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Unit 1: Using ICT to Present Information

	Student’s Name:


	
	Page/Evidence Reference
	Notes

	P1: Describe the structure and purpose of different documents, one from each document type.

	Short formal document (e.g. memo, email, letter, order form, invoice, agenda, and minutes) is described.
	
	

	Extended formal document (e.g. article, newsletter, report, and user guide) is described.
	
	

	Graphical document (e.g. illustrations, charts, flowcharts, and diagrams) is described.
	
	

	Promotional document (e.g. advertisements, leaflet, webpage, and presentation) is described.
	
	

	Informal document (e.g. texting and creative writing) is described.
	
	

	P2: Describe the different types and sources of information and ways of checking its validity.

	Different types and sources of information (both ICT-based and non-ICT-based) are described.
	
	

	Different methods of validating sources of information are described.
	
	

	At least one ICT-based source of information has been searched.
	
	

	At least one ICT-based source of information has been validated by cross-referencing to other sources.
	
	

	At least one non-ICT-based source of information has been searched.
	
	

	At least one non-ICT-based source of information has been validated by cross-referencing to other sources.
	
	

	P3: Create documents making use of basic tools and techniques, one from each document type, that meet the needs of a defined audience.

	Short formal document has been created.
	
	

	Extended formal document has been created.
	
	

	Graphical document has been created.
	
	

	Promotional document has been created.
	
	

	Informal document has been created.
	
	

	Defined audience for each document have been identified.
	
	

	Techniques and tools used to create each document have been identified and described.
	
	

	P4: Select and use document templates.

	MS Word template has been used to create a document.
	
	

	MS Publisher or MS Excel template has been used to create a document.
	
	

	P5: Use appropriate file names and folder structures to save documents.

	Appropriate fold structure has been used.
	
	

	Appropriate file names have been used.
	
	

	Files have been saved into the appropriate folders.
	
	

	P6: Review and check documents.

	Spellchecker has been used.
	
	

	Grammar checker has been used.
	
	

	Evidence of proof-reading and visual checking of documents.
	
	

	M1: Create different types of document to convey the same information to different audiences.

	Documents communicating the same information to three different audiences have been created.
	
	

	Evaluation of the documents explains how they have met the criteria of the three different audiences.
	
	

	M2: Create a complex document that combines textual, numerical and graphical information appropriate for a defined audience.

	Complex document contains textual information.
	
	

	Complex document contains numerical information.
	
	

	Complex document contains graphical information.
	
	

	Evaluation of the complex document shows that it meets the needs of the defined audience.
	
	

	M3: Use advanced formatting tools and techniques to enhance the presentation of information.

	Tools used to enhance a document have been identified and described.
	
	

	Techniques used to enhance a document have been identified and described.
	
	

	There are ‘Before’ and ‘After’ examples of the enhanced document.
	
	

	D1: Create document templates using two different applications.

	MS Word template has been created.
	
	

	MS Publisher or MS Excel template has been created.
	
	

	D2: Review a complex document and justify choice of tools and techniques in terms of the effectiveness of communication to the defined audience.

	Tools used are identified and their effectiveness has been described.
	
	

	Techniques used are identified and their effectiveness has been described.
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Unit 2: Introduction to Computer Systems

	Student’s Name:


	
	Page/Evidence Reference
	Notes

	P1: Describe the purpose of different types of computer.

	Purpose of a personal computer (including base unit, monitor, keyboard, and mouse) has been described.
	
	

	Purpose of a server has been described.
	
	

	Purpose of an embedded device has been described.
	
	

	Purpose of a mainframe computer has been described.
	
	

	Purpose of a PDA (or similar device) has been described.
	
	

	P2: Describe how a command line and GUI operating system can perform the same task.

	Command line operating system has been described.
	
	

	GUI operating system has been described.
	
	

	Example of how the command line and GUI operating systems perform the same task has been described.
	
	

	P3: Describe a standalone personal computer (PC) and show how data flows around the system.

