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NCFE Functional Skills Qualification in Information and Communication Technology (ICT) at Entry Level 2
Sample assessment 1 – Mark Scheme
The following pages contain the Mark Scheme. Since the information contains details about the assessment tasks, it should be kept securely until the date of assessment.

Assessors should read this document prior to assessment to see assessment requirements.

Candidates must not have access to the following information.

As well as the instructions in this document, centres must adhere to the NCFE Regulations for Conduct of Controlled Assessments (Functional Skills) when carrying out controlled assessments, available from the NCFE website or on request from the Centre Support team.

NCFE Functional Skills Qualification in ICT at Entry Level 2

Mark scheme and guidance

Guidance for Assessors
The following mark scheme gives you:

· examples and criteria of the types of response expected from a candidate

· how individual marks are to be awarded

· the total mark for each task or related tasks.
Notes for Assessors:

· all candidates should be fairly marked - Assessors must mark the first candidate to the same standard and criteria as they mark the last

· all candidates should have the best possible opportunity to attempt all the tasks. This includes support in understanding the requirements of the tasks
· mark schemes should be applied positively - candidates must be rewarded for what they have shown they can do rather than penalised for things they have not done

· Assessors should always award full marks if deserved, ie if the answer matches the mark scheme. Assessors should also be prepared to award zero marks if the candidate’s response is not worthy of credit according to the mark scheme

· when Assessors are in doubt regarding the application of the mark scheme to a candidate’s response, they should contact NCFE in the first instance

· half marks must not be used – where partial achievement of a question can be made, fewer marks should be awarded

· the marks awarded for each individual candidate should be clearly and legibly recorded on the mark scheme and in the grid provided on the front sheet

· ticks, crosses and marks can be indicated throughout the mark scheme, in addition to marks being recorded on the final page
· candidates should be encouraged to use verbal response and practical actions. Where this is used, the Assessors should indicate this on the Assessor Observation Record, clearly identifying the task number and the candidate’s response
· candidates should only be awarded the full marks for each of the criteria where Assessors feel the candidate has demonstrated an effective performance with clear evidence of proficiency. 
Level of support for candidates – Guidance for Assessors
All candidates should have the best possible opportunity to attempt all the tasks. This includes support in understanding the requirements of the tasks.

Please note the following terms and the related interpretations should be applied throughout the assessment:

Where necessary, the instructions for each task can be read out to candidates at the start of the task. Assessors should provide support and encouragement throughout the assessment, but must not prompt candidates in such a way that will remove opportunity for the candidate to complete the assessment with a high level of independence.

Acceptable support:

· Reading the assessment to the candidate if asked
· Reminding the candidate of the instructions
· Help with unfamiliar vocabulary used by the task
· Clarify the requirements of the task, as necessary and appropriate
· Repeating instructions to focus the candidate

· ‘Open’ reminders eg ‘Is there anything else you need to do?’
· Reminding candidates where to find documents necessary for completing the task; ie source documents etc
Unacceptable support:

· Telling the candidate what to do
· Repeatedly asking the candidate to try again until they meet the requirement

· Giving verbal or written suggestions for candidate responses
· Checking or giving feedback on the accuracy of the candidate’s actions or responses
If Assessors have any queries in relation to these or other support levels, they should contact NCFE prior to the assessment.

Allocation of marks across the skills standards
	Using ICT
	T 1
	T 2
	T 3
	T4
	T5
	T6
	Total marks
	Required weighting
	Actual weighting

	interact with ICT for a purpose
	
	4
	
	2
	3
	
	16
	20-30%
	27%

	follow recommended safe practices
	5
	2
	
	
	
	
	
	
	

	Finding and selecting information
	T 1
	T 2
	T 3
	T4
	T5
	T6
	Total marks
	Required weighting
	Actual weighting

	use ICT-based sources of information
	
	2
	
	4
	
	
	8
	10-20%
	14%

	find specified information from ICT-based source
	
	
	
	
	
	2
	
	
	

	Developing, presenting and communicating information
	T 1
	T 2
	T 3
	T4
	T5
	T6
	Total marks
	Required weighting
	Actual weighting

	enter and edit information for a simple given purpose
	
	
	5
	6
	4 
	5
	34
	50-70%
	59%

	bring together two given types of information
	
	
	
