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ICT Level 4

Amplification of evidence requirements
This is about demonstrating your skills in:

· developing a strategy for using ICT skills

· monitoring your progress and adapting your strategy as necessary

· presenting the outcomes of your work

· evaluating your overall strategy.

Notes

1. Each level of the skill incorporates and builds on the previous levels. You must therefore ensure that you are familiar with all the requirements of ICT Level 3 which, in turn, incorporates the requirements of the lower levels.

2. You must provide evidence of your ICT skills, as they are specified in the first column of this amplification document. Your evidence must be in the form described in the second column (‘Evidence requirements’). In order to provide this evidence, you will need to have the skills that are listed in the third column.

3. The ‘Guidance’ in the fourth column supports the requirements of the first three columns and is intended to advise and help you and your teacher/tutor/trainer in your work.  It provides explanations of some of the requirements of the standards that may be useful when you are developing the skill of ICT at Level 4 and producing evidence of your work.  It is not a mandatory part of the standards.
4. The Mandatory Definitions give the exact meaning of certain words in the document.  You must always refer to them when you are developing your skills, gathering your evidence and preparing for assessment.   

5. Witness statements may be used to support written evidence (e.g. of a discussion) but must not be the only form of evidence that you provide.  

Evidence  

At Level 4, you will be assessed via a portfolio of evidence.  The term ‘evidence’ is used in this document to refer to the work you produce for final assessment.

Your evidence must show the processes you have used to identify and describe the task you have undertaken, to select, enter and develop information, and to develop the presentation of your work. The development process will normally involve drafting, revising, correcting, redrafting or reformatting your work, so the evidence you submit for assessment must include at least one complete draft with notes, annotations, highlighting, alterations etc. Your final printouts, presentations etc are not, on their own, sufficient as evidence, though they must of course be included in your portfolio. 
Evidence of some parts of the process might include a signed statement, providing enough detail, from the person (e.g. manager, teacher, trainer) who has witnessed your work. Where such a witness statement is used, there should normally be supporting evidence in the form of your notes or plans, or evidence that your assessor has discussed the detail of the process with you. 
You must produce evidence of meeting the requirements of ICT4.1, ICT4.2 and ICT4.3 in the context of one activity.

You may present your evidence in electronic format, or in hard copy, or in a combination of these.

There must be evidence that all your work has been assessed and authenticated, e.g. there must be records/notes, written by a competent assessor, confirming that your work is your own and that it has achieved the required standard. 
Where the standards refer to ‘information’, this can take the form of text and/or images and/or numbers. 

Access statement  

Candidates with particular disabilities may be unable to show that they are competent by providing all their evidence in the form specified.
For such candidates, reasonable adjustments to the evidence requirements may be allowed in appropriate circumstances.  In some cases, exemptions may be permissible.  For details, please see introduction to the standards.
ICT4.1 Developing a strategy
	You must provide evidence that you can:
	Evidence requirements
	In order to show that you are competent, you need to know how to:

	ICT4.1.1

Develop a strategy for using ICT skills over an extended period of time.

	Evidence must be written and may be in various forms, including entries in a personal development plan or progress file, or a project proposal. 

Evidence must include:

· reasons for the choice of methods.
· annotated references of sources used for researching information.


	· establish opportunities to use ICT skills 

· clearly identify the outcomes you hope to achieve

· plan your use of ICT skills over an extended period of time taking into account factors that may affect your plans

· make a reasoned choice of methods for achieving the quality of outcomes required

· identify relevant sources of information, including people and reference material, and research the information you need.




ICT4.2  Monitoring progress

	You must provide evidence that you can:
	Evidence requirements
	In order to show that you are competent, you need to know how to:

	ICT4.2.1

Monitor progress and adapt your strategy, as necessary, to achieve the quality of outcomes required in work involving the use of ICT for two different, complex purposes.

	Evidence of monitoring progress and adapting strategy may be through:

· written records of the candidate’s reflections on the progress of the work and of feedback obtained

and/or

· written notes of discussions with appropriate persons, supported by witness statements.

Evidence must describe choices made, reasons for these, and judgments of their effectiveness.

Evidence must include:

· notes of planning

· at least one draft, with evidence of checking

· full references for all sources used. 


	· prepare and use ICT to aid: 

· efficient searching, evaluation and selection of information 

· exploration of alternative lines of enquiry 

· develop and exchange relevant information to meet your purpose 

· derive new information, including integration of text, image and number 

· monitor and critically reflect on your use of ICT skills, including: 

· obtaining feedback from others

· noting choices made and judging their effectiveness 

· adapt your strategy as necessary to overcome difficulties and produce the quality of outcomes required. 




ICT4.3 Presenting outcomes and evaluating strategy

	You must provide evidence that you can:
	Evidence requirements
	In order to show that you are competent, you need to know how to:

	ICT4.3.1

Present the outcomes of your work.

	Evidence may be presented electronically, in hard copy, in an oral presentation, or in a combination of these.

If any part of the evidence is presented orally:

· Evidence must include the candidate’s preparatory notes for the presentation.
· There must be additional evidence which may be in the form of:

· audio/visual clips of the presentation
and/or
· witness statements.

· Brief notes may be used as a prompt, but the candidate must not read these out.

Assessors must look for:

· clarity of expression
· appropriate use of vocabulary
· the use of a variety of verbal, visual and other techniques
· evidence that the presentation is well structured, with examples that are relevant to the audience

· evidence that the audience has responded appropriately.

	· develop the structure for presenting your work, integrating different types of information to ensure consistency in the display of text, numbers and images 

· use the views of others to guide refinements to content and design 

· present information effectively, using a format and style to suit your purpose, subject and audience, and ensure that: 

· it is accurate in terms of content and conventions 

· it makes sense  



	ICT4.3.2

Evaluate the effectiveness of your strategy, and identify ways to further develop your ICT skills.

	Evidence must be written but may be supported by a recorded discussion with an appropriate person
	· evaluate the effectiveness of your strategy, identifying factors that had an impact on the outcomes 

· identify ways to further develop your ICT skills. 
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