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PART 1

UNIT Information Technology (Intermediate 1)

Acceptable performance in this unit will be the satisfactory achievement of the standards set out in this part of the unit specification. All sections of the statement of standards are mandatory and cannot be altered without reference to the Scottish Qualifications Authority.

OUTCOME 1: Use an IT system effectively
Performance criteria
a)
Operation of hardware devices is efficient

b)
Location of data and applications is efficient and accurate

c)
Use of the operating system is effective.

Evidence requirements
Performance evidence that the candidate can use an IT system.  Candidates must use a minimum of five hardware devices including the following: input devices (e.g. keyboard); pointing device (e.g. mouse); output device (e.g. monitor and printer); storage device (e.g. disk drive).

Candidates must use the operating system to: start up the system; close down the system; launch applications; locate data and applications; save a data file; copy and delete files; create and move folders. 

OUTCOME 2: Perform simple processes using a range of application packages
Performance criteria
a)
Processes are carried out efficiently and effectively

b)
Data is output accurately in an appropriate format.

Evidence requirements
Performance evidence that the candidate can perform the following simple processes: enter; edit; output.

Candidates must use at least three application areas selected from text processing, spreadsheet, database, simulation, graphics, communications, audio/music, desktop publishing, programming language, data logging, control, e-mail.  
OUTCOME 3: Carry out simple searches to extract and present relevant information
Performance criteria
a)
The use of search facilities is effective

b)
Data is correctly extracted using two selection criteria

c)
Information is presented effectively.

Evidence requirements 

Oral and/or written evidence that the candidate can select data sources.

Performance evidence that the candidate can carry out simple searches and extract and present data. At least two searches must be carried out involving different data sets or different forms of information.

A paper or electronic copy of the presented information should be retained.

PART 2

This core skills unit seeks to develop the skills in effective use of an IT system to perform simple processing of a range of data.

Outcomes
1.
Use an IT system effectively.

2.
Perform simple processes using a range of application packages.

3.
Carry out simple searches to extract and present relevant information.
Prior experience
While entry is at the discretion of the centre, candidates would normally be expected to have attained Information Technology (Access 3) or have equivalent skills.

Progression 
Successful attainment of this unit will allow the candidate to proceed to:

•
Information Technology (Intermediate 2) 

The Learning and Teaching Scotland publication Information Technology (Intermediate 2) has been written to allow students to progress easily from Intermediate 1 to Intermediate 2.

Core skills
Information on the automatic certification of core skills is published in Automatic Certification of Core Skills in National Qualifications (SQA, 1999).

The attainment of this unit will lead to the automatic award of:

•
Information Technology at Intermediate 1.

PART 3

This open learning pack covers the requirements for the SQA National Unit, Information Technology at Intermediate 1.  In addition to this Tutor Guide, it consists of a Student Guide and five Study Sections as indicated below.

Student Guide
Study time: 1–2 hours
Outcome 1: Using an IT System
Study time: Approximately 5–7 hours

Outcome 2(1): Database Application
Study time: Approximately 6–8 hours

Outcome 2(2): Spreadsheet Application
Study time: Approximately 6–8 hours

Outcome 2(3): Word Processing Application
Study time: Approximately 6–8 hours

Outcome 3: Searching the Internet
Study time: Approximately 7–8 hours

While the unit specification allows students to select from a wide range of application areas, this pack focuses on the three commonly used in business and commerce – database, spreadsheet and word processing.

You should advise students to tackle the Study Sections for Outcome 2 in the order in which they are presented in this pack as Sections 2(2) and 2(3) build on skills developed in the preceding section(s). 

An interactive online version of this pack is available through the Core Skills Section of the NQ Online website (www.ltscotland.org.uk/NQ).

Study Sections

The Study Sections allow students to work on their own with support.  Each has the following structure:

•
Contents page

•
An introduction which answers the following questions for students:


–
what will I learn?


–
how long should I take to do this?


–
what else do I need?


–
how will I be assessed on my work in this section?

•
Assessment information


–
how, when, where, what assessment for the section will take place

•
Subject content, including


–
Activities 

– 
Self Assessed Questions (SAQ)


–
Answers to SAQs at the back of the Study Sections.

Approximate study time

While the time allocated to this unit is at the discretion of the centre, the notional design length is 40 hours. The suggested study times are therefore a guide only.

Hardware/Software requirements

To undertake all the activities suggested in this pack, each student will need access to a computer running the following software:

Windows 97 or XP
Microsoft Word
Microsoft Excel
Microsoft Access
A suitable web browser
Each student will also need to be provided with a floppy disk (Mac version: CD) containing the following files:

Clown

Health Advice for Travelling 
Mobile Phones

Gym Equipment

Population Change

Jargon Buster

Application letter

Travel Insurance

These files can be downloaded from the NQ Online website (www.ltscotland.org.uk/NQ).  The disk/CD should be entitled ‘IT Core Skills – Intermediate 1’.

