



LIFE AND LIVING SKILLS RECORD OF ASSESSMENT & EVIDENCE
	
	Unit title
	Using ICT to produce a text document
	Entry level
	Entry 3

	Life & Living skill area
	ICT
	Credit value
	2

	OCR unit no
	F14
	Unit ref
	F/602/0102



	Centre name
	[bookmark: Text13]     
	Centre no
	     

	Learner name
	     
	ULN
	     


Record of Assessment – This form must be completed and submitted with other appropriate types of assessed evidence. Achievement of each of the assessment criteria (AC) in the unit must be evidenced.
	Method of assessment (please indicate as appropriate) 
	Tick

	· Observation of learner 
	[bookmark: Check1]|_|

	· Questioning of learner/discussion
	[bookmark: Check2]|_|

	· Examination of product/ learner’s work
	[bookmark: Check3]|_|

	LO1
	The learner will be able to use ICT to produce a text document
AC The learner can: 
1.1	Open appropriate software application
1.2	Create new document
1.3	Enter text


	LO2
	The learner will be able to make changes to document
AC The learner can: 
2.1	Review document for:
a)	sense
b)	accuracy
2.2	Make necessary changes
2.3	Apply formatting features to  document
2.4	Save document


	LO3
	The learner will be able to present  document in an appropriate format
AC The learner can: 
3.1	Present document in an appropriate format
	




Record of Evidence

	Description of what was observed. The observation statement can either be provided below or attached as a separate document. You must identify where evidence links to AC.

	[bookmark: Text1]     




[bookmark: Text17]Observer’s name:      
[bookmark: Text18]Signature:      
[bookmark: Text19]Date:      


	Summary of discussion/questions and answers (if part of assessment). Summary may be provided below or attached as a separate document. You must identify where evidence links to AC.

	[bookmark: Text2]     






	Outcome of activity.  Proof of learner’s work (eg photograph of large item, or of drama production), or outcome of learners work (eg email sent by learner) should be submitted with this form.  Please provide a brief description/summary below of the work/product. You must identify where evidence links to AC. 

	[bookmark: Text3]     








	I confirm that the learner has achieved the Learning Outcome(s) and met the Assessment Criteria evidence requirements for this unit.
[bookmark: Text5]Assessor name:      

[bookmark: Text6][bookmark: Text7]Assessor signature:           						                     Date      
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