts)
�‡ Disposable income

�‡ Changes in fashion/trends
�‡ Ethical considerations (e.g. Fair Trade)
�‡ Environmental considerations
�‡ Demographics (is it growing?)
�‡ Attitudes towards work
�‡ Level of customer education

�‡ Developments in computing
�‡ Mobile device developments
�‡ Machines taking the place of humans
�‡ Increase in e-commerce 

Enterprises have to consider how each other the factors 
might effect them below. This is a PEST analysis.



COMPONENT 1 - Exploring Enterprises

�‡ Investigate the factors that contribute to the success of an enterprise 

EXTERNAL FACTORS

External factors can not be controlled by the enterprise. Once 
the enterprise has been made aware of changes they need act 

on them and over come them!
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External factors which may impact an enterprise might be:

�‡ Cost of energy (variable costs) �² Gas, Electricity, Oil 
�‡ The cost of raw materials �² these are items which are needed 

for producing a product (wood for a joiner for example)
�‡ The cost of borrowing money �² if you borrow money from a 

lender you will have to pay interest on the loan. If the interest 
rate goes up then so does your cash outflow.

�‡ Rent on a premises �² if rent goes up then this impacts your 
�H�Q�W�H�U�S�U�L�V�H�·�V���F�R�V�W�V��

Increase and decrease in costs is known as fluctuation. Enterprises 
need to be prepared for costs to fluctuate. 

MARKETING (External factor)
�‡ Marketing costs a lot of time and money and these costs can 

also fluctuate. In these instances enterprises might choose to 
use free marketing e.g. social media, blogs, vehicle 
advertising, email campaigns. 

�‡ They may also choose low cost marketing: radio advertising, 
business cards, flyers or newspaper advertising. 

SELLING COSTS  (External factor)
�‡ When selling the enterprise must consider wages (they can rise 

and the minimum is set nationally), packaging the goods and 
delivering the goods (the cost of the raw materials can also 
rise)

GOVERNMENT REGULATIONS
�‡ Costs can rise due to companies (such as insurance 

companies) needing to cover their costs.
�‡ Costs can also rise when governments make changes such as 

to wages, taxation and pensions.
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Revenue is how much an enterprise earns from selling its goods and services. Changes in revenue happ en when the amount of 
money an enterprise receives goes up or down. Enterprises cant also stop or influence the cha nges in revenue, but they have t o 

respond to the changes to ensure they are still successful.

Competitors
What are competitors doing which might impact your revenue?
What new enterprises are coming into your market?
How can you attract customers or encourage repeat purchase to gain 
competitive edge?

Consumer Confidence
This means how much confidence consumers have in the economy. 
�‡ �/�(���š�Z���������}�v�}�u�Ç���]�•���P�Œ�}�Á�]�v�P���‰���}�‰�o���•���i�}���•���Á�]�o�o���������•���(�������v�����š�Z���Ç�[�o�o���•�‰���v���X
�‡ If the economy is in recession people will be uncertain about the 

future and will be less confident in spending.
�‡ This impact the revenue of enterprises. 

Consumerbehaviour
Consumer tastes have an impact on revenue  - this creates a social 
pressure on enterprises to change their product portfolio.

Consumerlegislation
Sometimes things which enterprises sells are:
Banned �t they become illegal
T&Cs change �t for example how goods can be packages/promoted



COMPONENT 1 - Exploring Enterprises

�‡ Investigate the factors that contribute to the success of an enterprise 

MEASURING SUCCESS

Survival:  This means continuing 
to operate for a long time after 
the enterprise has started.  90% 
of enterprises survive their first 
year, however, it is known that 
the first 5 years are the most 
challenging. 

The longer an enterprise trades 
for the more successful it is 
likely to be. This is due to many 
of the skills required for success 
have been learnt and enhanced. 
Experience assists with success. 

Market Share: This is the 
percentage of the market 
which the enterprise controls. 
For example if the whole 
market takes £100,000 per 
year but my enterprise takes 
£10,000 on its own then my 
enterprise has 10% market 
share.