Symbols used in the pack

As students work through the Study Sections, they will encounter several symbols:
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This icon indicates that an online version is available.
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This symbol indicates a practical computer-based activity.

This symbol is used to indicate a numbered SAQ.  SAQs are used by students to check their understanding of the content already covered in the Study Section.

Students should be advised to follow this process for SAQs:

•
As they meet SAQs throughout a Study Section, they should answer them either by writing in the space provided or in their own notebooks.

•
On completion of an SAQ, they should turn to the back of the Study Section to compare the given answers to theirs.

•
To check out any answer they may have got wrong, they should return to the relevant part of the Study Section and go over the topic again.

SAQ Answers can be found at the back of each Study Section.  You should advise students not to guess at answers.

Other conventions include making bold:

•
key computing terms when they introduced for are the first time

•
any buttons or keys that the students have to press

•
names of data files.

Activities

An activity is a task designed to improve or consolidate particular skills in students.

Where appropriate, a screen shot of the last phase of a document’s development is included at the end of the SAQ answers.  Students can use this to monitor their progress in the activities.  However, students may use inappropriate methods to complete a document e.g. using the space bar to centre text or simply entering a result after using a calculator.  Therefore, you may wish to review students’ files saved after activities so that you can also monitor their progress. 

PART 4

Formative assessment

The SAQs and Activities have been developed to provide students with feedback about their progress within each Study Section.

Summative assessment

As tutor, you should assess students summatively when they are ready and using your own centre’s instrument(s) for summative assessment.  

Depending on the policy of your school or college, summative assessment may be undertaken at the centre, or at a distance from the centre in a recognised support centre local to the student (community education centre, training centre, etc).

Summative assessment, whether at school, college or recognised centre, should take place under supervision of a tutor or formal invigilation system.

You, as tutor, should record the results of all such assessments as they form the basis of the students’ final result in the unit.  You should inform the students of their results and that you will complete all necessary paperwork for SQA procedures.

What students have to achieve
All outcomes have to be assessed.  The objective is that students should achieve Outcomes 1, 2 and 3 of SQA unit D01D 10 Information Technology (Intermediate 1).

Opportunities for reassessment
If students don’t achieve the required standard for a pass in any assessment, you should inform them of this and arrange for them to be reassessed on the particular elements of the assessment that need improving.

You should use alternative instruments of summative assessment wherever possible.

External assessment
There is no external assessment for this unit.

PART 5

When students enrol for this course they should either be given a timetable or tutor contact details, i.e. the day, time, telephone/e-mail number, where they can make contact with a tutor.  They should retain this information on a Tutor Details Form similar to that shown below.


Tutor Details Form
Tutor’s name:


Address (for correspondence and assignments):





Telephone number:

Fax number: 

E-mail address:

Times available for contact:
Day/Evening: 




Times: 


Attendance requirement:


PART 6

Learning and Teaching Scotland is very interested in the views of tutors who have used this pack with students.  Your feedback and comments will assist us in evaluating and, where necessary, improving it for future use.

We would be grateful if you would spend a little time completing and returning this form to Learning and Teaching Scotland.

Please answer all of the questions as fully and frankly as possible.  Please rate the materials by placing a tick in the appropriate box and adding relevant comments in the space provided.

Thank you for your assistance.

	1
	The content is at the appropriate level for the target student
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

	2
	The content is accurate and 
up-to-date
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

contd overleaf
	3
	The content meets the requirements of the outcomes and performance criteria
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

	4
	The content is sufficient to let the student achieve the outcomes and performance criteria
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

	5
	The learning approaches are appropriate
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

	6
	The language is suitable for the target student
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

contd overleaf
	7
	Sufficient and significant activities are included
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

	8
	Sufficient and significant SAQs are included
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

	9
	Appropriate feedback from SAQs has been included
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

	10
	The SAQ approaches are appropriate
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

continued overleaf
	11
	The standard of SAQs is correct
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

	12
	The pack is structured in a way that allows students to find their way easily through the materials
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

	13
	This pack is appropriate for use with a minimum of tutor contact
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

	14
	Overall I would rate this pack as
	Very Good
	Good
	Poor
	Very Poor

	
	
	
	
	
	


Comment

	Name
	School/College
	Date


Thank you once again for your assistance.  Please send completed forms to: 

OFDL Project, Learning and Teaching Scotland, Gardyne Road, Dundee DD5 1NY
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