



[image: image1.jpg]NCFE.




NCFE Functional Skills Qualification in Information and Communication Technology (ICT) at Entry Level 3
Sample assessment 1 - Assessor Instructions
The following pages contain the instructions for Assessors and guidance on contextualisation. 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 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 Instructions for Assessors in this pack. 
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 Information and Communication Technology (ICT) at Entry Level 3  

Controlled Assessment - Information for Assessors

The NCFE Functional Skills Qualification in Information and Communication Technology (ICT) at Entry Level 3, is internally assessed through a controlled, summative assessment.

Each candidate will complete this assessment set by NCFE to create evidence which demonstrates achievement of all the skills standards and coverage and range statements associated with the NCFE Functional Skills Qualification in Information and Communication Technology (ICT) standards at Entry Level 3.  

The controlled assessment is internally marked by the centre. Candidate evidence is then internally moderated and then externally moderated by NCFE. 

Each candidate will be given a single pass or fail result for their assessment. The assessment has a pass mark which is indicated on the Mark Scheme provided by NCFE in this pack. Candidates must achieve the required mark in order to receive a pass.

Assessment conditions

The Assessor may verbally clarify the requirements of the tasks to candidates to ensure their understanding, ie reading the task out to the candidate, rewording the task to aid understanding. 

Assessment outcomes must be recorded on the Candidate Front Sheet, and Mark Scheme. 

Assessment conditions should allow assessment in British Sign Language where required. 

It is recommended that candidates should be assessed on a one-to-one basis to ensure that any request for help or guidance are not received, overheard or seen by others. 

Candidates must be fully aware that they should complete all elements of each task independently. Candidates must be fully aware that they cannot ask for help on how to complete the task.

Where a candidate has completed any elements of the assessment ‘with help’ or ‘with guidance’ (see page 13 of this document and/or page 3 and 7 of the Mark Scheme for levels of support and mark allocation), Assessors must clearly note how this was done, either on the Candidate Front Sheet or a separate document clearly marked with the candidate’s details. This information should be included with all documents to be submitted for marking and moderation.

For further details on the allocation of marks and levels of assistance, please refer to the Mark Scheme document.
Candidates must be fully aware that if they are given help or guidance to complete a task, they will achieve fewer marks than the full amount achievable where they complete the task independently or with minimal support - see the Mark Scheme document for levels of help, guidance and support and mark allocation.

For more information on assessment conditions please see the following documents: 

· the relevant NCFE Functional Skills Qualification in Information and Communication Technology (ICT) at Entry Level Qualification Specification (available from the NCFE website (www.ncfe.org.uk))

· Regulations for the Conduct of Controlled Assessment (Functional Skills) (available from the NCFE Functional Skills website (www.ncfe.org.uk))

· JCQ guidance on controlled assessments. 

For information on the access arrangements for the NCFE Functional Skills qualifications, please see the NCFE Reasonable Adjustments and Special Considerations policy, available on the NCFE website (www.ncfe.org.uk), or on request from the Centre Support team at NCFE. 

Use of ICT
Candidates are required to use ICT equipment, including accessing the internet, to complete their task. Centres are responsible for ensuring that there are no pre-prepared materials on the hard drive.

Duration of the assessment

Candidates have up to 2 hours in which to complete their ICT assessment. 
Authentication

A candidate’s work must be authenticated by the centre on the Candidate Front Sheet. Centres are also able to provide supporting evidence where appropriate in the form of visual/audio recordings. 

All documentation used by Assessors to record candidate responses must be clearly marked with the candidate’s name, details of assessment ie Entry Level 3 Information and Communication Technology (ICT), and signed in the appropriate place.

Controlled assessment - Instructions for Assessors 
At Entry Level 3 it is recommended that candidates should be assessed on a one-to-one basis to ensure that any requests for help or guidance is not received, overheard or seen by others.

On receipt of the assessment guidance and related documents, Assessors should read the given scenario on the next page. 