	The main components of a personal computer (including base unit, monitor, keyboard, and mouse) have been identified.
	
	

	Data flow diagram for a personal computer has been created.
	
	

	P4: Specify suitable hardware and application software to meet a given user need.

	User needs have been identified.
	
	

	Appropriate hardware to meet the user’s need has been identified.
	
	

	Appropriate software to meet the user’s need has been identified.
	
	

	P5: Safely connect and test at least two peripherals to a personal computer.

	Peripheral A has been connected to a personal computer.
	
	

	Peripheral A has been tested after it has been connected to the personal computer.
	
	

	Peripheral B has been connected to a personal computer.
	
	

	Peripheral B has been tested after it has been connected to the personal computer.
	
	

	Correct Health and Safety precautions have been used.
	
	

	P6: Configure defined software for a given user need.

	Software has been configured to meet the user’s need.
	
	

	P7: List the possible data security and legal issues when using a computer in a given situation.

	List of data security issues has been created
	
	

	List of legal issues has been created
	
	

	M1: Explain the circumstances when it is more efficient to use a command line interface than a GUI interface.

	The circumstance when it is more efficient to use a command line interface rather than a GUI interface has been described.
	
	

	M2: Justify choice of hardware and software to meet user given need.

	The choice of appropriate hardware to meet the user’s need has been justified.
	
	

	The choice of appropriate software to meet the user’s need has been justified.
	
	

	M3: Explain how the configuration of software will help a given user perform their task.

	The reasons why particular software has been configured in a specific way to meet the user’s need has been explained.
	
	

	M4: Describe how hardware, software and data can be protected from potential threats.

	The threats to data stored on computers (including viruses, spyware, data theft, hacking, and media failure) have been described.
	
	

	Current legislation (including the Data Protection Act 1998 and Computer Misuse Act 1990) has been described.
	
	

	The need for virus checking has been described.
	
	

	The need for backup procedures has been described.
	
	

	The need for firewalls has been described.
	
	

	The need for physical security of computer equipment has been described.
	
	

	The need to prevent damage to computer equipment has been described.
	
	

	D1: Evaluate two possible computer systems (hardware and software) that meet a given user need in terms of both performance and value for money.

	Computer system A has been evaluated in terms of performance and value for money.
	
	

	Computer system B has been evaluated in terms of performance and value for money.
	
	

	The evaluations of the computer systems have been compared and an appropriate choice for a user has been made and justified.
	
	

	D2: Evaluate current threats to the security of data stored in computer systems.

	The current threats to the security of data stored on a computer system have been identified.
	
	

	The current threats to the security of data stored on a computer system have been evaluated.
	
	

	D3: Recommend measures in a given situation that will protect a commercial system and comply with legal requirements.

	Measures that will protect the data stored on a commercial computer system have been identified and recommendations have been made.
	
	

	Measures that will comply with current legal requirements have been identified and recommendations have been made.
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Unit 3: ICT Project

	Student’s Name:


	
	Page/Evidence Reference
	Notes

	P1: Explain the factors that influence projects, giving examples.

	Internal and external factors have been explained.
	
	

	Resource requirement factors (including money, hardware, and software) have been explained.
	
	

	Timescale factors have been explained.
	
	

	P2: Describe the purpose of their intended project and identify the requirements.

	The purpose of the project has been identified.
	
	

	The requirements of the project including:

· The reason why it is needed
· The user who need it
· The project’s usability
· The inputs and outputs that will be required
· The processing that will be required
· The timescale for the project
· The documentation required, and
· The constraints under which the project will be completed
have been identified.
	
	

	P3: Produce a project plan.

	Project plan including:

· Ordered list of activities

· Timescale

· Resources (including staffing, money, hardware, and software)

· Testing

has been produced.
	
	

	P4: Use a project plan to create a working product or system that meets identified user needs.

	A working solution has been produced.
	