	
	6
	2
	
	
	

	use ICT-based communication
	
	3
	3
	
	
	
	
	
	


Summary of question type
0/58 marks for closed questions = 0%
58/58 marks for open questions = 100%
	Task Ref. No
	1
	2
	3
	4
	5

	Closed question
	
	
	
	
	

	Open question
	*
	*
	*
	*
	*


Summary of coverage and range for the sample assessment paper
	Skills standards
	coverage and range
	Task reference
	Marks awarded

	Using ICT

U1 interact with ICT for a purpose
U2 follow recommended safe practices

	a. use computer hardware
	2
	2

	
	b. use software applications for a purpose
	4,5
	2/3

	
	c. recognise and use interface features
	2
	2

	
	d. minimise physical stress
	1
	1

	
	e. keep access information secure by using password
	2
	2

	
	f. understand the need to stay safe
	1
	4

	Finding and selecting information

F1 use ICT-based sources of information
	a. use simple search facilities
	2,4
	2/4

	F2 find specified information from ICT-based source
	
	6
	2

	Developing, presenting and communicating information

D1 enter and edit information for a simple given purpose
D2 bring together two given types of information
D3 use ICT - based communication
	a. use simple editing and formatting techniques
	3,4,5,6
	5/6/8/2

	
	b. for print and for viewing on screen
	5,6
	2/2

	
	c. identify and correct simple errors
	6
	3

	
	d. read, send and receive electronic messages
	2,3
	3/3


NCFE Functional Skills qualification in ICT at Entry Level 2
Mark scheme

Please note the following terms and the related interpretations should be applied throughout the mark scheme:

With help – where the candidate is unable to complete an element of the task requirement; ie they cannot open the email. The assessor opens the email or tells the candidate how to open it - and the candidate is able to attempt and/or complete the task from that point. The candidate should not be awarded marks for opening the email, but can access the marks for following the instructions in the email. 

With guidance – where the candidate has been asked to consider/remember, how they completed the task on previous occasions: ie candidate asked to think about how they opened and replied to emails on previous occasions, after which the candidate attempted and/or completed the task. The guidance given helps the candidate to complete part, but not all of the requirement. Where such guidance is given the candidate should not be awarded full marks, but can be awarded marks for completing the requirement.

Independently – where the candidate needed no support to attempt and/or complete the task, or the support given was in the form of:

· Reading the assessment to the candidate if asked
· Reminding the candidate of the instructions

· Help with unfamiliar vocabulary used by the task
· Clarify the requirements of the task, as necessary and appropriate
· Repeating instructions to focus the candidate

· ‘Open’ reminders eg ‘Is there anything else you need to do?’

· Reminding candidates where to find documents necessary for completing the task; ie source documents etc.
Candidate name                                                                                                  Date                                  Time                      

Assessor name 









Signature

Mark scheme Task 1

Assessors should be prepared to award zero marks if the candidate’s response is not worthy of credit according to the mark scheme.
	Skills standard
	Coverage and range
	Ref
	Awarding of marks against evidence in response
	Available marks
	Marks awarded

	Using ICT

follow recommended safe practices
	minimise physical stress
understand the need to stay safe
	U2 d
	The candidate carried out a basic health & safety check in the ICT work areas and made appropriate adjustments
Examples
· Check/adjust: seat/keyboard/mouse cable or mat/ screen/monitor/posture for own physical comfort and safe working
· Moved obstruction/s

· Tidied cables
Cross check with details recorded in Task 1 and throughout the assessment on the Health and Safety checklist

Candidates must demonstrate awareness of at least two from the checklist.
	1
	

	
	
	U2 f
	The candidate demonstrated awareness and understanding of physical hazards through an appropriate response to each question and/or through actions on the following:

1. wires/cables – people could trip over them/get tangled in them/pull attached equipment off the desk
2. spilling drinks – cause electrical problems, damage equipment/self
3. breaks from work – to prevent strain or injury to eyes and muscles
4. internet – Don’t give out your postal address or other contact details, unless you are sure about the person you are giving them to. Ask for help if you are not sure about giving out your personal details to others. If in doubt, don’t do it.
Accept any other similar logical responses and/or actions which demonstrate that the candidate is aware and understands physical hazards.
(award 1 mark for each up to a maximum of 4 marks)
	4
	