Profit: This is the revenue left after all 
costs have been taken away. Most 
enterprises make a profit. For private 
enterprises, profit is essential. For 
social enterprises, profit is called a 
surplus, this is reinvested into the 
organization. Social enterprises are, 
for example, charities.

There are many liquidity ratios you 
need to know to be able to measure 
this, but in essence as the profits go up 
the enterprise is demonstrating 
success. 

Customer satisfaction: Measuring customer satisfaction is done by looking 
at whether the enterprise has a good reputation and whether customer tell 
others about the enterprise. If this is the case, then the enterprise will be 

deemed to be a success. 

What are some of the reasons for 
SME success?

�‡ Skills relevant to the market
�‡ Hard work and effort
�‡ Determination 
�‡ Resilience
�‡ Ability to develop and train 

staff
�‡ Ability to motivate staff
�‡ Providing a high level of 

customer service
�‡ Meeting and exceeding 

customer needs
�‡ Having experience of the 

market.

How can the success of an enterprise be measured?

Making a living: If an 
entrepreneur is happy and 
conformable financially then 
�š�Z���Ç�[�Œ�����u���l�]�v�P�������•�µ�������•�•���}�(���š�Z���]�Œ��
enterprise. Most enterprises are 
set up for independence.  

Customer satisfaction: Measuring 
customer satisfaction is done by 

looking at whether the enterprise 
has a good reputation and 

whether customer tell others 
about the enterprise. If this is the 
case, then the enterprise will be 

deemed to be a success. 

What are common aims of SMEs?

�‡ Survival 
�‡ Breaking even
�‡ Making a profit
�‡ Meeting customer needs



BTEC SPORT �± Unit  1 Exam �± Knowledge  Organ iser   
 PHYS ICAL F ITNES S  PHYS ICAL FI TNES S  SKIL L �± RELATED F ITNES S    
TOP TIPS                     

EXPLAIN �t GIVE A REASON FOR Cardiovascular (Circulatory) System move  AEROBIC ENDURANCE �t The ability of the cardiorespiratory system to work  BALANCE �t The ability to maintain centre of mass over a base of 
SOMETHING blood around the body and is made up of  efficiently, supplying nutrients and oxygen to working muscles during  support    

DISCUSS �t WRITE ABOUT SOMETHING 
1. Blood vessels  sustained (long lasting) physical activity.  1.  Static Balance �t a still balance like a hand stand 
2. The heard  MUSCULAR ENDURANCE �t The ability of the muscular system to work  2. Dynamic Balance �t a moving balance like a cartwheel 

FROM DIFFERENT POINTS OF VIEW 3. Blood  efficiently and continue to contract over a period of time against a light to  POWER �t The product (result) of speed x strength e.g. you need 
LIKE WRITING ABOUT THE     

   moderate load. E.g a tennis player holding their racket and playing  power to drive the ball in golf    

ADVANTAGES AND DISADVANTAGES Respiratory system moves air into and out of 
     
 throughout the game.  AGILITY �t The ability of a sports performer to quickly and precisely  the body. It is made of   

NAME/GIVE �t GIVE A SHORT ANSWER 
 MUSCULAR STRENGTH �t The maximum force (strength) that can be  (exactly) move or change direction without losing balance or time 1. The lungs   
 
generated (made) by a muscle or muscle group. 

 
COORDINATION - The smooth flow of movement needed to  2. The airways   

DESCRIBE �t WRITE ABOUT WHAT 
 

FLEXIBILITY �t Being able to move a joint fluidly (smoothly) through its 
 

perform a motor task efficiently (wasting as little energy as possible)     

SOMETHING IS LIKE The two systems together make up the  complete (whole) range of movement  and accurately (without going wrong) 

CALCULATE �t YOU WILL NEED TO DO 
The Cardiorespiratory System  SPEED �t Speed (m/s) = distance (m)  REACTION TIME �t The time that it takes for a sports performer to 

     Time (s)  respond to a stimulus and initiate (start) their response. 
SOME MATHS TO WORK OUT YOUR The oxygen we breathe and the nutrients we  There are three types of speed          
ANSWER AND SHOW HOW YOU DID eat are transported around the body in the  1. Accelerative speed �t sprints up to 30 m  Each sport needs different types of physical and skill-related fitness. 
IT blood. Our cells used them to make energy.  2. Pure speed- sprints up to 60 m  You need to be able to identify the types of fitness needed for 

 

The cardiorespiratory system also allows the 
  

INTERPRET �t YOU NEED TO USE THE 
 3. Speed endurance- sprints with a short recovery period (rest) in  different sports. To do this, think about what the sports performers 

body to breath out waste products like carbon 
  

  between  need to do in that sport.    

