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ICT Mandatory Definitions 

Note: 

The focus of this Mandatory Definitions document is on the terms and concepts that are particularly relevant to the ICT standards.  It includes some but not all of the specialist ICT terms that appear in the standards.

accuracy/-te/-ly 

Has the everyday meaning of ‘without mistakes’.

acknowledge (sources)
Include, at least, title or website address of source/s of information.

·  in full: use recognised referencing system, such as Harvard for printed materials.

active (steps)
At Level 3, show some degree of initiative or independence in ensuring safe and healthy working practices.
activity

An activity includes a number of related tasks where the results of one task affect the carrying out of another.  See also ‘task’.
align

Place pictures, text, or cell contents to the left, right, or centre of a given space, or to the left or right margin, or both.

analyse
Break down into components or essential features; examine in detail.
appropriate

Suitable for intended activity, task, context, audience etc.  The use of ‘appropriate’ in the standards recognises that different contexts require different treatments. 
assessor

The person who is competent/trained and responsible for judging a candidate’s performance against the standards at the appropriate level.
audience

The audience is the people addressed by a text, document or speaker.  The term includes readers, listeners, film/TV audiences and users of ICT. 

authentic (evidence)
Evidence that has been produced by the candidate with no more help, support or guidance than is permitted at the relevant level. 
authenticate

Confirm that a candidate’s evidence is authentic.
bring together (information)
Combine text and/or numbers and/or images into a single piece of work.
check

Go through work for a second time (or more) to identify and correct mistakes.
combined (information)
Information that brings together text and/or numbers and/or images.
common 
Used to describe units, instruments, measures, date formats, etc that are widely used in everyday life in non-specialist contexts. 

communicate 
Includes send, receive, exchange and/or share (information).
communication services

Include, for example, ISP, broadband, dial-up, network, mobile phone.
complex

·  
At Level 3, a complex activity involves three or more tasks. 

· At Level 2, complex search techniques involve two or more search criteria being used in combination. 

confirm

The task or problem is given by the tutor, teacher or trainer; it is the candidate’s responsibility to demonstrate that they fully understand it.
correct (procedure)

· Correct procedures ensure that ICT systems are started and shut down in accordance with manufacturers’ and/or local guidelines.

· (of portable storage media) Insert, remove and handle in accordance with software and hardware requirements. 
data

Quantitative information consisting of counts or measurements. 

Singular: datum.

describe

Unless otherwise specified in the standards or amplification, candidates may describe their task/activity, methods, data, results etc in written or spoken form, or a combination of these.

develop (information)

Work with data and information to improve fitness for purpose, presentation, ease of use, efficiency etc.
device

Piece of electronic hardware, e.g. mouse, keyboard, screen, printer.
edit

Includes adding, deleting, and amending information.

effective/ly

Carry out a task in a way that produces the desired result.  It is possible to be effective but inefficient.

efficiently

· Carry out a task using an appropriate number of steps or operations and in a sequence that is fit for purpose.  For example, when using electronic aids, it is efficient to use available operations and functions, e.g. memory and constant functions on a calculator, or to use the ‘sum’ formula in a spreadsheet for a range of cells, rather than adding up individual cells.

· Not waste time and resources by, for example, downloading and/or printing large amounts of information unselectively.
electronic aid
A tool for calculating, e.g. a calculator, spreadsheet. 

error

· A problem resulting from a hardware, software or electrical failure.
· A message that results from inputting inappropriate data or information, or from inputting data or information incorrectly.
establish (copyright)
Find out whether it is necessary to get permission to reproduce the material in question.

evidence

At levels 1 to 4 only, candidates have to produce a portfolio of evidence to demonstrate that they have the skills required to satisfy the requirements of the standards.  Evidence can include computer printouts, written material, audio and/or video recordings, and witness statements/testimony.  See also ‘portfolio’ and ‘witness statement’. 

