edexcel

Pearson Edexcel Levels 1-4
Essential Skills Wales in
Information and
Communication Technology

(ICT) (QCF)
Specification

Essential Skills Wales
July 2013

Issue 3

ALWAYS LEARNING PEARSON



Pearson Education Limited is one of the UK's largest awarding organisations, offering
academic and vocational qualifications and testing to schools, colleges, employers and other
places of learning, both in the UK and internationally. Qualifications offered include GCSE,
AS and A Level, NVQ and our BTEC suite of vocational qualifications, ranging from Entry
Level to BTEC Higher National Diplomas. Pearson Education Limited administers work-based
qualifications.

Through initiatives such as onscreen marking and administration, Pearson is leading the way
in using technology to modernise educational assessment, and to support teachers and
learners.

This specification is Issue 3. Key changes are sidelined. We will inform centres of any
changes to this issue. The latest issue can be found on the Edexcel website:
www.edexcel.com

References to third party material made in this specification are made in good faith. We do
not endorse, approve or accept responsibility for the content of materials, which may be
subject to change, or any opinions expressed therein. (Material may include textbooks,
journals, magazines and other publications and websites.)

Authorised by Martin Stretton
Prepared by Lucy Stewart

Publications Code ES037376

All the material in this publication is copyright
© Pearson Education Limited 2013



Contents

Qualification titles covered by this specification
Introduction

Structure of the qualifications

Qualification format

Assessment

General principles

Accreditation of Prior Learning (APL)

Quality assurance of centres
Approval

Programme design and delivery

Access and recruitment

Restrictions on learner entry
Access arrangements and special considerations
Professional development and training

Further information

Information and Communication Technology: Evidence

requirements
Level 1 Essential Skills Wales in ICT

Level 2 Essential Skills Wales in ICT
Level 3 Essential Skills Wales in ICT
Level 4 Essential Skills Wales in ICT

Annexe A — ICT Mandatory Definitions

O O vV ©V VYV W o N o o8 U1 W N =

-_—

_‘—\
w =—-

o1 W N
w O w

o
w






Qualification titles covered by this specification

Pearson Edexcel Level 1 Essential Skills Wales in Information and
Communication Technology (ICT)

Pearson Edexcel Level 2 Essential Skills Wales in Information and
Communication Technology (ICT)

Pearson Edexcel Level 3 Essential Skills Wales in Information and
Communication Technology (ICT)

Pearson Edexcel Level 4 Essential Skills Wales in Information and
Communication Technology (ICT)

These qualifications have been developed in line with the Welsh Assembly
Government (WAG) and accredited by DCELLS and are eligible for public funding.
The Qualifications Number (QN) should be used by centres when they wish to seek
public funding for their learners. The QNs for the qualifications in this publication
are:

Pearson Edexcel Level 1 Essential Skills Wales in Information 500/7648/6
and Communication Technology (ICT)

Pearson Edexcel Level 2 Essential Skills Wales in Information 500/7645/0
and Communication Technology (ICT)

Pearson Edexcel Level 3 Essential Skills Wales in Information 500/7646/2
and Communication Technology (ICT)

Pearson Edexcel Level 4 Essential Skills Wales in Information 500/7642/5
and Communication Technology (ICT)

The qualification titles are as they will appear on learners’ certificates. Learners
need to be made aware of this when they are recruited by the centre and
registered with Edexcel. Providing this happens, centres are able to describe the
programme of study leading to the award of the qualification in different ways to
suit the medium and the target audience.

Additional Edexcel Essential Skills Wales qualifications

Pearson Edexcel Entry Level Essential Skills Wales in Application of Number
Pearson Edexcel Entry Level Essential Skills Wales in Communication
Pearson Edexcel Entry Level Essential Skills Wales in ICT

Pearson Edexcel Levels 1-4 Essential Skills Wales in Application of Number

Pearson Edexcel Levels 1-4 Essential Skills Wales in Communication

For the specifications and further information please visit our website at
www.edexcel.com.
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Introduction

This document contains the required outcomes, content and associated guidance
for the Pearson Edexcel Levels 1-4 Essential Skills Wales in Information and
Communication Technology (ICT). It contains further details of the assessment and
quality assurance of these qualifications and includes advice about Edexcel’s policy
regarding access to its qualifications.

Essential Skills Wales (ESW) qualifications are designed to meet a range of different
needs. They:

e aim to improve the skills of young people and adults, and to rationalise the
available qualifications

e bring together the current key and basic skills into a single suite of skills
standards and qualifications, suitable for all learners, both young and adult, and
across all contexts

e provide a better guarantee of the skills young people need to participate and
progress in education, training and employment

e develop and secure the broader range of aptitudes, attitudes and behaviours
that will enable learners to make positive contributions to the communities in
which they live and work.

The Essential Skills Wales suite of qualifications consists of three individual skill
areas, with standards/qualifications available at each level within the skills. The
skills areas are:

e Application of Number
e Communication
e Information and Communication Technology (ICT).

The new suite of skills qualifications will replace the current key skills in Application
of Number, Communication and ICT and the Basic Skills of Adult Literacy, Adult
Numeracy and Skills for Life ICT in Wales from September 2010.
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Structure of the qualifications

Pearson Edexcel Levels 1-4 Essential Skills Wales in Information and
Communication Technology (ICT)

Each level within the Essential Skills Wales in ICT is made up of three components:
e use ICT systems

e find, select and exchange information, using ICT

e develop and present information, using ICT.

To achieve the qualification at each level, a learner must demonstrate that they
have met the minimum standard for each component area.

The aim of the ICT standards is to encourage learners to develop and demonstrate
their skills in using ICT to carry out a task or activity by finding, exploring,
exchanging, developing and presenting information (text, images and numbers).
The standards are concerned essentially with developing and recognising learner
ability to select and apply ICT skills in ways that are appropriate to their particular
context. However, they can also be used to help individuals make connections with
less familiar contexts and develop their ability to progress to higher levels of
competence.

Techniques for using ICT systems and software are essential, but so too are the
skills of application, such as making decisions about the relevance of information
and the quality of work. Techniques and skills of application contribute to
understanding a task or activity, deciding on how best to carry it out, and
presenting results taking account of purpose and audience. The standards are
designed to recognise learner progression in terms of both underpinning techniques
and of the skills of application.

Progression through the levels is demonstrated by increasing ability to manage the
whole process, using ICT:

Understand a task or activity— Find and select information— Develop
information —» Present findings

The standards do not stipulate particular hardware or software packages, but it is
assumed that learners will be working with equipment and software that are
appropriate to their work, study or other activities.

Each skill level incorporates and builds on the previous levels. Details of all the
levels are provided to show the inter-relationship and the differentiation between
the levels.

It is important to note that, where the wording of a standard is identical at different
levels, progression is inherent in another aspect of the standard. For example, the
requirement to ‘recognise and use interface features’ appears at all levels from
Entry 1 to Level 4. The progression is inherent in the fact that the complexity and
detail of the interface features will be more demanding at each level.

At the three Entry levels learners need to use ICT systems and skills in familiar
and accessible contexts to carry out given tasks and present information. The ICT
skills demanded by the situation or task are clear and straightforward. Guidance
and direction are provided by a tutor, teacher or trainer.
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At Level 1 learners need to use ICT systems to find, develop and present simple
numerical, textual and graphical information in the context of short, straightforward
tasks, using basic techniques. Learners should know how to use technology safely,
care for equipment, and avoid losing data. They should also know how to send and
receive emails and who they should turn to if things go wrong.

At Level 2 |learners need to use ICT systems independently to carry out a largely
straightforward task, make effective searches, derive new information, and present
it, taking account of purpose and audience. Learners must combine information,
such as text with images or numbers, in a consistent way. Activities require a
greater range of techniques, and more steps, than at Level 1. Learners should be
able to enter formulae when using appropriate software to generate simple
calculations such as totals. They must observe copyright and confidentiality laws
and manage health, safety and security risks. They should be able to recognise
errors and their causes and be aware of ways of minimising the risk of viruses.
They should know how to send and receive emails with attachments.

At Level 3 the complexity of activities and techniques required increases, such as
the ability to create structures and procedures for developing text, images and
numbers. Learners are required to plan and carry out at least two activities, one of
which must cover ICT3.1, ICT3.2 and ICT3.3. They must be able to manage their
work independently, including the technology and software they are using. This
includes observing laws of copyright and rules of confidentiality, safe working and
avoiding loss of information, identifying errors, and minimising risks from viruses.
Learners need to be aware of the wider implications of using ICT.

The focus is on a critical approach, requiring learners to make judgements on their
work, in terms of speed, ease of use, effort and accuracy, and to compare their use
of ICT with other systems and with manual methods.

At Level 4 the focus of the standard is on learners developing and applying their
ICT skills, with substantial independence, to their work, study or other activities
over an extended period of time (for example about three months). The extended
timeframe is to ensure that there are sufficient opportunities for the work to
develop, as well as for learners to monitor and critically reflect on their progress
and the effectiveness of their ICT skills, so that they can adapt their strategy in
response to new demands and feedback from others.

Learners need to show that they can:

e plan their use of ICT skills strategically

e apply these skills effectively and for a purpose over time

e monitor and review their work, including the development of their skills

e critically reflect on their progress.
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Qualification format

Each qualification level has a standard format which is designed to provide clear
guidance on the requirements of the qualification for learners, tutors, assessors and
those responsible for monitoring national standards.

Each qualification is set out in the following way.

Qualification level

This is the level of study of the qualification as determined by DCELLS.
Credit value

This is the volume of learning achievement through completion of the qualification
as determined by DCELLS.

Guided learning hours

Guided learning hours is ‘a notional measure of the substance of a qualification’. It
includes an estimate of time that might be allocated to direct teaching, instruction
and assessment, together with other structured learning time such as directed
assignments or supported individual study. It excludes learner-initiated private
study. Centres are advised to consider this definition when planning the programme
of study associated with this specification.

About this qualification

This states explicitly what skills a learner will develop through completing the
qualification. It provides amplification of the evidence requirements for the
qualification level.

Skills components

These expand the skills a learner needs to develop to achieve the qualification, as
set out in the About this qualification section. These are taken directly from the
ESW qualification standards and provide the skills statement in the first column that
the learner needs to provide evidence of, the skills needed to be able to provide
this evidence in the second column and the form the evidence must take in the
third column.

Guidance

This supports the requirements of the skills components for the qualification. It
provides explanations of some of the requirements of the standards that may be
useful when learners are developing skills for the qualification and producing
evidence for their portfolios.
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Assessment

General principles

Assessment must be targeted at a specific level. It must provide a reliable measure
of proficiency at the level by providing significant evidence of success against the
requirements of the ESW standards at the specified level.