INFORMATION GIVEN TO WORK OUT dioxide.       
 BODY COMPOSITION �t The relative ratio (amount) of fat mass to fat-free          

THE ANSWER             
   

mass in the body 
         

             

TRA INI NG PRO GRA M MES AND PRIN CIPLES  HEA RT RA TE  BORG (6-20)  RA TI NG     
             OF PERCEI VED      
TRAINING PROGRAM ME �t a programme of exercise designed to improve  HEART RATE �t The number of times the heart beats per minute (bpm)  EXER TI ON SCAL E or   The numbers on the scale performance.    MAXIMUM HEART RATE �t also called HR max  t he BORG (6 -20) RP E  

     

represent the different levels of There are four basic principles (guidelines) that a coach can follow  HR max = 220 �t age (years)       Scale   

Frequency �t How often to train per week 
        

 exercise intensity.   

e.g. the maximum heart rate of a 25 year old is 
 

        

        

The BORG (6-20) can be used to Intensity �t How hard to train 
   

HR max = 220 �t age 
      

    6  No exertion at all   

       
���•�š�]�u���š���������‰���Œ�•�}�v�[�•���Z�����Œ�š���Œ���š�� Time �t How long to train 

    = 220 �t 25 
 

     

    

7 
 

Extremely light 
  

    = 195 bpm     HR (bpm) = RPE x 10   

Type �t What training method (way of exercising) should be used to improve the type 
   8       

              e.g. a perform says they are           9  Very light   

of fitness needed for the sport.    

HEART RATE TARGET ZONES 
    

working extremely hard and     

10 
    

         
    

Heart rate needs to be high enough to cause adaptation and improve fitness 
     

give a RPE scale rating of 19 
There are also seven more principles of training that a coach needs to think about   11  Light   

 

The target zone recommend to improve cardiorespiratory fitness is 
    

their estimated heart rate is   

12 
    

SPECIFICITY �t Training should be linked to the sport, activity or physical/skill-related 
      
              

HR (bpm) = RPE X 10           13  Somewhat hard   

fitness goal 
               

   

TARGET ZONE = 60%-85% of HR max �~�����‰���Œ�•�}�v�[�•���u���Æ�]�u�µ�u���Z�����Œ�š���Œ���š���• 
    

= 19 X 10     14     

INDIVIDUAL DIFFERENCES/NEEDS �t The programme should be designed to 
      

 

              

= 190 bpm (beats per minute)          15  Hard   

meet individual training goals and needs e.g. a fitter person would have a harder 
             

 WORKING OUT TARGET ZONES  16        

training programme 
   

1. Calculate maximum heart rate (HR max) or they might give it to you 
 

     

You can also estimate a RPE    17  Very hard   

VARIATION �t It is important to do different activities in training to the performer 
 

 

HR max = 220 �t age (years) 
 

     

scale/Borg scale rating from a  18     
���}���•�v�[t get bored             19  Extremely hard   heart rate (bpm) 

   

2. Find upper training threshold = HR max X 0.85 
  

REST AND RECOVERY -A sports performer needs to rest to allow their body to    20  Maximal Exertion   e.g. a performers heart rate is              

recover. During recovery the body repairs any damage caused by exercise  
              154 (bpm) 

3. Find lower training threshold = HR max X 0.60         

PROGRESSIVE OVERLOAD - In order to progress (improve), training needs to be 
         RPE scale = HR (bpm) ÷10  
                

demanding enough to cause the body to adapt(change) to improve performance  4. Write down the lower heart rate followed by the higher heart rate to show       = 154 ÷ 10   
ADAPTATION �t How the body reacts to training loads by increasing its ability to 

       

