ICT Key Skills, Common Errors Identified at Level 1

The following were common errors identified at ICT Key Skills Level 1 during the interim internal verification, please ensure that the students avoid these for the final internal verification.

1.1 Find and select relevant information
	Errors identified
	
	Solutions

	· Non-ICT resources, i.e. magazines, directories, etc. were not highlighted
	
	· Photocopies of relevant information used must be highlighted or underlined.



	· Web pages (ICT Resource) were not highlighted
	· 
	· Web pages of relevant information used must be highlighted or underlined.




1.2 Enter and develop information to suit the task

	Errors identified
	
	Solutions

	· No draft copies present
	
	· It is important to see development of the students work, ensure that the portfolios have at least 2 draft copies of students work.



	· Draft copies not annotated
	
	· Tutors or students should feel free to annotate draft copies as much as possible, the more evidence of development the more likely the portfolio will pass.



	· Images were not edited, i.e. moved or made larger or smaller
	
	· Students must show that images have been altered in some way, i.e. re-sized, re-located, etc. this is essential to show editing of the image.



	· Though not essential there were no draft copies of the final spreadsheets. Formula sheet has to be present. 
	
	· Having a couple of draft copies for your final spreadsheet will add weight to your development, i.e. changes in font sizes, adding borders, £ signs, etc. The Formula sheet must be present.




Emails

	Errors identified
	
	Solutions

	· Poorly constructed emails showed very little relevance or information to the task. 


	
	· Key Skills tutors are encouraged to make sure emails are relevant to the task and that the information written in the email is related to the task.



	· Fake emails addresses were used as evidence i.e. fred_yahoo.co.uk (i.e. no @ sign) or fredhotmail.co (i.e. wrong email). These could not possibly work.
	
	· Key Skills tutors are encouraged to ask students to set up real email accounts of their own, i.e. yahoo, hotmail, etc. and not to create fake accounts for screen print sake.


File Log

	Errors identified
	
	Solutions

	· No evidence that students have saved their documents


	
	· Ensure that evidence is present of saved files through the File Log sheet files provided with the OCR paperwork. Alternatively students can provide screen dumps of directory and file structures or automatic referencing contained in headers or footers.




Finally, please make sure that the OCR Portfolio Recording Documents are completed with all portfolios

These can be found on my website at http://www.ictkeyskills.co.uk/portfolios.htm
