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Introduction

Introduction
This publication supports your delivery of BTEC Level 2 First qualifications in Information
Technology and should be read in conjunction with the published specification. It provides an
overview of how the qualifications have changed and how to best deliver the course and assess
your learners’ progress.

These materials are not prescriptive. You may feel that the
course can be delivered and assessed more effectively
in a different way. This may be because of the way the
qualifications are organised within your centre or because
a different approach better suits your learners, after taking
into consideration their learning styles and prior learning.
BTEC qualifications are designed to enable you to plan
and deliver programmes that are dynamic and relevant to
local needs.

Further information and support
For a complete guide to all support offered by Edexcel
at every stage of your BTEC delivery, please refer to
BTEC Support. This booklet is available in your
Specification Pack.
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What’s new for BTEC
Edexcel has redeveloped its suite of BTEC Level 2 First and BTEC Level 3 National qualifications
to ensure that they are aligned with the new Qualifications and Credit Framework (QCF). Wherever
possible the changes have been minimal and in all cases BTEC units have retained their key
characteristics.

What is the Qualifications and Credit
Framework?
The Qualifications and Credit Framework (QCF) is a
system whereby credit is awarded for qualifications and
units (small steps of learning). It enables learners to work
towards qualifications at their own pace and along ﬂexible
routes.
All QCF units are published on the Register of Regulated
Qualifications (RRQ). Every unit and qualification has a
credit value indicating how much time it takes to complete,
and a level showing how difficult it is (ranging from Entry
Level to Level 8). Learners are given a unique learner
number (ULN) where their individual record of credit
accumulation is logged. For more information see
www.accreditedqualiﬁcations.org.uk.

How does this affect the BTEC Level 2 First
qualifications?
The new family of BTEC Firsts – which are all at Level
2 – is made up of three sizes of qualification: Certificates,
Extended Certificates and Diplomas. (Qualification names
have changed during the revision of BTEC Firsts to meet
the QCF structure – see the table below to compare the
new names to the old if you have taught BTEC before.)
The Certificate has been introduced as a new BTEC Level
2 First qualification, to be broadly equivalent to one GCSE.
This increases ﬂexibility and improves opportunities for
co-teaching with GCSE and other qualification types.
The BTEC Level 2 Certificate will be nested wherever
possible in the corresponding BTEC Level 2 Extended
Certificate, and the BTEC Level 2 Extended Certificate in
the corresponding BTEC Level 2 Diploma.

All BTEC Level 2 First qualifications (whether Certificates,
Extended Certificates or Diplomas) comprise a mix of units
and these can be at different levels, but the majority of
units must be at the main level of the qualification: Level 2.
Rules of unit combination have been determined to
show how learners can select units and combine these
to achieve new BTEC Level 2 First qualifications (see the
specification for the list of available units). In some cases
there will be mandatory units which all learners must take
to achieve their qualification.
The overall grade for any BTEC qualification will be based
on a table in the specification that converts pass, merit
and distinction unit grades to points and then totals those
points.
For full information about these qualification types,
rules of unit combination and grading, see the
specification.

New features for BTEC units
There are some new features common to all new BTEC
units:
• credit level and guided learning hours (GLH)† are stated
• expanded guidance is given on delivery and assessment
• BTEC units now contain guidance and mapping to
functional skills and personal, learning and thinking
skills (PLTS) − so you can embed learning for these skills
• outline learning plans give suggestions for unit delivery
and assessment
• a programme of suggested assignments gives ideas for
assignments that will cover the unit’s assessment and
grading criteria
• each unit suggests how you can link with employers.

Certificate

Extended
Certificate

Diploma

this is new

Certificate

Diploma

Credits (minimum)

15

30

60

Guided learning
hours (GLH)†

90

180

360

1 GCSE (A*–C)

2 GCSEs (A*–C)

4 GCSEs (A*–C)

Previous name

Broad equivalence

Guided learning hours (GLH):
all the times when a member
of staff (eg tutor, trainer or
facilitator) is present to give
guidance (‘contact time’). This
includes lessons, lectures,
tutorials and supervised study in,
for example, learning resource
centres and workshops. It
also includes time spent
with learners observing and
assessing their work towards
assignments.

†

BTEC Level 2 First qualifications

Every BTEC unit contains an assessment and grading criteria grid. For the purpose of brevity,
this will be referred to as the ‘grading grid’ / ‘grading criteria’ throughout this booklet. (In official
terms assessment criteria are pass criteria; grading criteria are merit and distinction criteria.)

This additional information is not meant to be prescriptive.
A key feature of BTEC is that you can match your delivery
of the qualifications to local needs and circumstances, and
to the opportunities that present in your area to give a real
vocational focus. For more information about BTEC units
see pages 20–21.

Functional skills
Functional skills have replaced key skills. These are a
set of standards that establish a benchmark in English,
mathematics and ICT. Functional skills are available from
Entry Level to Level 2.
BTEC specifications now offer guidance on how these
functional skills can be embedded in your delivery of each
unit. Please note: functional skills can be tested while
delivering a BTEC course but they are not an integral part
of the qualification. They are designed to be assessed by
externally set and marked tests.

Although each skill set is distinctive, they may be
interconnected and any assignment or learning experience
may explore one or more PLTS. BTEC Level 2 First
qualifications offer the opportunity to cover PLTS, but in
order for learners to recognise this coverage the PLTS
would need to be made explicit at delivery. An effective
way to record competence in PLTS is by using a tracking
system that is linked to the PLTS references in the unit
specifications.

WorkSkills
Edexcel has developed a range of WorkSkills qualifications
at Entry 3, Level 1 and Level 2 that may also be studied
alongside BTEC Level 2 Firsts. WorkSkills comprise a
range of units that focus on personal development, work,
social and domestic skills.
For more information on WorkSkills see www.edexcel.com/
workskills

Personal, learning and thinking skills (PLTS)

So, why choose BTEC?

BTEC Level 2 First units offer guidance and signposting to
help you develop learners’ personal, learning and thinking
skills. Along with functional skills, these are seen as key
elements for success in learning, life and work. Please
note that PLTS are not a compulsory or integral component
of the BTEC Level 2 First, but should you wish to integrate
your PLTS delivery with this qualification we provide this
guidance for you to do so.

BTECs are an established and highly successful alternative
to general qualifications, suitable for a wide range of
learners. As work-related qualifications, they are designed
to accommodate the needs of employers as well as
allowing progression to university.

The PLTS framework consists of six groups of skills:
• independent enquiry (IE)
• creative thinking (CT)
• reﬂective learning (RL)
• team working (TW)
• self-management (SM)
• effective participation (EP).
These have connected outcome statements (to view these
visit www.qcda.gov.uk).

BTECs provide a practical, real-world approach to learning
alongside a theoretical background, to give learners the
knowledge, understanding and skills that they need to
prepare for employment. BTECs also provide career
development opportunities for those already in work. They
can be taken as well as, or instead of, GCSEs and A-levels
in schools and colleges.
Comprising units which can be built to form a qualification
at a size that is suited to the learner, BTECs can be
delivered as full- or part-time courses. Each unit is
assessed through the completion of assignments that are
designed by you as tutor and call on a range of evidence
types. Such ﬂexibility enables you to deliver a qualification
that is just right for your learners.
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What’s new for the BTEC Level 2 Firsts in Information Technology
Units have been revised and updated so that they can be mapped to the Qualifications and Credit Framework.
This table summarises the specification changes unit by unit. For a complete list of new units, including rules of
combination and mandatory/optional unit status, please see the specification.
New units

Old units
Mapping/comments

Number

Name

Number

Name

Unit 1

Communicating in the IT Industry

New unit

Unit 2

Working in the IT Industry

New unit

Unit 3

Computer Systems

Unit 4

Business IT Skills

Unit 5

Supporting Organisations with IT

Unit 5

ICT Supporting Organisations

Full coverage

Unit 6

Project Planning with IT

Unit 3

ICT Project

Testing of a finished product is no longer assessed, meaning learners can achieve credit this unit for project planning
alongside another unit which assesses product design and development

Unit 7

Installing Computer Hardware

Unit 12

Installing Hardware Components

Full coverage

Unit 8

Installing Computer Software

Unit 13

Software Installation and Upgrade

Full coverage

Unit 9

Customising Software

Unit 8

Customising Applications Software

Full coverage

Unit 10

Setting up an IT Network

Unit 6

Networking Essentials

Full coverage

Unit 11

IT Security

Unit 17

Security of ICT Systems

Full coverage

Unit 12 IT Support

Unit 15

Providing ICT Technical Advice and Guidance

Full coverage

Unit 13 IT Fault Diagnosis and Remedy

Unit 14

Technical Fault Diagnosis and Remedy

Full coverage

Unit 14 Mobile Communications Technology

Unit 16

Mobile Communications Technology

Updated to include modern examples

Unit 15 Mathematics for IT

Unit 11

Numerical Applications

Full coverage

Unit 16 Database Systems

Unit 9

Database Software

Full coverage

Unit 2

Introduction to Computer Systems

This unit focuses more on the hardware and software of computers and general uses. Specific user requirements are now
covered across other units
New unit

Unit 17

Website Development

Unit 4

Website Development

Updated to include modern examples

Unit 18

Software Design

Unit 7

Software Design and Development

Amended to cover more generic aspects of software design as an introduction to the new programming language-specific
units

Unit 19

Object oriented Programming

New unit

Unit 20 Procedural Programming

New unit

Unit 21 Event driven Programming

New unit

Unit 22 Doing Business Online

Unit 21

Doing Business Online

Partial coverage

Unit 23 Computer Graphics

Unit 18

ICT Graphics

Full coverage

Unit 24 Telecommunications Technology

Unit 20

Telecommunications Technology

Updated to include modern examples

Unit 25 Home Entertainment Systems

Unit 19

Installing and Maintaining Home Entertainment Systems

Full coverage

Unit 26 Developing Computer Games
Unit 27 Spreadsheet Modelling

New unit
Unit 10

Spreadsheet Software

Unit 28 Multimedia Design
Unit 29 Presenting Information Using IT

Full coverage
New unit

Unit 1

Using ICT to Present Information

Full coverage

Unit 30 Animation Techniques

New unit

Unit 31 Interactive Media Production

New unit
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BTEC success stories

Bedford Academy (formerly
John Bunyan School)

Filton College, Bristol

Bedford Academy is an upper school educating students from the
local community.

Filton College offers a wide range of vocational and A level qualifications,
mostly to 16–18 year old students from the Bristol and South
Gloucestershire areas.

Why did you choose to run this BTEC course?
Over recent years the school has started to deliver a series of BTEC
courses. In IT we felt that the structure of the course was more appropriate
to the needs of our learners. The practical approach suits their learning
styles and the ﬂexibility within the course means that we find units of work
that they engage with and enjoy working on.

What have you enjoyed most about the course as a tutor?
The ﬂexibility within the course extends to the tutor as well as the learners.
As a team we can work to our strengths when looking at the units, and
we have the freedom to build assignment scenarios that can be based around our own experiences of real life,
and bring practical associations into the classrooms.

How has your teaching changed since you started to deliver it?
The assessment and feedback of assignment work now forms an important part of each lesson and so lesson
structures have changed from the days of teaching for an examination. We encourage learners to be much more
independent in their work, doing lots of the research for their own assignments, while the tutors are there to act
more as facilitators giving guidance and support, and to make sure the learners are always on the right track.

What changes have you observed in learners as they have progressed through the course?
The learners have to do a lot of thinking for themselves and so this is a skill that they develop as time goes on.
Their independence grows and we all find that they, too, see the differences in the lessons. They are now far more
likely to come straight into class and progress with their own learning needs rather than having to be directed
by the tutors. Our assessment tracking database gives the learners access to their assignments and shows their
progress wherever they are in school, and so we find that they will work on their assignments outside the lessons
without tutors requesting work to be completed.

Can you give any examples of how your learners have progressed since embarking on a
BTEC course?
The switch to BTEC courses was driven by the need to raise achievement. The BTEC IT course has helped all our
learners to blossom, as it is more appropriate for their learning needs. The more practical aspects of the subject
have relevance to their lives and to what they are likely to be working on in the future.

Why did you choose to run this BTEC course?
The college has successfully run a wide range of BTEC courses for
many years. The range covers Levels 1 to 3 in many subject areas,
including Health & Social Care, Land Based Technology, Public
Services, IT, Business, Sport, Media and Performing Arts. This course
is therefore a natural development of our existing provision.