= 15.4 
  

  the target zone         
cope with those loads    e.g. 220 �t 25 (age) = 195 bpm       =15 RPE Scale 
REVERSIBILITY �t If training stops or the intensity of training is not sufficient  195 x 0.85 = 165.75 = 166 bpm (upper training threshold)          
(enough) to cause adaptation, training effects will be reversed.  195 x 0.60 = 117 bpm (lower training threshold)          

    Target zone = 117 bpm �t 166 bpm            



BTEC REVI SION  NOTES  
TRA INI NG AN D SAFETY  FITNES S TRAIN ING M ETHOD S  FITNES S TRAIN ING M ETHOD S   

Fitness training methods are different ways of exercising. FLEXIBILITY TRAINING �t STRETCHING IS A FITNESS TRAINING METHOD  STRENGTH TRAINING     
Each training method improves a different type of physical         
or skill-related fitness. STRETCHING IMPROVES FLEXIBILITY  FREE WEIGHTS �t are weights that are not attached to a machine 

    You can use free weights to improve MUSCULAR STRENGH AND MUSCULAR 
Advantages and Disadvantages STATIC STRETCHING �t is when you stretch a muscle and hold it in one position. There are 2  ENDURANCE     
Each fitness training method has advantages and types of static stretching.  You can target particular muscles   
disadvantages like 1. ACTIVE �t This is where you use your own muscles to hold the stretch  You can injury yourself if your technique is wrong   
VARIETY �t is the training method interesting enough?       

2. PASSIVE �t This is where you use someone or a piece of equipment to help you hold the 
      

INTENSITY �t is it easy to vary the intensity?  There are two types of exercise with free weights   
 

stretch. 
   

PURPOSE �t does the training method improve the type of   CORE EXERCISES �t These wort muscles that make the spine and pelvis stable 
fitness you want it to? 

BALLISTIC STRETCHING �t Is when you make fast movements (bounces). A disadvantage of 
 ASSISTANCE EXERCISES �t These work muscles that are specific to a sport or exercise 

COST �t Does the training method needs lots of expensive       
equipment? this type of stretching is have it can strain (pull) your muscles or make them sore.  Always do core before assistance exercises   
SPORT SPECIFIC �t can the training method be changed to    Change between upper and lower body exercises   
suit different sports? PROPRIOCEPTIVE NEUROMUSCULAR FACILITATION (PNF)  Change between push and pull exercises   
SAFETY �t Can the training method cause injury. You need a partner for PNF stretching       
e.g. an advantage of stretching is that it increase flexibility. 

 

Weight training is done in REPS �t one specific exercise and SETS �t the number of 1. The performer stretches the muscle as far as it can go.  

A disadvantage of stretching is that it can cause muscle 
 

reps you do without a rest 
    

2. A partner helps hold the muscle in that position while the performer pushes back against      

soreness. 
 

1RM �t one repetition maximum �t is the heaviest amount you can lift in one rep  the partner for 6-10s.  
   

The intensity of training can be described as a percentage of 1RM  3. The performer relaxes.  

SAFETY �t 
      

4. So the partner can push the stretch a little further.       
Use equipment safely    MUSCULAR STRENGTH ELASTIC STRENGH  

Use training methods in the right way Muscles have a stretch reflex that stops them stretching too far. PNF works by stopping that reflex  STRENGTH ENDURANCE   
Warm-up = (gentle exercise + stretching) to increase heart so the muscle can be stretched further. It improves mobility, strength and flexibility. It can help  High loads and low reps Low loads and high reps Medium loads and  

rate and help prevent injury 
  

people to recover from injuries.     medium reps  

and cool down = (gentle exercise + stretching) to decrease 
     

   90% 1RM and 6 reps 50-60% 1RM and 20 75% 1RM and 12 reps  

heart rate and stop muscles becomes sore. 
    

    reps   
       

      
FITNES S TRAIN ING M ETHOD S FITNES S TRAIN ING M ETHOD S  FITNES S TRAIN ING M ETHOD S   

SPEED TRAINING �t going as fast as you can for a short AEROBIC ENDURANCE TRAINING - Increasing how long you can exercise for  STRENGH TRAINING     
distance and then having lots of rest.         

