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	OCR AWARD IN DIGITAL EMPLOYABILITY

	Entry Level 3 Unit 3: Use digital technologies to produce documents from templates

	Specimen Assignment




Candidate’s name (Block capitals)  	



	
Question
	Assessment criteria
	Task
	Marking
	Guidance
	
Location of evidence

	
	
	
	Achieved
	Accuracy error (AE)
	Critical error (CE)
	
	

	Task 1
	

	1a

	1.1
1.2
	Open the template file called Hospital letter
	
	
	
	No file opened/incorrect file/letter = CE
	

	1b
	2.1
	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].
	
	
	
	[bookmark: _GoBack]No information entered OR two or more incorrect fields (ignore spelling) = CE
One incorrect field (ignore spelling) = AE
	

	1c
	3.1
4.3
	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.
	
	
	
	Removed text = CE 

Not moving the text/moves part of text/ moving the wrong text/moving to the wrong position/copied the text = AE 

	

	1d
	3.2
	Check the document for errors and do a spell check.  Names must not be changed.
	
	
	
	Document contains spelling errors and/or names changed = AE
	

	1e
	1.1
	Save the file using the filename Mrs Patel
	
	
	
	File not saved = CE
File not saved with file name given or recognisable file name = AE
	

	1f
	1.3
	Prepare an electronic file or printout of letter.
	
	
	
	Missing electronic file or printout of letter = CE
	

	Task 2

	2a
	1.1
	Create a new document.
	
	
	
	Used file from Task1/not created new document = AE
	

	2b
	1.3
	Set the page layout to portrait and the page size to A4.
	
	
	
	Layout is landscape and/or page size not A4 = AE
	

	2c
	2.1
	Enter the following text as shown below: 

APPOINTMENTS

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

Thank you

	
	
	
	
No information entered = CE
Entered obviously incorrect text (ignore spelling) = AE

	

	2d
	1.3
	Enter your name in the footer.
	
	
	
	Name not entered = AE
	

	2e
	1.1
	Save the document as Notice draft
	
	
	
	File not saved = CE
File not saved with file name given or recognisable file name = AE
	

	2f
	4.1
	Set the font style of all the text to a font that can be clearly read e.g. Arial. 
	
	
	
	Any/all text in a font not readable = AE
	

	2g
	4.1
	Format the heading APPOINTMENTS to be bold.
	
	
	
	Format not bold = AE
	

	2h
	4.1
	Set the font size of the heading APPOINTMENTS to be 48.
	
	
	
	Font size <40 and >56 = AE
	

	
	
	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.
	
	
	
	Font size <30 and >42 = AE

	

	2i
	2.1
	At the end of the line that starts If you are unable to keep … insert the following text:

by emailing med@nhs.org 
	
	
	
	No information entered = AE
(Ignore spelling and hyperlink)
	

	2j
	4.1
	Centre all text.
	
	
	
	Text not centred/partially centred = AE 
	

	2k
	2.2
4.2
	Insert the image Doctor after the text ‘Thank you’ inside the margins of the document.
	
	
	
	Image not inserted = CE
Image inserted in wrong place = AE 
	

	2l
	3.2
4.3
	Check your document for errors and make sure you have followed all the instructions.
	
	
	
	Document contains spelling mistakes
Spacing errors/order of document/image not fully displayed as per instructions = AE
	

	2m
	1.1
	Save the file as Notice final
	
	
	
	File not saved = CE
File not saved with file name given or recognisable file name = AE
	

	2n
	1.3
	Prepare an electronic file or printout of the draft and final notice.
	
	
	
	Missing electronic files or printouts of notice (draft and final) = CE
	

	Identify the total number of accuracy errors (AE)
	
	
	
	More than 5 AE = CE
0 to 5 AE = Achieved



	Candidate result:
	Pass / Not Pass *

*Delete as appropriate
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