What have you enjoyed most about this course as a
tutor?
The ﬂexibility of the course makes it possible for us to tailor the units to meet local needs, whether that be
local employment needs, staff skill sets or learner preference. In this way, no two BTEC courses are precisely
the same.

How has your teaching changed since you started to deliver it?
The nature of BTEC courses lends itself to a more individualised style of learning, meaning that more time is
spent with learners on a one-to-one basis, focusing on improving their skills.

What changes have you observed in learners as they have progressed through the course?
At Level 1 and Level 2, learners can focus on a subject that interests them, and they leave as much more
confident learners, having found that they can succeed. They acquire skills that can be used either to
progress to Higher or Further Education, or to start careers.

Can you give any examples of how your learners have progressed since embarking on a
BTEC course?
Progression from Level 2 to Level 3 and then on to Higher Education is quite common. We have had a number
of learners who have progressed from Level 1, through Level 2 to achieve Level 3, and one in particular who
then went on to win a scholarship to Reading University and from that studied further in the USA.
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Getting started: planning course delivery
Good planning is the first step to successful BTEC delivery and assessment. It is the
best way of making sure everything is in place and that your unit coverage is robust and
achievable. This guide should help you get started.

The BTEC assessment and delivery process

Read the specification
2. Tutor
reads unit
speciﬁcations

3.Tutor prepares
locally-devised
assignments

4. Internal
veriﬁer checks if
assignments are
ﬁt for purpose

7. Edexcel samples
centre’s accuracy
in grading†
6. Internal
veriﬁer checks
if grades have
been awarded
accurately

5. Learners
complete
assignments

Implementing

8. Learners are
graded

Planning

9. On completion
of all units learners
are awarded a ﬁnal
grade

Key areas to consider

• Understand the structure of a BTEC unit (see pages 20–1).
• Read and understand the specification.
• Decide whether you will teach unit by unit or if it is best to integrate
unit delivery (for further guidance on this see page 16).
• Plan your programme of assignments (see page 34).

• Resource planning, such as when you might
need to call on the expertise of specialist staff.
• Timetabling, practical lessons and enrichment
opportunities.
• Interim and major assessment points.
• Planning for internal verification.

Overview of roles and responsibilities
Tutors/Assessors

1. The centre
decides to run
BTEC

First things first

Work with colleagues in their department, planning
the course as a team

Learners

Manage and organise their own time to
prepare evidence for assignments

Arrange standardisation meetings across
teams and multi-sites
Ensure an effective system for
recording learner achievement is in place

Action the internal verifier’s advice on planning

Advise programme team on any training
needs
Participate fully in learning

Guide learners towards approaches in gathering
assessment evidence

Produce work for assessment

Manage the team to devise assessment
programme in collaboration with tutors
(assessors) and internal verifier(s)

Support programme planning

Design assignments which are suited to local and
learner needs and matched to unit grading criteria

Deliver unit content and assignments

Programme managers/
heads of department

Internal verifiers✲

Prepare resources plan to match
assignment programme
Manage timetable and room allocation
Organise a tracking mechanism for
learner achievement
Take part in the programme

Provide advice and support to assessors
on regular basis

Monitor delivery

Advise on opportunities for evidence
generation and collection

Complete observation and witness statements to
support demonstration of practical skills

Organise regular team meetings
Coordinate tutor/assessor activity

Advise on the appropriateness of
assessment evidence with regard to
level, sufficiency, authenticity, validity
and consistency

Observe, scrutinise and record evidence of individual
work within group activities
Review progress of learners to give opportunities for
achieving grading criteria

Liaise with the internal verifier(s) and
lead internal verifier(s)
Deal with learner issues

Advise on the interpretation of
national standards and undertakes
standardisation exercise

Award unit grades when the unit has been completed
and internally verified

Oversee maintenance of learner record

Keep records of the verification process
Liaise with Edexcel Assessment
Associate where appropriate

Internal Verifying

Action internal verifier’s advice on assignment design
Check authenticity and sufficiency of assessment
evidence produced against grading criteria/unit
content
Record assessment decisions and put these forward
for internal verification
Action internal verifier’s advice on grading decisions

Check the validity and sufficiency of the
evidence with the assessor
Review opportunities for achieving
grading criteria
Participate in self- and peer-assessment
activities where appropriate

Collaborate with internal verifier(s) and
lead internal verifier(s) to maintain the
programme

Check if assignments are fit for purpose
Use their subject specialism to sample
assignments to check the quality of
assessment and to ensure that it is
consistent, fair and reliable

Check the validity of overall verification
programme
Coordinate awarding body requirements

Ensure own assessment decisions
are sampled when teaching on the
programme

Update internal verifier team on current
practice

Feedback

Respond to any awarding body action

Lead internal verifiers who have passed the new
OSCA2 test can seek certification of learner work for
the programme(s) they manage without annual external
sampling. (Some centres may be randomly sampled.)

Give constructive feedback to learners and record
learners’ formative achievements

Receive assessment recommendations
and feedback from the assessor

Give decisions and feedback on the
sampling

Coordinate and contribute to final
internal awarding meetings

Provide guidance for learners to enhance achievement

Plan next steps with the assessor

Ensure appropriate corrective action is
taken where necessary

Oversee recording and transmission of
accurate results

Plan next steps with learners
Record learners’ summative achievements

Provide feedback on aspects of the
assessment system to the programme
team, senior management and Edexcel

Review the course for the year with an
end of year report including resource
and teaching evaluation

Take part in the formal stages of any
appeal

†

Plan for the next academic year
Some of these functions may be undertaken
by the lead internal verifier (see page 38)

✲

This is
you
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Overview of year

Decide which units are
being delivered and plan year
to timetable

Check
assignments
to track unit
coverage

Individual assignment design

Plan internal
verification
activities

Internal
verifiers check
assignment
briefs prior to
issue to learners
and build in
team
standardisation
activities†

Assignment delivery

Successful
completion
of OSCA2*
by lead
internal
verifier

Learner induction

External links

It is crucial that you familiarise your learners with how
BTEC delivery and assessment work. Consider developing
learners’ understanding of:
• the specification (structure, content, grading grids, level
of programme and equivalency)
• the purpose of assignment briefs
• the relationship between the tasks given in an
assignment and the grading criteria
• the way that the BTEC grading grids work in relation to
their prior experience of other assessment models
• internal assessment procedures and centre policies
• the concept of deadlines/hand-in dates
• the concept of vocational and work-related learning
• learner responsibility.

All work-related programmes benefit from external links
with the vocational sector. These links could be developed
in many ways:
• provision of ‘live’ case study material that is company or
organisation based
• learner visits to vocational settings
• professional input from practitioners, especially where
vocational expertise is clearly identified in the delivery
section of the units
• work placements that are specifically related to the
qualification
• tutor placements to enhance vocational expertise
• regular use of vocational language and skills in class, in
assignments and on work placement
• assignments set within a strong vocational context.

Setting expectations
It is common practice to provide induction books for
learners to sign at the beginning of the programme.
These could set out your centre’s expected rules and
recommendations, for example adherence to health
and safety legislation, and your centre’s plagiarism
policy. These could also contain rules and procedures
about the facilities learners will use.

Progression
It is your duty to provide learners with clear guidance
on progression and models of continued study that
are relevant to their abilities. For more information on
how learners might progress from a BTEC Level 2
First, see www.btec.co.uk

Formative assessment
tracking for learners

Edexcel’s Study Skills Guides
Continuous
updates
to learner
tracking

Internal verifiers
sample learner
assessment†
Summative unit grading and
reporting to Edexcel at end of
programme

Learner achievement
and certification

*OSCA2 is the online standardisation test that would give a lead internal verifier, and
consequently the programme(s) they manage, accredited status. With this status a lead internal
verifier can seek certification of learners’ work during the period of that accreditation without
annual external sampling. (Some centres may be randomly sampled.)
†
Where the centre has a lead internal verifier who has passed the OSCA2 test, this process is
coordinated by them.

Edexcel publishes free
Study Skills Guides for
BTEC Level 2 First learners.
These provide guidance on:
• time management
• getting the most from work
experience and special
events
• working with others
• finding and using resources
• organising, interpreting and
presenting information
• making presentations
• tackling assignments (including a worked
assignment from a learner perspective).

Forging links with local businesses

With almost every business using information technology
in some form or another, there are plenty of opportunities
to develop links with local businesses. They may be able
to provide work placements, workplace visits or visiting
speakers.
You will need to make sure, when arranging work
placements, that employers are aware of the capability
of the learners and set their expectations accordingly. It
is very useful if you can give a summary of the course
coverage. It is also important to try to ensure, as far as
possible, that the work placement can provide suitable
work for the learners. You should ask employers what sort
of tasks they will be giving to the learners, so that you can
try to match them to the interests of the learners and also
check that they are reasonable.
Prepare the learners for work placements to ensure they
know what to expect, and what will be expected of them.
Make sure they understand the dress code, location and
travel details, and the procedure to follow if they are late or ill.
In situations where you cannot find work experience for
some or all of your learners, you may consider either
finding placements within your centre or creating a mock
work placement environment. Local companies that
cannot provide work placements may be able to advise
on typical tasks that the learners can complete in a
simulated work environment. You may also be able to find
organisations (especially voluntary or charity organisations)
which, although unable to accommodate learners on-site,
may be able to provide real work for them to do.
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Learners should be able to use some of what they learn on
work experience as evidence for Unit 2: Working in the IT
Industry. For example, you could ask learners to find out
from their supervisor what characteristics they would look
for in an employee. As another possibility, if the employer
is willing, an interview could take place prior to the start
of the placement and feedback given on the learner’s
interview and general communications skills. This could
be used as part of the evidence for criteria P1 of Unit 1:
Communicating in the IT industry – ‘demonstrate effective
interpersonal skills in face-to-face communication’.
Keeping up to date
IT is such a rapidly changing sector that keeping up
to date is a challenge for both learners and tutors.
Suggest to your learners that they read monthly IT
magazines such as PC Pro (these can sometimes be
found in your local library as they are quite expensive
to buy each month), and regularly visit the technology
pages of news websites such as BBC news. Also
encourage learners to keep a scrapbook of relevant
articles from the internet or from magazines, making
a careful record of their sources.

Linking theory and practice
Learners need to understand how to apply
theoretical technical knowledge in practice. Theory
is probably best delivered in short sessions followed
by some practical activity which relates to the theory.
For example, in Unit 9: Setting Up an IT Network,
there is some theoretical material about protocols,
addressing, etc. A theory lecture on these topics
could be followed by a practical session looking at
setting TCP/IP properties, manual configuration of IP
addressing and using the ‘Ping’ utility.

Good teaching practice and resources
Staffing

All staff must be appropriately qualified to teach this
course. It is ideal if tutors also have relevant vocational
experience. Tutors should have subject-specific
knowledge for the unit(s) that they deliver.
For any tutor teaching BTEC vocational subjects, it
is advisable that, as part of continuing professional
development, some time is spent in a work placement or
work shadowing situation to ensure up-to-date contact
with developments in the IT sector. This could also
involve visiting suitable trade shows or demonstrations
and reading IT magazines. Such a process is especially
important if a tutor’s particular specialism is not directly
related to IT or to the specific units being delivered. BTEC
Level 2 First qualifications should be as informative and
engaging as possible, and learners will benefit from tutors
who are able to draw upon up-to-date practical experience
of IT technology, although in such a rapidly developing

sector it is recognised that this may be difficult. This is one
reason why visiting speakers can be very useful.
Familiarity with current professional practice

It is a feature of the design of BTEC qualifications that they
have the ﬂexibility to respond to National Occupational
Standards in each area as current practice changes. They
also offer the opportunity for innovative approaches to
teaching and learning.
Additional specialist practitioners

You may have to employ specialist practitioners to deliver
certain units of these qualifications. Take care that legal
requirements are met. Where external tutors are delivering
units, the internal verifier should carry out close monitoring to
help in ensuring the quality of the assignment process.
Awareness of learners requiring reasonable adjustment

Be aware of individual requirements and ensure that
learners can achieve the unit grading criteria in all of the
units that the planned programme contains.
You are free to make adjustments to programme delivery
to ensure that learners can be guaranteed to gain the
qualification if they comply with all unit grading demands
(see more information about reasonable adjustment in the
panel below).
What is a reasonable adjustment?
Reasonable adjustments are arrangements which
give a learner access to a qualification. Reasonable
adjustments must be agreed at the pre-assessment
planning stage and comprise any action that helps
to reduce the effect of a disability or difficulty, which
places the learner at a substantial disadvantage in
the assessment situation. For example, these actions
might involve changing or adapting the assessment
method, adapting assessment materials or using
assistive technology. Reasonable adjustments must
not affect the reliability or validity of assessment
outcomes and they must not give the learner
an assessment advantage over other learners
undertaking the same or similar assessments.
How do I apply for a reasonable adjustment for
internally assessed BTEC qualifications?
For BTEC qualifications that are internally assessed,
centres do not need to apply to Edexcel to
implement a reasonable adjustment. However,
centres must only make reasonable adjustments in
line with Edexcel policy and keep a record on Form
RA1, which can be found on the Edexcel website.

