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Data Folder Guidance 

 A zip file containing a data folder will be available for centres to download up to 24 
hours before a scheduled assessment. 

 The data folder is used to provide learners with the files needed for Section B of 
the assessment, and a place to store the assessment evidence generated. 

 Each centre will copy the data folder for each learner and store it in a secure 
location that only the centre and the learner can access. 

 The folder for the Entry 3 sample assessment material is named SAMS DFS ENTRY 
3 and contains: 

o a PowerPoint file named LOCAL BUSINESS 
o an html file named WORK EXPERIENCE 
o A Word file named TASK A EVIDENCE 
o An image called COLLEAGUES 

 The data folder must be stored within a folder created by the centre named: 
(LEARNER NAME)_(REGISTRATION NUMBER)_(CENTRE NUMBER) 

 Learners must not be able to access each other’s folder structures.  
 The data folder must only be available for the learner during the assessment. 
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Assessment 
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Mark scheme 

 

General Marking Guidance 

 This mark scheme gives you:  
1. An idea of the type of response expected / acceptable / not acceptable  
2. How individual marks are to be awarded  
3. Specific codes styles used in this marks scheme  
4. Information on how to apply this mark scheme  

 All learners must receive the same treatment. Examiners must mark the first 
learner in exactly the same way as they mark the last. 

 Mark schemes should be applied positively. Learners must be rewarded for what 
they have shown they can do rather than penalised for omissions. 

 Examiners should mark according to the mark scheme not according to their 
perception of where the grade boundaries may lie. 

 There is no ceiling on achievement. All marks on the mark scheme should be used 
appropriately. 

 All the marks on the mark scheme are designed to be awarded. Examiners should 
always award full marks if deserved, i.e., if the answer matches the mark scheme. 

 Examiners should also be prepared to award zero marks if the learner’s response 
is not worthy of credit according to the mark scheme.  

 Where some judgement is required, mark schemes will provide the principles by 
which marks will be awarded and exemplification may be limited.  

 When examiners are in doubt regarding the application of the mark scheme to a 
learner’s response, the team leader must be consulted. 
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Section A 

Question Answer Mark(s) 

1 Printer  1 

2 Ease of access  1 

3 Check headphones are not plugged in  1 

4 Chat bubble icon 1 

5 Location cell  1 

6 Reduces risk of malware 1 

7 Use a wrist rest 1 

8 One time passcode 1 
9 Keyboard 1 

10 Cloud 1 
   

Total marks for Section A  10 
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Section B 

Task A 

Part 1 

Evidence Mark(s) 

A1 Screenshot shows search engine and relevant criteria 1 

A2 Table shows information found: 
 Website address relevant to minimum wage rate (1) 
 National Minimum Wage Rate in the UK for apprentices 

aged 16-18 years ((£)5.28 in 2023) (1) 

Allow follow-through for rate found from search.  

2 

A3 One image of students, captured and saved in  

SAMS DFS ENTRY 3 folder 

1 

Task A 

Part 2 

Evidence  

A4 Screenshot shows two contacts added to learner’s email 
software. 
Email addresses must be accurate, ignore case.  
Addresses must be presented in email software contacts list 

1 

A5  Screenshot of email shows: 
a) insertion of at least one email address in the To section of 

the email software (allow follow through from screenshot 
in A4) 

b) relevant subject included (e.g., ‘evidence’, ‘Information’) 
(ignore spelling, grammar and case)  

c) TASK A EVIDENCE document attached 
d) message tells recipient they have attached information 

needed (ignore spelling, grammar and case)  
e) message that has greeting and suitable close. (e.g., ‘dear’, 

‘hello’, ‘regards’, ‘thank you’) 

 

1 
 
 

1 
 

1 
1 
 

1 

Total marks for Task A 10 
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Task B P1 Evidence Mark(s) 

B1 LOCAL BUSINESS presentation file located, renamed and  
saved in the SAMS DFS ENTRY 3 folder.  Filename 
indicates/includes/implies apprenticeships or advert(isement). 

Ignore capitalisation and spelling. 

Do not accept ’Presentation', ‘LOCAL BUSINESS’ or learner 
name 

1 

 

B2 a) Telephone number (0800 015 0400) inserted in correct 
location on slide 1  

1 

Email address (help@service.gov.uk) inserted in correct 
location on slide 1 

1 

b) Deadline changed from July to August on slide 1 1 

c) Date of exam added to slide 1 in a suitable position on 
slide 1 

      Accept any reasonable date 

1 
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Task B P2 Evidence Mark(s) 

B3 

 

a) Font size of APPRENTICESHIPS ON OFFER changed to size 
48  

1 

b) APPRENTICESHIPS ON OFFER changed to red 1 

c) Body text font style (1) and size (1) on slides 1 and 2 are 
suitable and clear to read 

2 

d) Body text left aligned on slide 1 1 

e) New slide inserted after slide 2 1 

f) ‘COLLEAGUES’ image inserted on new slide 3 1 

g) COLLEAGUES image size changed to 8cm x 8cm on slide 3 1 

h) Title added to slide 3 to indicate what the image shows 1 

i) Images on slides 2 and 3 are same size – award 1 mark for 
each image being the same height and 1 mark for each 
image the same width  

2 

j) Award 1 mark (up to a maximum of 2) for each of two other 
formatting features added that make the presentation clear 
and easy to read e.g. underline, bold, italics, bullets, 
background, slide design etc.  

2 

k) Images do not overlap text / all text is a suitable size for a 
large screen 

1 

Total marks for Task B 19 
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Task C Evidence Mark(s) 

C 

 

WORK EXPERIENCE FORM completed. 
Award 4 marks for accurate completion of:  

 23samsv2&dfs 
 Fran Fouraud 
 09/06/2005 (allow 09062005) 
 01632 960455 
 fran@samsdfs.biz 
 Office 
 6 (weeks)  

Award 3 marks for accurate completion of password and 
three fields above. 
Award 2 marks for accurate completion of password and any 
one field. 

Award 1 mark for accurate completion of any two fields other 
than password. 

4 

 

 

Total marks for Task C 4 

Total marks for Section B 33 
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