Assessors may change the wording/phrasing of the scenario to assist candidate understanding, but must not change the meaning or give instructions which would unfairly assist candidates in completing the assessment.

As candidates are not being assessed on their reading skills, Assessors may read out and repeat all tasks and task instructions to the candidate.

If centres are able to provide resources for the assessment, this will be of enormous benefit to candidates. It’s important to realise therefore, that these paper assessments are provided as guidance for centres and wherever possible a kinaesthetic (tactile learning) approach would be advantageous.

Scenario
We all need to think about health and safety.

The candidate will check that their work area is set up so that they can work safely during the assessment.

They must also show that they can work safely during this assessment, including accessing the internet.
They will show that they can work with emails.

A new local community centre will be opening soon. They will make a poster to tell people about the event.

The poster will be used in the local area.

They will also work out the cost of printing the poster, using a spreadsheet.

When they have finished the work candidates will write an email to their Assessor to say they have completed the tasks.

The Assessor should present the given scenario to the candidate. They should explain the scenario and tasks to the candidate. 

Candidates should have their own copy of the tasks. 

As part of this assessment, candidates are required to ‘know how to insert and remove media’ ie an external storage device, eg USB pen, CD/DVD etc. Centres must provide candidates with an external storage device such as a USB pen on which to access source documents and save their documents for this assessment. Assessors must make sure candidates are not able to access another candidates work.
Prior to the assessment candidates should be fully aware of the procedure of safely inserting, removing and saving documents onto the external storage device, eg USB pen, CD/DVD etc.

To undertake the assessment, candidates may also use the following resources:

· pen

· pencil

· eraser
· dictionary
The Assessor must complete the following documents for each candidate:
· Assessor Health and Safety observation checklist– (included in this document) use this to record the candidate’s actions during Task 1 and throughout the assessment. This sheet should also be used to observe and record the candidate’s use of safe and recommended practices throughout the assessment.
· Front sheet - (included in the task document) use this document to record any additional information to support the candidate’s actions and responses to the tasks. The Assessor must record the assessment decision and the justification for the decision here. 
· Mark scheme - use this to record the marks awarded to each response, for each candidate.
On completion of the assessment the following must also be available for internal and external moderation:

· any other evidence created during assessment activities as appropriate
· electronic copies of the work produced by each candidate (on an external storage device eg USB pen/CD/DVD - or saved in a secure area – as appropriate to the task)

These documents and materials will be externally moderated by NCFE.

It is recommended that centres also keep hard copies of each candidate’s work, as a ‘back-up’ for moderation and verification purposes.
Note: Assessors should be familiar with the mark scheme before conducting the assessment.
The following documents will be needed to administer the assessments: 
· FS_NCFE_SAMS_ENTRY LEVEL 3_ICT_ FEB 11
· FS_NCFE_SAMS_ENTRY LEVEL 3_ICT_FEB 11_TASK 2 & 3_SOURCE DOC EMAIL CONTENT

· FS_NCFE_SAMS_ENTRY LEVEL 3_ICT_FEB 11_TASK 2_SOURCE DOC_POSTER TEMPLATE.doc (saved as Poster Template.)

· FS_NCFE_SAMS_ENTRY LEVEL 3_ICT_FEB 11_TASK 3_SOURCE DOC POSTER COSTS.xls (saved as Poster Costs)

These documents are sent out to the centre’s Programme Contact on registration of candidates with NCFE. These documents should be kept securely and not viewed by candidates until the day of their assessment. Please see the Regulations for Conduct of Controlled Assessments (Functional Skills) for more information on the storage and security of these materials. 

Contextualisation 
The scenario provided may be amended to use other contexts relevant to the candidate.

If the scenario is amended, the Assessor should send the emails to the candidate with an appropriate subject.