 CONTINUOUS TRAINING �t is where you keep doing the same exercise without any rest for at least  CIRCUIT TRAINING FOR STRENGTH   
HOLLOW SPRINTS �t do more than one sprint with a jog or �ï�ì���u�]�v�µ�š���•�X���z�}�µ���l�����‰�����š�������•�š�������Ç���‰�����������v�������š���u�}�����Œ���š�����~�u�����]�µ�u�•���]�v�š���v�•�]�š�Ç���•�}���Ç�}�µ�����}�v�[�š���P�}���š�}�}���(���•�š�X  You can use circuit training to improve muscular strength, power and muscular 
walk in between called the hollow period FARTLEK TRAINING �t involves changes in intensity with no rest. You can change the intensity by  endurance. You can also adapt a circuit to work on skills like agility and coordination 
INTERVAL TRAINING �t do a period of work and a period of    or to work on aerobic endurance.   
rest and recovery. To work on Speed you need periods of 1. changing the speed  In circuit training you do different exercises one after another. 
higher intensity (close to maximum) for a short time. You 2.  changing the steepness of the ground  �x  Each exercise is called a station.   
can increase the number of rest or recovery periods. E.g. 3. adding weight  �x  You normally have 6-10 different stations.   
run for 15 seconds as fast as you can and then recover for 3    �x  All the stations make up one circuit.   
minutes. Advantages are that you can make it hard or easy to match a performers INDIVIDIUAL NEEDS. You  �x  �z�}�µ���v���������š�}���‰�µ�š���š�Z�������Æ���Œ���]�•���•���]�v�����v���}�Œ�����Œ���š�Z���š�����}���•�v�[�š���Á�}�Œ�l���š�Z�����•���u�����u�µ�•���o���• 
ACCELERATION SPRINTS �t you keep increasing the pace can use it in lots of different activities like running, cycling and rowing.  straight after each other to stop the muscles getting too tired. 
over a short distance. You can start either standing still or INTERVAL TRAINING �t This involves periods of working and resting. Work usually ranges between  PLYOMETRICS FOR EXPLOSIVE POWER AND MUSCULAR STRENGTH. 
rolling (easy jogging) and slowly get faster. In between each 30 seconds and 5 minutes. Rest period can include sit down, stand still, walk or jog. To improve       

acceleration sprint you rest by walking or jogging slowly. aerobic endurance you need to have longer more intense periods of working and shorter breaks.  The exercises are linked to the sport   
You can make acceleration sprints harder by doing VO2 max = the maximum amount of oxygen uptake. It is the largest amount of oxygen that your  The performer uses maximal force (as much power as possible). This force is needed 
HILL SPRINTS body can use every minute. Measured in ml of oxygen per kg of body mass per minute (ml/kg/min).  to lengthen and then quickly shorten the muscle for example two footed jumping 
RESISITANCE DRILLS The intensity of training can be measured as a percentage of VO2 max.  over hurdles.     

 CIRCUIT TRAINING �t You can adapt a circuit to work on aerobic endurance for example using  The working muscle lengthens when you land this is the eccentric action 
COACHES NEED TO MATCH TRAINING METHODS TO exercises like skipping and shuttle runs. You can increase the time spend at each station and the  The working muscle shortens quickly when you jump this is the concentric action 
SPORTS AND USE THE PRINCIPLES OF TRAINING TO GUIDE frequency of training.  Used by sprinters, hurdlers, and team games where jumping is important like netball, 
THEIR PLANNING.    volleyball and basketball. The disadvantage is that is can make muscles sore. 