Learning resources

A range of current resource material to support the programme
is essential, such as textbooks, videos, magazines, journals,
other publications and access to websites.

Getting started: planning course
Gettingdelivery
started

Sufficient resources to meet the number of learners

Your centre signs a commitment to ensure adequate
provision as part of the approval process. This must be
adhered to in all cases so that learners are guaranteed
the very best provision a centre can provide. Ongoing
Edexcel quality assurance processes will check that the
centre has sufficient resources to support the delivery of
the programme, and that the centre has made provision to
meet any specialist resource requirements at the approval
stage. Where resources are shared, carefully assess, plan
and determine the access demands of all programmes
within your subject area.
A resource base room is desirable

It is desirable for the BTEC Level 2 learners to have
a dedicated room in which they can display suitable
posters illustrating IT topics, such as IT security advice,
or examples of presentations or posters the learners have
produced. Copies of IT magazines can also help to make
the room more inviting and informative for learners. If a
‘value’ is placed on where they work, learners are more
likely to engage with the programme.
Access to specialist facilities such as computer hardware

Optional unit choices should be made with care. All BTEC
Level 2 First units contain guidance regarding the specialist
resources required for delivery. Some units require learners
to be able to make changes to software and/or hardware
which cannot be done on the restricted network computers
at centres. In these cases you may need to make stand alone
computers available that provide unrestricted access to the
software and hardware. This may be something you need to
plan for and discuss with your centre’s IT manager.
This is particularly important in units that may require
access to hardware such as a scanner and digital camera.
Units do not specify exactly which software product to use
so you can choose whichever you feel is most suitable,
although it would be best to use products that are widely
used in business.
So me of the technical units such as Unit 6: Installing
Computer Hardware and Unit 7: Installing Computer
Software require dedicated computer hardware on which
the learners can practise their skills. If this proves difficult for
some centres to provide, you could acquire old computers
which have been replaced by new models at your centre, as
long as they are working (you may also be able to persuade
your business contacts to donate old machines). In addition,
non-working components can sometimes be used for
troubleshooting, and faulty machines can be ‘cannibalised’
for parts for hardware installation. These older specification
machines are usually quite adequate for installing software
and hardware.

You will also need tools, although the only essential items are
screwdrivers and ESD wrist bands. Small paint brushes are
useful for cleaning.
For networking units you will need to acquire some network
cables and possibly a network switch to connect computers
together. However, remember that with a ‘cross-over’ UTP
network cable you can connect two computers without a switch.
There is a wide range of freely available software to download
from the internet for installation (eg from www.download.com).
Free trial versions are also available for many software products
(although you may find you can only install these once).
Many of the units have substantial practical content and
you must make sure learners have adequate access to
computers to practise and develop their practical skills.
Practical classes with large number of students may place a
strain on resources and are difficult to manage from a health and
safety point of view, so are not recommended. It is much better
to split larger classes into smaller groups for practical sessions.
Cooperation between centres can also be beneficial;
for example, a college may have facilities such as an IT
hardware workshop and be willing to host a BTEC First
group from a local school to deliver certain sessions
requiring specialist resources. Using such methods, the
learning experience can be controlled and enhanced.
Health, safety and environmental issues in classrooms,
IT laboratories and off-site visits

It is important that learners receive an induction in
computer use at your centre, even if they have used the
computers before. Issues to be discussed include:
• Health and safety, including electrical safety and
protecting health while using computers
• Responsible use of the internet, including your own
centre’s internet use policy
• Good practice in avoiding virus infections
• Importance of backing up work
• Relevant legislation, including Data Protection Act and
copyright.
Learners need to be made aware that they, as individuals,
must take personal responsibility for health and safety.
Centres must ensure that risk assessments for all
activities, sites and classrooms are undertaken prior to the
commencement of study, and any concerns reported.
When negotiating site visits with local employers or
voluntary providers, tutors need to ensure that suitable
insurance arrangements are in place.
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Selecting the right units

Planning unit delivery
BTEC qualifications are designed to be ﬂexible in their delivery and assessment, giving you the
opportunity to construct and deliver programmes to suit your resources and learners. There are two
main methods for approaching BTEC delivery: single unit delivery or integrated delivery.

• Look at the specification for information on which units are mandatory and which are optional, and the
specific rules of unit combination for each qualification (Certificate, Extended Certificate, Diploma).
• Consider which units your centre is best equipped to deliver (consider staffing, expertise, resources).
• Give learners a choice of units so they might follow a course that is appropriate to their needs, abilities
and interests.

Single unit delivery

A suggested course structure

BTEC qualifications comprise individual units that
represent clusters of learning outcomes. For many
sectors, a unit-by-unit approach to delivery is a valid and
appropriate method for meeting the learning outcomes
and delivering the unit content within the specification.
Vocational applications of knowledge gained through
unit-by-unit assignments allow learners to reﬂect on their
practice, resulting in focused and in-depth evaluations.

Integration of units
For some sectors, however, it is essential that learners
know how the content covered by several units interrelates,
as it would in the world of work. In these sectors, unit
delivery is best integrated with assignment evidence
mapped across two or more units. Integrated delivery
is one of the distinct strengths of BTEC qualifications
and can lead to a deeper practical and vocational
understanding of the content.

Delivery of units for BTEC Level 2 Firsts in
Information Technology
Integrated unit delivery can be very effective for some
units of the BTEC Level 2 Firsts in Information Technology.
Where possible, it is always good practice to try to create
links between units.
Some units are closely linked and could be delivered
seamlessly. For example, the mandatory units Unit 1:
Communicating in the IT Industry and Unit 2: Working in
the IT Industry could be delivered together. Much of the
evidence for Unit 1 can be collected from other units.
Unit 5: Project planning with IT can be delivered using
another unit as the source of the projects. For example,
you could use the website developed in Unit 16: Website
development.
For information on how to design assignments that
cover one or more units, see page 34. Information on
tracking delivery – suitable for both a single unit and
an integrated approach – can be found on page 18.

Linking theory and practice in assessment
Theory should always underpin practice. Learners
should be given practical opportunities to apply the
knowledge and understanding that they have gained
in the classroom. They should also be encouraged
to give examples of practical IT applications in a
business context when responding to assignment
tasks.

Referencing
Encourage learners to adopt formal referencing in
their work, so that they are able to return to useful
sources. By the end of the programme, referencing
should be a matter of course for learners, so
that they are well prepared for progression on to
other programmes for which referencing may be
mandatory.
Learners may need guidance on how to conduct
research. They must understand that use of
unattributed copy and paste material from the
internet is not acceptable. They will need help on
finding suitable research material at the right level
and how to reference quotations.

Presentations and group work
At an early stage in the programme, encourage
learners to make presentations to other members of
the class, and ensure that learners work in groups
as frequently as possible. Group-work presentations
are an effective method of involving learners in the
delivery of the qualification while simultaneously
providing assessment opportunities (especially
for Unit 1: Communicating in the IT Industry). For
instance, if the unit contents require learners to
be aware of a wide range of examples, they could
demonstrate this by researching different topics in
small sub-groups and reporting back to the main
group, with their presentations and slides forming
the assessment evidence. These are very important
PLTS skills that the BTEC programmes have been
successful in developing and that will certainly
prove of benefit in the world of work and in higher
vocational programmes.

The tables below provide suggestions only as to how you
might structure the course. Refer to the specification to
check other optional units available, qualification credits
and rules of combination. It is key that you make unit
choices that are relevant to your learners and centre
resources. Mandatory units could be delivered at the
beginning of the course to introduce learners to all aspects
of the industry, or later on when learners have some
understanding of the industry.
BTEC Level 2 Certificate in Information Technology,
over 1 year

One mandatory unit and any combination of optional units
that provide for a combined total of 15 credits.
Ye a r 1
Term 1

Term 2

Term 3

Unit 3: Computer Systems
Unit 1:
Communicating in (10 credits, optional)
the IT Industry
(5 credits,
mandatory)

BTEC Level 2 Diploma in Information Technology, over
2 years

Three mandatory units plus optional units for a combined
total of 60 credits.
Ye a r 1
Term 1

Term 2

Unit 1:
Communicating in
the IT Industry
(5 credits,
Mandatory)

Unit 3: Computer
Systems
(10 credits,
mandatory)

Term 3

Unit 7: Installing
Computer
Hardware
(10 credits,
optional)

Unit 2: Working in
the IT Industry
(5 credits,
mandatory)
Ye a r 2
Term 4

Unit 8: Installing
Computer
Software
(10 credits,
optional)

Term 5

Unit 10: Setting
up an IT Network
(10 credits,
optional)

Term 6

Unit 12: IT
Support (10
credits, optional)

BTEC Level 2 Extended Certificate in Information
Technology, over 1 year

Two mandatory units plus optional units for a combined
total of 30 credits.
Ye a r 1
Term 1

Unit 1:
Communicating in
the IT Industry
(5 credits,
mandatory)
Unit 2: Working in
the IT Industry
(5 credits,
mandatory)

Term 2

Unit 27:
Spreadsheet
Modelling
(10 credits,
optional
specialist)

Term 3

Unit 17: Website
Development
(10 credits,
optional)

Can I co-teach BTEC with GCSE?
• There may be opportunities to co-teach Level 2
BTEC Firsts with GCSEs, however it is important
that there is clear differentiation between BTEC
assignments and GCSE coursework.
• You must ensure that the work produced meets the
BTEC unit content requirements and that sufficient
coverage is not compromised.
• Remember: assessment for BTEC should be
undertaken within a vocational context and must
fulfil the unit grading criteria.
• Where there are a number of assessors working
on a BTEC programme, they should be involved in
standardisation exercises to ensure consistency of
assessment decision-making.
• There must be a robust and effective internal
verification process in place.
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Keeping track
Whatever decisions you make about your programme
delivery, it is important that you map carefully the
assessment of criteria across units and keep accurate
records to track learner achievement. Tracking sheets like
those shown opposite can be constructed easily in Word
or Excel. The ones opposite are available on the CD-ROM
that is provided with your Specification Pack.
Systematically track all of your assignments at grading
criterion level so that you build a full and complete
achievement record for every learner. This is especially
important in differentiated learning or in special

circumstances such as illness where all assignments may
not be carried out. In these cases, full unit coverage can
often be achieved through cross reference with other
related units, however evidence provided by learners must
fully cover the criteria.

Suggested learner tracking sheet

Many centres are making use of virtual learning
environments (VLEs) such as Blackboard or Moodle
that allow tutors to maintain individual learner sites and
keep work electronically. You may decide to give parents
access so that they too can check learner progress and
achievement. This kind of service will help parents to
understand how BTECs are assessed.

Suggested assignment tracking sheet
(for integrated unit delivery, with different tutors delivering each unit)
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BTEC units: a quick overview
Every BTEC unit is structured in exactly the same way, and this structure has been
developed to facilitate your delivery of the course. The notes here give a quick
overview. For full details of this structure please see the specification.

Title page
The first page of the specification gives the
unit title, QCF level, the credit value and
the guided learning hours (GLH)* It also
sets out the unit aim and purpose, the unit
introduction and the learning outcomes.
*Guided learning hours: all the times when a
number of staff (for example tutor, trainer or
facilitator) is present to give guidance.

Unit content
Lists the breadth of knowledge, skills and
understanding needed to achieve each of
the learning outcomes. This outlines what
you should cover in your delivery and what
your learners need to know.
Assessment and grading criteria grid
The evidence that each learner must
produce to achieve pass, merit or distinction.
This is the most important section of
each unit – units must be taught and
assessed by these criteria (not the learning
outcomes).

Programme of suggested assignments
For guidance only, this table lists ideas for
assignments that would cover the grading
criteria. It is recommended that you write
your own assignments or adapt Edexcel’s to
meet local needs and resources. Remember:
all assignments must be internally verified
by your centre before issue to learners to
ensure they are fit for purpose.
Links to National Occupational
Standards, other BTEC units and
BTEC qualifications
Shows opportunities for integrated
delivery of units.

PLTS signposting
Opportunities to develop personal, learning
and thinking skills within the unit.

