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LEVEL 1
USING ICT SYSTEMS (ICT1.1)

	STANDARD
	EVIDENCE REQUIREMENTS

	ICT1.1
Using ICT system
	The learner can:

•
Interact with and use ICT systems independently to meet needs
•
Follow safety and security practices


	Learners will be expected to:
	
	
	
	
	
	
	
	

	a.
	Use correct procedures for start and shutdown of ICT systems and to open, use and close applications as appropriate.
	
	
	
	
	
	
	
	

	b.
	Use input devices (e.g. keyboard, microphone, touch screen, mouse) and output devices (e.g. screen printer, headphones).
	
	
	
	
	
	
	
	

	c.
	Select and use software applications (e.g. word processing, spreadsheets, graphics, browser, e-mail) to achieve a purpose.
	
	
	
	
	
	
	
	

	d.
	Recognise and use interface features (e.g. window, size, move, dialogue box, zoom, minimise, maximise, close, icon, option button, menu and submenu, scroll, toolbar and drag and drop).
	
	
	
	
	
	
	
	

	e.
	Understand that settings (e.g. mouse, icon size, screen resolution, desktop contrast, and volume) may need to be adjusted according to individual needs.
	
	
	
	
	
	
	
	

	f.
	Work with files (e.g. create, open save, save as, print, move, close and delete) and folders to enable storage and retrieval of information.
	
	
	
	
	
	
	
	

	g.
	Handle and store media (e.g. insert, remove, label and store safely).
	
	
	
	
	
	
	
	

	h.
	Understand and follow recommended safe practices (e.g. arrangement of hardware, cables, seating, lighting, avoid hazards and take breaks).
	
	
	
	
	
	
	
	

	i.
	Understand and follow recommended procedures to protect information (e.g. passwords and backups) and be aware of the need for internet security.
	
	
	
	
	
	
	
	


ASSESSMENT GUIDANCE
	a-e
	Evidence for these requirements will be implicit within the completed activities for 1.2 and 1.3.

	f
	Screen dump annotated by learner.

	g-i
	Evidence can be presented as comments by learner on their own work as appropriate OR by the completion of discrete additional material set in learners context.


LEVEL 1
FINDING AND EXCHANGING INFORMATION (ICT1.2)

	STANDARD
	EVIDENCE REQUIREMENTS

	ICT1.2
Find and exchange information
	The learner can:

•
Select and use a variety of appropriate sources of information.

•
Access, search for, select and record ICT information that is fit for purpose.

•
Access and use ICT to communicate and exchange information.


	Learners will be expected to:
	
	
	
	
	
	
	
	

	a.
	Select and use appropriate sources of ICT information (e.g. CD, DVD, internet, database, text message) and other forms of information (e.g. newspaper, book, map, conversation, directory, broadcast).
	
	
	
	
	
	
	
	

	b.
	Recognise copyright constraints on the use of information.
	
	
	
	
	
	
	
	

	c.
	Access, navigate and search internet sources of information (e.g. enter web addresses, browse, follow links, use forward and back, save and use bookmarks and use a search engine).
	
	
	
	
	
	
	
	

	d.
	Use appropriate search techniques (use of wildcards, index, search engines, complex search criteria, use of quotation marks, search within results, use of relational operators) to locate relevant information.
	
	
	
	
	
	
	
	

	e.
	Select and use information that matches requirements (e.g. copy and paste, save, capture images, download files and play streamed media, e.g. audio, video, games).
	
	
	
	
	
	
	
	

	f.
	Access, read and respond appropriately to e-mail (e.g. open mailbox, read, reply, delete, create, e.g. to, cc, subject, content, send).
	
	
	
	
	
	
	
	

	g.
	Open attachments, use an address book and adapt style to suit audience (e.g. use appropriate language, respect confidentiality, use copy lists with discrimination).
	
	
	
	
	
	
	
	


ASSESSMENT GUIDANCE

	a
	A minimum of 2 appropriate sources of information should be used of which at least 1 must be ICT – 1 Web Site; 1 from Manual; 1 Trade directory or other type of database.

	b
	Evidence can be presented as comments by learner on their own work as appropriate; OR by completion of discrete additional material set in learners concept – Scanned or downloaded images but stating their source

	c-e
	Evidence for these requirements is implicit in 1.2a – Searching web/printouts for source documents; screen dump of refining a search.

	f-g
	Screen dump of e-mails with attachments – Sent/received; text speak acceptable between learners but must be more informal with others.