The level of an ESW qualification is determined by four factors:
e the learners’ familiarity with the context, task or activity
e the complexity of the situation and the task or activity

e the degree of independence shown by the learner in deciding which skills they
will use and how they will apply them to suit different tasks and activities

e the range and complexity of the techniques and skills the learner uses in
completing the task or activity.

These four factors interrelate so that, to some extent, relatively low demand in one
factor may be compensated by relatively high demand in another. However, the
skills are demonstrated through performance so the key determinant of the overall
level is the learner’s ability to select, use and apply their skills when carrying out a
task or activity.

Evidence of a learner’s skills must:

e be set in realistic and interesting contexts and scenarios that are relevant to the
learner

e require learners to tackle a purposeful task or tasks that are relevant to the
contexts/scenarios

e require the application of knowledge, skills and understanding for the purpose
of the task/s

e assess process skills and the outcome of their application.

Assessments must comply in full with the Evidence Requirements of the ESW
standards, including Amplification of Evidence Requirements and Mandatory
Definitions, at the relevant level. They must not include any additional
requirements.

Learners must submit a portfolio of evidence for assessment to demonstrate
competence for all skills. Learners must adhere to the evidence requirements
detailed in this specification.

Assessment for the Pearson Edexcel Levels 1-4 Essential Skills Wales in ICT is
criterion referenced, based on the achievement of specified skills.

The overall grading for the Pearson Edexcel Levels 1-4 Essential Skills Wales in ICT
is a pass, based on the successful achievement of all skills.

The Pearson Edexcel Levels 1-4 Essential Skills Wales in ICT are internally assessed
and verified. Centre processes will be quality assured by Edexcel.
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Accreditation of Prior Learning (APL)

Edexcel encourages centres to recognise learners’ previous achievements and
experience through APL. Learners may have evidence that has been generated
during previous study or in their previous or current employment or whilst
undertaking voluntary work that relates to one or more of the units in the
qualification. Assessors should assess this evidence against the national standards
in the specifications in the normal way. As with all evidence, assessors should be
satisfied about the authenticity and currency of the material when considering
whether or not the outcomes of the unit have been met.

Full guidance about Edexcel’s policy on APL is provided on our website:
www.edexcel.com.

Quality assurance of centres

Details of quality assurance procedures are set out in the Edexcel Quality Assurance

Handbook published annually.

Edexcel’s qualification specifications clearly set out the standard to be achieved by

each learner in order to achieve the award of the qualification. Edexcel operates a
quality assurance process which is designed to ensure that these standards are
maintained by all assessors and verifiers.

For the purposes of quality assurance all individual qualifications are considered as
a whole. Centres delivering these qualifications must be committed to ensuring the

quality of the qualifications they deliver, through effective standardisation of
assessors and verification of assessor decisions. Centre quality assurance and
assessment is monitored and guaranteed by Edexcel.

The Edexcel quality assurance processes will involve:

e centre approval for those centres not already recognised as a centre for Edexcel

qualifications

e centre risk assessment by Edexcel of overarching processes and quality
standards (this would usually be via self-assessment, but will include visits on
occasions)

e programmed sampling of internal verification and assessor decisions.

Centres are required to declare their commitment to ensuring quality and
appropriate assessment opportunities for learners that lead to valid and accurate
assessment outcomes. In addition, centres will commit to undertaking defined
training and online standardisation activities. Centres already holding Edexcel

approval are able to gain qualification approval online. New centres must complete

a centre approval application.
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The key principles of quality assurance are that:

e a centre delivering Edexcel programmes must be an approved centre and must
have approval for the programmes or groups of programmes that it is operating

e the centre agrees as part of gaining approval to abide by specific terms and
conditions around the effective delivery and quality assurance of assessment; it
must abide by these conditions throughout the period of delivery

e Edexcel makes available to approved centres a range of materials and
opportunities intended to exemplify the processes required for effective
assessment, and examples of effective standards. Approved centres must use
the materials and services to ensure that all staff delivering Edexcel
qualifications keep up to date with the guidance on assessment

e an approved centre must follow agreed protocols for standardisation of
assessors and verifiers; planning, monitoring and recording of assessment
processes; and for dealing with special circumstances, appeals and malpractice.

Approval

Centres must be approved with Edexcel to offer Essential Skills Wales. Centres
should complete an approvals form via www.edexcel.com or email
approvals@edexcel.com.

Where centres are approved to offer Edexcel Apprenticeships they will be
automatically approved to offer Essential Skills Wales.

The approval contract is a formal commitment by the head or principal of a centre
to meet all the requirements of the specification and linked codes or regulations.

Sanctions and tariffs will be applied if centres do not comply with the contract. This
could ultimately result in the suspension of certification or withdrawal of approval.

Programme design and delivery

Centres are free to offer the qualifications using any mode of delivery that meets
the needs of their learners. This may be through traditional classroom teaching,
open learning, distance learning or a combination of these. Whatever mode of
delivery is used, centres must ensure that learners have appropriate access to the
resources identified in the specifications and to subject specialists where applicable.

Staff delivering programmes and conducting the assessments should be fully
familiar with current practice and standards. Centres will need to meet any
specialist resource requirements when they seek approval from Edexcel.
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Access and recruitment

Edexcel’s policy regarding access to its qualifications is that:

e the qualifications should be available to everyone who is capable of reaching the
required standards

e the qualifications should be free from any barriers that restrict access and
progression

e there should be equal opportunities for all wishing to access the qualifications.

Centres are required to recruit learners to the qualifications with integrity. This will
include ensuring that applicants have appropriate information and advice about the
qualification and that the qualification will meet their needs. Centres should take
appropriate steps to assess each applicant’s potential and make a professional
judgement about their ability to complete the programme of study successfully and
achieve the qualification. This assessment will need to take account of the support
available to the learner within the centre during their programme of study and any
specific support that might be necessary to allow the learner to access the
assessment for the qualification. Centres should also show regard for Edexcel’s
policy on learners with particular requirements.

Restrictions on learner entry
There are no restrictions on entry.
Access arrangements and special considerations

Edexcel’s policy on access arrangements and special considerations aims to
enhance access to the qualifications for learners with disabilities and other
difficulties (as defined by the Disability Discrimination Act 1995 and the
amendments to the Act) without compromising the assessment of skills,
knowledge, understanding or competence.

Learners with particular disabilities may be unable to show that they are competent
by providing all their evidence in the form specified. For these learners, reasonable
adjustments to the evidence requirements may be allowed in appropriate
circumstances. In some cases, exemptions may be permissible. Such arrangements
must be agreed in advance with Edexcel.

Further details are given in Edexcel’s policy Access Arrangements and Special
Considerations for BTEC and Edexcel NVQ Qualifications which is on the Edexcel
website (www.edexcel.com). This document will apply to the Essential Skills Wales
qualifications. This policy replaces the previous Edexcel policy (Assessment of
Vocationally Related Qualifications: Regulations and Guidance Relating to Learners
with Special Requirements, 2002) concerning learners with particular requirements.
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Professional development and training

Pearson supports UK and international customers with training related to our
qualifications, including ESW. This support is available through a choice of training
options offered in our published training directory or through customised training at
your centre.

The support we offer focuses on a range of issues including:

e planning for the delivery of a new programme

e planning for assessment and grading

e developing effective assignments

e building your team and teamwork skills

e developing student-centred learning and teaching approaches
e building in effective and efficient quality assurance systems.

The national programme of training we offer can be viewed on our website
(www.edexcel.com/training). You can request customised training through the
website or by contacting one of our advisers in the Training from Edexcel team via
Customer Services to discuss your training needs.

Our customer service numbers are:

BTEC and NVQ 0844 576 0026 (ESW queries should be directed
here)

GCSE 0844 576 0027

GCE 0844 576 0025

The Diploma 0844 576 0028

DiDA and other qualifications 0844 576 0031

Calls may be recorded for training purposes.

The training we provide:

e is active — ideas are developed and applied

e is designed to be supportive and thought provoking

e builds on best practice.

Further information

Edexcel produces regular policy statements on Edexcel qualifications and
accompanying procedures. Please check our website for current information.

For further information please call Customer Services on 0844 576 0026 (calls may
be recorded for training purposes) or visit our website at www.edexcel.com.
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Information and
Communication
Technology:

Evidence requirements
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Level 1 Essential Skills Wales in ICT

Level: 1
Credit value: 6

Guided learning hours: 60

About this qualification

This is about showing that you can:

e use ICT systems (ICT1.1)

¢ find, select and exchange information using ICT (ICT1.2)
e develop and present information using ICT (ICT1.3)

in familiar situations connected with education, training, work or social roles.

Amplification of evidence requirements

Notes

1 Each level of the skill incorporates and builds on the previous levels, ie at
Level 1, you also need to be competent in all the skills that are required at the
lower levels.

2 At this level, subject matter and materials will be those that you commonly
meet in the context of your work or study, and tasks will be straightforward and
given by your tutor, teacher or trainer.

3 You must provide evidence of your ICT skills, as they are specified in the first
column of the component grid. Your evidence must be in the form described in
the third column (Evidence requirements). To provide this evidence, you will
need to have the skills that are listed in the second column.

4 The guidance within the qualification supports the requirements of the three
columns of the component areas and is intended to advise and help you and
your teacher/tutor/trainer in your work. It provides explanations of some of the
requirements of the standards that may be useful when you are developing the
skill of ICT at Level 1 and producing evidence for your portfolio. It is not a
mandatory part of the standards.

5 The Mandatory Definitions (Annexe A) give the exact meaning of certain words
in the document. You must always refer to them when you are developing your
skills, gathering evidence, and preparing for assessment.
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6 Witness statements must not be the only form of evidence that you provide.
When you provide a witness statement, it must be supported by other evidence.

7 Much of the evidence required is in the form of recording documents (for
example a log, diary, or completed pro forma). These documents must be
completed while the work is being carried out. Recording documents that are
completed in retrospect at the end of a task or activity are not acceptable as
evidence.

General points

e You must spend time with your tutor, teacher or trainer discussing the
advantages and disadvantages of using ICT-based equipment for different
tasks, and discussing health, safety and security. Such equipment may include
computers (desktop or laptop), PDAs, personal organisers, mobile phones etc.

e When you are using software applications, you must try out various techniques
and different ways of doing things. When using hardware, you must know about
and observe safety requirements of the equipment you are working with. This
includes safe periods working with monitors, using equipment for an appropriate
purpose, and correct procedures when closing down programs and systems.

e You must know how to use help facilities such as help screens and wizards, to
learn new techniques and overcome difficulties.

e You are not expected to deal with equipment failures or significant software or
hardware errors, but you must understand the importance of reporting
problems immediately and know where to turn for help.

Evidence

At Level 1, you will be assessed via a portfolio of evidence. The term ‘evidence’ is
used in this document to refer to the work you produce for final assessment.

