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Sample Assignment
Assignment front sheet

	Qualification
	Unit number and title

	Pearson BTEC HND Diploma in Computing and Systems Development
	Unit 3: Employability and Professional Development

	Student name
	Assessor name

	
	

	Date issued
	Completion date
	Submitted on

	Monday 4th March 2013
	Wednesday 22nd May 2013
	

	
	

	Assignment title
	Assignment :Training Module Development (1 of 3)


	LO
	Learning outcome
(LO)
	AC
	In this assessment you will have the opportunity to present evidence that shows you are able to:
	Task no.
	Evidence

(Page no)

	LO 2
	Be able to demonstrate acquired interpersonal and transferable skills


	2.1
	communicate in a variety of styles and appropriate manner at various levels
	2
	

	
	
	2.2
	demonstrate effective time management strategies
	1
	

	LO 4
	Be able to develop strategies for

problem solving
	4.1
	review tools and methods for developing solutions to problems
	5
	

	
	
	4.2
	develop an appropriate strategy for resolving a particular problem
	3
	

	
	
	4.3
	evaluate the potential impact on the business of implementing the strategy
	4
	


	Learner declaration

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

Student signature: 
Date: 


	In addition to the above PASS criteria, this assignment gives you the opportunity to submit evidence in order to achieve the following MERIT and DISTINCTION grades

	Grade Descriptor
	Indicative characteristic/s
	Contextualisation

	M1 Identify and apply strategies to find appropriate solutions
	· Effective judgements have been made
· An effective approach to study and research has been applied


	To achieve M1, you must demonstrate effective time management strategies and also develop an appropriate strategy for resolving the set problems.  Effective judgements will have to be made in order to accurately schedule the modules within the training programme and to ensure that all limiting factors with regard to personnel, dates and resource criteria have been addressed.

	M2 Select/design and apply appropriate methods/techniques
	Not this assignment
	

	M3 Present and communicate appropriate findings
	· A range of methods of presentation have been used and technical language has been accurately used
· The communication is appropriate for familiar and unfamiliar audiences and appropriate media have been used


	To achieve M3 you must produce documentation to set formats, for example activity schedules, planning documents and Critical Path Analysis.  A range of presentation methods will have been used to meet professional standards; these will be communicated at different levels to match different end user needs in a variety of different contexts and environments.  Appropriate technical language will have been used.

	D1 Use critical reflection to evaluate own work and justify valid conclusions
	Not this assignment
	

	D2 Take responsibility for managing and organising activities
	· Autonomy and independence has been demonstrated

	To achieve D2 you must independently take responsibility for planning and managing the training.  Demonstration of autonomy in the decisions taken and in the management of the activities should be evidenced throughout the assignment.

	D3 Demonstrate convergent/lateral/ creative thinking
	Not this assignment
	


Please note that for unit assignments assessors should use these or other exemplar indicative characteristics for the individual grade descriptors from Annexe C of the HN specification or any other relevant indicative characteristics for the particular assignment. The indicative characteristic should then be contextualised. Only one indicative characteristic per grade descriptor, M2, M2, M3, D1, D2, D3 is required.

	Assignment brief

	Unit number and title
	Unit 3 Employability and Professional Development

	Qualification
	Pearson BTEC HND Diploma in Computing and Systems Development

	Start date
	Monday 4th March 2013

	Deadline/hand-in 
	Wednesday 22nd May 2013

	Assessor
	Jim Smith

	

	Assignment title
	Training Module Development

	Purpose of this assignment
This assignment considers the skills required to perform effectively as a computing and systems development employee. It will almost certainly be a requirement that as an employee, you will need to generate training materials to train end users on certain systems developments and this assignment develops those skills by asking you to develop realistic training modules for an organisation.

It also deals with problem solving which includes the identification or specification of the ‘problem’, strategies for its solution and then evaluation of the solution through reflective practice.

	Scenario
You have recently been contracted as an IT consultant and project co-ordinator for a large training company ‘N A Webb Associates’. The company outsource their expertise to a range of small and medium sized organisations in the East of England, primarily focusing on Lincolnshire, Norfolk, Suffolk and Essex. The initial contract that you have been given is for two months, your brief being to support and set up a complete training provision for a third party company to extend over a six week period.  

The remit is to ensure that all levels of end users are introduced to new policies, procedures and areas that will impact upon their job role in the future.  You will be required to manage and organise trainers, resources and scheduling.

Your first project management task is to plan a two-day training session covering Module 1 to a target audience of data input clerks, team leaders, department managers and one of the senior managers from the human resources department.  Following the initial training, further modules have been arranged where end users can sign-up.  All modules within the end user training need to be completed within six weeks to enable certification.  There are six modules in total, however delivery is dependent on the trainers’ availability and also access to the training suite.