	

	The methods, techniques, and tools used to achieve the working solution have been identified and explained.
	
	

	P5: Monitor the progress of a project against a project plan.

	Monitoring of the progress on the project has been evidenced (e.g. work log, update reports, interim testing).
	
	

	P6: Review a project.

	An review of the project including:

· Comments on the appropriateness of the project plan
· Comments on the timescale

· Comments on the use of resources

· Comments on the impact of the new system (i.e. user feedback)

has been completed.
	
	

	M1: Explain the business need and the impact of factors external to the end user of the new product or system.

	The business need for the new product/system has been explained.
	
	

	The impact factors external to the end user of the new product/system has been explained.
	
	

	M2: Consider alternative solutions that could meet user needs.

	Alternative solutions have been identified.
	
	

	Alternative solutions have been analysed and reasons for them not being used have been given.
	
	

	M3: Monitor a project completion against a project plan within identified timescales, producing interim reviews.

	The actual progress of the project has been monitored regularly against the original project plan.
	
	

	M4: Describe with examples, problems that could arise if a project is not well planned.

	Potential problems in the implementation of the project plan have been identified including:
· The availability of resources (e.g. the need to acquire specialist training and/or equipment to complete the project)
· The impact of external factors (e.g. the need to complete other work during the same timeframe, interruptions to normal working due to unforeseen circumstances)
	
	

	D1: Explain, using an example how potentially conflicting needs arise and suggest possible resolutions and accommodations.

	Conflicting needs have been considered and at least one detailed example has been identified, explain in depth, and potential solutions to the conflict have been suggested.
	
	

	D2: Justify the project solution chosen by reference to such aspects as risks, benefits and limitations.

	The project solution has been justified in respect to the alternative solutions that have been identified and rejected.
	
	

	The project solution has been analysed in depth, and detailed reasons for its selection have been made.
	
	

	D3: Adapt plans to deal with issues experienced during the project.

	Problems that have arisen during the project have been identified.
	
	

	The reasons why the problems arose have been explained.
	
	

	The solution of any problems that have occurred during the project have been clearly identified and explained.
	
	

	Any changes made as a result of the identified problems have been clearly identified.
	
	


Unit 3: ICT Project
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Unit 4: Website Development

	Student’s Name:


	
	Page/Evidence Reference
	Notes

	P1: Describe using examples four different purposes of websites noting the construction features used by each one.

	A commercial website has been described, and the construction features used have been noted.
	
	

	A non-commercial website has been described, and the construction features used have been noted.
	
	

	An educational website has been described, and the construction features used have been noted.
	
	

	A government website has been described, and the construction features used have been noted.
	
	

	P2: Review, using examples, four different websites, noting whether they have achieved their specific purpose.

	Four different websites have been reviewed and comments about the following have been made:

· The use of animation on each website

· The time taken to download each website

· The ease with which users could navigate around each website
· Whether or not each website meets the needs of different audiences
	
	

	P3: Design, create and check a multi-page website to meet the requirements of a defined client.

	A multi-page website has been designed (including storyboards, an outline of a house style, and identified page links).
	
	

	A multi-page website that includes the following features:
	
	

	· Different font styles
	
	

	· Different font sizes
	
	

	· Different font colours
	
	

	· Frames
	
	

	· Action buttons
	
	

	· Hyperlinks to other pages
	
	

	· Hyperlinks to other websites
	
	

	· Hotspots
	
	

	· Graphics
	
	

	· Images
	
	

	· Interactive features (e.g. email inks)
	
	

	· Sound
	
	

	has been created.
	
	

	P4: Upload and maintain a multi-page website.

	The completed website has been uploaded.
	
	

	At least one change has been made to the website and the amended website has been uploaded.
	
	

	P5: Describe three different situations in which a web designer could be in breach of the law.

	A situation in which a web designer could be in breach of the Data Protection Act 1998 has been identified and described.
	
	

	A situation in which a web designer could be in breach of the Copyright Designs and Patents Act 1988 has been identified and described.
	
