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NCFE Functional Skills Qualification in Information and Communication Technology (ICT) at Entry Level 3
Sample assessment 1 – Mark Scheme
The following pages contain the Mark Scheme. Since the information contains details about the assessment tasks, it should be kept securely until the date of assessment.

Assessors should read this document prior to assessment to see assessment requirements.

Candidates must not have access to the following information.

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.

NCFE Functional Skills Qualification in ICT at Entry Level 3
Mark scheme and guidance

Guidance for Assessors
The following mark scheme gives you:

· examples and criteria of the types of response expected from a candidate

· how individual marks are to be awarded

· the total mark for each task or related tasks.
Notes for Assessors:

· all candidates should be fairly marked - Assessors must mark the first candidate to the same standard and criteria as they mark the last

· all candidates should have the best possible opportunity to attempt all the tasks. This includes support in understanding the requirements of the tasks
· mark schemes should be applied positively - candidates must be rewarded for what they have shown they can do rather than penalised for things they have not done

· Assessors should always award full marks if deserved, ie if the answer matches the mark scheme. Assessors should also be prepared to award zero marks if the candidate’s response is not worthy of credit according to the mark scheme

· when Assessors are in doubt regarding the application of the mark scheme to a candidate’s response, they should contact NCFE in the first instance

· half marks must not be used – where partial achievement of a question can be made, fewer marks should be awarded

· the marks awarded for each individual candidate should be clearly and legibly recorded on the mark scheme and in the grid provided on the front sheet

· ticks, crosses and marks can be indicated throughout the mark scheme, in addition to marks being recorded on the final page
· candidates should be encouraged to use verbal response and practical actions. Where this is used, the Assessors should indicate this on the Assessor Observation Record, clearly identifying the task number and the candidate’s response
· candidates should only be awarded the full marks for each of the criteria where Assessors feel the candidate has demonstrated an effective performance with clear evidence of proficiency. 
Level of support for candidates – Guidance for Assessors
All candidates should have the best possible opportunity to attempt all the tasks. This includes support in understanding the requirements of the tasks.

Please note the following terms and the related interpretations should be applied throughout the assessment.

Where necessary, the instructions for each task can be read out to candidates at the start of the task. Assessors should provide support and encouragement throughout the assessment, but must not prompt candidates in such a way that will remove opportunity for the candidate to complete the assessment with a high level of independence.
Acceptable support:
· Reading the assessment to the candidate if asked
· Reminding the candidate of the instructions
· Help with unfamiliar vocabulary used in the task
· Clarifying the requirements of the task, as necessary and appropriate
· Repeating instructions to focus the candidate

· ‘Open’ reminders eg. ‘Is there anything else you need to do?’
· Reminding candidates where to find documents necessary for completing the task; ie source documents etc.
Unacceptable support:

· Telling the candidate what to do
· Repeatedly asking the candidate to try again until they meet the requirement

· Giving verbal or written suggestions for candidate responses
· Checking or giving feedback on the accuracy of the candidate’s actions or responses.
If Assessors have any queries in relation to these or other support levels, they should contact NCFE prior to the assessment.

Allocation of marks across the skills standards
	Using ICT
	T1
	T 2
	T 3
	T 4
	Total marks
	Required weighting
	Actual weighting

	interact with and use an ICT system to meet given needs
	1
	6
	1
	1
	15
	20-30%
	27%

	store information
	
	3
	
	
	
	
	

	follow safety and security practices
	2
	
	1
	
	
	
	

	Finding and selecting information
	T1
	T 2
	T 3
	T 4
	Total marks
	Required weighting
	Actual weighting

	use simple searches to find information
	
	2
	
	
	6
	10-20%
	11%

	select relevant information that matches requirements of given task
	
	2
	2
	
	
	
	

	Developing, presenting and communicating information
	T1
	T 2
	T 3
	T 4
	Total marks
	Required weighting
	Actual weighting

	enter and develop different types of information to meet given needs
	
	9
	5
	
	34
	50-70%
	62%

	bring together different types of information for a given purpose
	
	10
	2
	
	
	
	

	use ICT-based communication
	
	1
	
	7
	
	
	


Summary of question type
	Task Ref. 
	1
	2
	3
	4

	Closed question
	
	*
	*
	*

	Open question
	*
	*
	*
	*


9% 9/55 for closed questions = 16%
91% 45/55 for open questions = 82%
Summary of coverage and range for the sample assessment paper
	Skills standards
	coverage and range
	Task reference
	Marks awarded
	Specific tasks