At Entry Level, candidates have to demonstrate that they have the skills to meet the requirements of the qualification by completing awarding body designed assessments.  These are regarded as evidence and could also include written material, computer printouts, artefacts, audio and/or video recordings, and witness statements/testimony. See also ‘portfolio’ and ‘witness statement’.
exchange (information)
To send information to and receive information back from the same person.   See also ‘share’.
explain

Give a clear and detailed account or description, including of cause and effect where appropriate.  Tends to involve words such as ‘so’, ‘therefore’, ‘as a result’.  Unless otherwise specified in the standards or amplification, candidates may explain their task/activity, methods, data, results etc in written or spoken form, or a combination of these.

extended (period of time)

An extended period of time is likely to be at least three months.

fit/ness for purpose

· Information must be evaluated and selected, taking into account the authority of sources, and the currency, relevance, bias etc of the information.
· Text and/or images and/or numbers must be presented in ways that will help the audience to understand the information that is being presented.
· Information must be laid out and presented in ways that meet the purpose of the task or activity and are appropriate to the nature of the audience.   See also ‘purposeful’.
format 
· Text: e.g. margins, portrait/landscape, bold/italic/underline, borders, shading, colour.
· Tables/spreadsheets: e.g. column width, row height, cell merge.
· Images: e.g. crop, size/resize.
given

Refers to a task, activity, or information that is provided to the candidate by the tutor, teacher or trainer, rather than the candidate having to find, identify or choose it for themselves.

graphics

Collective term for any kind of image.
healthy

In the context of ICT, refers to issues such as seating arrangements, screen height/glare, taking breaks, using wrist rests etc.
housekeeping 
Local arrangements for ensuring the orderliness and maintenance of ICT systems. 

identify

Understand meaning or purpose, after consideration (but see also ‘recognise’). 

image

Includes photographs, objects, artefacts, scanned images, clip art, plans, sketches, diagrams, pictures, graphs and charts.  Whatever form the image takes, it must be fit for purpose and must help understanding of the material being presented.    
A 'simple image' might be a picture, sketch or diagram that shows simple information and requires very little interpretation. 

A table of text or numbers does not count as an image for ICT.

independence/-t/-ly

Making choices or decisions without consulting a tutor, teacher or trainer in the first instance, though perhaps asking advice or seeking confirmation later.  Includes being able to recognise when it is appropriate to ask for advice or seek confirmation.

information 

Information can take the form of text and/or images and/or numbers.
information source

·  
ICT-based  Obtained from an electronic source, e.g. CD, DVD, intranet, internet, database.
·  
non-ICT-based  Obtained from a non-electronic source, e.g. print, broadcast, discussion.
interface feature

Includes icons, option buttons, sliders/scrolling, menus and sub-menus etc.
interpret

Explain the meaning of, for example, symbols, information, results.
justify

· Explain why the methods used or choices made are appropriate to the task or activity.
· Align text to the left or right margin, or both.
layout

Arrangement of text, images etc on the page or screen.
See also ‘format’.
mistake

Has its everyday meaning; this is different from ‘error’ which has a specialist meaning in ICT. See also ‘error’.
notes

Notes that are submitted as evidence need not be in continuous prose, and grammar, spelling and punctuation do not have to be perfect, but they must be legible and meaning must be clear.  They include completion of a pro forma, where this is appropriate.  Where appropriate, notes may be supplemented by a witness statement.

output

The result of a computer process, e.g. information on the screen or on paper.

personal settings

e.g. mouse speed, icon size, font size, screen resolution, desktop contrast, volume.
portable storage media

e.g. floppy disc, CD, DVD, memory stick, Flashdrive, external hard disc.
portfolio
A portfolio is a file, folder or other means of storing and presenting the evidence that the candidate is submitting for final/summative assessment.  It may include a variety of types of evidence, e.g. written, video, audio, artefact, and may be in hard copy, e-based (often referred to as an e-portfolio), or a combination of these.

