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NCFE Functional Skills Qualification in ICT at Level 2
Pre-Release Data files – SAMPLE ONLY
	Pre-release data files are needed by learners taking their Level 2 Functional Skills ICT paper based external assessment.



Pre-release data files should be saved on your centre’s local network and saved as read-only files, where possible. The format of the files must not be changed. They should be saved in a relevant file/folder, as learners will be directed to access them during the external assessment.

All of the data files in this document should be saved to your centre's network as early in the academic session as is appropriate or relevant to you. However, they must be saved before the learners sit the external assessment. Please note, some files must be emailed to the learner before the external assessment and other data files will be referred to or drawn from during the external assessment.

You can send the emails to a learner’s personal email account or, as recommended as good practice, you can create accounts for the purpose of external assessment (ie learner1@email.co.uk). Please ensure that the learner is able to access the email before the external assessment takes place.

The files indicated should be sent to each learner by email as an attachment using the ‘email content’ provided. The files sent as attachments should not be available on the network for the candidates to access during the external assessment – only available in the emails. 
Emails – You will need to populate the email subject field with the information given and attach any relevant attachments as identified. 
The email content is shown below the instruction:

DELETE THE ABOVE BEFORE SENDING TO LEARNER




Subject: Mr Shearer - Thanks
Attachments: Agenda.docx
DELETE THE ABOVE BEFORE SENDING TO LEARNER

Hi

Very glad to have your assistance today, we have quite a few tasks we need your help with. 

I’ve attached the agenda for an upcoming meeting. The meeting will be held in Premier Widgets Head Office tomorrow. Please add this information to the agenda and email it to Billy Jackson. 

His email address is: billy.jackson@premierwidgets.co.uk 

You may need to contact me often, so please add my details to your email contacts.

Thanks,

Jim Shearer
Production Manager
Direct line: 01234 5549087
Premier Widgets






Subject: Mr Shearer - Internet
DELETE THE ABOVE BEFORE SENDING TO LEARNER

Hello,
I have heard that the Health and Safety Executive publish a Health and Safety law poster. I need to find out more about this. Please can you:
a. Find the web address of the Health and Safety Executive and bookmark it.
b. Find out how much it costs to buy the Health and Safety law poster from the Health and Safety Executive. I need prices for an A2 size poster and an A3 size poster.
Thanks,
Jim Shearer
Production Manager
Direct line: 01234 5549087
Premier Widgets




Subject: Mr Smith - Survey of Garden Birds
Attachments: Welcome Letter.docx
DELETE THE ABOVE BEFORE SENDING TO LEARNER

Hi,
Thanks for helping the charity today! I have attached a welcome letter from our President. Please save a copy to your computer. 
Please reply to this email to let me know you received it OK. Also make sure you have added my work contact details to your email address book. 
My email address is: peter.smith@gardenbirdcharity.org.uk 
Thanks,
Peter Smith
Charity Manager






Attachments to be sent with emails:




[bookmark: _MON_1589371068]



Files to be made available in appropriate location on PC such as work folder:
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]





[bookmark: _MON_1589353020][bookmark: _MON_1586087042]
5
Agenda.docx
[bookmark: _GoBack]

New opportunities

Agenda

<date>, 11am – 3pm

<Location>





11:00 – 11:15	 	Coffee and warm up

11:15 – 11:30		Introduction

11:30 – 12:00		The plan so far

12:00 – 12:30		Current options for brainstorm

12:30 – 13:15		Lunch

13:15 – 14:00		Implications for current work

14:00 – 15:00		Next steps and wrapping up
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Welcome Letter.docx


www.gardenbirdcharity.org.uk



Dear Volunteer,

Thank you for agreeing to help the Garden Birds Charity. Your help is much appreciated. Without volunteers we would not be able to do the work we do. Volunteers make it all possible!