The modules have to be completed in a specific progression order 1-6, however modules 3 and 4 can be accessed and end users can be formally assessed concurrently.

Module 1:
Introduction to data protection and security (2 days)

Module 2:
Laws, legislation, policies and procedures (2 days)

Module 3:
Data security threats (0.5 day)

Module 4:
Data security measures and encryption (0.5 day)

Module 5:
Customer service and effective marketing (1 day)

Module 6:
E-commerce and M-commerce tools and technologies (2 days)

The days that each module can run are as follows: 

M1
Monday and Tuesday Week 1


Thursday and Friday Week 1

M2
Monday and Tuesday Weeks 2, 3 and 4

M3
Wednesdays Weeks 2, 3 and 4 (AM 9:30-12:30)

M4 
Wednesdays Weeks 2, 3 and 4 (PM 13:30-16:30)

M5
Thursday OR Friday Weeks 3, 4 and 5

M6
Friday Weeks 3, 4, 5 and 6

	Task 1 : (LO 2: 2.2 and M1)
Produce a visual planning schedule that outlines the training modules, times and ordering and demonstrates effective time management strategies.

	Task 2 (LO 2: 2.1 and M3)
Produce a range of documents to communicate to different target audiences in a variety of styles that can be used over the two-day training event for Module 1. You will need to conduct basic research about data protection and security that will form the content for your training event for Module 1. One document should be a newsletter for the basic data input clerk with an associated glossary.  The other should be an information leaflet using technical terms fluently and appropriately. In addition, produce ten slides to be used for the delivery.  

	Task 3 (LO 4: 4.2 and M1)

The data input clerks and team leaders cannot attend the same training sessions apart from Module 1.  There are four department managers and only two can attend at any one time.  The senior manager in Human Resources needs to complete within four weeks and cannot dedicate a whole week to training.  
No end user will be released for more than 3 days in any one week (with the exception of week 1). The training suite is not available on the Thursday or Friday on week 5.

How are you going to address these issues/problems?  Develop a strategy for resolving these and identify whether or not the initial training schedule is now feasible for all users.

	Task 4 (LO 4: 4.3 and M3)

Evaluate the potential impact the training schedule will have on the resources of the organisation during this six week period if the strategy is implemented?

	Task 5 (LO 4: 4.1 and D2)

Provide a written review of the tools and methods that can be used for developing solutions to problems

(for example, how will the issue of not having access to the training room in Week 5 impact on training?)



	Evidence checklist
	Summary of evidence required by student
	Evidence presented

	Task 1
	Visual planning schedule that outlines the training modules
	

	Task 2
	A range of documents to include a newsletter for the basic data input clerk with an associated glossary, an information leaflet and evidence from the presentation that should include ten slides and associated notes 
	

	Task 3
	A document that shows you have considered the constraints placed on your initial schedule and your solutions with justifications
	

	Task 4
	An evaluation of the impact of the training schedule upon the resources of the organisation over the six week period
	

	Task 5
	A review of the strategies (tools and methods) used to develop your solutions to the set problems
	

	Sources of information:
Give the students some sources here – e.g. websites, books, magazines, etc
You may also wish to include a glossary: e.g. “research”, “evaluation”, “justification”


Achievement Summary
	Qualification
	Pearson BTEC HND Diploma in Computing and Systems Development
	Assessor name
	Jim Smith

	Unit Number and title
	Unit 3 Employability and

Professional Development
	Student name
	

	

	Criteria Reference
	To achieve the criteria the evidence must show that the student is able to:
	Achieved ?
(tick)

	LO 2
	
	

	2.1
	
	

	2.2
	
	

	LO 4
	
	

	4.1
	
	

	4.2
	
	

	4.3
	
	

	

	Higher Grade achievements (where applicable)



	Grade descriptor


	Achieved?

(tick)
	Grade descriptor
	Achieved?

(tick)

	M1: Identify and apply strategies to find appropriate solutions


	
	D1: Use critical reflection to evaluate own work and justify valid conclusions
	

	M2: Select / design and apply appropriate methods / techniques


	
	D2: Take responsibility for managing and organising activities
	

	M3: Present and communicate appropriate findings


	
	D3: Demonstrate convergent /lateral /  creative thinking
	


Assignment Feedback

	Formative Feedback: Assessor to Student



	Action Plan



	Summative feedback


	Feedback: Student to Assessor 



	Assessor Signature 


	
	Date
	

	Student  Signature 


	
	Date
	