You must demonstrate your ICT skills in the context of purposeful tasks set in
relevant contexts; demonstrating your skills in isolation or as stand-alone exercises
cannot be used as evidence. The task or assignment brief, or other form of
evidence, must indicate what you set out to do, your purpose, and the outcome
expected. While following through the three components of the standard in a single
task or activity is often more meaningful, this is not a requirement.

Your evidence must show the processes you have used to confirm your
understanding of your task, to select, enter and develop information, and to
present your work. The development process will normally involve drafting,
revising, correcting, redrafting or reformatting your work, so the evidence you
submit for assessment must include at least one complete draft with notes,
annotations, highlighting, alterations etc. Your final printouts, presentations etc are
not, on their own, sufficient as evidence, though you must include them in your
portfolio. Evidence of some parts of the process might include a signed statement,
providing enough detail, from the person (for example tutor, teacher, trainer) who
has witnessed your work. Where such a witness statement is used, there should
normally be supporting evidence in the form of your notes or plans, or evidence
that your assessor has discussed the detail of the process with you. Evidence for
ICT1.1.3 (which concerns safety, health and security) should be integrated with
evidence of process and outcomes rather than standing alone.
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You may present your evidence in electronic format, or in hard copy, orin a
combination of these.

Skill requirements

In order to achieve this qualification, the evidence that you present for assessment
needs to demonstrate that you can meet all of the skills requirements of the
qualification for each of the component areas. A piece of work submitted could give
assessment evidence for more than one skill.
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Guidance for ICT Level 1

The guidance below supports the requirements of the three columns of the
component areas and is intended to advise and help you and your
teacher/tutor/trainer in your work. It explains some of the requirements of the
standards that may be useful when you are developing the skill of ICT at Level 1
and producing evidence of your work. It is not a mandatory part of the standards.

ICT1.1.1

Confirm your understanding

You will be given a task to carry out but you must show that you understand it
before you start.

ICT1.1.2

Use correct procedures

You must go through the appropriate steps when opening and shutting down
systems and software, rather than simply switching the power on and off.

Adjust personal settings

You must know how to adjust, for example, aspects of your screen display without
affecting the work of other users of the machine or the network, and be able to
restore the original settings when you have finished your work.

Work with files and folders ... effectively

You must understand the structure of files, folders and directories and be able to
create, name and save files and folders, using names that make it easy to retrieve
data later (for example names must give an idea of content, ownership, date,
sequence). You must be able to open, save, save as, print, close and delete files.

Handle and use portable storage media safely and correctly
You must know how to:

¢ handle, insert and remove portable storage media so as to avoid damage or loss
of data

e label media appropriately
e be able to run virus checks before use

e store media safely.
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ICT1.1.3

Follow safe and healthy working practices

You must be able to follow safe and healthy working practices (for example check
hardware and cables, adjust seating and lighting, avoid hazards, take breaks,
minimise physical stress) that have been recommended to you.

Follow recommended procedures to protect the security of data

You must use passwords and PINs where this is recommended, and make backups
(or check that these have been made automatically). You must be able to check
that virus protection is up to date.

Use the internet safely

You must be careful to protect your identity, particularly in the context of social
networking sites and chatrooms, and to avoid giving details of bank accounts etc on
sites that are not secure.

Note It is important that your evidence shows that you have followed safe, healthy
and secure working practices as you carried out your activities. It is not enough to
be able to describe such practices out of context.

ICT1.2.1

Navigate and search the internet for information

You must be able to identify the information you need for your purpose, for
example to respond to an enquiry or carry out a task, and identify where you might
obtain this information, for example use a search engine effectively, enter web
addresses, browse, follow links, use forward and back, save and use bookmarks.

Make sound judgements

You must consider how far the websites you find provide accurate and reliable
information. For example, sites with the suffix *.gov.uk’ provide official statistical
information, whereas facts and figures on many other sites are not independently
verified.

ICT1.2.2

Select and use information relevant to your task

For example, you must be able to copy and paste, save, capture images, download
files, and play streamed media files.

Establish copyright status

You must know that all information, printed or ICT based, is copyright. You must
note the source of all information and know when to check whether you can
reproduce it without permission, for example by asking advice from an appropriate
person.
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ICT1.2.3

Appropriately named files and folders

The names that you use for your files and folders must give an idea of their
content, ownership, date, sequence.

Send, receive and respond appropriately to email

You must be able to open your mailbox, read, reply appropriately, delete, create,
send, copy, open and add attachments, use an address book, adapt your style to
suit your audience and use appropriate language.

ICT1.3.1

Enter, bring together and organise information

You must be able to enter and/or import information in a form that suits the
software and format it consistently. You must know how to bring together different
forms of information (text, images, nhumbers), for example insert, delete, select,
copy, scan, cut, paste, drag and drop, find and replace, undo and redo, so as to
make the processing and presentation of information as straightforward as
possible.

Evidence must show the process

Evidence must show that you have considered different ways and layouts for
presenting your information and can explain your choices, for example in annotated
drafts, notes, or witness statements.

ICT1.3.2

Use appropriate layouts and techniques
You must know how to select from and use layouts that you are given (for example
business letter, invoice, menu).

You must know how to format and lay out text using justification, spacing and
styles that you are given, for example margins, alignment, line spacing, portrait,
landscape, bullets, numbering, page breaks and page numbering.

When using images, you must be able to crop, resize, text wrap, frame etc.

When using charts and graphs, you must label them correctly.

Review the effectiveness

You must reflect on and evaluate the whole process of your work, from confirming
that you understood the task through to presenting the finished work.
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Level 2 Essential Skills Wales in ICT

Level: 2
Credit value: 6

Guided learning hours: 60

About this qualification

This is about showing that you can:

e use ICT systems (ICT2.1)

¢ find, select and exchange information, using ICT (ICT2.2)
e develop and present information, using ICT (ICT2.3)

in familiar and less familiar situations connected with education, training, work or
social roles.

Amplification of evidence requirements

You must carry out at least two activities that, overall:

¢ include at least one ICT-based information source and at least one non-ICT
based information source

¢ use different information sources for each activity

e use at least one example of text, one example of image and one example of
number

e present evidence of purposeful use of email.

Notes

1 Each level of the skill incorporates and builds on the previous levels, ie at

Level 2, you need also to be competent in all the skills that are required at the

lower levels.

2 At this level, your subject matter and materials will be those that you commonly

meet in the context of your work or study, and tasks and activities will be

straightforward. Your tasks or activities may be given to you by a tutor, teacher
or trainer but you must show some independence in deciding how you will carry

them out, including knowing when to ask for advice and support. In the first

instance, you must use help facilities such as help screens and wizards to refine

your techniques and overcome any difficulties as you work.
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3  You must provide evidence of your ICT skills, as they are specified in the first
column of the component grid. Your evidence must be in the form described in
the third column (Evidence requirements). In order to provide this evidence,
you will need to have the skills that are listed in the second column.

4 The guidance within the qualification supports the requirements of the three
columns of the component areas and is intended to advise and help you and
your teacher/tutor/trainer in your work. It explains some of the requirements of
the standards that may be useful when you are developing the skill of ICT at
Level 2 and producing evidence for your portfolio. It is not a mandatory part of
the standards.

5 The Mandatory Definitions (Annexe A) give the exact meaning of certain words
in the document. You must always refer to them when you are developing your
skills, gathering evidence, and preparing for assessment.

6 Witness statements must not be the only form of evidence that you provide.
When you provide a witness statement, it must be supported by other evidence.

7 Much of the evidence required is in the form of recording documents (for
example a log, diary, or completed pro forma). Such documents must be
completed while the work is being carried out. Recording documents that are
completed in retrospect at the end of a task or activity are not acceptable as
evidence.

General points

e You must spend time with your tutor, teacher or trainer discussing the
advantages and disadvantages of using ICT-based equipment for different
tasks, and discussing health, safety and security. EQuipment may include
computers (desktop or laptop), PDAs, personal organisers, mobile phones etc.

e When you are using software applications, you must try out various techniques
and different ways of doing things. When using hardware, you must know about
and observe safety requirements of the equipment you are working with. This
includes safe periods working with monitors, using equipment for an appropriate
purpose, and correct procedures when closing down programs and systems.

e You are not expected to deal with equipment failures or significant software or
hardware errors, but you must understand the importance of reporting
problems immediately and know when and where to turn for help.

Evidence

At Level 2, you will be assessed via a portfolio of evidence. The term ‘evidence’ is
used in this document to refer to the work you produce for final assessment.

You must use ICT for at least two different purposeful activities set in relevant
contexts. You must demonstrate your ICT skills in the context of these activities;
demonstrating your skills in isolation or as stand-alone exercises cannot be used as
evidence. For each component, the two activities must differ in significant respects.
The assignment briefs, or other form of evidence, must indicate what you set out to
do, your purpose in doing it, and the outcome expected. While following through
the three components of the standard in a single activity is often more meaningful,
this is not a requirement.
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Your evidence must show the processes you have used to identify and describe an
activity, select, enter and develop information, and develop the presentation of
your work. The development process will normally involve drafting, revising,
correcting, redrafting or reformatting your work, so the evidence you submit for
assessment must include at least one complete draft with notes, annotations,
highlighting, alterations etc. Your final printouts, presentations etc are not, on their
own, sufficient as evidence, though you must include them in your portfolio.

Evidence of some parts of the process might include a signed statement, providing
enough detail, from the person (for example tutor, teacher, trainer) who has
witnessed your work. Where such a withess statement is used, there should
normally be supporting evidence in the form of your notes or plans, or evidence
that your assessor has discussed the detail of the process with you. Evidence for
ICT2.1.3 (which concerns health, safety and security) should be integrated with
evidence of process and outcomes rather than standing alone.

You may present your evidence in electronic format, or in hard copy, orin a
combination of these.

Skill requirements

In order to achieve this qualification, the evidence that you present for assessment
needs to demonstrate that you can meet all of the skills requirements of the
qualification for each of the component areas. A piece of work submitted could give
assessment evidence for more than one skill.

