



Specimen Assignment
OCR Award in Digital Employability
Entry Level 3 05809 / Level 1 05810
Entry Level 3 Unit 3: Use digital technologies to produce documents from templates


This specimen assignment is for practice purposes only and must not be used for final assessment.



Instructions for tutors
The files required for this assessment should be provided to learners on a secure area of the file system (e.g. network, shared folder or removable media such as USB).
Learners must be provided with the following files which have been supplied by OCR:
· Hospital letter – a .dot template file
· Doctor – a .jpg image file
Tutors may save the template file in their centres’ version of Word Processing software in advance of the assessment. No other files or file types can be amended.
Tutors must ensure that their systems will allow English (UK) spelling as no allowance will be made if spelling is not English (UK). Learners may use a dictionary, spelling or grammar check.
Learners are allowed a notional 1 hour 15 minutes to complete this assessment. During the assessment learners cannot ask for, or be given, help from others. 
Assignments must be photocopied or printed out for each learner; tutors must not retype assignments.
After the assessment has been completed and work has been submitted by learners, tutors must refer to the Specimen Mark Scheme in order to assess their work.
It is expected that learners will have completed a teaching and learning programme that covers the knowledge and skills that they will need to draw on prior to undertaking this unit assessment.

When the assignment is given to learners, only generic support may be provided. For example, it is permitted to explain or clarify the wording of the task(s) to ensure learners understand the requirements of the assessment. It is not permitted to explain how evidence should be generated for each of the task(s).



If when the work has been submitted for final assessment, the internal assessment identifies that the learner has not achieved the unit because either a critical error is discovered or the permitted accuracy threshold is exceeded, then learners must be given a new assignment should they wish to re-sit the unit assessment.
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Task 1

You must prepare a letter to tell a patient that an appointment has been made for them at the local hospital.  

[bookmark: _GoBack](a)	Open the template file called Hospital letter 

(b)	Enter today’s date in [Date] using the format day month year e.g. 14 January 2015 

Enter Mrs Patel after Dear making sure there is a space between Dear and Mrs Patel.

Enter Dr Brown in [Doctor’s name].

Enter 25 January in [Appointment date] and 3.30pm in [Appointment time].

Enter your name in [Your name].

(c)	Move the sentence: 

If you are unable to attend this appointment please contact us on 01553 929292 as soon as possible.

to be the last paragraph above Yours sincerely

Make sure spacing between paragraphs is consistent.

(d)	Check the document for errors and do a spell check.  Names must not be changed.

(e)	Save the file using the filename Mrs Patel

(f)	Prepare an electronic file or printout of letter.

Evidence required

Evidence that the letter has been saved (e.g. electronic file or screenprint).

Electronic file or printout of letter.








Task 2 

You must prepare a notice to be put up in the waiting room telling patients about appointments.

(a)	Create a new document.

(b)	Set the page layout to portrait and the page size to A4.

(c)	Enter the following text as shown below:

APPOINTMENTS

If you are unable to keep your appointment please let us know

Thank you

(d)	Enter your name in the footer.

(e)	Save the document as Notice draft

You have shown the notice to your manager and she would like you to make some changes. 

(f)	Set the font style of all the text to a font that can be clearly read e.g. Arial. 

(g)	Format the heading APPOINTMENTS to be bold.

(h)	Set the font size of the heading APPOINTMENTS to be 48.

Set the font size of If you are unable to keep your appointment please let us know to be 36.

Set the font size of Thank you to be 36.

(i)	At the end of the line that starts If you are unable to keep … insert the following text:

by emailing med@nhs.org 

(j)	Centre all text.

(k)	Insert the image Doctor after the text ‘Thank you’ inside the margins of the document.

(l)	Check your document for errors and make sure you have followed all the instructions.

(m)	Save the file as Notice final

(n)	Prepare an electronic file or printout of the draft and final notice.

Evidence required

Evidence that the draft notice and final notice have been saved (e.g. electronic files or screenprints).

Electronic files or printouts of the draft and final notice.
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