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NCFE Functional Skills Qualification in Information and Communication Technology (ICT) at Entry Level 2

Sample Assessment 1 - Tasks

The following pages contain assessment tasks. Since the information contains details about the assessment tasks, it should be kept securely until the date of assessment. 
Assessors may read this document prior to assessment to see assessment resource requirements. 

Candidates must not have access to the following information other than source documents (where applicable) and other relevant materials as detailed in the Assessor instructions document. 

As well as the instructions in this document, centres must adhere to the NCFE Regulations for Conduct of Controlled Assessments (Functional Skills) when carrying out controlled assessments, available from the NCFE website or on request from the Centre Support team. 
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NCFE Functional Skills Qualification in Information and Communication Technology (ICT) at Entry Level 2

‘Health and Safety’ tasks

Time allowed
2 hours maximum
Instructions for candidates

Make sure you are comfortable before you start.

Read the questions carefully. 

If you do not understand what you have to do, ask your Assessor.

Follow the instructions for each question.

Check your work.
Save your work when instructed. You can ask for help with this.
Print your work when instructed.

There are 58 marks available for this assessment.

At the end of the assessment please give all documents to your Assessor. 

Introduction – your Assessor will also read this out to you. 
We should all try to work safely.
We all need to think about health and safety. 

You will complete a health and safety check for your computer work area.

You will also answer some questions about ICT health and safety.

Emails are used by many people. You will show that you can work with emails.

Your help is needed to design a poster for the ICT rooms, to encourage people to work safely.

You will also need to correct a sign for the computer room door.

You will print off your work.

Task 1 









(5 marks)

a. Check that your computer work area is safe.


(1 mark)
b. Your Assessor will ask you four questions about computer health and safety.









(4 marks)
Remember you must show that you can work safely during this assessment.

Task 2








      (11 marks)

a. Use a password to log on to the computer.



(3 marks)
b. Log on to your emails.






(3 marks)
c. Find, open and read the email with the subject ‘Help!’ 

(5 marks)
See Task 3 to help you reply to the email.
Task 3









(8 marks)

a. Reply to the sender.







(2 marks)
In your reply to the email say:
· which of the pictures below could be used to remind people to work safely






















(1 mark)
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· if colour printing would be better for the poster


(1 mark)
· where you think we should display the poster.


(1 mark)
b. Send the reply.







(3 marks)
Task 4







            
(12 marks)

Find the H & S poster file.






(2 marks)
Your Assessor will tell you where to search for the file.
a. Use the file to make a poster about working safely on the computer.











(2 marks)
Here are the things you need on your poster:
· two pictures - to remind people that they should 
not eat or drink in the computer room




(2 marks)
· a short piece of text. Use the text below.

Please do not eat or drink in the computer room. Spilt food and drink can damage the computers. Thank you.
Use a different font size.






(4 marks)
b. Find your pictures using Clip Art.




(2 marks)
Save your poster - ask for help to do this.
Task 5









(13 marks)
a. Your poster needs a title. Choose one of the titles below for your poster.











(2 marks)
· Don’t do it!!

· Computers hate food & drink!

· Computers + food + drink = Sick computers!

b. Put the title onto your poster. Use a different font and size.

Check that the title is easy to read.





(3 marks)
c. Make the poster look good. You could use Word 

Art or colour, different fonts or borders.

Make sure that the images and text in your poster look correct.

For example, size, colour, topic.





(6 marks)
d. Print your poster







(2 marks)
Save your poster – Ask for help to do this.

Task 6









(9 marks)
Find the document ‘Computer Room Sign’.



(2 marks)
Your Assessor will tell you where to search 
for the document.

a. Change the year on the sign so that people know it is new.
(2 marks)











b. There are two spelling errors.





(3 marks)
Change lites to lights.
Change chek to check.
c. Print the sign. 








(2 marks)
Save your copy of the sign. Ask for help to do this.
End of assessment
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