LEVEL 1
DEVELOPING AND PRESENTING INFORMATION (ICT1.3)

	STANDARD
	EVIDENCE REQUIREMENTS

	ICT1.3
Developing and presenting information
	The learner can:

•
Enter, organise, develop, format and bring together information to suit content and purpose, in the 
form of:
· Text and tables

· Images

· Numbers

· Records

•
Present information in ways that are fit for purpose and audience.


	Learners will be expected to:
	
	
	
	
	
	
	
	

	a.
	Enter, develop and organise text (e.g. document layout and organisation of information, headings, lists, tables) that is fit for purpose and present information effectively, applying editing techniques to achieve the required outcome (e.g. insert, delete, select, copy, cut, paste, drag and drop, find and replace, undo and redo).
	
	
	
	
	
	
	
	

	b.
	Use appropriate page layout (e.g. margins, header/footer, portrait, landscape, page breaks and page numbering).
	
	
	
	
	
	
	
	

	c.
	Format paragraphs (e.g. bullets, numbering, alignment, tabs, line spacing).
	
	
	
	
	
	
	
	

	d.
	Format text (e.g. font, Arial, style e.g. bold, italic, underline, size e.g. 10pt and colour).
	
	
	
	
	
	
	
	

	e.
	Create simple tables that present information effectively – simple table of items and different prices
	
	
	
	
	
	
	
	

	f.
	Insert, size, crop and position images (e.g. clip art, photo, scanned image), that are fit for the purpose.
	
	
	
	
	
	
	
	

	g.
	Enter, develop and organise numerical information that is fit for purpose using spreadsheet software, cell references, e.g. F2, cell ranges, e.g. A2:A6, formulas with a single operator (+,-,*,/) and SUM function.
	
	
	
	
	
	
	
	

	h.
	Format numerical information appropriately (e.g. cell data type and format, e.g. text, currency, %, decimal places).
	
	
	
	
	
	
	
	

	i.
	Create and develop charts/graphs to suit numerical information (e.g. pie, bar, single line) using suitable labels (e.g. title, axis titles and legend)
	
	
	
	
	
	
	
	


LEVEL 1
DEVELOPING AND PRESENTING INFORMATION (ICT1.3)
	STANDARD
	EVIDENCE REQUIREMENTS

	ICT1.3
Developing and presenting information
	The learner can:

•
Enter, organise, develop, format and bring together information to suit content and purpose, in the 
form of:

· Text and tables

· Images

· Numbers

· Records

•
Present information in ways that are fit for purpose and audience.


	Learners will be expected to:
	
	
	
	
	
	
	
	

	j
	Sort data (e.g. table, spreadsheet, database) on one criterion in ascending or descending order).
	
	
	
	
	
	
	
	

	k
	Bring together information from different types of source.
	
	
	
	
	
	
	
	

	l
	Work accurately (e.g. spelling, calculations, meaning, layout and consistency), seek views of others and proof-read, using software facilities where appropriate for the task (e.g. spell check, print preview).
	
	
	
	
	
	
	
	

	m
	Produce information (e.g. text, tables, images, charts/graphs, combined) using accepted layouts as appropriate (e.g. letter, memo, report, newsletter, poster) that is fit for purpose and audience.
	
	
	
	
	
	
	
	

	n
	Review effectiveness of creation and presentation of information.
	
	
	
	
	
	
	
	


ASSESSMENT GUIDANCE

	a-m
	In order to meet evidence requirements of 1.3 most of a-m is likely to be evident in the portfolio.  However, evidence must be of sufficient rigour and scope to meet the required standard at Level 1

	n
	This could be included in the portfolio or as discrete supporting material


LEVEL 2
USING ICT SYSTEMS (ICT2.1)

	STANDARD
	EVIDENCE REQUIREMENTS

	ICT2.1
Using ICT system
	The learner can:

•
Select, interact with and use ICT systems independently to meet needs

•
Follow safety and security practices and manage information storage efficiently


	Learners will be expected to:
	
	
	
	
	
	
	
	

	a.
	Use correct procedures for start and shutdown of ICT systems and to open, use and close software as appropriate.
	
	
	
	
	
	
	
	

	b.
	Use input devices (e.g. keyboard, microphone, touch screen, mouse) and output devices (e.g. screen printer, headphones) and communication services (e.g. ISP, broadband, dial up network).
	
	
	
	
	
	
	
	

	c.
	Select and use software applications (e.g. word processing, spreadsheets, graphics, browser, e-mail) and system facilities (e.g. print queue, file management).
	