BTEC REV ISION  NOTES  

Component of Fitness Fitness test  Advantages Disadvantages 

 
Body Composition 

 
 
 

Body Mass Index (BMI) 

  

�x Easy to carry out 
 

�x Results can be misleading as muscles weighs more than fat 

Bioelectrical Impedance Analysis (BIA) 
BIA = electricity passed through body from WRIST to ANKLE. Measures the resistance from muscle and fat  

 
 

�x Quick and gives instant results 
�x Can be repeated over time with no bad effects 

�x Needs expensive equipment 
 

Sum of Skinfolds 
Use CALLIPERS to measure skin on the BICEP, TRICEP, SHOULDER BLADE and HIP.  
Add measurements together and use to the JACKSON-POLLOCK nomogram (4 lines)  

 

 

�x Provides accurate percentages of body fat 
 

�x Needs specialist equipment 
�x Problems with people revealing bare skin 

 
Aerobic Endurance 

 

Multi Stage Fitness Test (MST/Bleep test) 
Cones/Lines 20m apart, run in-between to the sound of a beep. Gradually gets faster. Longer you can keep up 

the higher the level 

 

 

�x Can test a large group at once 
�x Tests to maximum effort 
 

�x Practice can affect score 
�x If outside environment may affect 
�x Scores can be subjective 

Forestry Step Test 
Step/ bench- 33cm for females and 40cm for males. Step up and down for 5 minutes to a metronome. 
(90bpm/22.5steps a min). Record pulse and compare to table 

 

�x Low cost 
�x Can be performed inside or outside 
�x Can test on your own 

�x People may struggle to keep with the stepping pace on metronome 

 
Speed 

 

35m sprint test 
Sprint from one line/cone to another in a straight line over 35m. Record time and compare to normative data 

 

�x Little equipment so cheap to run �x Human error when timing can affect results 

 
Strength 

 

Grip dynamometer 
3 attempts, squeeze grip dynamometer measure result in Kg or KgW. 

 

�x Simple and easy test 
�x Lots of normative data 

�x Must be adjusted for hand size which may affect results 

 
Flexibility 

 

Sit and Reach test 
Both feet against the sit and reach box, reach forward and measure result in centimetres 

 

�x Well known test 
�x Quick and easy to perform 
 

�x measures lower back & hamstrings only 
�x length of arms and legs affect results 

Muscular Endurance 
Sit up and press up tests 

Count how many sit ups or press-ups completed in 1 minute  
 

�x Quick and easy 
�x Little equipment 
�x Large groups at once 

�x Arguments of correct technique can affect results 

Agility 
Illinois Agility test 

Cones set up as in the image, lie face down on the floor at the start, measure time to complete course in 
seconds 

 �x Cheap and easy to conduct �x Human error with timing can affect results 
�x Weather or surface conditions can affect results 

Power 

Vertical Jump test 
Stand side on to wall reach up and mark/set the measure. Standing jump as high as possible touching wall. 
Measure between two marks/measures 

 

�x Quick and easy 
 

�x Technique can affect result as need to jump and mark wall 

Requirements for administration of each fitness test: pre-test procedures (informed consent, calibration of equipment) 
�x Knowledge of published standard test methods and equipment/ resources required 
�x Purpose of each fitness test 
�x Accurate measurement and recording of test results 
�x Basic processing of test results for interpretation (using published data tables and appropriate units for comparison purposes) 
�x Ability to safely select appropriate test(s) for given purposes, situations and/or participants 
�x �d�Z�����š���Œ�u�•���Z�Œ���o�]�����]�o�]�š�Ç�[�U���Z�À���o�]���]�š�Ç�[�����v�����Z�‰�Œ�����š�]�����o�]�š�Ç�[���Œ���o���š�������š�}���������Z���(�]�š�v���•�•���š���•�š���u���š�Z�}�� 
�x Advantages and disadvantages of fitness test methods. 

Interpretation of fitness test results: 
�x Compare fitness test results to normative published data 
�x Compare fitness test results to those of peers 
�x Be able to draw conclusions from data results 
�x Be able to analyse and evaluate test results 
�x Be able to suggest and justify appropriate recommendations for improvements to fitness for a given 

purpose/situation/participant 
�x Be able to suggest and justify appropriate fitness training methods that could be used for a given 

purpose/situation/participant.  



BTEC REV ISION  NOTES  
 
 

Rel iabi li ty  and v alidi ty  of  fi tn ess tests  
Reliability and validity are two of the major problems with using fitness tests. Reliability refers to the degree to which 
repeated measurements give the same result, and validity refers to the honesty of the test or �t to put it another way �t the 
degree to which the assessment method measures what it is intended to measure. The reliability of a test is often called 
into question because the same person gets different results each time they complete it. This can be for a number of 
reasons:  

·��Is the test being conducted properly? 