ES037376 —Specification — Pearson Edexcel Entry Levels 1-4 Essential Skills Wales in Information 25
and Communication Technology (ICT) — Issue 3 — July 2013 © Pearson Education Limited 2013



€107 pPa3wi] uoileonp3 uosiead @ £10Z AInt — € anssI — (1D1) Abojouyda] uonediunwwo) pue
UOIIRWLIOJUT Ul S9|BM S||IIMS |B1IIUSSST $—T S|9AT AJju3] [90X2p3 Uosdead — uoledydads— 9/£/£0S3

9¢

PaXJ0M JDUded| 3yl WOoYM UM
SJaYjo Jo ‘Josialadns e AQ ba ‘pljeA pue ajedndoe
Se pawlIju0d SalUD YIm ‘daudes| ayl Aq

pa3ajdwod ‘auswinoop Buipaodad Jejiwis 10 boje e

:9pn)duL Aew 9oUSPpIAT

‘93eludoadde uaym adiape Jo djay Joj bupise
‘Al9A1DaYe pue Apjuspuadapul AjiIAIDe 9Y3 IN0
palIed sey Jaudea| 8yl MOy MOYs 3snwl 90UaplAg

SaJ4njeay 90ejIajul asn pue asjubodal e

S9JIAI9S UOIIBDIUNWILWOD
pue sa21Aap 1ndino pue ndul asn e

aJemyjos ajelidoidde asop pue asn
‘uado 03 saunpado4d 1094400 SN pue QISP e

asod.and JnoA aAaiyde 03 sanljoel
wia3sAs pue suonedijdde a1em1jos JD3|9S e

SW91SAS | DI UMOp 1nys pue
1e3s 03 sainpadodd 1094100 3Sh pue aqlISap e

"Al2A13D3449 AjiAioe By}
Ino Auied 0] Apuspuadapul 101 asn

C'1°¢lI1

"AjiAoe ayy Jo
uoI13diIDSap e J0 U104 Jo1ug Syl SpN|dul 3ShW 90UdpIAT

*UOISSS JomMmsue pue uoilsanb

e JO 10 UOI3eAISSJO JO S9]0U S,10SS3SSe ayj J0 ‘sajou
S, lauJea| ayj Jo wJo) ay3 ul 9q Aew ) ‘9|dwexs Jo4

‘|eNSIA 40 |edo ‘paonpouad Ajjed1uoJdiosa ‘uanpumpuey
Buipn|pul ‘swuoy JOo AJa1IBA B Ul 90 ABW 90USPIAT

*uosJad ajelidoisdde ue wody

Hoddns yium jiagie ‘AlAiRoe ayl yoeoddde |jim Asyy
moy buiqluosap ul 9]04 aAIRde ue paAe|d sey Jaudel|
U3 12yl MOYS 3Isnw 92UdPpIAD ‘AJIAIRDE Uded 104

'Sy se3l-gns Jo/pue sysel
S} pue AJAIDe JNoA 3qDSap pue Ajuapl
noA djay 03 uosiad ajeludoidde ue yjim ddom e

101
4O 9sSn 3Yy3 S9A|0AUI 1eY] AYAIROR
ue yoeoudde ||Im nOA Moy aqI13saq

T°'1°CLI1I

sjuawaJinbal aouaping

10} MOY MOou)| 03} pa3au noA
Juajadwod a4e NoA jeyl} moys 0} J13pJo ug

:ued noA
3y} SDUDPIAD dpiIno.dd 3snwi NoA

sSwa3sAs 1D asn L Z1)l :3usuodwo))




LC

€107 pPa1iwi] uoileonp3 uosiesad @ £10¢Z AInt — € anss1 — (1D1) Abojouyda] uonediunwwo) pue
UOIIRWLIOJUT Ul S|BAMA S||IIMS |B1IUSSST $—T S|9AT AJjug [90X2p3 uos.dead — uoniedydads— 9/£/£0S3

‘di|o |ensia/oipne ue e
S10USUdaJdS pajejouue e

SJaMSue 10 SUOIIBAISSqO JO SpJ0dal
UM ‘10SSasse ue AQ pase suoisanb jo sajou e

lossasse ayy AQ pajeonipuayine aq isnwl
9sa) ‘uosiad ajeladoidde Jayro Jo J0SSaSSe Iy
AQ U0I3BAISSO JO SPJ0JaJ JO SJUDLWIDIR]S SSOUIM e

‘uosJad Jayjoue
0} Way3 9qlIdsap ued hoA jeyj os sasned
a|qissod J1ay3y Ajauapl pue sioaus asiubodas e

2jendoidde uaym Ajjpoey) disy, a2y asn e

Aj302.4400 pue
Alajes eipaw abelols ajgejdod asn pue ajpuey e

Alleonjewolne sauop uaaq sey siyl 3eyy
¥09yD 40 M40M JnOA Jo AdoDd dn->oeq e axew e

A]JUBID1JJ2 UOIIBWIIOJUI DASII}D] pUR 3403S Ued
NOA 31ey) 0s saJinjonJis Jap|oj pue sajiy abeuew e

9sh J3}je Wayj 2403SaJ pue ‘SI2y3lo JO MJOoM
ay3 bunpaye jnoyum sbuilas |euosiad jsnipe e

panuijuod Z*1Z1o1

sjusawaJinbal aouaping

10} MOY MOou)| 03} pa3au noA
Juajadwod a4e NoA jeyl} moys 0} J13p4o ug

:ued noA
3y} SDUDPIAD dpiIno.dd 3snwi NoA




€107 pPa3wi] uoileonp3 uosiead @ £10Z AInt — € anssI — (1D1) Abojouyda] uonediunwwo) pue
UOIIRWLIOJUT Ul S9|BM S||IIMS |B1IIUSSST $—T S|9AT AJju3] [90X2p3 Uosdead — uoledydads— 9/£/£0S3

8¢

‘dip |ensian/olpne ue e
SJ0YSUD3.dS pajejouur e

SI9MSUE 10 SUOIJRAISS]O JO SPJodal
UM ‘10Ssasse ue AQ pase suoisanb jJo sajou e

lossasse ayl AQ pajediauayine aq 3snwi
9sal} ‘uosiad ajelidoidde Jayro 10 J0SSaSSE B
AQ UO0IIBAIDSCO JO SPJOD3J JO SIUSLIDIL]S SSOUIM e

paXJ0m

JauJdea| 9yl woym Yiim sIayjo Jo ‘Josiadadns

e AQq 63 ‘pijeA pue 23e4nddOE S PaWIIJuU0d SILIJUD
yum ‘asudes| ayl Aq payajdwod ‘bo| sjededas e e

:buimol|oy
ay] Jo Aue AqQ pajuswa|ddns aq Aew 20uUapIAg

"JOM S,Jau.les|
3y3 Ul sjulod JUBA3[3J 3B PapPN|DUl 3 ISNW SDUSPIAT

‘Aj2JesS Jouldajul 9yl ash e

SWI23ISAS | DI JO pue eiep Jo AJlINDas
a3 109304d 03 saunpadold papusawwodald
MO[|0J pUB 10} poau ayj 2qIIdSap e

SysH yyeay buisiwiuiw
Buipnjpul ‘saoi3oead Bupjiom Ayyjesy
pue 3jes Mmo||0} pue jo Bulpuejsiapun Moys e

‘sawlly ||e e sao13oedd bupjiom
94Nn23s pue Ayljeay ‘ajes mojo4

€'1T°¢1I1

sjuawdJiinbau asuaping

10} MOY Mmou)] 0} pa3u hoA
Juajadwod aie noA jeyy moys o3 JI9p40 ug

:ued noA
jJey3} SDUDPIAS dpiInodd 3snwa NoOA




6¢

€107 pPa1iwi] uoileonp3 uosiesad @ £10¢Z AInt — € anss1 — (1D1) Abojouyda] uonediunwwo) pue
UOIIRWLIOJUT Ul S|BAMA S||IIMS |B1IUSSST $—T S|9AT AJjug [90X2p3 uos.dead — uoniedydads— 9/£/£0S3

'SJ0YSUD3IDS pajeiouue e

SI9MSUE JO SUO|3RAIDSO JO SpJodal
Yym ‘aossasse ue AQ payse suoiisanb Jo sajou e

lossasse ay] AQ pajediauayine a9 3snwi
9sa3 ‘uosiad ajeladoidde uayjo 10 J0Sssasse Yy
AQ UOI1BAIDSCO JO SPJ0DDJ JO SJUDLUD]RIS SSDUIM e

:buimoljo) ayz Jo Aue Aq pajuswis|ddns aq Aew 31

*S9W0231N0 J1vy3

pue ‘saydJeas ay3 Jo ainjeu pue 2dods ayl Ylim
Buoje ‘pajou 2g 3SNW pasn S324N0S 3yl "pPadIOMm
Jaules| ayl woym Yjim sIayjo Jo ‘Josiatadns

e Aq 63 ‘pijeA pue 21eindoe se pawdiuod

S9lI3UD Yyum ‘dsudea| ayy Agq pajajdwod ‘Juswndop
91elidoidde ue ul paplodad 9q 3SNW SDUDPIAT

'S92.1N0S JNOA 3l0U pue ‘pul) NOA uoniewWJIoUI
ay3 Jo snmie3s ybuAdoo syl ysigeiss

asod.und unoA jaaw
0} pa3au hoA uonewJojul ayjy ash pue }09|9s

9sodand J4noA Joy

SSaull S11 @1eNn|eAd pue uoniewJlolul 391dia3ul
Ayjiqel|aq

pue Aoeanooe Ji1ayj ynoge syuawabpnl punos
W pue pull NOA sa3iIsqgam ayj aledwod

uonew.Jojul
10J 12u433ul 3y) yodeas pue ajebiaeu ‘ssadde

uollewW.IojuUl JURAD|DJ 93BD0| 0] sallanb ubisap

sanbiuyosal yodeas xsjdwod buisn
uoljew.ojul paseq-101 396 pue Joj yoieas

‘uonew.Jojul
paseq-1DI Uuou pue paseq-1JI
jueA3|aJ 3196 pue 309|9s “10) Yoieas

[ apdle)}

">se3 ay3 o3 ajelidoidde siam

P3329|3S S924N0S 3y} Aym jJo uoljeue|dxs ue yyum
19y32603 ‘s924n0s pasn pue pajddlds ‘punoy Jaudes)
39Ul MOY MOYs 3shwl pue ‘sjuswndop Jo Jusawndop
9jelidoidde ue ul paplodad 3q ISNW SDUBPIAT

'SYSe} AN0oA
03 93elidoidde uoljewdojul Jo $924N0S J9Yj0
pue paseq-1DI 9sh pue 109|3s ‘pul} ‘Ajuapi

"uoljew.Jojul paseqg-]JJ uou pue
paseq-])I 93elldoidde Jo s224Nn0S
JUSJa4Ip 9Sh pue 109|3s ‘puld

Lrardiie)

sjusawaJinbal aouaping

10} MOY MOou)| 03} pa3au noA
Juajadwod a4e NoA jeyl} moys 0} J13pJo ug

:ued noA
3y} SDUDPIAD dpiIno.dd 3snwi NoA

uoljewriojul a8ueysxa pue 329)9s ‘pulq 7 z1J| :3usuodwo)




€107 pPa3wi] uoileonp3 uosiead @ £10Z AInt — € anssI — (1D1) Abojouyda] uonediunwwo) pue
UOIIRWLIOJUT Ul S9|BM S||IIMS |B1IIUSSST $—T S|9AT AJju3] [90X2p3 Uosdead — uoledydads— 9/£/£0S3