	

	A situation in which a web designer could be in breach of the Digital Millennium Copyright Act 1998 has been identified and described.
	
	

	M1: Explain how designers use different construction features to help the user access information on websites.

	The use of the following construction features:
	
	

	· Frames
	
	

	· Action buttons
	
	

	· Hyperlinks
	
	

	· Hotspots
	
	

	· Interactive features (e.g. email, registration log in)
	
	

	has been explained.
	
	

	M2: Identify and explain suggestions that could be implemented in order to improve at least two websites.

	Improvements to website A have been identified and suggestions as to how these improvements could be implemented have been made.
	
	

	Improvements to website B have been identified and suggestions as to how these improvements could be implemented have been made.
	
	

	M3: Describe the use of interactive websites and what technique can be used to provide interactivity.

	The use of interactive websites (e.g. one that collects information) has been described.
	
	

	The techniques used to enable websites to be interactive have been described.
	
	

	D1: Justify the use of different construction features in the design of a website.

	The construction features used on a website have been justified in detail.
	
	

	D2: Evaluate the benefits and disadvantages of learning and using HTML, in website creation, as opposed to only using wizards to generate web pages.

	The benefits of learning and using HTML to create websites have been identified.
	
	

	The disadvantages of learning and using HTML to create websites have been identified.
	
	

	The benefits of using wizards to create websites have been identified.
	
	

	The disadvantages of using wizards to create websites have been identified.
	
	

	The benefits and disadvantages of using HTML and wizards to create websites have been evaluated.
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Unit 9: Database Software

	Student’s Name:


	
	Page/Evidence Reference
	Notes

	P1: Using examples, describe the advantages and disadvantages of computerised databases.

	The advantages of computerised databases have been described.
	
	

	The disadvantages of computerised databases have been described.
	
	

	P2: Design, create and check a single table database that meets a defined user need, using at least three data types.

	A single table database has been designed.
	
	

	A single table database has been created.
	
	

	Data type A (e.g. text, numeric, date/time, Yes/No) has been used in the database.
	
	

	Data type B (e.g. text, numeric, date/time, Yes/No) has been used in the database.
	
	

	Data type C (e.g. text, numeric, date/time, Yes/No) has been used in the database.
	
	

	Trial data has been added to the database.
	
	

	Visual checks (e.g. spelling, correct capitalisation, elimination of typographical errors, local naming conventions) of the data have been made.
	
	

	Data validation has been used.
	
	

	Range checks have been used.
	
	

	A shortcut has been used.
	
	

	A primary key has been used.
	
	

	P3: Produce reports based on database queries to meet a defined need.

	Query A has been created.
	
	

	Query B has been created.
	
	

	A report based on Query A has been created.
	
	

	A report based on Query B has been created.
	
	

	P4: Create and use data entry forms.

	Data Entry Form A has been created.
	
	

	Data Entry Form B has been created.
	
	

	Additional data has been added to the database using Data Entry Form A and/or Date Entry Form B.
	
	

	P5: Produce technical documentation for a database.

	Documentation that explains:

· The fieldnames used

· The field descriptions used

· The field properties that have been set
· The primary key that has been used

· The forms that have been created

· The queries that have been created, and

· The reports that have been printed

has been created for the database.
	
	

	M1: Explain the choice of fields, data types and primary key in a database.

	The choice of fields has been explained.
	
	

	The choice of data types has been explained.
	
	

	The choice of primary key has been explained.
	
	

	M2: Explain the importance of data integrity and how it can be maintained with reference to a particular database.

	The importance of data accuracy in the database has been explained.
	
	

	The maintenance of data accuracy in the database has been explained.
	
	

	The importance of data consistency in the database has been explained.
	
	

	The maintenance of data consistency in the database has been explained.
	
	

	The importance of data validation in the database has been explained.
	
	

	The maintenance of data validation in the database has been explained.
	