Indicative reading, resources packs
and websites
Suggested learner resource material.

Essential guidance for tutors
Unit-specific guidance on delivery and
assessment.

Outline learning plan
This suggests one way you could deliver
the unit. Design your own learning plan
to mirror your preferred delivery and
assessment methods for unit coverage.
(This will be crucial where a more integrated
delivery profile is adopted.)

Functional skills signposting
Opportunities to generate evidence to meet
the requirements of functional skills tests.
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Developing a scheme of work
All BTEC Level 2 First units are structured in a way that should facilitate your delivery of the
course. Each unit includes an outline learning plan. This is provided as an example only to illustrate
just one way you might deliver that unit. This plan also includes suggested assignments that will
cover the unit’s grading criteria.

From this outline learning plan, you might then develop
a more detailed scheme of work. To show how this might
be achieved, please see opposite the outline learning
plan from Unit 1: Communicating in the IT Industry. An
example of a scheme of work is given on pages 24–31.
Design your own scheme of work to factor in the needs
of your learners and local resources, and to reﬂect the
assignments that you have designed for the unit. (Always
ensure that assignments – whether designed by yourself,
Edexcel or by others – are internally verified in your centre
before use; see page 38.)

Delivery notes
The introductory session could be delivered using practical
activities. For example, when explaining what constitutes
appropriate evidence for an assignment, learners
could work in groups to identify the various methods
for themselves. (For more information on assignment
evidence, see page 34.)
Always try to make your teaching as learner-centred as
possible, and apply it to the IT industry using realistic,
business-based scenarios. This approach allows learners
to investigate and apply knowledge within their work.
The focus of this qualification is on practical IT skills, so
you will need to ensure your learners have sufficient time
to develop them. Although some units have relatively little
theory content, this should ideally be completed early on in
the unit as it will underpin the practical work. For the more
theoretical units, you will need to take a more imaginative
approach to teaching to keep learners interested: relate the
theory to real-life, learner-friendly situations. For example,
if you are delivering a unit on networking, relate the theory
to networks that learners will be familiar with, such as their
home broadband internet connection or your college or
school network, rather than a bank network.
The units on software applications (such as web
development, spreadsheets, etc) will require a context
to which the documents, web pages or other materials
relate. Wherever possible this should be a realistic workrelated context. Try to find a context or case study which

is relevant and understandable to the learners as well as
being imaginative and interesting. Many young people are
interested in sport, games, music, technology and films so
these can be good contexts to work within. For example,
you might create a scenario where the learner imagines
they have a job as a trainee web designer for a music label
and they need to create a website for a new band. Another
scenario might see learners imagine they are running their
own business.
Learners should understand how continuous assessment
works in terms of interim and formative assessment. All
learners should submit interim work or show you where
they are with their assignments so that you can feed back
on how well they are meeting the tasks against the criteria
they are working towards. If a learner has already met the
pass criteria, you should indicate how they can achieve
merit and distinction grades. If the pass criteria are not
yet met, indicate what the learner has to do to get to the
appropriate standard.

How do I cover the unit content?
• Work closely with the specification document to ensure
that you fully understand the coverage for each learning
outcome within each unit.
• Check your content coverage against the grading criteria.
• Make sure that you understand the distinction between
content that must be covered and content that is optional,
such as topics listed after the word ‘eg’ in the specification
– here you may use these examples or replace them with
relevant alternatives of your own choice.

• Rather than following the assignment ideas in the
specification, it may be possible for you to consider
smaller assignments over shorter periods of time which
will keep your learners engaged. Remember that your
assignments must always be designed for your learners.
• Use a tracking sheet to plan your assignments and cross
check to see if all content is covered, see page 19 for
examples.

Outline Learning Plan for Unit 1: Communicating in the IT Industry:
Topic and suggested assignments/activities and/assessment

Introduction to the unit
Communication skills:
• whole-class exercise – tutor presentation on

Group work

• general communication skills followed by learner exercises

Group work is vitally important on BTEC programmes
and you should provide opportunities for group
work frequently throughout the course. Remember,
however, that if any group work contributes towards an
assignment, individual learners must be able to provide
evidence that they have individually met the criteria.

• whole-class exercise – tutor presentation on interpersonal skills followed by learner
exercises
• whole-class exercise – tutor presentation on written skills followed by learner
exercises
• whole-class exercise – tutor presentation on making a communication ﬁt for audience
followed by learner exercises.
Assignment 1 – Communicating in IT

Looking out for plagiarism

Communicating using IT:

Be careful with the use of the internet – unfortunately
the copying and pasting of text into assignments is
happening with alarming regularity. Even at this level,
a plagiarism policy may be required to encourage
learners to reference the work of others as far as
possible. See www.jcq.org.uk for advice on detecting
plagiarism. On the first assignment make sure that any
cut and paste evidence is rejected and learners are
made to do the work in their own words. This will pay
dividends in the long run.

• whole-class exercise – tutor presentation on safety
• whole-class exercise – tutor demonstration of communication channels followed by
whole-class practical
• whole-class exercise – tutor demonstration of software and tools followed by wholeclass practical exercises.
Assignment 2 – Specialist Communication Channels
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Sample scheme of work for Unit 1: Communicating in the IT Industry
Session

Teaching topic

Time allocated*

Linked assessment

Core content and delivery methods

Resource checklist

Access to DVDs on presentation skills and access to
the internet, eg YouTube, to search for videos on ‘tips on
giving a presentation’

P1

Listen to introduction and ask questions as required.
Whole-class teaching and discussion: What makes a good
presentation, what makes a boring one?
Ask learners to prepare a 5-minute presentation on
themselves (no visual aids are allowed). They then present
to the class who need to rate each presentation on several
criteria (tone of voice, body language, ability to keep audience
engaged). Feedback needs to be positive and constructive.
Discussion: How could each presentation have been better
adapted in terms of both content and style to make it more
engaging/relevant to the group?

Access to the internet to find suitable visual aids for use
in the presentation

P1

Whole-class teaching and discussion: What technology can
you use to help engage and interest the audience? What are
the benefits and drawback of using technology?
Activity: Prepare a 5-minute presentation (or improve on the
one from the previous session). This time include some visual
aids (eg pictures, animations or a short video)

Check to see if there are any DVDs on body language
and interview techniques in your Learning Resource
Centre.

P1

Whole-class teaching and discussion: How does your body
language give away what you are thinking and feeling?
Role plays in groups: Split the class into groups of two. Ask
one member of the group to talk on a subject of their choice.
The listener should act disinterested and bored. Then repeat
the activity, this time with the listener being interested and
fully engaged. Get them to discuss how they felt in each
situation.
Discussion: When giving a presentation, how can you engage
the audience and check that they understand the information
you are presenting?

Completed (or nearly completed) learner assignments

P2, P3

With written communications it is essential that learners
use a suitable tone for different documents and types of
communication depending on the audience and purpose
of the document. For example, when writing emails it is
important to adhere to email etiquette (‘rules’) such as the
appropriate use of emoticons and capitalisation.
Activity: Ask learners to prepare some different documents
(eg formal letter, email to a friend, business memo) written in
an inappropriate tone (eg casual tone for a formal letter, formal
tone for an email to a friend). Split learners into small groups
and ask them to identify what is wrong with the documents.
Ask them to redraft one document in a more appropriate tone.
Activity: Ask learners to come prepared with a printout of
an assignment from any unit which is complete or nearly
complete. Split the group into pairs and get them to swap
assignments and check them for errors in spelling, grammar
and punctuation, etc.
Discussion: Why is it easier to spot errors in other people’s
work as opposed to your own?

Introduction to the unit
1

2

3

4

Discussing purpose and content of unit, including learning outcomes
and brief introduction to the assessments
General communication skills

Discussing ways in which the use of technology can create more
interesting and engaging presentations

Examining the different types of interpersonal skills used in
communication

Exploring the key aspects of effective written communication

1.5

1.5

1.5

1.5

*Guided learning hours (GLH): all the times when a member of staff (for example tutor, trainer or facilitator) is present to give
guidance (‘contact time’). This includes lessons, lectures, tutorials and supervised study in, for example, learning resource
centres and workshops. It also includes time spent with learners observing and assessing their work towards assignments.

Search the internet, eg YouTube, for videos on ‘power of
body language’, ‘learn to speak body’, ‘public speaking
tips: body language’ and ‘how to tell if someone is lying
with body language’. These could be used as discussion
starters.
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Session

5

6

7

Teaching topic

Communicating in writing, importance of note-taking skills

Communicating to different audiences, such as technical and
non-technical people

Communicating to different audiences in writing

Time allocated*

1.5

1.5

1.5

Linked assessment

P2, P3

P2, P3

P2, P3

Core content and delivery methods

Resource checklist

Whole-class teaching and discussion: How to take good
notes; looking at the importance of preparation (having the
necessary tools, eg pen and paper), being selective – noting
the important points and ignoring the rest, using techniques
like spider diagrams, reviewing and picking out information (eg
using a highlighter pen) and filing notes away.
Activity: Give a short classroom presentation based on a
relevant topic and ask learners to make notes. Then ask them
to compare what they wrote.

Short presentation prepared by the tutor and presented
to the class to practise note taking

Whole-class teaching and discussion: How do we modify
our language and use of terminology when talking to people
with different levels of technical skill and knowledge? How do
we know what their level of skill and knowledge is?
Activity: Role plays in groups of three. Situation: A user
has a technical problem and has phoned a helpdesk to get
advice from a technician. The technician needs to ascertain
the problem and provide help and guidance to the user. The
third person in the group should observe the conversation
and comment on the appropriateness of the guidance and
assistance given to the user in terms of level.

Instructions for the role play with suitable scenarios
(simple technical problems like ‘computer won’t print’)

Whole-class teaching and discussion: How to write material
for technical and non-technical audiences. What makes a good
manual?
Activity: Within a software programme get learners to look
up Help for a task they cannot currently do (eg using the SUM
function in Excel). In pairs, ask them to review the Help text,
bearing in mind it’s aimed at non-technical IT users. Then get
them to consider how they could modify the Help text to
make it easier for non-technical users to understand.

Examples of technical manuals – both good and bad
examples, eg some IT equipment comes with poorly
translated manuals which don’t quite make sense (keep
an eye out for these and ask students to do the same,
or look on the internet for some manuals in PDF format).
Computers with MS Office software

Use of internet search engines to find information and
advice on ‘how to take good notes’

Give learners some examples from technical manuals. Bearing
in mind the audience, ask them to identify what makes some
manuals better than others.

8

9

Specialist software for visually impaired

IT communication channels: video conferencing

1.5

Activity: Get learners to investigate the different tools built
into Windows for visually impaired users (eg accessibility
tools: magnifier, narrator).
Discussion: Do we consider the visually impaired when
creating material for public use (eg websites)? Possible link
with Unit 16: Website Development.

Access to internet search engines to find information on
‘RNIB web access centre’ – which provides advice on
how to make websites suitable for the visually impaired

1.5

Activity: Get learners to participate in a video conference.
Split the learners into two or more groups in different rooms
and get them to choose a topic for the conference – this can
be a discussion related to another unit or perhaps a debate
about some issue of interest.
Discussion: Did the use of video conferencing make the
discussion easier or harder than if everyone had been in the
same room? What are the benefits and drawback of video
conferencing?

Video or web cameras, video conference software (you
could use MSN which is free to download but may need
to check with your IT Support that sufficient network
bandwidth is available for video conferencing and that
MSN isn’t blocked). Book two rooms which both have
computers in them.

Whole-class teaching: Explanation of the assignment, tasks
involved, deadlines, etc.

Assignment task as set by the centre, including nonsupervised time study and research

Assignment task in class.

Video camera and/or audio recording facilities

P5, M1

Assignment 1: Communicating in IT (for P1, P2, P3, P4)
10

Learners should spend the session time and non-supervised time
working on this title

1.5

P1, P2, P3, P4

*Guided learning hours (GLH): all the times when a member of staff (for example tutor, trainer or facilitator) is present to give
guidance (‘contact time’). This includes lessons, lectures, tutorials and supervised study in, for example, learning resource
centres and workshops. It also includes time spent with learners observing and assessing their work towards assignments.

27

28

Teaching BTEC: BTEC Level 2 Firsts in Information Technology

Session

Teaching topic

Developing a scheme of work

Time allocated*

Linked assessment

Assignment task in class.

