Spreadsheets
Level 1

· Use of cells, rows, column headings

· Formatting cells – text, number, currency, percentage, data

· Use of suitable formulas – single arithmetic operator

· Functions SUM

· Identify the effects of changing specific values in a spreadsheet

· Create charts  - pie, bar, line
· If using as a table, add rows/columns; delete rows/columns
Level2

Design suitable spreadsheets including row/column headings, cell formats, formulas and functions

· Search for information using search criteria on one or more columns

· Use of formulas 

· Parentheses and multiple arithmetic operators

· Functions including SUM, AVERAGE, MIN, MAX, COUNT (we want at least three)
· Relative cell references

· Reference to cell ranges

· Replication of a formula into other cells

· Change values and formulas to explore and predict results

· Create charts – pie, single line, horizontal or vertical bar 

· Use relevant titles, legends, labels and axes

· Insert, delete and size rows and columns

· Insert and remove gridlines, add cell borders

· Copy cell contents 

· Merge and split cells

· Vertical and horizontal alignment within cells

· Format cells such as text wrap, date and time

· Sort, filter and query if spreadsheet is to be used as source of records

Level 3
· Import and open comma delimited text files and position the set of data in any worksheet location

· Construct and use look-up tables to aid information management

· Filter information

· Macros and automated routines

· Functions include IF, LOOKUP, (or MATCH)

· Logical operators AND, OR

· Absolute cell references

· Multiple line graph and stacked bar chart

· Control printed copy including pagination, hiding data

· Shading, patterns, line styles and borders on charts

· Multiple sorts, filter and queries if spreadsheet to be used as source of records.

ESW Levels 1-3

Presentations
We discourage the use of templates only because it minimises the amount of evidence that the candidate can produce in that a template chooses the background, font, font size, type of bullet etc. If additional features have been used which can justify the appropriate level then please accept.

Level 1

Sufficient features of the following: -

Use of different slide layouts, consistent colour background, change of font style, colour, size, default bullets and numbering.

Level 2

Different slide layouts, coloured background, use of slide numbers, footers, consistent headings and fonts throughout, transitions, custom animations, timings, reformatting of bullets and numbering etc.

Level 3

Professional presentation, non-sequential navigation

Think interactive and efficient use of software, features include:_

Master slides, action settings, buttons, hyperlinks, (internal and external), use of multimedia such as video, sound, links to external documents, purposeful custom animation, for example using animation on the columns of a chart, use of notes pages, customised bullets, macros,

Presentations at this level should not include hyperlinks to information that occurs in a sequential fashion, not fit for purpose. (This last point is my opinion)

	Essential Skills Wales ICT Guidance

	Flash Animation Software


	Websites



	Level1:

Basic animation for a purpose

Typically single-layer

Key Frames

Tween

Level2:

More complex animation for a purpose

Multi Layer

Key Frames

Tween

Simple mask

Level 3:

Complex animation for a purpose

Professional quality outcome

Multi Layer

Key Frames

Tween

Scenes

Action Script to support interaction

Sound
	Level 1:

Single webpage for a purpose containing hyperlinks.

Formatted Header.

Images.

Table (structure or presenting info).

Level 2:

Web site containing internal links to a minimum of 3 pages for a purpose (4 page site)

Marquees

Consistent formatting / layout

Tables demonstrating merged / split cells / shaded cells

Appropriate filenames / title bar

Effective use of formatting tools to effectively present information e.g. formatted / unformatted lists

Image filesize and format considerations

Further development of image such as removal of background; crop; layer / combine.

Level 3:

Substantial original website for a purpose.

Professional quality outcome.

Recommend research for content AND effective layout.

Internal (window) & external links (pop-up)

Resolution considerations

No horizontal scrolling

Vertical scrolling accompanied by anchors/hyperlinks

Consistent Navigation bars

Multimedia content

Effective use of links / image hotspots and / or appropriate buttons 

Effective use of Behaviours, for example rollover images.

Effective use of styles.

Effective use of Cascading style sheets.

Effective use of layers.

Effective use of scripting.

Effective use of Forms.

Accessibility considerations e.g. alt-text; resizable fonts; non-serif fonts.



	· NB not a checklist, the most important judgement is the final outcome.

