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NCFE Functional Skills Qualification in Information and Communication Technology (ICT) at Entry Level 1 
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 1 

‘Working with Computers’ 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 the Assessor.

Follow the instructions for each question.

When looking for and opening documents, your Assessor will tell you where they are stored. For example, on the computer desk top.
Check your work. 
Save your work when instructed. You can ask for help with this.
Print your work when instructed. You can ask for help with this.
There are 32 marks available for this assessment.
At the end of the assessment please give all documents to the 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 find and open an email from your Assessor/Tutor/Teacher.

You Assessor/Tutor/Teacher wants your help to finish a poster. The poster is for a charity which finds new homes for horses and ponies.

You will also check the poster to make sure it is correct. 
During the assessment you may also use the following:

· pen

· pencil

· eraser.
Task 1 









(3 marks)

a. Complete a health and safety check for your computer work area.

Your Assessor will ask you questions about this.


(2 marks)
b. Remember to work safely at all times. 



(1 mark)
Task 2









(9 marks)

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



(2 marks)
b. Log on to your emails






(2 marks)
c. Find the email from your Assessor called – ‘Look at this!’
(3 marks)
Open the email.








(2 marks)
Task 3









(2 marks)

a. Copy the title from the email.





(2 marks)
Task 4









(18 marks)

You will work on a poster to help find homes for unwanted ponies.












(2 marks)
a. Find the poster. It is called ‘Pony NCFE’.



(3 marks)
b. Open the poster. You can ask for help with this.
Paste the title from the email onto the top line in the poster. 
(2 marks)
c. Check the poster and correct any errors.
The poster should say: 






(6 marks)
‘This pony is 9 years old’ 
 ‘Good news! He’s got a new home.’
d. Choose a name for the pony from the list below.
Put this in the shaded box below the picture.



(2 marks)
Sid
Alfie

Tiny

e. Check that the poster makes sense.




(3 marks)
f. Save and print the ‘Pony NCFE’ poster. You can ask for help with this.

Close the ‘Pony NCFE’ poster. You can ask for help with this.
End of assessment
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