Assignment 1: Communicating in IT (for P1, P2, P3, P4, M1)
11

Core content and delivery methods

1.5

P1, P2, P3, P4, M1

Learners should spend the session time and NS working on this title

12

13

14

15

16

17

Software tool: proofing tools, eg spellcheckers

Safety: personal information; viewing digital content; uploading digital
content; respect towards others; data protection regulations

Safety: securing data, eg encryption, firewalls, backups, secure sites,
securing and protecting information.

IT communication channels: word-processed documents and
presentations.

IT communication channels: web pages, email

IT communication channels: specialist communication channels, eg
blogs, v-logs, podcasts, video conferencing, VoIP

Resource checklist

Assignment task as set by the centre, including NS
study and research
Video camera and/or audio recording facilities

1.5

1.5

1.5

1.5

1.5

1.5

Documents for proofreading

P4

Activity: Ask learners to bring an existing piece of work to the
session (eg a partially complete assignment for another unit).
Use spelling and grammar checker to proof the document,
highlighting changes made (this can be used as part of the
evidence for Assignment 2, covering P4).
Discussion: Is the spelling and grammar checker always
correct? What pitfalls are there in using these tools? How to
avoid making mistakes when using them.

P4, D1

Whole-class teaching and discussion: Dangers of IT
communication. Ease of copying, interception by others (eg
emails), Data Protection Act.
Activity: Divide learners into small groups. Each group
researches a risk associated with IT communications, eg
plagiarism, loss of personal data, spam emails, phishing emails.
Each group feeds back to the Whole-class on their findings.

Access to news websites such as the BBC news site
to find examples of the risks of IT communication.
Magazines such as PC Magazine or PC Pro may also
have relevant articles.

Computers
Colour printer

P4, D1

Whole-class teaching and discussion: Methods of securing
data.
Activity: Learners should think of an organisation that deals
with or processes personal information and produce a poster
for display in the office, explaining the importance of data
security and advising on precautions that should be taken.

Examples of documents that communicate well and
some that do not, eg poor spelling, bad grammar, poor
layout

P4

Whole-class teaching and discussion: Why it is important to
have documents that communicate clearly? What problems
can arise if this is not the case?
Activity: Provide learners with documents and presentation
slides that are examples of good and bad communication
(perhaps copies of work from their previous year with names
removed). In small groups get them to identify communication
errors. Ask each group to come up with four or five golden
rules for making documents that communicate well.

Internet access to show examples of poorly designed
websites, eg www.websitesthatsuck.com

P4

Following on from the previous session, recap on the
importance of well-formatted documents.
Activity: Ask learners to prepare for the lesson by selecting
one website that they don’t like the layout of (NOT the
content) and one with a layout they do like. In the lesson
ask a selection of learners (there probably won’t be time
for everyone to do this) to present their choice and to say
why they do and don’t like the layout of the sites they have
selected.

Internet access, blogging web sites, eg blogger.com

P5

Whole-class teaching and discussion: Purpose, benefits
and drawbacks of a blog. What communication techniques
are used in a blog? How does a blog differ from other written
forms?
Activity: Get learners to create a blog on a subject of interest
to them. The blog will need to be updated over a period of
several weeks. Get them to explain the purpose of their blog
and how they have used it to communicate information.

*Guided learning hours (GLH): all the times when a member of staff (for example tutor, trainer or facilitator) is present to give
guidance (‘contact time’). This includes lessons, lectures, tutorials and supervised study in, for example, learning resource
centres and workshops. It also includes time spent with learners observing and assessing their work towards assignments.
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Session

18

Teaching topic

Assignment 2: Specialist communication channels
(for P5, M1, D1)

Developing a scheme of work

Time allocated*

1.5

Linked assessment

P5, M1, D1

Core content and delivery methods

Whole-class teaching: Explanation of the assignment, tasks
involved, deadlines, etc.
Producing different versions of a user guide suitable for users
with different skill levels.

Resource checklist

Assignment brief

Assignment task in class.
Whole-class teaching and discussion: What impact has IT
had on society – locally, nationally and globally?

19

20

Impact of IT on society

Assignment 3: Presentation on the impact of IT (for P6, M2)

1.5

P4

1.5

Activity: Split learners into small groups and ask them to
investigate a particular aspect of the impact of IT on society,
such as changes in employment, changes in the way we
communicate, changes in the way we shop, legal issues,
negative impacts (viruses, phishing, spam, cyber crime, etc).
At the end of the session each group should feedback on how
IT has changed our society in these ways.
Whole-class teaching: Explanation of the assignment, tasks
involved, deadlines, etc.
Assignment task in class.

Total

30 hrs

Please note: the suggested timings are approximate, and the sessions could be broken down further.
This sample scheme of work includes an additional assignment compared with the outline learning plan
(see page 23) in order to provide coverage of learning outcome 3.

*Guided learning hours (GLH): all the times when a member of staff (for example tutor, trainer or facilitator) is present to give
guidance (‘contact time’). This includes lessons, lectures, tutorials and supervised study in, for example, learning resource
centres and workshops. It also includes time spent with learners observing and assessing their work towards assignments.

There is a wealth of material on this topic on the
internet. A starting point for research could be the BBC
news website, technology section.
Magazines such as .net and PC Pro are likely to have
relevant articles.

Assignment task as set by the centre, including NS
study and research
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Assessment and grading
Learners work through BTEC units by participating in the learning programme and tackling the
assignments you set for them. The ultimate aims in the setting of assignments are to cover the
grading criteria for each unit and to set learning within a vocational context. (Full guidance on
assignment design can be found on pages 32–34.)

Tell me more about assignments
The number of assignments for each unit will vary. It is
up to you how you decide to cover the grading criteria for
each unit. Take into account the ability of your cohort of
learners, the requirements of the unit itself, local resources
and not least your imagination as tutor.
There are drawbacks in setting both too few and too many
assignments. If you set too few (by, say, adopting the oneoff project approach), you can place too much reliance on
large pieces of evidence that may only be available late in
the programme. These large assignments can be hard to
assess and difficult to put right if things go wrong.
Setting too many assignments can put a burden on both
you and the learners. This can lead to fragmentation of the
unit. The unit content, outcomes and grading criteria have

Unit 1

September

October

Assignment 1

Assignment 2

Unit 2
Unit 3

generally been produced to provide a coherent package.
As such, the assignments should, wherever possible,
maintain the coherence and links between the outcomes
and grading criteria of the unit.
Your assessment can be achieved through differently
paced assignments to provide variation: some assessments
can be designed for learners to complete within a short
space of time, and others over the course of several weeks
(or even a whole term).
It is good practice to provide learners with a list of
assignment deadlines over the period of study. This will
help learners to manage their workload. The table below
shows part of an example assignment plan (the table could
be extended to cover two years).

Learners need to provide evidence to meet the grading
criteria shown in the unit specification.
• To pass a unit, every pass criterion needs to be
achieved.
• To gain a merit, all the pass and merit criteria need to be
achieved.
• To gain a distinction, all the pass, merit and distinction
criteria need to be achieved.
See the specification for further information on how unit
grades are converted to points to calculate a learner’s
overall grade for the course. Learners who complete the
unit but who do not meet all the pass criteria are graded
‘unclassified’.
Each criterion generally begins with an operative
verb, for example:

November

December

January

Assignment 7
Assignment 4

Assignment 3

Unit 4

What about grading?

Assignment 6
Assignment 5

Kick-starting your assignment

Engaging your learners

The most successful assignments are those set
in the context of a suitable practical or industrybased scenario. It is possible for learners to use
their work experience or part-time employment/
voluntary work to generate evidence for their
assignments. Where learners have the opportunity
to undertake any work experience, ensure that they
are provided with suitable witness testimonies to
capture any appropriate evidence (templates for
witness testimonies can be found on page 39). (Your
teaching programme should lead learners into each
assignment.)

Engage your learners by ensuring that their initial
assignments relate to a topic of particular interest,
and by selecting an assignment methodology that
can give them a sense of achievement when the
task has been completed successfully.

Building a portfolio of evidence
Encourage your learners to compile a portfolio of
evidence to meet the grading criteria for each unit. It
is worthwhile spending time developing these skills
during the course induction period.

Pass = describe (what)
Merit = explain (how)
Distinction = justify/evaluate (why)
It is crucial that these same operative verbs are used
in the wording of assignment tasks to yield correct
evidence from the learner to meet each criterion.

Each assignment must cover all or part of the unit’s
grading criteria. This will be dependent on the nature
and size of the individual assignment, and how it relates
to the content of the unit (or units, if you are integrating
unit delivery through assignments). See page 36 for more
information.

When the criteria include the assessment of skills or
knowledge and understanding that cannot always be
evidenced in writing, the use of observation records or
witness statements is advised – preferably with the unit
criteria printed out so that accurate judgements can be
made against these criteria. All documents of this nature
should be signed and dated to form an authentic audit
trail within the learner’s assessment profile. For more
information about the use of observation records and
witness statements see page 37.
Working towards merit and distinction criteria
As programmes progress, some learners may
struggle to achieve the merit and distinction criteria.
It is imperative that in giving assignment feedback,
you clearly show all learners what they need to do to
improve their grades and achieve the higher levels.

For full information on grading, please see the
specification.

Tracking learner achievement
There is an example of a learner tracking grid on page 21.
This type of grid enables you to keep a record of learners’
progress during the course. If your unit delivery is integrated
with other units, a modified grid (see page 21) will facilitate
your tracking of which assignments have covered which
grading criteria.
It is important to ensure that assessors, internal verifiers
and external verifiers have easy access to learner evidence
for each of the unit grading criteria. The evidence must be
clearly referenced and annotated in each learner’s portfolio.
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Assignment design
Assignments must be designed to motivate learners, to
allow learners to achieve specified unit grading criteria in
vocational contexts, and must call on learners to produce
varied forms of evidence.
When designing assignments it is possible to:
• have one assignment brief to assess all the grading
criteria of a unit
• have two or more smaller assignment briefs for a unit
• allow assessment of criteria from one unit to be
integrated with assessment of criteria from another unit.
The assignment brief must include:
•
•
•
•
•
•
•
•

the title and level of the qualification
the title and number of unit(s) under assessment
the title of the assignment
the date the assignment is set (start date)
submission/assessment date(s)
the name of the assessor(s)
the name of the learner
space for the learner to sign to confirm the work is
their own.

In addition to this, the use of interim/milestone
assessment dates is recommended – especially where
assignments cover a number of criteria. It is essential
that assignments have a suitable timescale.

The scenario
The assignment should be based within an interesting
vocational scenario so that learning can be applied to the
real world of work.

The tasks
Each assignment is divided into tasks: detailed descriptions
of the activities learners will undertake in order to produce
evidence to meet the unit’s grading criteria and complete the
assignment. Each task must:
• specify the extent and nature of evidence that learners
should present
• be clear, specific, time-bound, stepped, relevant and
realistic
• address the grading criteria they target, paying careful
attention to the operative verb of each criterion (‘describe’,
‘explain’, ‘evaluate’, etc)
• reference the grading criteria they address
• be presented in learner-friendly, engaging and inspirational
language, and not simply repeat the grading criteria
• address the grading criteria in full, and not split a criterion
across more than one assignment.

•
•
•
•
•
•
•
•
•
•
•

performance
brochures/leaﬂets/posters
case studies
web-based material (websites, blogs, VLE, podcasts, etc)
annotated screen shots of tasks completed on a computer
role plays
reports
written investigations
annotated photographs
promotional material
work-based evidence.
For evidence that is not written, observation records
or witness statements can be completed. See
opposite for further information.

Assessment and grading criteria
• The assignment must state exactly which assessment
and grading criteria are being addressed.
• Centres must not rewrite any aspect of the unit’s
assessment and grading criteria nor add their own
centre-devised criteria.
• Centres may provide additional guidance, explaining
criteria requirements in learner-friendly language, but
the exact wording of the published criteria must appear
on the assignment.

Integrating unit assessment
An assignment can have one unit as its main focus, but
learners may produce evidence towards other units as well.
In these cases, include full information about all criteria
targeted when you design your assignment brief.

Local needs
Assignment briefs should always be developed and adapted
to meet the needs of learners at your centre and to take
account of your centre’s resources. They must also be
checked by someone in your centre (internally verified)
to ensure they are fit for purpose before they are given to
learners (for more information on this see page 40).
The assignment brief will often need to be supplemented with
further information, for example:
• a demonstration
• handouts
• videos or DVDs
• references to books and magazines
• references to websites
• visits from guest speakers such as local employers
• functional skills/ PLTS opportunities.
An example of an assignment brief can be found on
page 46.

