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A School Portfolio must contain:

· two Pupil Portfolios for each level that your school has assessed; 

· if assessing KS1 pupils - at least one of those Pupil Portfolios must be from a Year 4 pupil;

· one completed School Portfolio Summary Record form and a completed Pupil Portfolio Record form for each pupil.

Each Pupil Portfolio must contain samples of work from one pupil that:

· you have judged to be at that level;

· cover the 5 ‘E’s (including both bullets of Explore);
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demonstrate the pupil’s skills in at least five of the Desirable Features. One of the Desirable Features must come from List B detailed on page 9 of the ICT handbook.

The diagram below shows the contents of a sample School Portfolio. This sample school has assessed its pupils to be working at Levels 2, 3 and 4. 
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To ensure that your School Portfolio is complete, reopen it and check that all of your files have transferred over. 
Check that you have included:
· a completed School Portfolio Record form;
· a completed Pupil Portfolio Record form in each Pupil folder;
· two Pupil Portfolios for each level being submitted containing all the pupil work and associated files.

Your Portfolio is now ready for Moderation.  You do not need to do anything else.  C2K will collect a copy of it electronically.  Your School Portfolio will remain on your system, please do not remove it.  Do not make any changes to it after Tuesday 27th April.
Thank you for submitting your School Portfolio.  Moderation will take place during the week beginning 10th May.

You will be informed of the outcomes in due course.



NB:  The following pages are only for teachers who have already created a School Portfolio prior to receiving this guidance.

Please complete the following steps.

· A folder, into which you will place your School Portfolio, has been created for you by C2K.  It is located in RM Shared Documents and labelled with your school DENI number followed by the word CCEA. Follow the instructions on page 4 of this document to locate the folder. 


· Now locate the School Portfolio that you have created.

· Follow the instructions below to place your School Portfolio into the folder created by C2K, from where it will be accessed for moderation. 











To ensure that your School Portfolio is complete, open the C2K folder and check that all of your files have transferred over. 

Check that you have included:

· a completed School Portfolio Record form;
· a completed Pupil Portfolio Record form in each Pupil folder;
· two Pupil Portfolios for each level being submitted containing all the pupil work and associated files.
Your Portfolio is now ready for Moderation.  You do not need to do anything else.  C2K will collect a copy of it electronically.  Your School Portfolio will remain on your system, please do not remove it.  Do not make any changes to it after Tuesday 27th April.
Thank you for submitting your School Portfolio.  Moderation will take place during the week beginning 10th May.

You will be informed of the outcomes in due course.
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Create a folder for each level you are submitting. Name it 


‘Level’ with the number of the level. 


(To do this, right click on the white space, go to ‘New’, left click ‘Folder’ and then name it ‘Level’ and a number.)


























In our sample Clarendon Primary School, levels 1, 2, 3 and 4 are being submitted. The sample school has a DENI number of 1010101.
































Save the completed School Portfolio Summary Record form into the School Portfolio folder and include your school name in the file name.








Open each level folder and within this create two new folders – one for each Pupil Portfolio.





Each Pupil Portfolio should be given the name of the pupil. In order to protect pupils’ identities, you may wish to change the names of the pupils although this is not essential. 





Open a pupil folder by double clicking it.





Create a new folder for each task the pupil has completed that is being sent for moderation. Give each folder the name of the task completed, for example, 


‘Tell Me a Story’. 





Each Pupil Portfolio should also contain the completed Pupil Portfolio Record form for that pupil. 





Open each folder and save the pupil’s work. You may wish to include associated files such as an evaluation, photographs, screen dumps, scanned work or drafts of work as necessary. Please note that the purpose of including such evidence is to inform the moderator that you have an understanding of what is required at a particular level and that this sample of work meets the requirements at this level. 





Schools should not include a copy of the CCEA task. 














Level 2





What you need to submit:





Completed School Portfolio Record form (downloaded from ICT Accreditation website)


Two Pupil Portfolios for each Level you wish to award


One completed Pupil Portfolio Record form (downloaded from ICT Accreditation website) for each Pupil Portfolio 








Stephen





How To





At least one Pupil Portfolio must be from Year 4


(if Key Stage 1 is assessed)





This updated guidance has been produced to assist you in creating and submitting your School Portfolio and placing it on your C2k network from where it will be collected electronically for moderation by CCEA. A very useful step-by-step online demonstration is also available to view on the CCEA ICT Accreditation Website in the Moderation Section.





Please disregard any previous guidance which you may have received at the Pre Moderation Workshop. However, if you have already created your School Portfolio according to this previous guidance please go straight to Page 8.
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If you need to include evidence to clarify that a pupil has been able to Evaluate and Exhibit their work you can do this as a teacher comment within the Pupil Portfolio Record form or the pupil may comment in their own evaluation. 











This part of the guidance is also available as an online demonstration on the CCEA ICT Accreditation Website under ‘Moderation’.





Using a C2K computer, click the Start menu on the screen.





Select ‘My Computer’.























A window opens showing locations you can save to and open files from.





Click the RM Shared Documents folder.











Another window opens with files in it. The files in it will vary from school to school. You may have fewer files in your school than shown here.











Inside the window will be a folder with your school DENI number followed by the word CCEA. It may be near the top left of your folders. Double click this file to open it.
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Please note that you are not now required to use a USB stick. 








Topic Time





Making Music





Precious Waste
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Each Pupil folder will contain that pupil’s tasks and Pupil Portfolio Record form.











Open the RM Shared Documents folder (see page 4 of this guide) and keep the window open on your desktop.





Then locate the folder where you have saved your School Portfolio. 





























Make the top window smaller by dragging the edge so that you can see the RM Shared Documents folder behind it.











Move the window by dragging it until you can see the folder labelled with your school DENI number and CCEA.



































Select and then drag your School Portfolio into the C2K folder.













































