	

	D1: Recommend and justify improvements that could be made to a database.

	Improvements to a database have been identified.
	
	

	Improvements to a database have been justified.
	
	


Unit 9: Database Software

	Date
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Unit 10: Spreadsheet Software

	Student’s Name:


	
	Page/Evidence Reference
	Notes

	P1: Describe with examples, the uses of at least three different spreadsheets.

	The presentation of information on three spreadsheets has been described.
	
	

	The performance of calculations on three spreadsheets has been described.
	
	

	The list management (i.e. searching, sorting, and filtering) on three spreadsheets has been described.
	
	

	P2: Create a spreadsheet solution to meet a specified need that makes appropriate use of simple and complex formulae and functions and includes a chart.

	A spreadsheet solution has been designed.
	
	

	A spreadsheet solution has been created.
	
	

	Simple formulae have been incorporated into the spreadsheet.
	
	

	Complex formulae have been incorporated into the spreadsheet.
	
	

	Simple functions have been incorporated into the spreadsheet.
	
	

	Complex functions have been incorporated into the spreadsheet.
	
	

	Data has been entered onto the spreadsheet.
	
	

	A chart has been created using information from the spreadsheet.
	
	

	P3: Use data types and formatting to present information as appropriate to the user need.

	Appropriate data types:

· Text
· Currency

· Date

have been used on the spreadsheet.
	
	

	Appropriate formatting:

· Cells (Colours, shading, alignment, border)

· Other formatting (Decimal points, increasing/decreasing row height and/or column width, merging cells)

· Formatting charts (Titles and labels, resizing and moving, appropriate choice of chart type)

· Formatting sheets (headers and footers, page set-up for printing, page breaks)

has been used on the spreadsheet.
	
	

	P4: Check, fix as necessary and document a spreadsheet to ensure formulae and functions work correctly.

	A printout of the spreadsheet has been made that shows the formulae and functions used.
	
	

	Formulae have been checked using test data to ensure that they are working correctly.
	
	

	Functions have been checked using test data to ensure that they are working correctly.
	
	

	Any errors in formulae and function are identified and corrected.
	
	

	A printout of the spreadsheet has been made that shows the corrected formulae and functions used.
	
	

	M1: Create and check a multi-sheet spreadsheet solution to meet specified user needs that uses a selection of appropriate functions and both simple and complex formulae.

	A multi-page spreadsheet solution has been designed.
	
	

	A multi-page spreadsheet solution has been created.
	
	

	Simple formulae have been incorporated into the multi-page spreadsheet.
	
	

	Complex formulae have been incorporated into the multi-page spreadsheet.
	
	

	Simple functions have been incorporated into the multi-page spreadsheet.
	
	

	Complex functions have been incorporated into the multi-page spreadsheet.
	
	

	Data has been entered onto the multi-page spreadsheet.
	
	

	At least two charts have been created using information from the multi-page spreadsheet.
	
	

	M2: Make appropriate use of charts, graphs, filtering and sorting to interpret spreadsheet data.

	Appropriate use of charts has been made in the interpretation of spreadsheet data.
	
	

	Appropriate use of graphs has been made in the interpretation of spreadsheet data.
	
	

	Appropriate use of filtering has been made in the interpretation of spreadsheet data.
	
	

	Appropriate use of sorting has been made in the interpretation of spreadsheet data.
	
	

	D1: Evaluate the benefits of a particular spreadsheet solution and describe potential refinements to improve efficiency.

	The benefits of a particular spreadsheet solution to improve efficiency have been evaluated.
	
	

	The potential refinements of a particular spreadsheet solution to improve efficiency have been evaluated.
	
	


Unit 10: Spreadsheet Software
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Unit 18: Graphics
	Student’s Name:


	
	Page/Evidence Reference
	Notes

	P1: Describe what hardware and software is needed to create and edit graphic images.

