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	A fully completed Evidence Checklist is compulsory for each unit submission.  It is essential that the location of the evidence should include the document/presentation/observation and the page(s) which cover the evidence.  This facilitates the moderation process and also ensures that the feedback provided is helpful to the assessor.
The specific OCR Model Assignment task that covers each criteria is listed below. This checklist should be completed even if the model assignment is not used.

A Glossary of the terms used in this document is available at the end of the document.




	AC
	Covered by

Model Assignment Task
	Evidence Requirements
	Type of Evidence eg document, observation, case history
	Evidence Location
(eg document/page(s))
	Assessor

	1.1
	Task 1
	Describe the features of administrative systems used in organisations which are different:

· sizes

· types e.g. public, private, not-for-profit

Clearly identify how the administrative systems are similar or different depending upon the size and type.


	
	
	

	1.2
	
	Explain how information flows through organisations and how these are managed.

The explanation should include:

· types of information

· the ways in which information flows through an organisation.

· ICT’s influence and impact on information flows.

	
	
	

	1.3 
	
	Outline ICT systems within a given business scenario.

Explore how the systems are used to support the administrative functions of the business.

Identify examples of where ICT has been effective in supporting the administrative function.

Identify examples where ICT has hampered or failed to support the administrative function.

Evaluate your findings to develop a conclusion on the level and value of the support ICT provides to the administrative function.
	
	
	


	2.1
	
	Explain the nature of systems thinking and how it can contribute to improving the efficiency of administrative performance within an organisation. The evidence should include:

· an outline of:

· the system components
· the interaction of the system components

· the environment within which the system operates
· potential or actual barriers to systems thinking

· organisational influences on systems thinking

· potential or actual negative outcomes of applying systems thinking.
· examples of how systems thinking has influenced organisations.


	
	
	

	2.2
	
	Describe the:

· differences and similarities

· statutory requirements

· the implementation requirements

for both financial and non-financial systems.  Examples of both types of system could be used to support the descriptions.

Using the evidence collected, explain why administration has a role in both types of system and what form the role takes.

	
	
	


	2.3
	
	Select a systems development methodology and identify the individual stages of the development process.
Outline the purpose of each stage.


	
	
	

	2.4
And 

2.5
	
	Outline the potential positive and negative outcomes which can arise from applying systems thinking within an organisation.
Analyse the potential drawbacks which could arise in a specific organisational context, using examples and justifying the decisions reached.

Evaluate the benefits of implementing changes to systems, including the management and leadership of the change process. The evidence should include examples from research into systems changes across organisations and also the experiences of the learner where appropriate.

	
	
	

	3.1
	Task 2
	Explain the difference between administrative policies and procedures, using examples to support the explanation.
	
	
	

	3.2
	
	Explain the difference between formal and informal policies and procedures, providing examples to support the explanation.

Explain why it is that an organisation may require informal and formal policies and procedures, using examples.
Explain the differences and similarities between espoused and enacted policies and procedures.
Using this information together with examples from a given business scenario, analyse the reasons and value of having both formal and informal administrative policies and procedures.
	
	
	

	3.3
	
	Outline methods which can be used for evaluating the effectiveness of procedures.

Provide examples of where the use of particular methods would be particularly relevant. 

	
	
	

	3.4
	
	Explain the stages involved in formulating policies and procedures.

Identify and describe examples of how the formulation of policy relates to the preparation of procedures.

Investigate whether the identified relationships are particular to specific circumstances or apply to the preparation of any procedure.
Present your conclusions with justification, on the relationship between formulating policy and preparing procedures.

	
	
	

	3.5
	
	Describe ways in which customer requirements can be identified, using specific examples.
For a particular organisation, select at least two procedures and use the method identified above to evaluate whether they meet customer requirements.  

Present a clear set of conclusions, based on the investigation, as to the extent to which customer requirements have been met by the procedures identified.
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Glossary
Analyse
Break an topic or issue down into parts and look at part in depth by considering questions such as “Why did x happen?”, “How did x affect the outcome?”. Use evidence which supports and counters the argument and how they interrelate. 

Assess

Consider how relevant, useful and effective something is in a given scenario. Both the positive qualities and the drawbacks are considered and a final justification for the decision or decisions must be provided. 

Compare/contrast 
Identify similarities and differences between two or more things or points of view.  Identify those similarities or differences which are more important than others for the circumstances you are analysing. 
Describe

Give an account, including all the relevant characteristics, qualities, or events.

Discuss

This is a written version of a debate. The case for and against a point of view or event including the advantages and disadvantages must be put using well-structured arguments. It must end with a conclusion.
Explain

To give account of the purposes or reasons for something.

Explore

Use a questioning approach, considering different points of view of an incident or issue, in order to come to a final view point.
Identify
This includes recognising, listing or naming of characteristics or key points to be considered; at level 4 this should also include the reasons for their inclusion in the list, etc.
Evaluate
An evaluation requires a verdict at the end of the research on whether the author agrees with the evidence and the justification for the decision.  Therefore this incorporates a detailed investigation/exploration of different facets of the task. At level 4, this is unlikely to be less than a page of argument.
Outline
A short description of the main characteristics/points of an issue or subject. This should include interrelationships, without going into the minute detail of each one.
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