·��Has the person suffered an injury since they last took the test? 

·��Is the equipment damaged in any way? 

·��Is the person using the same amount of effort each time? 
 
(Something that it is very difficult to determine.) 
The results of a fitness test are more likely to be valid if the test uses expensive, specialized equipment, which has been 
designed specifically for the purpose of carrying out the test. If the test uses cheaper, everyday items, such as a stopwatch 
and a ruler, it is likely to be less valid. The validity of a test is much more certain �t either the test measures what it is 
�•�µ�‰�‰�}�•�������š�}���u�����•�µ�Œ�����}�Œ���]�š�����}���•�v�[�š�X���W���Œ�Z���‰�•���š�Z���������•�š�����Æ���u�‰�o�����}�(�������š���•�š���‰�Œ�}�À�]���]�v�P���Œ���•�µ�o�š�•���š�Z���š�����Œ�����v�}�š���À���o�]�����]�•���š�Z�� 
multistage fitness test. This test has been designed to measure cardiovascular endurance (the ability to use oxygen 
effectively over a period of time). According to the rules of the test, the higher the level of the test reached, the higher the 
level of cardiovascular endurance. However, there are two serious flaws with this method: 
 

·��The test is supposed to measure cardiovascular endurance but a high degree of agility (to turn quickly each time), power 
(to push off each time), and speed (to maintain the required pace between bleeps) are also required. For this reason, a 
swimmer may have a very high level of cardiovascular endurance but not return good �Œ���•�µ�o�š�•�����������µ�•�����š�Z���Ç�����Œ���v�[�š�������À���Œ�Ç��
good runner. The test might, therefore, give invalid results. 

· Towards the higher levels of the test, the performer may well be working anaerobically (without oxygen) and, as a result, 
would get a very high score even though their cardiovascular endurance was surpassed before the end of the test. In this 
case, the results would again be invalid. This is not to say that the test should not be used. It does give a good indication of 
���v���]�v���]�À�]���µ���o�[�•�������Œ���]�}�À���•���µ�o���Œ���(�]�š�v���•�•�X���/�š���]�•�����o�•�}�����Z�����‰ to carry out and can be administered to lots of participants at the 
same time. The key with any fitness test is to understand how useful the results are going to be and to make sure that it is 
carried out properly, according to the protocols (rules) of the test, to ensure that the results are reliable and valid. 

Question 18 
An athletics coach is deciding whether to use the forestry step test or the multi-stage fitness test to gain the best results for the aerobic endurance of her athletics group. Discuss whether the athletics coach should use the forestry step test or the 
multi-stage fitness test to assess the aerobic endurance of her athletics group. (8) 
 
It is important to note that when the question command verb is �Z���]�•���µ�•�•�[ that learners are fully aware that this entails an extended answer in which they include strengths and weaknesses or advantages and disadvantages of the information provided 
in the stem and question. In this question, a conclusion is required as learners are asked to discuss whether the forestry step test or multi stage fitness test should be used so a decision of the preferred test should be provided. 
 
This question was not answered well by many candidates. Whist many candidates were aware of the multi stage fitness test (MSFT it appeared that many candidates had very little knowledge of what the forestry step test entailed. 
 
Most candidates were able to make general statements about the administration of the multi stage fitness test but these were very basic.  
 
Where learners did respond well to the stimulus, they had described a range of points about each test including: validity, reliability, specificity and practicality and then make the link as to how and why each would be better used to assess aerobic 
endurance of an athletics group. It is therefore important that learners are not only taught the types of fitness tests available for each component of fitness, but that they are fully aware of how the tests are appropriate in terms of the information 
presented in Topic C.3 Requirements for administration of each test.
 
