EARLY YEARS

ICT KEY SKILLS LEVEL 1 – PORTFOLIO ASSIGNMENT TASK ONE

Plan a Children’s Party

If carried out correctly, this assignment will enable you to meet these standards:

ICT 1.1
Find and select relevant information

ICT 1.2
Enter and develop information to suit the task

ICT 1.3
Develop the presentation so that the final output is accurate and fit for purpose.

Purposeful use of e-mail

Scenario

You are a nursery nurse working in a nursery.  The manager of your nursery has asked you to plan a children’s party for 3 and 4 year olds.  You will need to use your IT skills to work out the cost of the party and design a poster or invitation. 

Task 1  (ICT1.1)

Find two attractive pictures of a celebration cake.  One must be printed and saved or copied from an Internet website such as www.google.co.uk/images . 

The second picture should be from a book or magazine.  (You may find these in Learning Resources.) 

Task 2  - ICT1.2, ICT1.3

Design and create an eye catching poster advertising the party for the parents’ noticeboard.  Illustrate the poster with the cake picture you found on the Internet.

Task 3 - ICT1.2, ICT1.3
The manager of the nursery needs to know the cost of the party.  Use the spreadsheet file you have been given to calculate the total cost of food per child and for 20 children.  You will need to add a suitable heading and develop this spreadsheet so all the data is visible and formatted correctly.

Task 4 – E-mail

Please e-mail the Nursery Manager with the date, time and venue of the party so the room can be reserved for you.

You will need to use the spreadsheet file called: “PARTY FOOD COSTS - ASGT1 (L1)”.

ASSIGNMENT CHECKLIST

Please use this checklist to make sure you include everything you need in your assignment.

ICT 1.1

	Prints of ICT search results (eg page from Google)


	

	Print of relevant ICT research


	

	Copy of non-ICT research (relevant information may be highlighted)


	


ICT 1.2
	Draft copies showing how text has been entered and developed (eg tabs & tables)
	

	Draft copies showing how numbers have been entered and developed (eg format of numbers, formulae)
	

	Draft copies showing how images have been entered and developed (eg image imported & moved or resized)
	


ICT 1.3
	Final (spellchecked & proofread) copies showing text presented in a suitable, consistent and clear way
	

	Final (spellchecked & proofread) copies showing number presented in a suitable, consistent and clear way
	

	Final (spellchecked & proofread) copies showing images presented in a suitable, consistent and clear way
	


E-mail
	Prints of e-mails


	


Proof of saving work
	Screen prints of saved files


	


ALSO, DON’T FORGET TO CHECK YOU HAVE:

· ANSWERED THE QUESTION IN FULL

· NUMBERED EACH PAGE

· NAMED EACH PAGE
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