present/ation  
Unless otherwise specified in the standards (e.g. ‘using ICT’), candidates may present the results of their work in written or spoken form, or a combination of these.  Presenting work does not necessarily involve the use of Microsoft PowerPoint ®. 
purposeful
Evidence must be generated in the context of a task or activity that satisfies some purpose in the candidate’s work or leisure.  Evidence that is collected simply to satisfy the requirements of the portfolio is not purposeful and does not meet the assessment requirement.  See also ‘Fitness for purpose’.

range 
Refers to three or more methods, sources, options etc.
read

In the context of ICT, the term ‘read’ refers to obtaining meaning from symbols, numbers, diagrams, graphs etc.  It may not require the ability to read continuous text, though this is more likely to be necessary at Level 2 and Level 3.   
recognise

Understand meaning or purpose on sight.    
recommended

Recommendations may be by a person, in print, or on-screen.
recording documents

These may include logs, diaries, completed pro formas, or any other means of recording work as it is being carried out.  Recording documents that are completed in retrospect at the end of a task or activity are not acceptable as evidence.

reliable/ility

Of a website: the extent to which information on the site can be assumed to be correct, trustworthy etc. For example, statistical information from .gov websites can be assumed to be reliable.
review (effectiveness)
Look back over completed work and consider lessons learned and whether there are ways in which similar work might be improved in the future.  Candidates may review the effectiveness of their work in written or spoken form, or a combination of these.

safe

· Physically safe, e.g. electrics, cabling.
· Socially safe, e.g. not disclosing inappropriate personal data when using social networking sites. 

search for (information)
Applies when purposeful information is not immediately available or forthcoming.   

secure/ity
Refers to protecting data and information by use of passwords, PINs, padlock symbol, making backups, etc.
select
Choose, using criteria appropriate to task.
share

Implies exchanging data with two or more others.  See also ‘exchange’.
simple
Describes information that makes limited demands on the candidate, e.g. straightforward text, whole numbers, numbers that are easy to work with (e.g. multiples of 2, 5, 10, 100), uncomplicated representations of limited amounts of data or information.  See also ‘straightforward’
software (application)
Includes word-processor, spreadsheet, database, graphics, browser, email.
sources

May be other people, printed material, electronic material (e.g. the internet), broadcasts etc. The range and complexity of sources will increase as the demand of a task or activity increases through the levels.

step

A purposeful action taken in the context of carrying out a task.

straightforward
Describes information, subjects and materials that candidates often meet in their work, studies or other activities.  See also ‘simple’.
style

Used when formatting text, e.g. use of font, bold, italic, underline.
system
Set-up of hardware + software + data + people, possibly including internet access.  May be stand-alone or networked. 
table
An orderly arrangement of information, numbers or letters, usually in rows and columns.  

task

A task is purposeful and complete in itself.  It may involve more than one step.  See also ‘activity’. 
valid

Valid evidence is evidence that gives a true picture of the work of the candidate and is directly relevant to the required standard.

version management

Keeping track of amendments and revisions to files by means of suitable filenames that give an idea of content and ownership, and include version number, date etc.

witness statement

A statement (sometimes called ‘witness testimony’) that confirms that the candidate has demonstrated the skill/s in question (e.g. followed safe, healthy and secure working practices) at the required standard.  The statement must be signed by a competent person, i.e. a person who was present when the candidate demonstrated their competence and who is, in the opinion of the assessor, capable of making a reliable, fair and unbiased judgment in relation to the required standard. 

Where used, a witness statement should include the date, the name, signature and contact details of the witness, and details of the context in which the observation took place.  There must also be a very short note of the witness’s role, e.g. workplace supervisor, geography teacher, youth group leader.
The assessor must confirm the authenticity and the validity of a witness statement; they may need to confirm with the witness that the statement is genuine and to check that the witness understands the requirements of the standard.  

A witness statement must not be the sole form of evidence that a candidate has achieved the standard.
Much of the evidence required is in the form of recording documents (e.g. a log, diary, or completed pro forma).  Such documents must be completed while the work is being carried out.  Recording documents that are completed in retrospect at the end of a task or activity are not acceptable as evidence.
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