Evidence
Clearly state what learners are expected to provide as
evidence for each task. Forms of evidence can include:
• recorded discussions
• log books/diaries
• artefacts
• presentations

Access to local employers
If learners are unable to gain access to local
businesses in order to contextualise their
assignments, then you should provide tutorgenerated material such as the case studies.

Assessment and grading

Learner responsibility

Witness statements

Learners need to take responsibility for completing their
assignments. Many centres have instigated learner
agreements or contracts which they sign to commit
themselves to meeting all deadlines and other demands of
completing their programme.

A witness statement is also used to provide a written
record of learner performance (process evidence) against
grading criteria. Someone other than the assessor of the
qualification/unit may complete it. This may be an assessor
of a different qualification or unit, a work placement
supervisor, a technician, a learning resources manager
or anyone else who has witnessed the performance of
the learner against given assessment criteria. It can be
someone who does not have direct knowledge of the
qualification, unit or assessment criteria as a whole but
who is able to make a professional judgement about the
performance of the learner in the given situation.

Learners need to produce assessment evidence that is all
their own work – plagiarism can be an issue. It is important
that learners are instructed on the correct use of referencing.
For more information, see Edexcel’s Centre Guide to
Managing Quality: Policies, Procedures and Practice.
Engage your learners
The most successful assignments will engage and
excite learners to take responsibilty for the progress
of their own learning.

Observation records
An observation record is used to provide a formal record
of an assessor’s judgement of learner performance
(for example, during presentations, practical activity,
performance or role play) against the targeted grading
criteria. The record:
• will relate directly to the grading criteria in the unit
• may confirm achievement or provide specific feedback
of performance
• will provide primary evidence of performance
• will be sufficiently detailed to enable others to make a
judgement as to quality and whether there is sufficient
evidence of performance.
Observation records should be accompanied by supporting
additional evidence. This may take the form of visual
aids, video or audio tapes, CDs, photographs, handouts,
preparation notes, cue cards, diary records, log books and/or
peer assessment records. Observation records should also:
• note how effectively these were used to meet the
assessment criteria
• record the assessor’s comments
• be completed by the assessor who must have direct
knowledge of the specification to enable an assessment
decision to be made
• be signed and dated by the assessor.
Where practical tasks are carried out such as installing
software or hardware, making configuration settings,
troubleshooting or maintenance procedures etc.
screen shots provide good evidence, although they
should be annotated to describe what they show.

An observation record can have greater validity than a
witness statement since it is capable of directly recording
an assessment decision without reference to others.

The quality of a witness statement is greatly improved and
enables the assessor to judge the standard and validity of
performance against the assessment criteria if:
• the witness is provided with clear guidance on the
desirable characteristics required for successful
performance by including a checklist
• the grading criteria are present on the witness testimony
(this may need further amplification for a non-assessor)
• the learner or witness also provides a statement of the
context within which the evidence is set.
The witness statement does not confer an assessment
decision. The assessor must:
• consider all the information in the witness statement
• note the relevant professional skills of the witness to
make a judgement of performance
• review supporting evidence when making an assessment
decision
• review the statement with the learner to enable a greater
degree of confidence in the evidence
• be convinced that the evidence presented by the witness
statement is valid, sufficient and authentic.
When a number of witnesses are providing testimonies:
• every witness testimony should be signed and dated by
the witness
• information of their job role/relationship with the learner
should also be available.
These details add to the validity and authenticity of the
testimony and the statements made in it. Centres should
note that witness testimonies can form a vital part of the
evidence for a unit(s) but they should not form the main or
majority assessment of the unit(s).
Example forms for observation records and witness
statements are given on pages 38 and 39 and can be
modified to show a centre’s own logo.
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Assessment and grading

Observation record (by tutor)

Witness statement (by external observer)

Learner name

Learner name

Assessor name

Assessor name

Qualification
Qualification
Unit number and title
Unit number and title

Description of activity undertaken (please be as specific as possible)

Description of activity undertaken (please be as specific as possible)

Assessment and grading criteria

Assessment and grading criteria

How the activity meets the requirements of the assessment and grading criteria
How the activity meets the requirements of the assessment and grading criteria

Witness name

Assessor signature

Date

Job role

Witness signature

Date

Assessor signature

Date
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Internal verification of
assignment briefs
Internal verification is a quality assurance system you must
use to monitor assessment practice and decisions. It is
there to ensure that:
• assessment and grading is consistent across the
programme
• assignment briefs are fit for purpose
• assessment decisions accurately match learner work
(evidence) to the unit grading criteria
• standardisation is a feature of centre assessment
practice.
Before the briefs are issued to learners, a tutor who
understands BTEC Level 2 Firsts in Information Technology
units must carry out internal verification. Well-written
assignment briefs tend to ensure that the subsequent
assessment process runs more smoothly. The verification
procedure is undertaken in order to verify that:
• the tasks and evidence will allow the learner to address
the targeted criteria
• the assignment is designed using clear and accessible
language
• learners’ roles and tasks are vocationally relevant and
appropriate to the level of the qualification
• equal opportunities are incorporated.
The system used to do this is a matter for individual
centres. Edexcel fully supports the use of the centre’s
own quality assurance systems where they ensure robust
internal standardisation.

Internal verification of assignment briefs should always be
reported and recorded. If action is required, the assessor
should complete this and return it to the internal verifier for
sign-off. Once the assignment is verified as fit for purpose,
it may be issued to the learners.
Internal verifiers are advised to use the paperwork that
is available on the CD-ROM that accompanies the
Specification Pack (see the example on page 54) as this
meets all Edexcel requirements.
Internal verification is to be seen as a supportive process.
If an assignment brief is not fit for purpose, the internal
verifier should return the assignment with appropriate
comments. There should be a deadline set for the
amendments to be made and, when all is approved, the
documents should be signed and dated to give the team
an auditable document. Tutors can engage in professional
discussions where there is disagreement so that all
standards and decisions are shared and understood.

Assessment and grading

Procedure for internal verification

Identify the tutors (assessors)
and internal verifier team for
the whole programme

Tutor uses a tracking sheet
(see page 21) to produce
a teaching and learning
schedule for each unit or set
of integrated units

For an example of an internal verification form for an
assignment brief, see page 54.

Lead internal verifiers (new from 2010)
Each group of programmes has a lead internal verifier
who coordinates the work of other internal verifiers and
offers leadership issues of internal standardisation and
related training. The lead internal verifier will be expected
to gain accreditation via the Edexcel online OSCA2 test.
The achievement of this test will permit release and
certification of learner attainment. For more information
on becoming a lead internal verifier, see www.btec.co.uk.
(Some programmes may be subject to annual sampling
prior to release and certification of learner attainment.)

Internal verifier samples ALL
assignment briefs prior to
issue to learners

Tutor briefs learners on
assignments and explains
grading criteria

Tutor grades assignments
and provides written feedback

Sample of grades submitted
to internal verifier.

Correct assessment is signed
off and grading decisions are
released to learners

Unacceptable assignments
are returned to tutors with
full commentary, an action
plan and time frame for
resubmission

Internal verifier samples
actual assessments
to check use of
grading criteria and
veracity/authenticity
of learner evidence
– viva, presentation,
demonstration
Incorrect assessment
decisions are returned
to the tutor to be revised
within a timeframe and
clear guidelines.
All activity to be recorded
and to take place BEFORE
final grades are issued to
learner
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Grading an assignment
When designing an assignment, it is key that you set the
level of expectation for learners and provide guidance
related to the kinds of evidence that they should be
producing. Assignments will not, ideally, require a uniform
response as you will have difficulty in assessing across the
range of grading criteria – differentiated learning would be
constrained. Learners should have the freedom to develop
their own responses within the demands of the learning
outcomes and grading criteria.
When grading an assignment it is good practice to use
a form such as that shown on pages 52 and 53 (this is
available on the CD-ROM in your Specification Pack).
Alternatively, you can devise your own assessment record
sheets but these should always allow feedback to learners
on their performance against the criteria. It is also good
practice to have space for learners to comment on their
own work (many Level 2 learners will need encouragement
to provide a response). It is important to give learners
positive feedback that tracks and records their learning
journey and achievement but also identifies areas for
improvement. This is very valuable for learners who have
missed criteria and need further encouragement and
direction to achieve these criteria.
Learners normally receive feedback after each assignment
has been assessed and internally verified.

Maximising learner achievement
Unit grades need not be submitted to Edexcel until
the centre wishes to claim certification. Learners
should have every opportunity to obtain the best unit
grades they are able to achieve.
Learners could be encouraged to tackle criteria that
they have missed, or are weaker in understanding
and achieving, via newly designed assignments. Mini
assignments or a second opportunity to meet the
criteria in a fresh way is good educational practice.
Newly designed assignment briefs must be internally
verified before issue to learners.

Key points
• Always use the speciﬁcation document and crossreference learner evidence to the learning outcomes,
unit content and the unit’s assessment and grading grid
to ensure that the criteria specified in the assignment
are fully met. For merit and distinction grades, the
decisions should not be based on quantity of evidence
presented but on its quality (in meeting the criteria).
• The guidance section of each unit speciﬁcation will
assist you in reaching a decision. Delivery teams will
find that standardisation prior to major unit assessment
will be very useful in setting the standard of individual
assessors’ decisions. Use of a sample of learner work
across the grade boundaries, especially if there are
‘cusp’ decisions, is the best way to setting the team
standard. This activity builds confidence among the
assessor team. A post-standardisation session can be
very useful for further discussions on the quality and
standard of the work that has been assessed and it
provides an opportunity for internal verification to take
place before grading decisions are confirmed to learners.
• Good feedback can identify the way that learners can
achieve a higher grade and positive feedback will assist
learners who may be diffident about gaining more than
a pass grade, which is a common problem with learners
who are only prepared to do the bare minimum to
pass. Assessors can encourage learner self-esteem and
confidence by setting clear expectations. The feedback
section can also provide learners with an individual
learning plan, giving clear targets for completion, dates
and deadlines.

Improving grades
In general, BTEC units expect a gradual improvement
in grades over the progress of the course as
learners become more familiar with the degree of
independence and self-responsibility that is required
to meet the higher grading criteria.

For an example of a graded assignment, see page 44.

Assessment and grading

Internal verification of
assessor’s comments
Once assignments have been graded, the internal verifier
should sample these to ensure that the assessor is:
• conducting assessment in a fair and equable way
• using the specification document
• using grading criteria
• checking the veracity and authenticity of learner evidence
through vivas, presentations, demonstrations, etc.
Centre teams can hold standardisation sessions to establish
the veracity and accuracy of the team’s assessment
decisions.

Any incorrect assessment decisions will be returned to
assessors to be revised within a timeframe. Where the
internal verifier deems the assessment decisions to be
invalid, there must be dialogue between assessor and
internal verifier to discuss the issues raised. This dialogue
should be documented on the internal verification form
together with the action to be taken and the resulting
grading outcome. There must be a clear audit trail of the
closing of the ‘quality loop’.
All activity should be recorded and take place before final
grades are issued to learners.
For an example of an internal verification form for
assessor’s decisions, see page 54.
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Frequently asked questions

Frequently asked questions

How many assignments should there be?

Can tests be used?

As many as is necessary to assess the unit. Determine
the most appropriate assessment strategy for the unit,
taking into account the ability of your cohort of learners,
the requirements of the unit, local resources and your
imagination as tutor.

Any valid method of assessment can be used and this
includes tests in the appropriate place. However, the
assessment must be made against the grading criteria
set within the unit and this applies equally to tests as to
any other method. The overriding issue is the need to
prepare assessment instruments that are fit for purpose,
challenging, vocationally relevant and provide a vocational
focus that will interest and engage the learner.

If you set too few assignments (by, say, adopting the oneoff project approach) you can place too much reliance on
large pieces of evidence that may only be available late in
the programme. These large assignments can be hard to
assess and difficult to put right if things go wrong.
By contrast, setting too many assignments puts a
burden on both you and the learners. This can lead to
fragmentation of the unit. The unit content, outcomes and
grading criteria have generally been produced to provide
a coherent package. As such, the assignments should,
wherever possible, maintain the coherence and links
between the outcomes and grading criteria of the unit.

When should assignments be set?
There are two issues when considering timing. First, be
aware of the possibility of assessment overload, when there
is a bunching of assignment deadlines across a number of
units at any point in the programme. To avoid overload and
spread the assessment load, detailed planning needs to
take place at programme level. Second, there is the issue
of identifying the most appropriate place within the unit for
the assignment. This will be determined by a combination
of the nature of the unit and the way the outcomes link
together, and the overall approach taken to teaching and
learning.
As a third consideration, if you are aware of the timing of
external quality checks, it is good to prepare for this early
in the year by setting some assignments and assembling
all learner work. This will take away any pressure on your
delivery and assessment.

shows that learners who become fully engaged in their
BTEC programme – understanding its interim and varied
assessment model, the importance of tutorials and clear
recording of the criteria that they have achieved – will be
encouraged and will aim higher.