	
	
	
	
	
	
	

	d.
	Recognise and use interface features (e.g. window, e.g. size, move, dialogue box, zoom, minimise, maximise, close, icon, option button, menu and submenu, scroll, toolbar and drag and drop).
	
	
	
	
	
	
	
	

	e.
	Adjust system settings as appropriate according to user need (e.g. mouse, icon size, screen resolution, desktop contrast, and volume, date and time, add words to spell check, dictionary).
	
	
	
	
	
	
	
	

	f.
	Manage file and folder structure (e.g. create, open, save, save as, print, move, close, delete, view, rename, move and copy) to enable efficient storage and retrieval of information.
	
	
	
	
	
	
	
	

	g.
	Handle and store media (e.g. insert, remove, label and store safely).
	
	
	
	
	
	
	
	

	h.
	Understand and follow recommended safe practices (e.g. arrangement of hardware, cables, adjust seating and lighting, avoid hazards and take breaks and minimise physical stress).
	
	
	
	
	
	
	
	

	i.
	Understand and follow recommended procedures to protect information (e.g. passwords and backups) and confidentiality and be aware of the need for internet security.
	
	
	
	
	
	
	
	


ASSESSMENT GUIDANCE

	a-e
	Evidence for these requirements will be implicit within the completed activities for 2.2 and 2.3.

	f
	Screen dump annotated by learner.

	g-i
	Evidence can be presented as comments by learner on their own work as appropriate OR by the completion of discrete additional material set in learners context.


LEVEL 2
FINDING AND EXCHANGING INFORMATION (ICT2.2)

	STANDARD
	EVIDENCE REQUIREMENTS

	ICT2.2
Find and exchange information
	The learner can:

•
Select and use a variety of appropriate sources of information for a complex task.

•
Access, search for, select and develop ICT-based information and evaluate its fitness for purpose.

•
Access and use ICT to communicate and exchange information, including storage of messages and 
address lists.


	Learners will be expected to:
	
	
	
	
	
	
	
	

	a.
	Select and use appropriate sources of ICT information (e.g. CD, DVD, internet, database, text message) and other forms of information (e.g. newspaper, book, map, conversation, directory, broadcast) for a complex task.
	
	
	
	
	
	
	
	

	b.
	Recognise copyright and other constraints on the use of information (e.g. speed of internet connection, time constraints for downloading large files).
	
	
	
	
	
	
	
	

	c.
	Access, navigate and search internet sources of information (e.g. connect, enter web addresses, browse, follow links, use forward and back, save and use bookmarks and use a search engine).
	
	
	
	
	
	
	
	

	d.
	Use appropriate search techniques (e.g. find tool including wildcards, index, multiple search (e.g. use of quotation marks, search within results, use of relational operators, e.g. =, >, <, >=, <=, <>, and logical operators, e.g. AND, NOT, OR) and design queries to locate relevant information.
	
	
	
	
	
	
	
	

	e.
	Select and use information that matches requirements (e.g. copy and paste, save, capture images, download files and play streamed media, e.g. audio, video, games) and evaluate fitness for purpose, (e.g. intention and authority of provider, currency of information, relevance and bias)
	
	
	
	
	
	
	
	

	f.
	Access, read and respond appropriately to e-mail (e.g. open mailbox, read, reply, delete, create, e.g. to, cc, subject, content, send, open and add attachments, use address book and adapt style to suit audience e.g. use appropriate language, respect confidentiality, use copy lists with discrimination).
	
	
	
	
	
	
	
	

	g.
	Manage efficient storage of e-mail and attachments (e.g. use folders) and contact e-mail addresses (e.g. maintain address book).
	
	
	
	
	
	
	
	


ASSESSMENT GUIDANCE

	a
	A minimum of 2 appropriate sources of information should be used of which at least 1 must be ICT – 1 Web Site; 1 from Manual; 1 Trade directory or other type of database.  In addition the selection of these must be for a complex task e.g. a task that involves a number of inter-related sub-tasks.

	b
	Evidence can be presented as comments by learner on their own work as appropriate; OR by completion of discrete additional material set in learners concept – Scanned or downloaded images but stating their source

	c-e
	Evidence for these requirements is implicit in 2.2a – Searching web/printouts for source documents; screen dump of refining a search.

	f-g
	Screen dump and/or print out of e-mail storage structure; OR Learner comments with evidence to support.