	Possible marks 
	5
	


Mark scheme Task 2
Assessors should be prepared to award zero marks if the candidate’s response is not worthy of credit according to the mark scheme.
	Skills standard
	Coverage and range
	Ref
	Awarding of marks against evidence in response
	Available marks
	Marks awarded

	Using ICT

interact with ICT for a purpose
	use computer hardware
	U1 a
	The candidate used screen, printer, keyboard, point and click device etc.

· With guidance - candidate instructed on use (award 1 mark)

· Independently (award 2 marks)
	2
	

	
	recognise and use interface features
	U1 c
	The candidate recognised and used interface features, eg touch screen, scroll pad, mouse, menus, icons etc:

· With guidance - candidate shown where to locate icons and used them (award 1 mark)

· Independently (award 2 marks)
	2
	

	Using ICT
follow recommended safe practices
	keep access information secure by using a password
	U2 e
	The candidate used a password or PIN to log on to computer, secure area or unlock mobile phone:

· With guidance - candidate asked to think about how they might remember password/PIN and how they have completed the activity on previous occasions (award 1 mark)

· Independently (award 2 marks)
	2
	

	Finding and selecting information

use ICT-based sources of information
	use simple search facilities
	F1 a
	The candidate found correct email/electronic message using the subject column in the inbox

· With help - candidate informed of how to find email (award 0 marks)

· With guidance - (‘The title is ‘Help!’/or other helpful information) (award 1 mark)

· Independently - found message (award 2 marks)
	2
	

	Developing, presenting and communicating information

use ICT – based communication
	read, (send) and receive electronic messages
	D3 d
	Candidate opened the email/electronic message:

· With help - candidate informed of how to open email (award 0 marks)

· With guidance - candidate asked to think about how they opened emails on previous occasions (award 2 marks)

· Independently - (award 3 marks)
	3
	

	Possible marks
	11
	


Mark scheme Task 3
Assessors should be prepared to award zero marks if the candidate’s response is not worthy of credit according to the mark scheme.
	Skills standard
	Coverage and range
	Ref
	Awarding of marks against evidence in response
	Available marks
	Marks awarded

	Developing, presenting and communicating information

enter and edit information for a simple given purpose
	use simple editing and formatting techniques
	D1 a
	· With guidance - candidate structured a reply to email (award 1 mark)

· Independently - candidate structured a reply to email (award 2 marks)


	2
	

	Developing, presenting and communicating information

Bring together two different types of information
	use simple editing and formatting techniques
	D2 a
	Content of email included:

· mention of picture/s (award 1 mark)

and
· response about use of colour printing (award 1 mark)

and
· where to display the poster (award 1 mark) 
	3
	

	Developing, presenting and communicating information

use ICT-based communication
	read, send and receive electronic messages
	D3 d
	Candidate sent the email/electronic message:

· With help - candidate told how to send (award 0 marks)

· With guidance - asked to think about how they completed the activity on previous occasions (award 2 marks)

· Independently - (award 3 marks)


	3
	

	Possible marks 
	8
	


Mark Scheme Task 4
Assessors should be prepared to award zero marks if the candidate’s response is not worthy of credit according to the mark scheme.
	Skills standard
	Coverage and range
	Ref
	Awarding of marks against evidence in response
	Available marks
	Marks awarded

	Finding and selecting information

used ICT-based sources of information
	use simple search facilities
	F1 a
	Candidate found the document:

· With guidance - candidate instructed on finding document (award 1 mark)

· Independently - found document (award 2 marks)
	2
	

	Finding and selecting information

used ICT-based sources of information
	use simple search facilities
	F1 a
	The candidate found images for poster:

· With guidance - candidate instructed on finding images (award 1 mark)

· Independently - found images (award 2 marks)
	2
	

	Using ICT

interact with ICT for a purpose
	use software applications for a purpose
	U1 b


	Used software applications to create poster (word processing, Word Art, Clip Art etc. (award 1 mark for each up to maximum of 2 marks)
	2
	