· Electronic Submission essential for moderation.
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ESSENTIAL SKILLS WALES – ICT LEVEL 1

ICT 1.1 Use ICT Systems – Candidate Statement

You must demonstrate your ICT skills in the context of relevant tasks set in relevant contexts

Candidate Name: Joe Bloggs


	Element
	Candidate Statement
	Assessor Comments

	ICT1.1.1 

Confirm your understanding of a given task that involves the use of ICT


	Must be written at the beginning of the task

The candidate’s understanding must match the brief. Hence the brief must identify the purpose, audience and correct structure of the end product, for example, if the brief identifies a report then the end product must address the purpose of the report and have a valid report structure.
Example

I am going to produce a poster using Microsoft Word. The poster will advertise the opening of a new Gym and must contain the relevant details such as date, address, cost etc. I must use words, pictures and a table.

I will need to complete some research using the internet, create at least one draft and a final version. I will also have to email my tutor with my poster so she can check it and tell me if it’s ok. I will have to save my work using suitable file names and make a backup just in case I lose my work. I will also print it out, if possible, in colour.


	If filled in well the assessor can just sign. However if there are some omissions the assessor can fill in the gaps, for example. Joe used Word effectively to create his poster to show what software was being used.

	ICT1.1.2

Use ICT independently to carry out the task


	Can be filled in either at the beginning or end of the task.

I need to carry out all parts of my assignment on my own and will only ask my tutor if I’m stuck. 

Please note the candidate must address independence in a sufficient number of the points in the 3rd column of page 246 of the standards. (Many of these are implied through the production of the evidence within the portfolio).

Note at level 1 the candidate only has to show understanding of a backup so an explanation would suffice however it is probably easier for candidates just to complete a backup and evidence it through a screen shot
	

	ICT1.1.3

Follow safe, healthy and secure working practices at all times

Use the glossary at the end of the standards to check meaning of words


	Preferably at the end of the task.  Use practical examples. What have the candidates done?

For example

I used the computers safely as I did not drink around the hardware. I also made sure I put my bag underneath the desk, I followed healthy procedures as I adjusted my chair to suit me each time I used a computer. I also made sure I took regular breaks when I used the computer for a long time. I worked safely by not giving out my password. I also backed up my work.

At level 1 only follow safe, healthy and secure practices so “I did not drink”, at level 2 “I did not drink because….” .
	


Candidate Signature:  ………………………………………….

Assessor Signature:
  …………………………………………..
Date:  ……………………..
ICT 2.1 Use ICT Systems – Candidate Statement

You must use ICT for at least two different purposeful activities
Candidate Name:   …………………………………………………….

	Element
	Candidate Statement
	Assessor Comments

	ICT2.1.1 

Describe how you will approach an activity that involves the use of ICT
	 Must be at the beginning of the task

The candidate’s plan must match the brief. Hence the brief must identify the purpose, audience and correct structure of the end product, for example, if the brief identifies a report then the end product must address the purpose and have a valid report structure.
A plan can be produced through a bulleted or numbered list which sufficiently covers the task.
	

	ICT2.1.2

Use ICT independently to carry out the activity effectively


	Can be filled in either at the beginning or end of the task

I need to carry out all parts of my assignment on my own and will only ask my tutor if I’m stuck. 

Please note the candidate must address independence in a sufficient number of the points in the 3rd column of page 258 and 259 of the standards. (Many of these are implied through the production of the evidence within the portfolio).

Note at level 2 candidates need to make a backup and evidence it through a screen shot.
	

	ICT2.1.3

Follow safe, healthy and secure working practices at all times


	Advised to complete at the end of the tasks

Candidates must explain why they are following safe, healthy and secure practices

Hence, “I did some thing because…”

I used the computers safely as I did not drink around the hardware as water could damage the equipment. I also made sure I put my bag underneath the desk, so that other students wouldn’t trip. I followed healthy procedures as I adjusted my chair to suit me each time I used a computer, this would help stop me having back ache. I also made sure I took regular breaks when I used the computer for a long time to prevent headaches and eyestrain.  I worked safely by not giving out my password to anyone so they could not take any personal details. I also backed up my work so that I wouldn’t lose my work if my hard drive became corrupt.


	


Candidate Signature: ………………………………………

Assessor Signature:
 ……………………………………….  Date:   ……………………
ESW ICT Moderator Notes 05/06/11