	Using ICT

U1 interact with and use an ICT system to meet given needs

U2 store information

U3 follow safety and security practices
	a. use correct procedures to start and shut down an ICT system
	2
4
	1
1
	2a
4e

	
	b. use input and output devices
	2
	1
	2j

	
	c. use software applications to meet needs and solve given problems
	2
3
	1/1
1
	2c/2d
3c

	
	d. recognise and use interface features
	1
	1
	1

	
	e. change simple software settings
	
	
	

	
	f. open and save files
	2
	3
	2i

	
	g. know how to insert and remove media
	2
3
	1
1
	2a
3f

	
	h. use and change passwords
	2
	1
	2a

	
	i. minimise physical stress
	1
	2
	1


	Skills standards
	coverage and range
	Task ref.
	Marks awarded
	Specific tasks

	Finding and selecting information

F1 use simple searches to find information
F2 select relevant information that matches requirements of given task
	a. search stored information
	2
3
	1
2
	2c
3a/3b

	
	b. search web-based sources of information
	2
	1/2
	2b/2e

	Developing, presenting and communicating information

D1 enter and develop different types of information to meet given needs

D2 bring together different types of information for a given purpose

D3 use ICT – based communication
	a. enter, edit and format information, including text, graphics, numbers or other digital content, to achieve the required outcome
	2
3
	2/4/1/1/1

1/1/2
	2c/2d/2e/2f/2g

3b/3d/3e

	
	b. insert and position graphics or other digital content to achieve a purpose
	2
	1/1
	2f/2g

	
	c. process numbers to meet needs
	3
	1
	3c

	
	d. for print and for viewing on screen
	2
3
	1/1/1
1/1
	2f/2g/2h
3d/3e

	
	e. check for accuracy and meaning
	2
4
	1/1
3
	2c/2h
4b

	
	f. check suitability of information
	2
4
	1/1/1
1
	2c/2d/2h
4a

	
	g. read, send and receive electronic messages
	2
4
	1
1
	2b
4d

	
	h. use contacts
	4
	1
	4a

	
	i. understand the need to stay safe and to respect others when using ICT-based communication
	4
	1
	4a


NCFE Functional Skills qualification in ICT at Entry Level 3
Candidates should complete all tasks independently.

This means that the candidate needed no support to attempt and/or complete the tasks, or the support was in the form of:
· Reading the assessment to the candidate if asked
· Reminding the candidate of the instructions

· Help with unfamiliar vocabulary used in the task
· Clarifying the requirements of the task, as necessary and appropriate
· Repeating instructions to focus the candidate

· ‘Open’ reminders eg. ‘Is there anything else you need to do?’

· Reminding candidates where to find documents necessary for completing the task; ie source documents etc.
Candidate name                                                                                                  Date                                  Time                      

Assessor name 









Signature

Mark scheme Task 1

Assessors should be prepared to award zero marks if the candidate’s response is not worthy of credit according to the mark scheme.
	Awarding of marks against evidence in response
	Available marks
	Marks awarded

	Candidate independently completed check on work area

Observation of candidate
	1
	

	Candidate made necessary adjustments to minimize physical stress.
Examples:
Moved/adjusted:

· chair

· keyboard and/or monitor

· cables

· mouse mat

· posture

· obstructions 

in preparation and (where necessary), during the assessment (award 1 mark) Observation of candidate
Or
Candidate provided an appropriately verbal/written response to the question:‘State how you could make adjustments to your working environment to make sure you are comfortable and safe when using a computer’. (award 1 mark)
Examples: ‘I would make sure the chair height is comfortable for me.’ ‘I would check that the mouse mat and key board are in a good position for me to work with.’ ‘I would move the keyboard cable out of my way.’
And
During the assessment, candidate worked safely and respected others when using ICT-based communication (award 1 mark)

Observation of candidate
	2
	

	Total
	3
	


Mark scheme Task 2

Assessors should be prepared to award zero marks if the candidate’s response is not worthy of credit according to the mark scheme.
	Awarding of marks against evidence in response
	Available marks
	Marks awarded

	a. Candidate:

· started up computer correctly

· logged on

· inserted external storage device safely
(award 1 mark for each)
Observation of candidate
	3
	

	b. Candidate:

found ‘New Community Centre’ email (award 1 mark)
opened email (award 1 mark) 
read email

Observation of candidate
	2
	

	c. Candidate:

· found and opened poster template (award 1 mark)
· changed font style and size of details. (award 2 marks – 1 mark for each)
· checked and amended address details – 1A Green Street L1 2TG (award 3 marks - 1 mark for each amendment)
	6
	

	d. Candidate:

Used software to change template to portrait format (award 1 mark)
and

created poster (award 1 mark)
and 
included details of community centre:
· who it’s for (award 1 mark)
· what’s happening on 29th May (award 1 mark)
and

Inserted one of the titles (award 1 mark)
and

chose own font style and size for title (award 1 mark)
	6
	


Mark scheme Task 2 (continued)
Assessors should be prepared to award zero marks if the candidate’s response is not worthy of credit according to the mark scheme.
	Awarding of marks against evidence in response
	Available marks
	Marks awarded

	e. Candidate:
· searched for and found picture (award 1 mark)
· used picture that relates to the community centre (award 1 mark)
eg. Children/teenagers playing, having fun, older people – group of

· used image from internet (award 1 mark)
	3
	

	f. Candidate:

· inserted picture in relevant place - all information clearly seen on one page (award 3 marks)

· inserted picture not in relevant place - obscuring of some information, but all fits on to one page (award 2 marks)

· inserted picture but information/picture is not clear and does not fit on to one page (award 1 mark)
Assessors should check for evidence on external storage device
	3
	

	g. Candidate made the poster look eye-catching using:

· word Art/similar
· colour

· font style

· border


· (award 1 mark for each up to a maximum of 3 marks)
Assessors should check for evidence on printed document
	3
	

	h. Candidate checked that information is correct and makes sense:
· text correct to match with information in email (award 1 mark)

· any other text is appropriate and makes sense(award 1 mark)
· final poster is fit for purpose (award 1 mark)

Observation of candidate
	3
	


Mark scheme Task 2 (continued)
Assessors should be prepared to award zero marks if the candidate’s response is not worthy of credit according to the mark scheme.
	Awarding of marks against evidence in response
	Available marks
	Marks awarded

	i. Candidate:

· saved the poster, with a new name, to the external storage device (award 3 marks)
Or

· saved the poster, with a new name, to an area other than the external storage device (award 2 marks)
Or
· saved the poster, with original name, to an area other than external storage device (award 1 mark)
Observation of candidate
	3
	

	j. Candidate printed the poster (award 1 mark)

Observation of candidate
	1
	

	Total
	33
	


Mark scheme Task 3 
Assessors should be prepared to award zero marks if the candidate’s response is not worthy of credit according to the mark scheme.

	Awarding of marks against evidence in response
	Available marks
	Marks awarded

	a. Candidate accessed and opened spreadsheet file from external storage device (award 1 mark)
	1
	

	b. Candidate made the changes indicated in the email:

found and changed cost of printing from £37.50 to £35 (award 2 marks)
Assessors should check for evidence on external storage device
	2
	

	c. Candidate:

used formula to find total cost of making 50 posters (award 2 marks)

Assessors should check for evidence on external storage device
	2
	

	d. Candidate:

inserted title on first row of spreadsheet (award 1 mark)
Example titles: ‘Poster costs’, ‘Costs for posters’, ‘Production costs for posters’

And

Title was clearly displayed (award 1 mark)

Assessors should check for evidence on external storage device
	2
	

	e. Candidate use formatting to make:

· title easy to see 
· cell borders visible
· final total cell shaded
(award 1 mark for each - 3 marks)
Assessors should check for evidence on printed document
	3
	

	f. Candidate safely removed the external storage device

Observation of candidate
	1
	

	Total
	11
	


Mark scheme Task 4 

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

	Awarding of marks against evidence in response
	Available marks
	Marks awarded

	a. Candidate:

· used correct address for email (award 1 mark)
· wrote the email to sender (award 1 mark)
· included relevant information (to say they have completed the work) (award 1 mark)
Assessors should check for evidence on print out of email and on external storage device
	3
	

	b. Candidate spell checked the email and corrected any errors:

· email was without errors and meaning was clear (award 3 marks)
Or

· mostly accurate and overall meaning was clear (award 2 marks)
Or
· mostly accurate but meaning was not clear (award 1 mark)

Assessors should check for evidence on print out of email and on external storage device
	3
	

	c. No marks awarded for printing email

d. Candidate sent the email (award 1 mark)
Assessors should check for evidence on email system (candidate’s sent box or Assessor’s emails)
	1
	

	e. Candidate safely shut down the computer (award 1 mark)
Observation of candidate
	1
	

	Total
	8
	



Total marks awarded: 
Pass mark: 40/55
Candidate achieved: Y / N

2