	Developing, presenting and communicating information

enter and edit information for a simple given purpose
	use simple editing and formatting techniques
	D1 a
	Inserted given text in poster:

· With guidance - (award 1 mark)

· Independently - (award 2 marks)
Text is clearly visible on the page
and
Changed font size:

· With guidance - (award 1 mark)
· Independently - (award 2 marks)
and
used at least one appropriate image to remind people that they should not eat or drink in computer room
· computer/food crossed out/drink crossed out/spillage (award 1 mark)

· used 2 appropriate images (award 2 marks)
	6
	

	Possible marks
	12
	


Mark Scheme Task 5
Assessors should be prepared to award zero marks if the candidate’s response is not worthy of credit according to the mark scheme.
	Skills standard
	Coverage and range
	Ref
	Awarding of marks against evidence in response
	Available marks
	Marks awarded

	Developing, presenting and communicating information

enter and edit single items of information
	use simple editing and formatting techniques
	D1 a.
	· With guidance – inserted title (award 1 mark)

· Independently – inserted title (award 2 marks)
Accept any placement of title: eg. Text of title can be seen on the page
	2
	

	Using ICT
Interact with ICT for a purpose
	use software applications for a purpose
	U1b
	Title was fit for purpose:
· Title identifiable, but not easy to read (award 1 mark)

· Title identifiable, easy to read (award 2 marks)

· Title identifiable, easy to read and in appropriate style (award 3 marks)

Examples for ‘easy to read’

Font style simple, font size not too large/small/stretched

Examples for ‘appropriate style’

Format makes the title clearly visible, (colour/outline of text/ border on text)
	3
	

	Developing, presenting and communicating information

enter and edit information for a simple given purpose
	use simple editing and formatting techniques
	D1 a
	Candidate demonstrated use of formatting:

· Word Art

· Colour

· More than one font styles/size

· Border/s

(award up to 2 marks)
	2
	


(Task 5 continued)

	Developing, presenting and communicating information

bring together two given types of information
	use simple editing and formatting techniques
	D2a
	Final poster was fit for purpose:

· One image and some of the text (award 1 mark)

· One image and all of the text (award 2 marks)

· Both images and some of the text(award 3 marks)

· Both images and all of the text (award 4 marks)

Examples for ‘fit for purpose’
Looks like a poster, message is clear, images clearly visible.
	4
	

	Developing, presenting and communicating information

bring together two given types of information
	for printing and for viewing on screen
	D2 b.
	Candidate printed poster
· With guidance (award 1 mark)
· Independently – inserted title (award 2 marks)

	2
	

	Possible marks
	13
	


Mark Scheme Task 6
Assessors should be prepared to award zero marks if the candidate’s response is not worthy of credit according to the mark scheme.
	Skills standard
	Coverage and range
	Ref
	Awarding of marks against evidence in response
	Available marks
	Marks awarded

	Finding and selecting information

find specified information from an ICT-based source
	use simple search facilities
	F2 a.
	Candidate found correct document
· With help – candidate told how to find document (award 0 marks)
· With guidance – (‘The title is ‘Computer Room Sign’/or other helpful information) (award 1 mark)

· Independently - found document (award 2 marks)
	2
	

	Developing, presenting and communicating information

enter and edit information for a simple given purpose
	use simple editing and formatting techniques
	D1 a
	· With guidance – identified and corrected year date (award 1 mark)

· Independently – identified and corrected year date (award 2 marks)
	2
	

	Developing, presenting and communicating information

enter and edit information for a simple given purpose
	identify and correct simple errors
	D1 c.
	· With guidance – identified and corrected errors (award 1 mark)

· Independently – identified and corrected errors (award 2 marks)
	3
	

	Developing, presenting and communicating information

bring together two given types of information
	for printing and for viewing on screen
	D2 b.
	Candidate printed sign
· With guidance (award 1 mark)
· Independently – inserted title (award 2 marks)

	2
	

	Possible marks
	9
	


Total marks awarded: 


Pass mark: 44/58


Candidate achieved: Y / N
2