LEVEL 2
DEVELOPING AND PRESENTING INFORMATION (ICT2.3)

	STANDARD
	EVIDENCE REQUIREMENTS

	ICT2.3
Developing and presenting information
	The learner can:

•
Enter, organise, develop, format and bring together information to suit content and purpose, in the 
form of:

· Text and tables

· Images

· Numbers

· Records

•
Evaluate and use different methods of organising and presenting information taking into account 
fitness for purpose and audience


	Learners will be expected to:
	
	
	
	
	
	
	
	

	a.
	Enter, develop and organise text (e.g. document layout and organisation of information, e.g. headings and sub-headings, lists, tables and use of white space) to suit purpose and present information effectively, applying editing techniques to achieve the required outcome (e.g. insert, delete, select, copy, cut, paste, drag and drop, find and replace, undo and redo).
	
	
	
	
	
	
	
	

	b.
	Use appropriate page layout (e.g. margins, header/footer, portrait, landscape, columns, page breaks and page numbering).
	
	
	
	
	
	
	
	

	c.
	Format paragraphs (e.g. bullets, numbering, alignment, tabs, indents and line spacing).
	
	
	
	
	
	
	
	

	d.
	Format text (e.g. font, e.g. Arial, style e.g. bold, italic, underline, size e.g. 10pt, borders, shading and colour).
	
	
	
	
	
	
	
	

	e.
	Design, create and format tables (e.g. row and column, quantity and size, horizontal and vertical text alignment, merge and split cells, borders and shading).
	
	
	
	
	
	
	
	

	f.
	Insert, develop and organise images (e.g. clip art, photo, scanned image), basic shapes (e.g. line, rectangle, eclipse) and text boxes.
	
	
	
	
	
	
	
	

	g.
	Format images (e.g. resize, crop, align and use borders and text wrapping).
	
	
	
	
	
	
	
	

	h.
	Enter, develop and organise numerical information that is fit for purpose using worksheets, relative and absolute cell references (e.g. F2, $D$4) cell ranges, (e.g. A2:A6), formulas using multiple operators (+,-,*,/), functions (e.g. SUM, MIN, MAX, AVERAGE) and replication.
	
	
	
	
	
	
	
	


LEVEL 1
DEVELOPING AND PRESENTING INFORMATION (ICT2.3)
	STANDARD
	EVIDENCE REQUIREMENTS

	ICT2.3
Developing and presenting information
	The learner can:

•
Enter, organise, develop, format and bring together information to suit 
content and purpose, in the form of:

· Text and tables

· Images

· Numbers

· Records

•
Present information in ways that are fit for purpose and audience.


	Learners will be expected to:
	
	
	
	
	
	
	
	

	i.
	Format worksheets and numerical information appropriately (e.g. row height, column width, gridlines, merge cells, cell borders, cell data type and format, e.g. text, currency, %, decimal places, date, time wrap text).
	
	
	
	
	
	
	
	

	j.
	Create and develop charts/graphs (e.g. pie, bar, single line) using suitable labels (e.g. chart title, axis titles and labels, legends, data labels and gridlines).
	
	
	
	
	
	
	
	

	k
	Enter and organise records (in e.g. a table, spreadsheet or database) using field names and headings, data types and primary key, sort on one or more fields in ascending or descending order, select records (e.g. using data filtering) and edit records (e.g. add, delete and amend).
	
	
	
	
	
	
	
	

	l
	Bring together information from different types of source.
	
	
	
	
	
	
	
	

	m
	Bring together components of images and text (e.g. position, behind, in front and grouping).
	
	
	
	
	
	
	
	

	n
	Work accurately (e.g. spelling, calculations, meaning, layout and consistency), seek views of others, proof read and use software facilities where appropriate for a complex task.
	
	
	
	
	
	
	
	

	n
	Produce information (e.g. text, tables, images, charts, combined) using accepted conventions (e.g. letter, memo, report, newsletter, poster, web page) as appropriate and fit for purpose and audience.
	
	
	
	
	
	
	
	

	o
	Review effectiveness of creation and presentation of information.
	
	
	
	
	
	
	
	


ASSESSMENT GUIDANCE

	a-o
	In order to meet evidence requirements of 2.3 most of a-o is likely to be evident in the portfolio.  However, evidence must be of sufficient rigour and scope and complexity to meet the required standard at Level 2.  It would be difficult to envisage achievement of the level of complexity for Level 2 to be met without using a database or spreadsheet.

	p
	This could be included in the portfolio or as discrete supporting material
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