Example of an assessment plan for
two assignments

Unit assessment plan for two summative assignments
Time

Content

42

What if a learner doesn’t achieve a pass?

Assignment 1

Feedback and support should be provided to ensure that
the learner is aware of any failings in the work presented
for assessment and then given the opportunity to rectify
these failings through some means (such as reworking
material, taking advantage of a further assessment
opportunity, etc).

What if the work is handed in late?
Deadlines are an important aspect of any work. In general,
time deadlines should be given for the end of the unit.
Centres need to inform learners about their policy towards
late work. If a learner hands in work late without prior
negotiation, then the centre may decline to mark it. If the
centre marks the work, then all grades applicable to the
unit must be considered. In this case, the learner must
not be punished for late work. As these programmes
are vocational, some assignments will not permit late
submissions, such as those that involve the performance
to an audience or production of a newspaper.
Pacing your learners
Using Unit 1 as an example, the outcomes and
assessment criteria can be covered through the two
assignments suggested in the unit specification.
Alternatively, you are free to cover the assessment
and grading criteria for this unit in fewer/more
assignments, or to combine coverage of some
criteria in an assignment that also targets criteria
from another unit. See page 34 for more information
about assignment design. You will find guidance
in the specification itself indicating the units that
combine most effectively with Unit 1.

Assignment 2

A B

C D

E

The first assignment covers the first outcome and
has an initial deadline for feedback indicated at A.
If this deadline is met, the work is reviewed and
detailed feedback provided to learners at B. Learners
can then rework the evidence, based on the
feedback provided and resubmit for final assessment
at E.
The deadline for feedback on Assignment 2 is C, with
feedback at D and final submission for assessment
also at E. To encourage learners to meet the
deadlines, work submitted after point B will only be
assessed and then returned with feedback at D. This
provides learners with an opportunity to reflect on
their work and achieve at the highest possible level.
Concerns about the advantages in this system for
those learners who ‘take more time’ to achieve
are balanced out by the advantages gained by the
informed feedback and, possibly, the removal of work
burden for those who meet deadlines. What this
system does achieve is that it encourages learning
based on sound assessment decisions.

How can learners be encouraged to achieve
more than just a pass?
The assignment design, guidance and support are all
important factors in getting learners to achieve at the
highest possible level. It must be recognised that learners
do have choice and if they make a conscious and
informed choice to achieve only at pass level then there is
probably very little anyone can do. However, experience

If the learner has not attempted assessment, then the
programme team could indicate that the unit/course had
not been completed by the learner, and in such cases the
qualification certificate would be withheld.

How many times can a learner re-work or re-sit
an assignment?
The issue here is the validity of the assessment instrument.
If a learner is simply going round and round on a single
task or activity brief, then the validity of the assessment
must come into question and the tutor should consider the
need for an alternative assessment instrument.
If the assignment is prompting learning, then that is what
the course is about in the first place and therefore re-work
is to be encouraged whenever applicable.
The final assessment evidence simply needs to be a valid
and reliable measure of the learner’s current level of
achievement against the outcomes and criteria of the unit.
Improving grades
Lack of achievement can often be attributed to poor
attendance and the non-production of, or inadequate,
work for assessment. Tutors will need to monitor
hand-in dates and ensure that learners are coached
in time management. Ongoing assessment through
teaching tutorials and portfolio reviews using the
unit assessment criteria can highlight weaknesses
in performance that can be addressed through
individual learning plans (ILPs).
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Appendix: A sample assignment
The sample assignment that follows has been developed to support the delivery of
Unit 1: Communicating in the IT Industry.

There are two main ways in which this unit can be
delivered:
• as a conventional continuous unit, as the sample
assignment that follows will demonstrate, or
• running in parallel with other units to gain the maximum
benefit from using naturally occurring evidence for
assessment purposes.
It is recommended that this unit be delivered alongside
Unit 2: Working in the IT Industry. Together, these units
offer an introduction to the relevant employment skills for
those interested in a career in the IT Industry.
Delivery of Unit 1 and its associated assignments may be
limited by the availability and accessibility of resources
and appropriate material, such as certain software;
therefore, assessors may feel that their learners would
benefit from an assignment that is more suited to their
own circumstances. The sample assignment that follows
is designed so that it can be adapted to local needs. This
is a fairly ﬂexible unit and there are many opportunities for
learners to provide evidence to show they have met the
criteria, such as logbooks/diaries, artefacts, presentations,
performance observation, witness statements and
brochures/leaﬂets/posters etc.
Many scenarios could be developed to set learning for this
unit in context. For example, an assignment developed
to cover assessment criteria P1, P2 and P3 could use
local community events or school/college open evenings
where learners can demonstrate effective communication
skills. You could ask learners to promote the vocational
courses offered at your centre via activities that may run
throughout the year. Alternatively your learners could show
their evidence for this unit by demonstrating their work to
either their own group or another group within your school/
college. This style of evidence could be used for any of the
pass criteria for the unit.

All assignments you set for your learners must be
internally verified

Sample assignment front sheet

It is intended that sample assignments are used
as examples of good practice. However, they
may not be entirely appropriate for every learner
in every centre. You are advised to make suitable
amendments to sample assignments in response to
your own centre’s requirements to meet the needs
of your learners. All sample assignments used,
whether amended or not, must be internally verified
by a suitable person at your centre.

Learner name

Assessor name

John Atkins

Anita Wainright

Date issued

Completion date

Submitted on

15 April 2011

5 June 2011

5 June 2011

Qualification

Unit

BTEC Level 2 First Diploma in Information Technology

Unit 1: Communicating in the IT Industry

All learners are different and will approach their
assignments in different ways
The sample assignment that follows shows how
one learner answered a brief to achieve pass,
merit and distinction level criteria. The learner work
shows just one way in which grading criteria can be
evidenced. There are no standard or set answers.
If your assignment is fit for purpose, and if your
learners produce the required evidence for each task,
then they will achieve the criteria covered by the
assignment.

Assignment title

Specialist Communication Channels

In this assessment you will have opportunities to provide evidence against the following criteria.
Indicate the page numbers where the evidence can be found.
Criteria
reference

To achieve the criteria the evidence must show that
the learner is able to:

Task no.

Evidence

P5

Select, set up and use a specialist communication channel to
communicate and exchange information

2

Page 2

P6

Explain the social impacts of the use of IT

1

Page 1

M1

Justify why a specialist communication channel is effective for a
given purpose

2

Page 2

M2

Discuss the potential threats which the use of IT has introduced

1

Page 1

D1

Explain how to ensure safe and secure use of a specialist
communication channel

2

Page 3

Learner declaration

I certify that the work submitted for this assignment is my own and research sources are fully acknowledged.
Learner signature:

John Atkins

Date: 5 June 2011
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Sample assignment brief
Use whatever tools or resources that you have at your disposal to produce the article, and remember to include pictures
to make the article attractive to the audience that will be reading it.
Unit title

Unit 1: Communicating in the IT Industry

Qualification

Edexcel BTEC Level 2 First Diploma in Information Technology

Start date

15 April 2011

Deadline date

5 June 2011

Assessor

Anita Wainright

Assignment title

Specialist Communication Channels

The purpose of this assignment is to:
Allow learners the opportunity to develop their communication skills and knowledge in the IT sector for either progression
onto a higher course or to prepare them for employment positions in IT-related work placements. Learners will develop
their use of IT and demonstrate how technology can aid effective communication while also looking into the different
ways IT has had an impact on individuals, communities and society.

Scenario

What will you need to submit as evidence:
For P6 and M2 – the final version of the article.
Task 2
To achieve P5 – select, set up and use a specialist communication channel to communicate and exchange
information
In order to prove to the manager you are worthy of a promotion you are to develop something for the company that will
increase the communication within the team. He has suggested you try to encourage the team to use and contribute to
an online forum, wiki or another form of electronic communication. The employees must be able to access it at any time
and they must feel comfortable using it to discuss matters of the workplace. It must be secure as company information
should not be published and should not become public knowledge. (Examples include Ning, Google Docs, wikis and
video conferencing.) You will need to provide evidence that you chose, set up and used the forum, wiki or another form of
electronic communication yourself by documenting each step of the process. This could be done using screenshots.
To achieve M1 – justify why a specialist communication channel is effective for a given purpose
Explain why you chose your particular specialist communication channel in a brief report to the manager. You will need to
justify any points that you make and ensure that you have clearly shown why you chose that method over any other. Talk
about the pros and cons of the suggested communication method in relation to Inspiration.

As the world keeps turning and the people and the life they lead around it change, so does the knowledge and the
development of technology and the way we speak to one another. Every day we are surrounded by advertisements
bending our way of thinking to make us want more and more products and services. We upgrade our phones to the
latest model available as soon as our monthly contracts are due for renewal. We use that new car insurance comparison
website that was advertised on TV, because we saw the commercial and now can’t get the tune out of our heads.

To achieve D1 – explain how to ensure safe and secure use of a specialist communication channel
And finally your manager needs to know that this method of communication is safe and secure. By adding to the report,
explain to him how the specialist communication channel is safe and secure and how it will benefit the company.
Remember to highlight any issues that may occur and suggest contingency plans in case security and information is
hacked into.

How do advertisers do it? How do the sales and marketing teams in large organisations know just how to get the right
audience to purchase the right product? How does our employer know just how to get the team to do the jobs he/she
needs them to do, and on time?

What will you need to submit as evidence:
For P5 – show how you chose and set up the communication channel – for this you could use screenshots. Also show
screenshots or printouts of a discussion that you have participated in using this channel of communication.

The key is communication and the way we use the tools at our disposal to get the greatest level of productivity out of
our employees. A positive approach is needed in the workplace, and in a rapidly changing environment such as an IT
office, web design studio or games design company, it is essential to communicate in the language that the employees
understand. In this situation, you have to use IT tools effectively. Use them incorrectly and you will lose your audience in
moments; use them correctly and the IT industry is your career ladder ready and waiting for you to climb it.

For M1 and D1 – a report discussing the specialist communication channel you chose for P5 and how safe this method of
communicating is for the company to use.

For this assignment, imagine you are working in a web design office, called ‘Inspiration’, based in the North West.
Every week new and varied clients come along wanting new websites designed from scratch. The clients have chosen
Inspiration because it is based in the North and can tailor website designs to suit the northern consumer market. For
example, Inspiration has previously designed sites for a new florist that opened in the Manchester area, it has provided
an upgrade to the website of the outdoor activity shop Walkabout in Ambleside, and it has provided graphics and
improved a website that was already in place for a young student, based in Liverpool, who wanted to teach a musical
instrument as a part-time job when not in college.
Task 1
To achieve P6 – explain the social impacts of the use of IT
To achieve M2 – discuss the potential threats which the use of IT has introduced
As with any form of communication, it is crucial that people can understand and interpret what you are trying to say and
that there are no negative connotations in any documents that you produce. Inspiration is a family-friendly company and
likes all its employees to feel valued and appreciated. It prides itself on the accuracy and fluency in which its newsletter
keeps its employees updated every month with activities, social events, achievements, current company advances and
the impact that these will have on its employees.
You have been asked to provide a written article for the ‘current company advances’ section in the next edition of
the newsletter. In the article you will be expected to talk about how the company’s developments in IT have had an
impact on the social network of its employees and consumers, explaining their effects on local communities, economic
development and employment structure. You should also include new threats to the company that people need to be
aware of due to the increasing use of IT, such as cyber bullying, spam and phishing.

Sources of information
Textbooks
Shmerling, Leah – Communication in the Workplace (Macmillan Education Australia Pty Ltd, 1996) ISBN: 0-7329-1941-XD
Darling, Ann L, Dannels, Deanna P – Practicing Engineers Talk about the Importance of Talk: A Report on the Role of Oral
Communication in the Workplace, Volume 52, Issue 1, (Communication Education, 2003)
This brief has been verified as being fit for purpose.
Assessor

Anita Wainright

Signature

Anita Wainright

Internal verifier

Ron Woodward

Signature

Ron Woodward

Date

13 April 2011

Date

13 April 2011
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Sample internal verification of assignment brief

Sample learner work

Qualification

BTEC Level 2 First Diploma in Information Technology

Unit title

Unit 1: Communicating in the IT Industry

Assessor

Anita Wainright
Internal verifier checklist

Y/N

Task 1

Comments

Are accurate programme details shown?

