Intermediate ICT 2006


GNVQ TEACHER SUPPORT PACK

INTERMEDIATE ICT – UNIT 1 COMMUNICATION

Information for teachers

This unit is assessed through a portfolio of work. 

Students must meet all of the pass criteria on the assessment grid to achieve a Pass grade. The criteria for Merit and Distinction have been included in the assignment for students who are capable of producing the quality of work required for these grades.

Although example documents are supplied in the Resources that accompany the Tasks for this Unit, it is essential that students use additional example of documents within the teaching and learning programme.  Examples of these documents are provided: -

Half- or quarter-page local newspaper advertisements;

Advertising flyers

E-mail;

Business letters;

Memoranda;

A report;

Meeting agenda.

Students must have at least three examples of two different types of documents for the purpose of Task 5.  Students can collect six suitable documents or can make use of six examples from the sample documents on the website.

Of course, the above list of documents is by no means exhaustive as a guide to what teachers should include in their teaching and learning programmes.  It is merely a list of the example documents that students must be familiar with for the purpose of the given tasks.  Additionally, teachers may wish to include examples of order forms, invoices, statements of account, minutes of meetings, tables of sports results, and informal communications.

The tasks in this Unit are designed to complement the recommended GNVQ (Intermediate) teaching strategy.  The Unit is essentially about recognising that documents have distinct purposes and that the form a document takes is very important to achieving its purpose.  The focus of the tasks is thus on identifying the different purposes to which documents are suited, and on composing such documents.

Assessment guidance

When grading student evidence teachers should consider the following general qualities between the three grades: -

· increasing depth and breadth of understanding

· increasing coherence, evaluation and analysis

· increasing independence and originality

· increasing skill in the effective application of ICT.

The outline below shows how the tasks cover the required evidence.
Task 1:


Produce a draft logo design (hand drawn) and translate this into a suitable computer graphic to be used in all documents.

Task 2:
P1, P2, M1, M2 (D3 - see below)


Produce (a) half-page advertisement or advertising flyer.  Use appropriate writing styles, layouts and page orientation.

Task 3:           P1, P2, M1, M2, D1, (D3 – see below)


Produce a letter of reply to the letter from Michelle Midgeley.

Task 4:
P3, M2, (D3 – see below)

Produce three documents.  Use text, pictures, drawings, charts and tables as appropriate.

Task 5:
P5, M3, D3

Comparison of documents.

	Identification of similarities/differences.  (a) and (b).
	P5

	Relevant explanation of differences.  (c) and (d).
	M3

	Use technical language.  Clear, coherent, comprehensive explanations and annotations. (a), (b), (c) and (d).
	D3


Task 6:
D4

Produce an evaluation of documents produced.

Evidence for P4 (check the accuracy of your work and keep backup copies of all files), and for M4 (work independently to produce your work to agreed deadlines), are covered by Tasks 2-5.  To be achieved they must be demonstrated throughout these tasks.  Further evidence for D3 will be obtained through the “fluent” use of Information and Communication Technology tools to produce the six documents

Scenario

Newton Leisure Centre is a recently established, private health and fitness club.  The leisure centre has managed to increase its membership over the last six months, but it is only just managing to break even, and needs to attract additional members.  

The Leisure Manager, Ian Crawford, and members of the Facilities Committee have carefully monitored the success of particular activities.  A variety of incentive schemes have been proposed, some of which are currently being introduced.  Others are due to be discussed in a forthcoming meeting.

One of the most successful activities is a group that meets at the Leisure Centre 3 times a week called “Newton Fitness Club”.

Look carefully at all of the resources.  You will see that some work needs to be done to help Newton Leisure Centre increase their membership.  Another issue that has become very clear for Newton Leisure Centre over the last six months is the need for better internal and external communications.  

NOTE:  The Resources do have their good features, but they can all be improved.
Adapted by K C Parry – January 2006

1