0€

"10Ss9sse ue AQ pajediusayine pue

‘ssaulim e AQ Jo/pue Jaudes| ayy Agq apew sajou Aq
pajioddns ‘sjoysusauds Jo/pue sjnojulid pajejouue
yum Jayzabol juswnoop buipiodal e JO W04

Y3 ul 9g 3snw ‘jlewa Jo asn J1oj buipnjoul ‘aouaping

'S9SSalppe [lews pue ‘syuswyoene
[lews ‘jlews jo abelojs Jusdiyye sbeuew e

sjuswaldinbal

uonpalold ejep buialasqo ‘ojelndoadde

aJoym ‘pue Ajljenyuapljuod buioadsal
‘ajelidoadde se Ajuo siayio 03 sjiewa Adod e

sjuswiyoene buipnpul ‘jlews
031 Aj93eridoidde puodsad pue aAI9dad ‘puas e

uollewojul
aJeys pue abueydxs ‘aAI92ad ‘pusas 03 |DI9Sh e

apew aJe saldod

dnypeq eyl ainsua pue ‘eipaw abeuols

9|geldod uo pue sosip pJey uo ‘siap|oj pue
S9|IJ paweu Aj@jeldoldde ul uonjewlojul dARS e

juswdo|anap
d|ay jey3 sjew.oy Buisn uoiewlojul JSJUs e

*2sod.and J4noA 1ins
0] uollew.ojul paseq-1J1 abueyoxs
pue ajediunwwod ‘aAes ‘1ajug

€¢°Cl1l1

sjuawdJiinbau asuaping

10} MOY Mmou)] 0} pa3u hoA
Juajadwod aie noA jeyy moys o3 JI9p40 ug

:ued noA
jJey3} SDUDPIAS dpiInodd 3snwa NoOA




T€

€107 pPa1iwi] uoileonp3 uosiesad @ £10¢Z AInt — € anss1 — (1D1) Abojouyda] uonediunwwo) pue
UOIIRWLIOJUT Ul S|BAMA S||IIMS |B1IUSSST $—T S|9AT AJjug [90X2p3 uos.dead — uoniedydads— 9/£/£0S3

‘pajlage| Aj3oaJ4d00 pue asodand
10J 314 89 3snwl syueyd pue sydeds *Aj@jeludoadde
paABRS pue Jea|d ‘23eldndde 9q 3Shw MJOM |eul) 3yl

"pPash uojjeuliojul

Jo sadA] ayj pue asuaipne ‘asodund J10j 31} SI

3 1Yl MOYS UBD pue YJ0M JI19y3 Jo uoirejuasald ayl
padojaAap sey Jaudea| ayj 1Yyl MOys 1SN 30UapiAg

'suonsanb 03 siamsue

S,12uJes| ayj JO sajou s,d0ssasse Ag pajuswajddns
10 Jauiea| ay3y Aq pajeiouue syjelp Jo wlioy

U3 Ul 8q IsnW 22UdPIAD SIYy] asoduand Jidyy 3ns
0} uonew.ojul pado|aAap pue paJajus sey Jaules|
9yl AgaJaym ssaoo04d ayl moys 3snul a0UspiAg

*asodJand 4oy 314
pue Jea|d ‘a3edndde S| YJ0M JNOA ||’ 18Ul Xo3YD e

pasn
uonewJoul Jo sadA)} syl pue ouaipne pue
9sodund J4noA 3ins 03 sanbiuyda)l pue synoAe|
Buisn »Jom JnoA jJo uonejuasald ayy dojonsp e

94emM1j0s jaayspealds
Buisn asodund J0j 31} SI 31 3BY] OS UOIFRWILIOUI
|ealdwnu asiueblo pue dojoAap ‘4ojus e

9oudipne pue asodind J0j ssaully
junoooe ojul bupjel ‘uonewdoyul bunnuasaid
pue buisiueblo JO SpoyIDW JUDIDYIP DIBNIBAD e

uoniew.ojul
paulquod Buipn|doul ‘UoijeWIOJUl MBU SALISP e

SpJodaJd pue siaquinu ‘sabew ‘s9|qe)
1X3] JO WJ0) 9Y3 Ul S924N0S JO SadA] Jualayip
woJ} uonew.ojul dojaaap pue Jayiaboy buiiq e

juawdojanap djpy jeyy

syjewJoj buisn ‘spaodad pue siaquinu ‘sabeuw

‘sa|ge) ‘1xa] JO wJo) 3y3 ul uolew.olul
asiuebio pue soyyabol bulq ‘Jojus e

$924N0S JnoA
abpaimoudde pue uonewlojul 3sn noA moy
Uo sjuleJisuod Jayjo pue 3ybluAdod aAIasqo e

'spJodad (o
sloqunu (p
sobewi (o
sajqes (q
X33 (e

1JO w0y

ay3 ul ‘asodund JnoA pue juajuod
}NS 03 uoljewJojul paseq-10I
uou pue paseq-]DI aulquod pue
jewdoy ‘dojaasp ‘asiuebuo ‘uajug

T°€°CLI1I

sjusawaJinbal aouaping

10} MOY MOou)| 03} pa3au noA
Juajadwod a4e NoA jeyl} moys 0} J13pJo ug

:ued noA
3y} SDUDPIAD dpiIno.dd 3snwi NoA

uoljewoyul Juasald pue dojaraq €°zZ1)] :3uauodwo)




€107 pPa3wi] uoileonp3 uosiead @ £10Z AInt — € anssI — (1D1) Abojouyda] uonediunwwo) pue
UOIIRWLIOJUT Ul S9|BM S||IIMS |B1IIUSSST $—T S|9AT AJju3] [90X2p3 Uosdead — uoledydads— 9/£/£0S3

[45

*10Ssasse ue AQ payse suolisanb
0] 9suodsad s,Jaulea| ay3 JO S930U U0 ‘dauded|
ay3 AQq uallIm sa30U q p|NOd BuiMdIASI JO DDUSPIAT

*1onpoad paysiuly

93 pue Juswdo|9ASp JO ssad0.d Byl Yjoq pamalAal
sey JauJes| ay3 jey3 92U3pIAS Yim Jayjaboy

4om pa3a|dwod 3y3 SpNn|dul 3SNW SdUSPIAT

"40M JNOA JO uoijejuasald pue
3USWdO|SASP 93 JO SSDUDAIPDLD SU) MIIADI e

91elidoidde se sajejdwa)
Jo/pue suoijusAuod pajdaosoe buisn ‘aoualpne
pue asod.nd J0oJ 314 SI 3ey3 uoljewdojul Jussald e

"JOM INOA M3IABJ pue ‘D]

Bbuisn ‘@ouaipne pue asodind JnoA
03} 9jeldoidde ade jeyy syjnoAe|
pue sjew.o] Jualsisuod buisn
‘uonewJoul pauIqUoD Juasald

CECIII

sjuawdJiinbau asuaping

10} MOY Mmou)] 0} pa3u hoA
Juajadwod aie noA jeyy moys o3 JI9p40 ug

:ued noA
jJey3} SDUDPIAS dpiInodd 3snwa NoOA




Guidance for ICT Level 2

The guidance below supports the requirements of the three columns of the
component areas and is intended to advise and help you and your
teacher/tutor/trainer in your work. It provides explanations of some of the
requirements of the standards that may be useful when you are developing the skill
of ICT at Level 2 and producing evidence of your work. It is not a mandatory part
of the standards.

ICT2.1.1

Describe how you will approach/work with an appropriate person

While your task or activity may be given to you by a tutor, teacher or trainer, you
must show some independence in describing how you will approach it and carry it
out. You must know when to ask for and accept advice from an appropriate person
to develop the detail and identify tasks and sub-tasks.

The brief for or a description of the activity

Your tutor may provide you with a brief for the activity. However, if you choose to
carry out an activity of your own, that has been approved by your tutor, you must
provide a short description of it, including its context and purpose.

ICT2.1.2

Describe and use correct procedures

You must be able to describe the appropriate steps when opening and shutting
down systems and software, and to follow them correctly.

Adjust personal settings

You must know how to adjust, for example, aspects of your screen display without
affecting the work of other users of the machine or the network, and be able to
restore the original settings when you have finished your work.

Manage files and folder structures

You must create and name files and folders, using names that make it easy to
retrieve data later (for example names must give an idea of content, ownership,
date, sequence). You must know how to open, save, save as, print, close, delete,
view, rename, move and copy files in appropriate folders.
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Handle and use portable storage media safely and correctly
You must know how to:

e handle, insert and remove portable storage media so as to avoid damage or loss
of data

e label media appropriately
e be able to run virus checks before using media

e store media safely.

ICT2.1.3

Show understanding of and follow safe and healthy working practices

You must check and, if necessary, rearrange hardware and cables safely, adjust
seating and lighting (or ask for these to be done by an appropriate person), avoid
hazards, take breaks, minimise physical stress, and be able to explain why these
precautions are necessary.

Describe the need for and follow recommended procedures to protect the
security of data and of ICT systems

You must use passwords and PINs where necessary, and make backups (or check
that these have been made automatically). You must know how to check that virus
protection is up to date. You must be able to describe why these precautions are
necessary.

Use the internet safely

You must be careful to protect your identity, particularly in the context of social
networking sites and chatrooms, and to avoid giving details of bank accounts etc on
sites that are not secure.

Note It is important that your evidence shows that you have followed safe, healthy
and secure working practices as you carried out your activities. It is not enough to
be able to describe such practices out of context.

ICT2.2.1

Access, navigate and search the internet for information
You must be able to think ahead about:

e the information you need for a specific purpose, for example to respond to an
enquiry, carry out a task or get ideas for a design

e identifying where and how you might obtain this information, for example
connecting to the internet, using a search engine efficiently and effectively (for
example using wildcards, multiple search criteria, quotation marks, searching
within results, relational operators, logical operators)

e entering web addresses accurately

e browsing, following links, using forward and back, saving and using bookmarks.
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1ICT2.2.2

Make sound judgements

You must consider how far the websites you find provide accurate and reliable
information. For example, sites with the suffix ‘.gov.uk’ provide official statistical
information, whereas facts and figures on many other sites are not independently
verified.

Evaluate fitness for purpose

You must know how to read and understand information so you can check facts and
spot possible error or bias when you are making judgements on whether the
information suits your purpose. You might take into account the intention and
authority of the provider, the currency of the information, and its relevance.

Select and use the information you need to meet your purpose

You must be able to copy and paste, save, capture images, download files, and play
streamed media files.

Establish copyright status

You must know that all information, printed or ICT-based, is copyright. You must
note the source of all the information you use and be able to establish whether the
information you need can be reproduced without permission.

1ICT2.2.3

Appropriately named files and folders

The names that you use for your files and folders must give information about their
content, ownership, date, sequence.

Send, receive and respond appropriately to email

You must be able to open your mailbox, read, reply, delete, forward, create, send,
copy, open and add attachments, use an address book, adapt your style to suit
your audience, use appropriate language, respect confidentiality.