	The hardware need to create and edit graphic images, including:

· Internal hardware (e.g. graphics card, RAM, processor, digital camera card)

· File storage (e.g. CD ROM, hard drive, USB storage devices)

· Input devices (e.g. graphics tablet, mouse, digital camera, scanner)

· Output devices (e.g. printer, plotter, monitor)

have been described in detail (including each devices particular functions, advantages, and disadvantages).
	
	

	The software need to create edit graphic images, including:
· Vector graphics software (e.g. Corel Draw, Visio)
· Bitmap software (e.g. Paintshop Pro, Paint)

· Photo manipulation software (e.g. Photoshop, Photoshop Elements)

· Graphics software that is embedded in other applications packages (e.g. drawing tools in Word)

· Other tools (e.g. image viewers, photo galleries)

have been described in detail (including each piece of software’s particular functions, advantages, and disadvantages).
	
	

	P2: Describe with examples, the uses and differences between bitmap and vector images.

	A bitmap image has been identified.
	
	

	The uses of bitmap images have been described.
	
	

	A vector image has been identified.
	
	

	The uses of vector images have been described.
	
	

	The differences (including their respective advantages and disadvantages) between bitmap and vector images has been described.
	
	

	P3: Create an original graphic for a defined user need using dedicated bitmap software.

	A bitmap graphic has been designed.
	
	

	A bitmap graphic has been created.
	
	

	The hardware and software used to create the bitmap graphic have been described.
	
	

	The methods used to create the bitmap graphic have been described.
	
	

	P4: Create an original graphic for defined user need using vector graphic software.

	A vector graphic has been designed.
	
	

	A vector graphic has been created.
	
	

	The hardware and software used to create the vector graphic have been described.
	
	

	The methods used to create the vector graphic have been described.
	
	

	P5: Use specialist hardware to acquire and edit an image for a defined purpose.

	Specialist hardware has been used to acquire an image.
	
	

	The specialist hardware used to acquire the image has been identified.
	
	

	The methods used to acquire the image have been described.
	
	

	Specialist hardware has been used to edit the image.
	
	

	The specialist hardware used to edit the image has been identified.
	
	

	The methods used to edit the image have been described.
	
	

	M1: Explain the limitations of three different software packages in respect of the ability to create and edit graphical images.

	The limitations of software package A in respect to the creation and editing of graphical images has been explained.
	
	

	The limitations of software package B in respect to the creation and editing of graphical images has been explained.
	
	

	The limitations of software package C in respect to the creation and editing of graphical images has been explained.
	
	

	M2: Compare two different hardware devices and associated software that are used to acquire graphic images in terms of the images they can produce.

	Hardware device A and its associated software have been described.
	
	

	Hardware device B and its associated software have been described.
	
	

	The advantages and disadvantages of both devices and their associated software have been tabulated, and a comparison has been made.
	
	

	M3: Create a multi-page document incorporating a variety of different original and acquired images (vector and bitmap) and text to meet a defined need.

	A multi-page document has been designed.
	
	

	A multi-page document that incorporates different original and acquired vector and bitmap images has been created.
	
	

	The methods used to create the multi-page document have been described.
	
	

	D1: Evaluate one vector image and one bitmap image produced against given requirements, suggesting ways they can be improved.

	A bitmap image produced for P3 has been evaluated.
	
	

	Improvements to the bitmap image produced for P3 has been suggested.
	
	

	A vector image produced for P4 has been evaluated.
	
	

	Improvements to the vector image produced for P4 has been suggested.
	
	

	D2: Evaluate a given system specification (hardware and software) in respect of its ability to be used to create and edit graphic images and detail potential improvements and consequent benefits.

	The hardware included in a system specification has been evaluated as to its suitability to create and edit graphic images.
	
	

	The software included in a system specification has been evaluated as to its suitability to create and edit graphic images.
	
	

	Potential improvements to the system specification have been identified and evaluated.
	
	

	The benefits of the potential improvements to the system specification have been described and evaluated.
	
	


Unit 18: Graphics
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