Examples could include promoting:
· day trip

· health and safety
· advertising goods to buy/sell
The task related to designing the poster could be adapted to creating:
· a Power Point presentation

· party invitation
· leaflet/flyer

Example for the day trip scenario and use of Power Point:
Candidates would be sent an email with details about the day trip and asked to design a Power Point presentation to tell people about the trip. Use of the internet would be required to find out relevant information about the day trip location, ie theme park/safari park/theatre. They could also complete work on a spreadsheet about the costs of the trip; ie travel costs, tickets to see attractions, food and drink etc.

Note: If an alternative is used, all tasks must be adjusted with the relevant details.

If using a context and/or source materials other than those given by NCFE, these materials and any information contained within must be familiar to the candidate and use appropriate language. However, centres must not use tasks which candidates have completed on previous occasions. The tasks must also be approved by NCFE before use with candidates. For more information please contact the Research and Product Development team at NCFE. 

Before the assessment 
To be completed by the Assessor (or other appropriate person):

Tasks 2 and 3
Send an email* to each candidate.
The subject of the email should be ‘New Community Centre’

The email should provide the information as provided in the 
FS_NCFE_SAMS_ENTRY LEVEL 3_ICT_FEB 11_TASK 2 & 3_SOURCE DOC EMAIL CONTENT document. 
The font used should be clear and appropriate, and images should be in colour. 

Task 2 
Save the document 
FS_NCFE_SAMS_ENTRY LEVEL 3_ICT_FEB 11_TASK 2_SOURCE DOC_POSTER TEMPLATE document (saved as Poster Template) 
on to the external storage device for each candidate. This document should be saved as ‘Poster Template’.

Task 3 
Save the document 
FS_NCFE_SAMS_ENTRY LEVEL 3_ICT_FEB 11_TASK 3_SOURCE DOC POSTER COSTS.xls (saved as Poster Costs) 
on to the external storage device for each candidate. This document should be saved as ‘Poster Costs’.

As part of this assessment, candidates are required to ‘know how to insert and remove media’ ie an external storage device, eg USB pen, CD/DVD etc.

Prior to the assessment candidates should be fully aware of the procedure of safely inserting, removing and saving documents onto the external storage device, eg USB pen, CD/DVD etc.

Once the assessment is over these documents must be stored securely and saved in an appropriate place, ready for internal and external moderation.
*Candidates need to be informed that they should reply to emails using the sender’s address.
During the assessment
To avoid the risk of help/guidance given to one candidate being received/overheard/seen by other candidates, candidates should be assessed on a one-to-one basis.
Centres should not attempt to assess large numbers of candidates, without an appropriate ratio of Assessors to candidates.

Candidates will complete the following steps based on the scenario:
1. show that they can work safely during the assessment
2. make sure that their work area is set up to minimise physical stress to themselves
3. start up the computer and log on to the computer using a password. A logon account should be set up for each candidate, so that they can access the computer

4. log on to their email account. The candidate may use their own email address if they have one, however if used, the centre is responsible for ensuring that candidates do not have access to any information other than that required by the assessment, which may give them an advantage over other candidates or may provide a pre-prepared answer to a task

5. receive an email from the Assessor/appropriate person and respond to the instructions
6. find an appropriate image (candidates should have access to the internet to do this)

7. design, save and print a poster
8. insert and remove an external storage device, use files on the external storage device and save all their work to the external storage device

9. work out costs to print and laminate copies of the poster. This information should be provided on the external storage device for each candidate

10. print out work

11. write an email and send to their Assessor/appropriate person. To do this the candidate will need to have access to the person’s email address.

Notes:

Steps 1 and 2
The assessment should be completed in Task 1 and throughout the course of the full assessment.

Steps 3, 4, 5 and 11
Centres must ensure candidates will have the opportunity to demonstrate their ability to log on using a password. They must provide each candidate with a password. This can be solely for the purpose of the assessment, or the candidate’s ‘regular’ password. Centres must also ensure that candidates are very familiar with the system the centre will use to assess candidates receiving and opening electronic messages.

Step 6

Candidates should have access to the internet. Centres must ensure that candidates are very familiar with using simple searches to find information from web-based sources.