Y

Are accurate unit details shown?

Y

Are clear deadlines for assessment given?

Y

Deadlines are stated on the front sheet of the
assignment and the assignment brief

Is this assignment for whole or part of a unit?

P

This assignment covers P5, P6, M1, M2 and D1

Are the grading and assessment criteria to be addressed
listed?

Y

All criteria for the task are listed

Does each task show which criteria are being
addressed?

Y

Are these criteria actually addressed by the tasks?

Y

Is it clear what evidence the learner needs to generate?

Y

Are the activities appropriate?

Y

There is a mix of practical and written assessment

Is there a scenario or vocational context?

Y

The scenario is provided in the assignment brief

Are the language and presentation appropriate?

Y

Appropriate language is used for this level of learning

Is the timescale for the assignment appropriate?

Y

Overall is the assignment fit for purpose?

Y

The criteria are listed within each task and named and
referenced on the front sheet
All criteria are displayed within each of the
assignment tasks
For each of the tasks there is an evidence section
providing a checklist for learners to know exactly what
they should be submitting as evidence in their folders

Yes, the assignment meets all the criteria to be
addressed

* If “No” is recorded and the internal verifier recommends remedial action before the brief is issued, the assessor and
the internal verifier should confirm that the action has been undertaken.
Internal verifier

Ron Woodward

Signature

Ron Woodward

Date

13 April 2011

Action required:

N/A
Action taken:

NA
Assessor

Anita Wainright

Signature

Anita Wainright

Internal verifier

Ron Woodward

Signature

Ron Woodward

Sample learner work: page 1

Date

13 April 2011

Date

13 April 2011

Our social network and our customers
Inspiration prides itself
on being a family based
organisation that does
whatever it can to
ensure happy, healthy
working employees. Our
mission statement is ‘…
to be an inspiration to our
family. Our family is our
employees, our customers
and our environment. If we
take care of these, they will
take care of us.’ One of the
greatest gifts we can share
with our employees is to
improve our technology to
make life easier.
Inspiration has made
many developments
recently in its use of IT
at work and this has had
an impact on the social
network of our employees
and our consumers.
Customers are making use
of our online website and
the free trial download,
‘sample your own website’.

It is allowing customers
to design basic layouts
and view sample websites
before they book a
consultation with one of
our representatives. Local
communities are going
to be able to design and
style their websites just
how they want and be
able to compare to similar
local businesses and rival
competitors.
Some of our employees
are finding that they can
now use the company
laptops to work from home,
keeping in constant contact
with their bosses and their
families throughout the day.
The investment in these
machines, are meaning that
productivity in the company
is greater and staff are
mentally feeling happier
in their jobs. And as you
would expect this kind of
good work is going to be re-

warded for those who work
on performance related
pay when the Christmas
bonuses come along.
With happy customers
and happy employees,
the company is constantly
monitoring its economic
development, improving
discipline procedures,
improving employment
structure and generally
focussing on the overall
development and
expansion of the company.
We are especially
watching the access to the
company network and the
restrictions policy is being
amended. Although we
can trust our employees,
it’s the outside hackers
that we can’t and if the
company is to expand
nationally, or globally in the
next few years, we need to
be prepared.
Author: J, Atkins

“Looking after our well- being….”

IT security threats – some
solutions to make you feel
safe:
• Delete suspicious emails
without opening them.
• When using social
networking sites, ignore
friend requests and block
them if you don’t know who
they are.
• Never give personal
information in a reply to an
email or over the internet.
• Block spam messages using
your browser or download
spam blocking software off
the internet, eg AVG internet
security.
• Remember, think safe and
be safe.

Cyber Bullying, Spam and Phishing: Are we prepared?
If anybody using the
work computers, or doing
work at home on the new
laptops has not heard of the
following (cyber bullying,
spam and phishing) and
are protecting themselves
from them, then this part of
the article is very important
to you.
Cyber bullying: Is
basically bullying through

the use of online websites.
So the most popular way
would be through social
networking sites like,
Facebook, Beebo and
MSN. This way of bullying
could take place in work or
at home in your social life
and at any age.
Spam: Is when messages
are sent over the internet
many times over to people

who don’t really want it. A
good example of this is
companies advertising and
sending to any active email
address the find and also
chain emails that require
you to forward on the
message.
Phishing: Is when people
manage to virtually pretend
to be someone else, get
information about your

accounts, credit cards or
even your address, and
then use to illegally to
access whatever they wish,
usually your money. To see
an example, visit
www.privacyrights.org/ar/
phishing.htm#example.
This is an example of an
ebBay phishing email.

Author: J, Atkins
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Sample learner work: page 3

Sample learner work: page 2

Task 2
• P5 evidence – select, set up and use a specialist communication channel to communicate and
exchange information
Using Google Docs will increase the communication within the team. I have asked the team to use and
contribute to an online spreadsheet that I made to look like a forum. I chose a spreadsheet because
I know we all know how to use it already. It was accessible at any time. Google Docs is as secure as
the user makes it so I made everyone read the, ‘Google – Keeping your data secure’ webpage before
they were allowed to contribute to the forum I set up. This page can be found at: www.google.com/help/
security/index.html#utm_campaign=en&utm_source=en-ha-ww-ww-bk-cn&utm_medium=ha&utm_
term=google%20security.

[The learner supplied screenshots of Google Documents, with accompanying call-out captions, explaining
how he created his own Google Documents account, how he uploaded a spreadsheet file to Google
Documents, and how he had a discussion about the spreadsheet through Google Documents.]

Task 2
•M
 1 evidence – justify why a specialist communication channel is effective for a given purpose
•D
 1 evidence – explain how to ensure safe and secure use of a specialist communication
channel
Why I chose this specialist communication channel (M1):
I think this a really good way to communicate for people who know about using IT software. The Inspiration
company are going to always be on the internet during the day because they make websites for a living.
They have 24/7 access to Google and it is a recognised search engine. By using this, the staff members
can access any document and make alterations to it, save it and there is only ever the one master copy
so everybody knows where they are up to. It can also be used for other tasks, say the team are struggling
with a piece of code that they writing for one of the websites, they can put it on Google docs for the whole
team to look at and they can share ideas on how to solve the problem.
It’s a way of bringing the team closer together and allowing them to work together wherever they are. It
would be better for this team to use Google docs because it is more accessible than say a intranet forum
and whereas Google docs takes seconds to set up, an intranet could take ages and would constantly be
messed with because being web designers they would want to keep changing the layout.
Advantages of Google Docs

Disadvatanges of Google Docs

Documents can be saved and accessed anywhere there is the internet

Need to have a compatible browser to view it on

No need for portable hardware devices (such as a USB)

Need internet access to access the documents

Only one document is used at any one time

Only small documents can be used at a time

Work can continue from anywhere in the world

Has less features that other software can provide (like Microsoft)

Has a simple easy to use interface

Appendix: A sample assignment

Is Google Docs safe to use (D1):
Most people say Google docs is secure, but as with anything in the internet it is as secure as it can be and
that is down to the people you allow to share the documents and the protection and security you have on
your own computer. At the moment there are no checks on Googles’ behalf as to who the documents can
be shared with.
If one computer has a virus that a member of staff is working on, he uploads the document to Google
Docs and then that document is then downloaded onto another machine, the virus is then passed on. In a
business situation this could be terrible because the websites that Inspiration are creating could contain
viruses and then they pass them onto their clients, and the virus could then get passed on whenever the
website is accessed.
I suppose the key is to use the facility wisely and don’t upload anything that would be too valuable, like
clients details and addresses, or company account details. From the communication point of view though
for having general discussions, I see no harm and it keeps staff informed about what is going on in the
company.
It will also mean the manager will have a better idea of the dynamic of the team and what they are all
thinking. He may be able to recognise who’s got which strengths and weaknesses and so he will be able to
plan and move people round to do certain jobs to the companies advantage. This could be very beneficial
from the company’s productivity point of view.
If any of the information that was put on Google docs became inappropriate, the manager could delete
the documents concerned and reprimand the employee that is involved. This would reflect poorly on the
company and could mean that Google Docs may cancel the companies account and therefore taking away
this method of communicating. But you would like to think in a professional environment this would not be
an issue.
I would suggest the manager give this method of communication a try and if it doesn’t work he could
always schedule weekly meetings or invest in video conferencing resources that they can all use from their
desks, that way they can all discuss and chat about work related stuff in a modern face to face fashion.
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Sample assessor’s comments – Task 1

Sample assessor’s comments – Task 2

Qualification

BTEC Level 2 First Diploma in
Information Technology

Assessor name

Anita Wainright

Qualification

BTEC Level 2 First in Information
Technology

Assessor name

Anita Wainright

Unit number and title

Unit 1: Communicating in the IT
Industry

Learner name

John Atkins

Unit number and title

Unit 1: Communicating in the IT
Industry

Learner name

John Atkins

Grading criteria

Achieved?

Grading criteria

Achieved?

P6 Explain the social impacts of the use of IT

Y

P5 Select, set up and use a specialist communication channel to communicate and exchange information

Y

M2 Discuss the potential threats which the use of IT has introduced

Y

M1 Justify why a specialist communication channel is effective for a given purpose

Y

D1 Explain how to ensure safe and secure use of a specialist communication channel

Y

Learner feedback

I struggled a bit with the Publisher software, but once I got into it I was able to research the criteria. I enjoyed looking into
the threats of an IT system and found it useful because I use my computer at home a lot and was unaware of some of
the problems that we could also get by using the internet.
Assessor feedback

Well done John, you produced a good quality news article here. I can tell you worked hard on your layout and my only
criticism is the font in the lower part of the article is smaller and a little difficult to read. Keep up the good work and you
are well on your way to a distinction overall in this unit.
Action plan

In future tasks like this one, I think it would be good to look at your writing skills. We need to make sure you stay in
the same tense, remember who your target audience is and remember to keep the theme of the article consistent
throughout.

Assessor signature

Anita Wainright

Date

5 June 2011

Learner signature

John Atkins

Date

5 June 2011

Learner feedback

This was a really interesting task to do and made a change from the other tasks. I enjoyed working with my classmates
and getting them to pretend to be someone else and although I found it difficult to motivate them to contribute to the
forum for P5, it was worth the effort in the end. I was also pleased with the merit and distinction evidence because
writing isn’t my strong point and I needed some guidance in how to put my words across correctly in a proper
grammatical way.
Assessor feedback

You have done really well on this task John, and despite your lack of confidence at the start, this is real progress for you.
I found the discussion on the forum that you set up an interesting read and some people contributed some very valid
points (evidenced on page 2). And despite your grammar and spelling issues you have produced a very well-structured
report to finish and conclude the assignment.
Action plan

In future assignments I would suggest that you make sure you proofread all the work that you submit and if necessary
use some of the techniques I showed you in class to help you achieve the higher grades. An excellent effort – well done.
Also, remember to reference any websites or books you used to help you answer the tasks. We will look at this together
next time in class so you are aware for the next assignment.
Assessor signature

Anita Wainright

Date

5 June 2011

Learner signature

John Atkins

Date

5 June 2011
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Sample internal verification of assessment decisions
Qualification

BTEC Level 2 First Diploma in Information Technology

Assessor

Anita Wainright

Unit(s)

Unit 1: Communicating in the IT Industry

Assignment title

Communicating and Inspiration

Learner name

John Atkins

Which criteria has the assessor
awarded?

Pass
P5, P6

Do the criteria awarded
match those targeted by the
assignment brief?

Yes
The assignment tasks clearly indicate how the criteria can be achieved.

Has the work been assessed
accurately?

Yes
The assessor has clearly marked the learner’s work and the criteria awarded have been
met.

Is the feedback to the learner:
• Constructive?
• Linked to relevant
assessment and grading
criteria?
• Identifying opportunities
for improved performance?

Yes
The assessor praises the good work that has been submitted and emphasises the
development that the learner has made by praising the improvement in his confidence
also. The assessor also suggests recommendations for the learner to improve his skills
and abilities in future units.

Does the grading decision
need amending?

No
The assessor has made a valid assessment for the above criteria.

Remedial action taken

None required

Confirm action completed

N/A

Internal verifier name

Ron Woodward

Internal verifier signature

Ron Woodward

Confirm action completed

N/A

Assessor name

Anita Wainright

Assessor signature

Anita Wainright

Merit
M1, M2

Distinction
D1

Date

5 June 2011

Date

5 June 2011

