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ICT Level 2 
Guidance
ICT2.1.1

Describe how you will approach/work with an appropriate person

While your task or activity may be given to you by a tutor, teacher or trainer, you must show some independence in describing how you will approach it and carry it out.  You must know when to ask for and accept advice from an appropriate person to develop the detail and identify tasks and sub-tasks.  

The brief for or a description of the activity

Your tutor may provide you with a brief for the activity.  However, if you choose to carry out an activity of your own, that has been approved by your tutor, you must provide a short description of it, including its context and purpose.
ICT2.1.2

Describe and use correct procedures

You must be able to describe the appropriate steps when opening and shutting down systems and software, and to follow them correctly. 
Adjust personal settings

You must know how to adjust, for example, aspects of your screen display without affecting the work of other users of the machine or the network, and be able to restore the original settings when you have finished your work.
Manage files and folder structures
You must create and name files and folders, using names that make it easy to retrieve data later (e.g. names must give an idea of content, ownership, date, sequence).  You must know how to open, save, save as, print, close, delete, view, rename, move and copy files in appropriate folders. 

Handle and use portable storage media safely and correctly
You must know how to:

· handle, insert and remove portable storage media so as to avoid damage or loss of data
· label media appropriately
· be able to run virus checks before using media
· store media safely.
ICT2.1.3

Show understanding of and follow safe and healthy working practices
You must check and, if necessary, rearrange hardware and cables safely, adjust seating and lighting (or ask for these to be done by an appropriate person), avoid hazards, take breaks, minimise physical stress, and be able to explain why these precautions are necessary. 

Describe the need for and follow recommended procedures to protect the security of data and of ICT systems
You must use passwords and PINs where necessary, and make backups (or check that these have been made automatically).  You must know how to check that virus protection is up to date.  You must be able to describe why these precautions are necessary.
Use the internet safely

You must be careful to protect your identity, particularly in the context of social networking sites and chatrooms, and to avoid giving details of bank accounts etc on sites that are not secure.
Note  It is important that your evidence shows that you have followed safe, healthy and secure working practices as you carried out your activities.  It is not enough to be able to describe such practices out of context. 
ICT2.2.2
Access, navigate and search the internet for information

You must be able to think ahead about:

· the information you need for a specific purpose, e.g. to respond to an enquiry, carry out a task or get ideas for a design
· identifying where and how you might obtain this information, e.g. connecting to the internet, using a search engine efficiently and effectively (e.g. using wildcards, multiple search criteria, quotation marks, searching within results, relational operators, logical operators)
· entering web addresses accurately

· browsing, following links, using forward and back, saving and using bookmarks. 

Make sound judgements

You must consider how far the websites you find provide accurate and reliable information. For example, sites with the suffix ‘.gov.uk’ provide official statistical information, whereas facts and figures on many other sites are not independently verified.  
Evaluate fitness for purpose

You must know how to read and understand information so you can check facts and spot possible error or bias when you are making judgements on whether the information suits your purpose.  You might take into account the intention and authority of the provider, the currency of the information, and its relevance. 

Select and use the information you need to meet your purpose
You must be able to copy and paste, save, capture images, download files, and play streamed media files.
Establish copyright status

You must know that all information, printed or ICT-based, is copyright.  You must note the source of all the information you use and be able to establish whether the information you need can be reproduced without permission.  
ICT2.2.3

Appropriately named files and folders

The names that you use for your files and folders must give information about their content, ownership, date, sequence.  
Send, receive and respond appropriately to email 

You must be able to open your mailbox, read, reply, delete, forward, create, send, copy, open and add attachments, use an address book, adapt your style to suit your audience, use appropriate language, respect confidentiality.
Copy email to others only as appropriate

You must copy email to others only on a ‘need-to-know’ basis.
Data protection requirements
You must be aware of and observe data protection requirements, e.g. not to provide someone’s personal information to third parties without their consent.
Manage efficient storage of email, email attachments and email addresses

For example, you must use folders to store important emails and/or attachments, and maintain an address book.
ICT2.3.1

Enter, bring together and organise information 
You must be able to enter and/or import information in a form that suits the software and future development of the information, and use formats that are helpful in handling information that you have entered or imported.  You must know how to bring together different forms of information (text, images, numbers), e.g. insert, delete, select, copy, scan, cut, paste, drag and drop, find and replace, undo and redo, incorporate images into frames, put data into tables or columns, so as to make the processing and presentation of information as straightforward as possible. 
Evidence must show the process

Evidence must show that you have considered different ways and layouts for presenting your information and can explain your choices, e.g. in annotated drafts, notes, or witness statements.

Derive new information

The processing of information (including quantitative data, text, and images) will generate new information, such as totals, page references, indexes, or revised diagrams or graphs.  In processing information, you must be able to further your purpose and to draw your own conclusions. 

Develop presentation using layouts and techniques
You must know how to:

· select and use layouts that are suitable for presenting combined information, including the conventions applied to commonly used documents (e.g. letters, spreadsheets, tables, menus, reports, posters, web pages). 

· format and lay out text using tabulation, justification, spacing and supplied styles, e.g. margins, alignment, tabs, indents, font, line spacing, header and footer, portrait, landscape, columns, bullets, numbering, page breaks and page numbering. 
· (when you are laying out tables) arrange rows and columns appropriately, align horizontal and vertical text, merge and split cells, insert borders, insert shading etc. 
· (when you are laying out a spreadsheet) adjust row height and column width, insert/remove gridlines, merge cells, add cell borders, set cell data type and format (e.g. text, currency, %, decimal places, date, time, wrap text). 
· (when you are formatting images) resize, crop, align, use borders, text wrap. 
Presenting your work does not necessarily involve the use of Microsoft PowerPoint ®. 
ICT2.3.2

Accepted conventions and templates

You must know whether, in the context in which you are working, there are any accepted ways of presenting work (e.g. formats, styles, logos), and be able to use these when appropriate.
Review the effectiveness 

You must reflect on and evaluate both the process whereby you developed and presented your work, and the quality and fitness for purpose of the final product.  
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