Steps 7 and 10
When required by a task, candidates must save their work during the assessment in an appropriate, secure location, such as the hard-drive, a USB pen or other external device/storage area. 

· Prior to the assessment candidates must be fully aware that they should save documents/work.

· Each candidate must be provided with their own storage area/device, to ensure that the work of each individual candidate can be assessed, marked and moderated.
· Candidates must be familiar with the printer to be used.
Once the assessment is over, this evidence must be stored securely and saved in an appropriate place, ready for internal and external moderation. Candidates must not have access to the evidence once the assessment is over.  
Assessors may want to read the following information out to candidates at the appropriate point in the assessment.

Task 1
‘To show that you know about computer health and safety you will complete a check on your computer work area. You will make any adjustments before you start. 

You must show that you can work safely during this assessment’
Ask the candidate to check that their work area is set up for their own comfort and safety.

Inform candidates that they should make any adjustment to seating and positioning of computer equipment at this stage and, if necessary, during the assessment.

Task 2
Ask the candidate/s to turn on the computer and log on. 

Inform the candidate/s that they have an email message from their Assessor/other* which they must open. The candidate/s should open the email message independently.
Give each candidate an external storage device and explain that their work should be saved on this device.

Read the following information out to candidates:
‘A new local community centre will be opening soon. 

The centre will be for everyone to use, young and old.
Your Assessor/other* has sent you an email.

You are going to use a template to make a poster to tell people about the event. The poster will be used in your local area.

Your poster must include a picture to show people what they could do at the community centre.

The correct address and opening date of the new community centre must be on your poster. Your Assessor/other* has sent you this information in the email’
Instruct candidate/s to follow the instructions to complete the task.
Task 3
‘The email also tells you about work you need to do on a spreadsheet. The spreadsheet is from your Assessor/other* and is saved on an external storage device.
You must work out the total cost to print and laminate 50 copies of the poster’

Task 4

‘When you have finished the work you must write and send an email to your Assessor/other* to let them know you have completed the tasks.
You must save all your work on the external storage device provided and give it to the Assessor/other* at the end of the tasks.
Your name and the date must be on all your work.

You must access software such as Word, Excel and email independently.

You may ask for any of the instructions, tasks or text to be read out to you’

*please amend as appropriate. 

Candidates may request that any of the text and task instructions are read out to them during the assessment. 

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.
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NCFE Functional Skills qualification in ICT at Entry level 3

Assessor Health and Safety observation checklist (page 1 of 2)
Centre number and name  


Candidate name




Candidate number 


For use with Task 1 - Candidates will need to work safely.
At the start of the assessment, read the statements below to the candidate.

‘Check that your work area is set up so that you can work safely during this assessment.

Make any adjustments before you start.

You must show that you can work safely during this assessment.’
Observe the candidate and provide brief comments on how they completed their check on their work area. 
Assessor comments: 

For use with Task 1 and throughout the assessment

Tick the box when the candidate:
	a. checks/adjusts seat height/position
	

	b. checks/moves keyboard position
	

	c. checks/adjusts mouse mat/cable
	

	d. checks/adjusts monitor
	

	e. checks/adjusts posture
	

	f. moves obstruction/s
	

	g. tidies cables
	


Where the candidate does not need to or cannot make adjustments to any of the above, ie area is set up perfectly, seating is not adjustable, then they should give a verbal or written response to the following question:

State how you could make adjustments to your working environment to make sure you are comfortable and safe when using a computer.
Assessor Health and Safety observation checklist (page 2 of 2)

Provide comments on how the candidate: 
· made necessary adjustments to minimize physical stress in preparation for the assessment

Assessor comments: 

· made necessary adjustments to minimize physical stress during the assessment

Assessor comments: 

· worked safely and respected others when using ICT-based communication

Assessor comments: 

Written or verbal responses should be attached to this sheet and be available during the internal and external moderation.
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