Copy email to others only as appropriate
You must copy email to others only on a ‘need-to-know’ basis.

Data protection requirements

You must be aware of and observe data protection requirements, for example not
to provide someone’s personal information to third parties without their consent.

Manage efficient storage of email, email attachments and email addresses

For example, you must use folders to store important emails and/or attachments,
and maintain an address book.
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ICT2.3.1

Enter, bring together and organise information

You must be able to enter and/or import information in a form that suits the
software and future development of the information, and use formats that are
helpful in handling information that you have entered or imported. You must know
how to bring together different forms of information (text, images, numbers), for
example insert, delete, select, copy, scan, cut, paste, drag and drop, find and
replace, undo and redo, incorporate images into frames, put data into tables or
columns, so as to make the processing and presentation of information as
straightforward as possible.

Evidence must show the process

Evidence must show that you have considered different ways and layouts for
presenting your information and can explain your choices, for example in annotated
drafts, notes, or witness statements.

Derive new information

The processing of information (including quantitative data, text, and images) will
generate new information, such as totals, page references, indexes, or revised
diagrams or graphs. In processing information, you must be able to further your
purpose and to draw your own conclusions.

Develop presentation using layouts and techniques
You must know how to:

e select and use layouts that are suitable for presenting combined information,
including the conventions applied to commonly used documents (for example
letters, spreadsheets, tables, menus, reports, posters, web pages)

e format and lay out text using tabulation, justification, spacing and supplied
styles, for example margins, alignment, tabs, indents, font, line spacing, header
and footer, portrait, landscape, columns, bullets, numbering, page breaks and
page numbering

e (when you are laying out tables) arrange rows and columns appropriately, align
horizontal and vertical text, merge and split cells, insert borders, insert shading
etc

e (when you are laying out a spreadsheet) adjust row height and column width,
insert/remove gridlines, merge cells, add cell borders, set cell data type and
format (for example text, currency, %, decimal places, date, time, wrap text)

¢ (when you are formatting images) resize, crop, align, use borders, text wrap.

Presenting your work does not necessarily involve the use of Microsoft
PowerPoint®.
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ICT2.3.2

Accepted conventions and templates

You must know whether, in the context in which you are working, there are any
accepted ways of presenting work (for example formats, styles, logos), and be able
to use these when appropriate.

Review the effectiveness

You must reflect on and evaluate both the process whereby you developed and
presented your work, and the quality and fitness for purpose of the final product.
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Level 3 Essential Skills Wales in ICT

Level: 3
Credit value: 6

Guided learning hours: 60

About this qualification

This is about showing that you can:

e use ICT systems (ICT3.1)

¢ find, select and exchange information, using ICT (ICT3.2)
e develop and present information, using ICT (ICT3.3)

in familiar and less familiar situations connected with education, training, work or
social roles.

Amplification of evidence requirements

You must carry out at least two activities that, overall:

e show that you can plan and carry through a number of different activities, one
of which must be a complex activity covering ICT3.1, ICT3.2 and ICT3.3

¢ include at least one ICT-based information source and at least one non ICT-
based information source

¢ use different information sources for each activity

e use at least one example of text, one example of image and one example of
number

e use at least one example of combined information

e present evidence of purposeful use of email; at least one email that you send
and at least one that you receive must have an attachment that is related to
your task.

Each component, ICT3.1, ICT3.2 and ICT3.3, must be covered at least twice, and
ICT3.3 must be covered for at least two different audiences. Smaller tasks may be
used to ensure that each component is covered.
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Notes

1

Each level of the skill incorporates and builds on the previous levels, ie at
Level 3, you need also to be competent in all the skills that are required at the
lower levels.

At this level, your subject matter and materials will be those that you meet in
the context of your work or study, and at least one of your activities must be
complex, ie it must involve tasks and sub-tasks. Your tasks or activities may be
given to you by a tutor, teacher or trainer but you must show independence in
deciding how you will carry them out, including knowing when it is appropriate
to ask for advice and support. In the first instance, you must use help facilities
such as help screens and wizards to refine your techniques and overcome any
difficulties as you work.

You must provide evidence of your ICT skills, as they are specified in the first
column of the component grid. Your evidence must be in the form described in
the third column (Evidence requirements). In order to provide this evidence,
you will need to have the skills that are listed in the second column.

The guidance within the qualification supports the requirements of the three
columns of the component areas and is intended to advise and help you and
your teacher/tutor/trainer in your work. It provides explanations of some of the
requirements of the standards that may be useful when you are developing the
skill of ICT at Level 3 and producing evidence for your portfolio. It is not a
mandatory part of the standards.

The Mandatory Definitions (Annexe A) give the exact meaning of certain words
in the document. You must always refer to them when you are developing your
skills, gathering evidence, and preparing for assessment.

Witness statements must not be the only form of evidence that you provide.
When you provide a witness statement, it must be supported by other evidence.

Much of the evidence required is in the form of recording documents (for
example a log, diary, or completed pro forma). Such documents must be
completed while the work is being carried out. Recording documents that are
completed in retrospect at the end of a task or activity are not acceptable as
evidence.

General points

40

You must spend time with your tutor, teacher or trainer discussing the
advantages and disadvantages of using ICT-based equipment for different
tasks, and discussing health, safety and security. Such equipment may include
computers (desktop or laptop), PDAs, personal organisers, mobile phones etc.

When you are using software applications, you must try out various techniques
and different ways of doing things. When using hardware, you must know about
and take active steps to ensure that the safety requirements of ICT equipment
are observed. This includes safe periods working with monitors, using
equipment for an appropriate purpose, and correct procedures when closing
down programs and systems.

You are not expected to deal with equipment failures or significant software or
hardware errors, but you must understand the importance of reporting
problems immediately and be able to describe them and identify their likely
causes.
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Evidence

At Level 3, you will be assessed via a portfolio of evidence. The term ‘evidence’ is
used in this document to refer to the work you produce for final assessment.

You must use ICT for at least two different purposeful activities set in relevant
contexts. You must demonstrate your ICT skills in the context of these activities;
demonstrating your skills in isolation cannot be used as evidence. The assignment
briefs, or other form of evidence, must indicate what you set out to do, your
purpose in doing it, and the outcome expected.

Your activities must differ in significant respects. While following through the three
components of the standard in a single activity is more meaningful, this is not a
requirement in your second or other activities.

Your evidence must show the processes you have used to identify and describe an
activity, select, enter and develop information, and develop the presentation of
your work. The development process will normally involve drafting, revising,
correcting, redrafting or reformatting your work, so the evidence you submit for
assessment must include at least one complete draft with notes, annotations,
highlighting, alterations etc. Your final printouts, presentations etc are not, on their
own, sufficient as evidence, though they must be included in your portfolio.

Evidence of some parts of the process might include a signed statement, providing
enough detail, from the person (for example tutor, teacher, trainer) who has
witnessed your work. Where such a witness statement is used, there should
normally be supporting evidence in the form of your notes or plans, or evidence
that your assessor has discussed the detail of the process with you. Evidence for
ICT3.1.3 (which concerns health, safety and security) should be integrated with
evidence of process and outcomes rather than standing alone.

You may present your evidence in electronic format, or in hard copy, orin a
combination of these.

Skill requirements

In order to achieve this qualification, the evidence that you present for assessment
needs to demonstrate that you can meet all of the skills requirements of the
qualification for each of the component areas. A piece of work submitted could give
assessment evidence for more than one skill.
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Guidance for ICT Level 3

The guidance below supports the requirements of the three columns of the
component areas and is intended to advise and help you and your
teacher/tutor/trainer in your work. It provides explanations of some of the
requirements of the standards that may be useful when you are developing the skill
of ICT at Level 3 and producing evidence of your work. It is not a mandatory part
of the standards.

ICT3.1.1

Analyse and accurately describe

While your tutor, teacher or trainer may give you an activity outlined in broad
terms, you must analyse, describe, and plan your approach to it independently. If
you choose to carry out an activity of your own, that has been approved by your
tutor, you must provide a description of it, including its context and purpose. You
must know when to ask for and accept advice from an appropriate person to
develop the detail and identify tasks and sub-tasks.

ICT3.1.2

Efficiently and effectively

You must carry out the activity in ways that are efficient in terms of time and use
of resources, and effective in terms of achieving your purpose.

Explain the need for and use correct procedures

You must be able to describe the appropriate steps when opening and shutting
down systems and software, to explain why they are necessary, and to follow them
correctly.

Adjust personal settings

You must know how to adjust, for example, aspects of your screen display without
affecting the work of other users of the machine or the network, and be able to
restore the original settings when you have finished your work.

Manage files and folder structures

You must create and name files and folders, using names that make it easy to
retrieve data later (for example names must give an idea of content, ownership,
date, sequence). You must know how to open, save, save as, print, close, delete,
view, rename, move and copy files in appropriate folders.
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Handle and use portable storage media safely and correctly
You must know how to:

e handle, insert and remove a range of portable storage media so as to avoid
damage or loss of data

e label media appropriately
e be able to run virus checks before using media

e store media safely.

ICT3.1.3

Explain and take active steps to ensure and follow safe and healthy
working practices

You must check and, if necessary, rearrange hardware and cables safely, adjust
seating and lighting as required (or ask for these to be done by an appropriate
person), avoid hazards, take breaks, minimise physical stress, and be able to
explain why these precautions are necessary. Where necessary, you must accept
some responsibility for and take the initiative in matters of health and safety.

Explain the need for and follow recommended procedures to protect the
security of data and of ICT systems

You must use passwords and PINs where necessary, and make backups (or check
that these have been made automatically). You must know how to check that virus
protection is up to date. You must be able to explain why these precautions are
necessary.

Use the internet safely

You must be careful to protect your identity, particularly in the context of social
networking sites and chatrooms, and to avoid giving details of bank accounts etc on
sites that are not secure.

Note It is important that your evidence shows that you have followed safe, healthy
and secure working practices as you carried out your activities. It is not enough to
be able to describe such practices out of context.

ICT3.2.1

Plan and organise your work

You must know how to think ahead about the information you need for a specific

purpose, for example to respond to an enquiry, carry out a task or get ideas for a
design, and plan where and how you will obtain this information. You must plan in
advance of doing the work; retrospective planning is not acceptable.
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Access, navigate and efficiently search the internet for information
You must be able to:

e connect to the internet

e use a search engine efficiently and effectively (eg using wildcards, multiple
search criteria, quotation marks, searching within results, relational operators,
logical operators)

e enter web addresses accurately

e browse, follow links, use forward and back, save and use bookmarks.

ICT3.2.2

Make sound judgements

You must consider how far the websites you find provide accurate and reliable
information. For example, sites with the suffix ‘.gov.uk’ provide official statistical
information, whereas facts and figures on many other sites are not independently
verified. You must be able to explain why you accepted information from some
websites but not others.