Thanks again,



Mary McGuire
President
Garden Birds Charity
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Poster.docx


Defective compnents:

- Can’t be sold

- Have to be scrapped

- Cost us money



Rules for component quality:

Do it right first time

Do it right every time

Do the right things

Do things righ

Do it now

Do it beter



[image: premier]


Mr. Shearer’s contact details are:

  Jim Shearer

  Production Manager

  Direct line: 01234 5549087
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Defects.xlsx
defects

		Component		Mon		Tue		Wed		Thu		Fri		Total

		Angles		11		14		13		13		17

		Bushes		16		9		21		19		15

		Casings		3		2		2		3		1

		Joints		13		13		8		5		15

		Nuts		36		40		39		31		35

		Bolts		35		29		27		35		47

		Widgets		11		9		11		9		8
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Survey.xlsx
Sheet4

		Survey of Garden Birds

				2008		2009		2010		2011		2012		2013

		Blackbird		38692.00		30723.00		25824.00		32402.00		35558.00		41810.00

		Blackcap		1343.00		1252.00		943.00		1157.00		1203.00		1350.00

		Blue Tit		34252.00		32703.00		26720.00		31402.00		32965.00		39339.00

		Bullfinch		1513.00		1580.00		1186.00		1400.00		1694.00		1725.00

		Chaffinch		27964.00		24577.00		18785.00		23392.00		26751.00		28591.00

		Coal Tit		7613.00		7930.00		6485.00		7288.00		8032.00		8592.00

		Collared Dove		15850.00		12752.00		10791.00		11806.00		14694.00		14553.00

		Dunnock		12405.00		10045.00		9136.00		10049.00		12675.00		12733.00

		Fieldfare		1495.00		1282.00		1082.00		1260.00		1541.00		1466.00

		Goldfinch		17129.00		16277.00		12067.00		15647.00		16099.00		19479.00

		Great spotted woodpecker		1938.00		1835.00		1431.00		1667.00		1941.00		1926.00

		Great Tit		16917.00		14655.00		13534.00		14404.00		15719.00		17705.00

		Greenfinch		8156.00		8104.00		6211.00		8066.00		7799.00		9500.00

		House Sparrow		46792.00		43575.00		37729.00		38579.00		46760.00		45857.00

		Jackdaw		6366.00		6097.00		5050.00		5382.00		6621.00		6443.00

		Jay		1178.00		1121.00		923.00		1019.00		1032.00		1315.00

		Long tailed tit		15216.00		13236.00		10198.00		13058.00		13443.00		15015.00

		Magpie		8968.00		7958.00		7063.00		9271.00		8773.00		11393.00

		Nuthatch		1607.00		1332.00		1120.00		1311.00		1424.00		1856.00

		Pied wagtail		1535.00		1435.00		1168.00		1206.00		1585.00		1658.00

		Redpoll		540.00		476.00		436.00		466.00		546.00		644.00

		Redwing		1029.00		875.00		758.00		802.00		1020.00		1026.00

		Robin		16272.00		15591.00		11518.00		12826.00		15229.00		17564.00

		Siskin		1633.00		1405.00		1341.00		1600.00		1558.00		1957.00

		Song Thrush		24800.00		24400.00		16760.00		16824.00		14832.00		8808.00

		Starling		42780.00		39375.00		31008.00		38394.00		41012.00		43309.00

		Tree sparrow		1779.00		1648.00		1426.00		1604.00		1575.00		1783.00

		Woodpigeon		21398.00		20397.00		16182.00		18265.00		20443.00		22033.00

		Wren		3215.00		2624.00		2560.00		2556.00		2978.00		3362.00
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Survey Poster.docx
[image: http://www.rspb.org.uk/images/cache/songthrush_300_tcm9-148968_v1.jpg]



www.gardenbirdcount.org.uk



GardenBirdCount

For the last 6 years, we've been asking people to count the birds in their garden or local park, and every year, you spot around 400,000 birds. 



If you like birds, then take part in GardenBirdCount. It is your chance to do something that really counts.  All you need is a pencil, a notepad, and an hour to spend watching the birds in your garden.



Simply count the number of each bird species seen in your garden in a one hour period, note it down on your notepad, and come to our website to tell us what you saw.
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