Student Response 1: 
Both multi-stage fitness test and forestry step test is a good test to measure aerobic endurance, however both have strengths and weaknesses. Multi-stage fitness test is easy to set up and can test large groups of people at the same time however the 
�Œ���•�µ�o�š���u���Ç���v�}�š�����o�Á���Ç�•���������������µ�Œ���š�������������µ�•�����š�Z�����‰���Œ�š�]���]�‰���v�š���u�]�P�Z�š���v�}�š���P�]�À�����š�Z���]�Œ���(�µ�o�o���‰�}�š���v�š�]���o���u�����v�]�v�P���š�Z�����Œ���•�µ�o�š�•���Á�}�µ�o���v�[�š������ correct which could lead to the wrong intensity fitness training to be applied. The forestry step test is also fairly cheap to set 
up with only a small amount of equipment used.  
 
�,�}�Á���À���Œ���š�Z�����š���•�š���]�•�v�[�š���š�Z���š���������µ�Œ���š�������v���������v���•�}�u���š�]�u���•���������µ�v�(���]�Œ�X���&�}�Œ�����Æ���u�‰�o�����]�(���•�}�u���}�v�����Œ�����o�o�Ç���š���o�o���Á���•�����}�]�v�P���š�Z�����š���•�š���š�Z���Ç��would find it easier to step because they have longer legs but if someone small was doing the test that would find it harder 
because they have shorted legs which would be unfair. Also if someone has bad rhythm they would find it difficult to step in time with the beats, which could lead to incorrect results. I think the multi-stage fitness test would be the best test to use 
because it is easier to test large groups of people and is fairer then the forester step test. Also there is more normalities date that can be compared against. 

Administration processes of the BIA  
 
· Advantages of the BIA  
It is easy and quick to use so can be easily administered.  
It is non invasive so that the person being tested does not have to remove any clothing other than shoes and 
socks so it is less embarrassing than the skinfold test.  
Unlike other forms of body composition assessment such as the skin fold test which can be embarrassing for 
the client.  
�/�š���]�•���Œ���o���š�������š�}�������‰���Œ�•�}�v�[�•�����P�������v�����P���v�����Œ���µ�v�o�]�l�������D�/�X�� 
 
· Disadvantages of the BIA  
The equipment is quite expensive so people may not be able to afford it in order to administer the test.  
Reliability and validity depends upon the correct protocol being followed, which can be difficult to oversee:  
o Client inputs own data incorrectly  
�}�����o�]���v�š�����}���•�v�[�š���(�}�o�o�}�Á���‰�Œ�����š���•�š���‰�Œ�}�������µ�Œ���•���Á�]�š�Z���Œ���P���Œ�����š�}�����o���}�Z�}�o�����}�v�•�µ�u�‰�š�]�}�v�����v�����‰�Z�Ç�•�]�����o�������š�]�À�]�š�Ç�� 
o Calibration of equipment.  
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Term 5 & 6 

A01, A02, A03 
Coursework. You will be starting 
to develop your initial ideas and 
studies from term 3 & 4. This 
will include looking at relevant 
artists to your project and using 
their ideas, techniques or style 
to help influence and develop 
your own ideas.  

 

You will be exploring with a 
range of media still  but  starting 
to decide on a definite direction 
for your work towards the 
middle of term 6.  

 



 
A01 (20 marks)  

- The artists, 
designers, you 
look at. ( They 
must be relevant 
and inform your 
work) 

- Reference to film, 
music, TV, popular 
culture. 

- Any exhibitions or 
museums you 
have visited. 

- Any other cultural 
visits, festivals, 
zoos etc. 

A02 (20 marks) 
- Experimenting with different 

materials  (paint, clay, 
crayons, ink, fabric, wire) 

 

- Use a variety of  different 
processes (printing, painting, 
drawing, sculpture, collage) 

 

- Think about scale; think big, 
think small, think outside 
your sketchbook. 

 

- Move out of your comfort 
zone and be creative! 

A03 (20 marks) 
EVIDENCE! 

Recording and 
presenting your own 
ideas! 

Primary observations ie 
drawing, painting, 
printing, photography 
from your own sources 
or life! 

ANNOTATION! 

A04 (20 marks) 
FINAL PIECE! What can you 
realistically make in 10 
hours? 

 

REMEMBER! 

The final piece is only a 
small part of A04. Have you 
made mock up versions of 
your final piece? Have you 
tested materials?  

Have you planned your 
exam time? 
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