Evaluate fitness for purpose

You must know how to read and understand information so you can check facts and
spot possible error or bias when you are making judgements on whether the
information suits your purpose. You might take into account the intention and
authority of the provider, the currency of the information, and its relevance.

Establish copyright status

You must know that all information, printed or ICT-based, is copyright. You must
note full details of the sources of all the information you use and be able to
establish whether the information you need can be reproduced without permission.

ICT3.2.3

Appropriately named files and folders

The names that you use for your files and folders names must give clear
information about their content, ownership, date, sequence.

Send, receive and respond appropriately to email

You must be able to open your mailbox, read, reply, delete, forward, create, send,
copy, open and add attachments, use an address book, adapt your style to suit
your audience, use appropriate language, respect confidentiality.

Copy email to others only as required by your task
You must copy email to others only on a ‘need-to-know’ basis.
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Data protection

You must be aware of and observe the law concerning data protection, for example
that you must not provide someone’s personal information to third parties without
their consent.

Manage efficient storage of email, email attachments and email addresses

For example, you must use folders to store important emails and/or attachments,
and maintain an address book.

ICT3.3.1

Enter, develop and organise information

You must be able to enter and/or import information into software applications and
use features of the software efficiently to bring together and develop the
information in ways that are suitable for presenting your work. You must, for
example, know how to insert, delete, select, copy, scan, cut, paste, drag and drop,
find and replace, undo and redo, incorporate images into frames, put data into
tables or columns, so as to make the processing and presentation of information as
straightforward as possible.

Evidence must show the process

Evidence must show that you have considered different ways and layouts for
presenting your information and can explain your choices, for example in annotated
drafts, notes, or witness statements.

Derive new information

The processing of information (including quantitative data, text, and images) will
generate new information, such as totals, page references, indexes, or revised
diagrams or graphs. In processing information, you must be able to further your
purpose and to draw your own conclusions.

Develop and refine presentation
You must know how to:

e select and use layouts that are suitable for presenting combined information,
including the conventions applied to commonly used documents (for example
letters, spreadsheets, tables, menus, reports, posters, web pages)

e format and lay out text using tabulation, justification, spacing and supplied
styles, for example margins, alignment, tabs, indents, font, line spacing, header
and footer, portrait, landscape, columns, bullets, numbering, page breaks and
page numbering

e (when you are laying out tables) arrange rows and columns appropriately, align
horizontal and vertical text, merge and split cells, insert borders, insert shading
etc
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e (when you are laying out a spreadsheet) adjust row height and column width,
insert/remove gridlines, merge cells, add cell borders, set cell data type and
format (for example text, currency, %, decimal places, date, time, wrap text)

e (when you are formatting images) resize, crop, align, use borders, text wrap.

Presenting your work does not necessarily involve the use of Microsoft PowerPoint.

Taking account of the views of others

As you work on the presentation of your work, you must ask for other people’s
opinions, and act on them where you think they are helpful.

ICT3.3.2

Ask for feedback from others and review the effectiveness

You must ask your audience to comment on the effectiveness of how you presented
your work and take their opinions into account when you are reflecting on and
evaluating both the process whereby you developed and presented your work, and
the quality and fitness for purpose of the final product.
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Level 4 Essential Skills Wales in ICT

Level: 4

Credit value: 6

Guided learning hours: 60

About this qualification

This is about demonstrating your skills in:

developing a strategy for using ICT skills (ICT4.1)
monitoring your progress and adapting your strategy as necessary (ICT4.2)
presenting the outcomes of your work (ICT4.3)

evaluating your overall strategy (ICT4.3).

Amplification of evidence requirements

Notes

1

Each level of the skill incorporates and builds on the previous levels. You must
therefore ensure that you are familiar with all the requirements of ICT Level 3
which, in turn, incorporates the requirements of the lower levels.

You must provide evidence of your ICT skills, as they are specified in the first
column of the component grid. Your evidence must be in the form described in
the third column (Evidence requirements). In order to provide this evidence,
you will need to have the skills that are listed in the second column.

The guidance within the qualification supports the requirements of the three
columns of the component areas and is intended to advise and help you and
your teacher/tutor/trainer in your work. It provides explanations of some of the
requirements of the standards that may be useful when you are developing the
skill of ICT at Level 4 and producing evidence of your work. It is not a
mandatory part of the standards.

The Mandatory Definitions (Annexe A) give the exact meaning of certain words
in the document. You must always refer to them when you are developing your
skills, gathering evidence, and preparing for assessment.

Witness statements may be used to support written evidence (for example of a
discussion) but must not be the only form of evidence that you provide.
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Evidence

At Level 4, you will be assessed via a portfolio of evidence. The term ‘evidence’ is
used in this document to refer to the work you produce for final assessment.

Your evidence must show the processes you have used to identify and describe the
task you have undertaken, to select, enter and develop information, and to develop
the presentation of your work. The development process will normally involve
drafting, revising, correcting, redrafting or reformatting your work, so the evidence
you submit for assessment must include at least one complete draft with notes,
annotations, highlighting, alterations etc. Your final printouts, presentations etc are
not, on their own, sufficient as evidence, though they must of course be included in
your portfolio.

Evidence of some parts of the process might include a signed statement, providing
enough detail, from the person (for example manager, teacher, trainer) who has
witnessed your work. Where such a withess statement is used, there should
normally be supporting evidence in the form of your notes or plans, or evidence
that your assessor has discussed the detail of the process with you.

You must produce evidence of meeting the requirements of ICT4.1, ICT4.2 and
ICT4.3 in the context of one activity.

You may present your evidence in electronic format, in hard copy, orin a
combination of these.

There must be evidence that all your work has been assessed and authenticated,
for example there must be records/notes, written by a competent assessor,
confirming that your work is your own and that it has achieved the required
standard.

Where the standards refer to ‘information’, this can take the form of text and/or
images and/or numbers.

Skill requirements

In order to achieve this qualification, the evidence that you present for assessment
needs to demonstrate that you can meet all of the skills requirements of the
qualification for each of the component areas. A piece of work submitted could give
assessment evidence for more than one skill.
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Guidance for ICT Level 4

The guidance below supports the requirements of the three columns of the
component areas and is intended to advise and help you and your
teacher/tutor/trainer in your work. It provides explanations of some of the
requirements of the standards that may be useful when you are developing the skill
of ICT at Level 4 and producing evidence of your work. It is not a mandatory part
of the standards.

ICT4.1.1

Establish opportunities to use ICT skills

You must spend some time researching and exploring work activities in order to
identify where and how you can use ICT to aid efficient searching, development,
exchange and presentation of information, including text, images and numbers.

Identify the outcomes

An intended outcome is a statement of what you want or need to achieve (for
example a computer-based conferencing system to support team working). You
may need to negotiate these outcomes with other people who are involved in the
work. You must identify and write down outcomes that are specific, so you will be
able to tell if they have been achieved. This will help later when you are monitoring
and evaluating your work.

Plan your use of ICT skills

You must take stock of the skills you will need to achieve your intended outcomes,
and plan your use of ICT skills so you can make the most of your work activities.
You must be able to identify opportunities and constraints (for example your own
expertise, resources, work patterns, health and safety issues, and social and ethical
concerns). You must set realistic targets and deadlines over the coming months.

Make a reasoned choice of methods

You must be familiar with the strengths and weaknesses of ICT methods for
handling, processing and presenting different types of information (for example
specific software facilities).

Identify relevant sources of information

You must check a range of different sources, including people who may be able to
support you in developing your skills and completing the work. You must know how
to access help and gain access to the internet, databases on CD ROM or onling, a
library, or specialist publications. In using a web browser, you must know how to
bookmark relevant web pages, and how to download and save information. You
must know how to use appropriate referencing and filing systems, and keep records
of the sources you use.
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ICT4.2.1

Prepare and use ICT
You must be able to set up and use:

e style-sheets, templates, and macros to handle repeated operations
e database structures

e queries using search engines, and be able to refine your search.
You must be able to:

o establish criteria (for example by date, author, subject, organisation, type and
format) to help select the information you require

o set up different search strategies and criteria to explore alternative lines of
enquiry, (for example use a financial model on a spreadsheet to explore and
predict possible consequences of cost and pricing changes on sales and profits).

Evaluation and selection of information

You must develop a ‘critical eye’ for assessing the quality and reliability of
information from different sources, taking into account commercial, political,
academic or personal interests that may influence content and presentation. You
must check facts, research other sources, and ask additional questions.

Develop and exchange relevant information

You must be able to identify methods of exchanging information (for example
email, computer conferencing, video conferencing, web pages, sharing documents)
and understand how they affect the development of information and ways of
working. You must be able to take into account organisational factors such as
version control, document retrieval, transaction monitoring, security, archiving and
backup.

Derive new information

You must identify and, where appropriate, make use of information that is
generated as your work progresses (for example different ideas, interpretations,
improvisations, plans).

Monitor and critically reflect

You must know how to track, record, reflect on and evaluate your progress,
including any ICT problems and what you did about them. You must identify
reliable sources of feedback and use feedback constructively to help you monitor
your performance and make decisions, (for example on whether to adapt your
overall strategy).
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ICT4.3.1

Present information effectively

You must know how to develop appropriate structures for integrating different
types of information, (for example to ensure that fonts, layout, number formats,
sizes and shapes of graphs, images and tables are consistent). You must ensure
that conventions of format, language and style are used as agreed, and obtain
feedback from others. You must check spelling, punctuation and grammar, and
check that graphs, diagrams and charts are correctly labelled and any specific
requirements (for example word length, types of binding, paper size) have been
met.

ICT4.3.2

Evaluate the effectiveness of your strategy

You must be able to identify how your decisions, and the resources and people
involved in your work, have influenced how you have tackled the activity and its
outcomes. You must also take into account the effect of your own strengths and
weaknesses in ICT.

Identify ways to further develop your ICT skills

You must reflect on your overall level of ICT skills and suggest areas where you
need to improve, based on the experience you have gained in this activity. You
must be able to identify opportunities that are available to you (for example for
training, for changing working practices, or for tackling new kinds of tasks). You
must discuss with a line manager, colleague or mentor how you might improve
working methods, take advantage of new opportunities, and further develop your
skills.
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Annexe A — ICT Mandatory Definitions

Note

The focus of this Mandatory Definitions document is on the terms and concepts that
are particularly relevant to the ICT standards. It includes some but not all of the
specialist ICT terms that appear in the standards.

accuracy/-te/-ly
Has the everyday meaning of ‘without mistakes’.

acknowledge (sources)
Include, at least, title or website address of source/s of information.

e In full: use recognised referencing system, such as Harvard for printed
materials.

active (steps)
At Level 3, show some degree of initiative or independence in ensuring safe and
healthy working practices.

activity
An activity includes a number of related tasks where the results of one task affect
the carrying out of another. See also ‘task’.

align
Place pictures, text, or cell contents to the left, right, or centre of a given space, or
to the left or right margin, or both.

analyse
Break down into components or essential features; examine in detail.

appropriate

Suitable for intended activity, task, context, audience etc. The use of ‘appropriate’
in the standards recognises that different contexts require different treatments.

assessor

The person who is competent/trained and responsible for judging a candidate’s
performance against the standards at the appropriate level.

audience

The audience is the people who are addressed by a text, document or speaker. The
term includes readers, listeners, film/TV audiences and users of ICT.

authentic (evidence)

Evidence that has been produced by the candidate with no more help, support or
guidance than is permitted at the relevant level.

authenticate
Confirm that a candidate’s evidence is authentic.
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bring together (information)
Combine text and/or numbers and/or images into a single piece of work.

check
Go through work for a second time (or more) to identify and correct mistakes.

combined (information)
Information that brings together text and/or numbers and/or images.

common

Used to describe units, instruments, measures, date formats, etc that are widely
used in everyday life in non-specialist contexts.

communicate
Includes send, receive, exchange and/or share (information).

communication services
Include, for example, ISP, broadband, dial-up, network, mobile phone.

complex
e At Level 3, a complex activity involves three or more tasks.

e At Level 2, complex search techniques involve two or more search criteria being
used in combination.

confirm

The task or problem is given by the tutor, teacher or trainer; it is the candidate’s
responsibility to demonstrate that they fully understand it.

correct (procedure)
e Correct procedures ensure that ICT systems are started and shut down in
accordance with manufacturers’ and/or local guidelines.

e (of portable storage media) Insert, remove and handle in accordance with
software and hardware requirements.

data
Quantitative information consisting of counts or measurements.

Singular: datum.

describe

Unless otherwise specified in the standards or amplification, candidates may
describe their task/activity, methods, data, results etc in written or spoken form, or
a combination of these.

develop (information)

Work with data and information to improve fitness for purpose, presentation, ease
of use, efficiency etc.
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device
Piece of electronic hardware, for example mouse, keyboard, screen, printer.

edit
Includes adding, deleting, and amending information.

effective/ly

Carry out a task in a way that produces the desired result. It is possible to be
effective but inefficient.

efficiently

e Carry out a task using an appropriate number of steps or operations and in a
sequence that is fit for purpose. For example, when using electronic aids, it is
efficient to use available operations and functions, for example memory and
constant functions on a calculator, or to use the ‘sum’ formula in a spreadsheet
for a range of cells, rather than adding up individual cells.

e Not waste time and resources by, for example, downloading and/or printing
large amounts of information unselectively.

electronic aid
A tool for calculating, for example a calculator, spreadsheet.

error
e A problem resulting from a hardware, software or electrical failure.

e A message that results from inputting inappropriate data or information, or from
inputting data or information incorrectly.

establish (copyright)

Find out whether it is necessary to get permission to reproduce the material in
question.

evidence all levels

Candidates have to produce a portfolio of evidence to demonstrate that they have
the skills required to satisfy the requirements of the standards. Evidence can
include computer printouts, written material, audio and/or video recordings, and
witness statements/testimony. See also ‘portfolio’ and ‘witness statement’.

exchange (information)

To send information to and receive information back from the same person. See
also ‘share’.
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explain

Give a clear and detailed account or description, including of cause and effect
where appropriate. Tends to involve words such as ‘so’, ‘therefore’, ‘as a result’.
Unless otherwise specified in the standards or amplification, candidates may explain
their task/activity, methods, data, results etc in written or spoken form, or a
combination of these.

extended (period of time)
An extended period of time is likely to be at least three months.

fit/ness for purpose
e Information must be evaluated and selected, taking into account the authority
of sources, and the currency, relevance, bias etc of the information.

e Text and/or images and/or numbers must be presented in ways that will help
the audience to understand the information that is being presented.

e Information must be laid out and presented in ways that meet the purpose of
the task or activity and are appropriate to the nature of the audience. See also
‘purposeful’.

format

e Text: for example margins, portrait/landscape, bold/italic/underline, borders,
shading, colour.

e Tables/spreadsheets: for example column width, row height, cell merge.

e Images: for example crop, size/resize.

given
Refers to a task, activity, or information that is provided to the candidate by the

tutor, teacher or trainer, rather than the candidate having to find, identify or
choose it for themselves.

graphics
Collective term for any kind of image.

healthy

In the context of ICT, refers to issues such as seating arrangements, screen
height/glare, taking breaks, using wrist rests etc.

housekeeping
Local arrangements for ensuring the orderliness and maintenance of ICT systems.

identify
Understand meaning or purpose, after consideration (but see also ‘recognise’).
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image

Includes photographs, objects, artefacts, scanned images, clip art, plans, sketches,
diagrams, pictures, graphs and charts. Whatever form the image takes, it must be
fit for purpose and must help understanding of the material being presented.

A ‘simple image’ might be a picture, sketch or diagram that shows simple
information and requires very little interpretation.

A table of text or numbers does not count as an image for ICT.

independence/-t/-ly

Making choices or decisions without consulting a tutor, teacher or trainer in the first
instance, though perhaps asking advice or seeking confirmation later. Includes
being able to recognise when it is appropriate to ask for advice or seek
confirmation.

information
Information can take the form of text and/or images and/or numbers.

information source
e ICT-based Obtained from an electronic source, for example CD, DVD, intranet,
internet, database.

e non-ICT-based Obtained from a non-electronic source, for example print,
broadcast, discussion.

interface feature
Includes icons, option buttons, sliders/scrolling, menus and sub-menus etc.

interpret

Explain the meaning of, for example, symbols, information, results.

e Explain why the methods used or choices made are appropriate to the task or
activity.

o Align text to the left or right margin, or both.

layout
Arrangement of text, images etc on the page or screen.

See also ‘format’.

mistake

Has its everyday meaning; this is different from ‘error’ which has a specialist
meaning in ICT. See also ‘error’.

notes

Notes that are submitted as evidence need not be in continuous prose, and
grammar, spelling and punctuation do not have to be perfect, but they must be
legible and meaning must be clear. They include completion of a pro forma, where
this is appropriate. Where appropriate, notes may be supplemented by a withess
statement.
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output

The result of a computer process, for example information on the screen or on
paper.

personal settings

for example mouse speed, icon size, font size, screen resolution, desktop contrast,
volume.

portable storage media
for example floppy disc, CD, DVD, memory stick, Flashdrive, external hard disc.

portfolio

A portfolio is a file, folder or other means of storing and presenting the evidence
that the candidate is submitting for final/summative assessment. It may include a
variety of types of evidence, for example written, video, audio, artefact, and may
be in hard copy, e-based (often referred to as an e-portfolio), or a combination of
these.

present/ation

Unless otherwise specified in the standards (for example ‘using ICT’), candidates
may present the results of their work in written or spoken form, or a combination of
these. Presenting work does not necessarily involve the use of Microsoft

PowerPoint ®.

purposeful

Evidence must be generated in the context of a task or activity that satisfies some
purpose in the candidate’s work or leisure. Evidence that is collected simply to
satisfy the requirements of the portfolio is not purposeful and does not meet the
assessment requirement. See also ‘Fitness for purpose’.

range
Refers to three or more methods, sources, options etc.

read

In the context of ICT, the term ‘read’ refers to obtaining meaning from symbols,
numbers, diagrams, graphs etc. It may not require the ability to read continuous
text, though this is more likely to be necessary at Level 2 and Level 3.

recognise
Understand meaning or purpose on sight.

recommended
Recommendations may be by a person, in print, or onscreen.

recording documents

These may include logs, diaries, completed pro formas, or any other means of
recording work as it is being carried out. Recording documents that are completed
in retrospect at the end of a task or activity are not acceptable as evidence.
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reliable/ility

Of a website: the extent to which information on the site can be assumed to be
correct, trustworthy etc. For example, statistical information from .gov websites
can be assumed to be reliable.

review (effectiveness)

Look back over completed work and consider lessons learned and whether there are
ways in which similar work might be improved in the future. Candidates may review
the effectiveness of their work in written or spoken form, or a combination of these.

safe
e Physically safe, for example electrics, cabling.

e Socially safe, for example not disclosing inappropriate personal data when using
social networking sites.

search for (information)
Applies when purposeful information is not immediately available or forthcoming.

secure/ity

Refers to protecting data and information by use of passwords, PINs, padlock
symbol, making backups, etc.

select
Choose, using criteria appropriate to task.

share
Implies exchanging data with two or more others. See also ‘exchange’.

simple

Describes information that makes limited demands on the candidate, for example
straightforward text, whole numbers, numbers that are easy to work with (for
example multiples of 2, 5, 10, 100), uncomplicated representations of limited
amounts of data or information. See also ‘straightforward’

software (application)
Includes word processor, spreadsheet, database, graphics, browser, email.

sources

May be other people, printed material, electronic material (for example the
internet), broadcasts etc. The range and complexity of sources will increase as the
demand of a task or activity increases through the levels.

step
A purposeful action taken in the context of carrying out a task.

straightforward

Describes information, subjects and materials that candidates often meet in their
work, studies or other activities. See also ‘simple’.
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style
Used when formatting text, for example use of font, bold, italic, underline.

system

Set-up of hardware + software + data + people, possibly including internet access.
May be standalone or networked.

table

An orderly arrangement of information, numbers or letters, usually in rows and
columns.

task

A task is purposeful and complete in itself. It may involve more than one step. See
also ‘activity’.

valid

Valid evidence is evidence that gives a true picture of the work of the candidate and
is directly relevant to the required standard.

version management

Keeping track of amendments and revisions to files by means of suitable filenames
that give an idea of content and ownership, and include version number, date etc.

witness statement

A statement (sometimes called ‘witness testimony’) that confirms that the
candidate has demonstrated the skill/s in question (for example followed safe,
healthy and secure working practices) at the required standard. The statement
must be signed by a competent person, ie a person who was present when the
candidate demonstrated their competence and who is, in the opinion of the
assessor, capable of making a reliable, fair and unbiased judgment in relation to
the required standard.

Where used, a witness statement should include the date, the name, signature and
contact details of the witness, and details of the context in which the observation
took place. There must also be a very short note of the witness’s role, for example
workplace supervisor, geography teacher, youth group leader.

The assessor must confirm the authenticity and the validity of a witness statement;
they may need to confirm with the witness that the statement is genuine and to
check that the witness understands the requirements of the standard.

A witness statement must not be the sole form of evidence that a candidate has
achieved the standard.

Much of the evidence required is in the form of recording documents (for example a
log, diary, or completed pro forma). Such documents must be completed while the

work is being carried out. Recording documents that are completed in retrospect at
the end of a task or activity are not acceptable as evidence.
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