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MARKING INSTRUCTIONS 

This general marking criteria applies to all units.
· Learners must complete each assignment with no critical errors.
· Learners are permitted a tolerance threshold in terms of the number of accuracy errors they can make within an assignment. This varies by assignment and is proportionate to the total number of accuracy errors that can be made. The number of accuracy errors learners are permitted to make before a critical error is realised is listed at the end of this mark scheme.
· Lack of evidence will be penalised under the relevant assessment criteria.
· Unreadable text will be penalised under the relevant assessment criteria.
· A critical error is one which makes the output from the assessment task impossible to achieve; for example an incorrect formula result in a spreadsheet, an incorrect email address, or a failed link on a web page. In order to achieve the unit learners must not make any critical errors. 
· An accuracy error is one which does not prevent the output from the assessment task from being achieved. Learners are allowed a quota of accuracy errors in their final submission of evidence.  
· Tutors are advised to use the ‘guidance’ column in the marking criteria when internally assessing work. This will enable tutors to determine whether they are dealing with a critical or accuracy error when assessing the work produced by learners.
· It is essential that some form of internal standardisation is carried out prior to the work being submitted to OCR. This will ensure that all staff within a centre are applying the same rationale when it comes to determining both critical and accuracy errors and will help facilitate a smooth external moderation process.
· Please indicate on the learners work where the Accuracy Errors (AE) or Critical Errors (CE) occur. If using MAPS submission, this can be done by using the Red Pen Tool.



	
Question
	Assessment criteria
	Task
	Marking
	Guidance

	
	
	
	Achieved
	Accuracy error (AE)
	Critical error (CE)
	

	Task 1

	1a + e(i) + e(ii)
	1.1
	Email contacts created.
Alan Sweeney alan.sweeney@progress-media.co.uk 07700 900 626
and
Mary Davies 
mary.davies@progress-media.co.uk 
07700 900 191

Screenshot evidence.
	
	
	
	Neither contact or only one contact created = CE 

Error in either/both name and/or phone numbers (accept name in any name field(s) (e.g. both in first name, accept phone number in any phone field) = AE

	1g + i(i)
	2.1
	Send an email to peter.bree@progress-media.co.uk
	
	
	
	No message or task not evidenced = CE

Inaccurate email address = AE

	
	
	Use the subject line Saturday opening
	
	
	
	Missing or inaccurate subject line = AE

	
	
	The email message is The office is staying open on Saturday until 6.00 p.m.

All screenshot evidence.
	
	
	
	Missing or inaccurate email message = AE

	


1g + i(ii)
	


2.2
	Send an email to Alan Sweeney, using his contact details.
	
	
	


	No message or task not evidenced = CE

Contact not used in email = AE

	
	
	Use the subject line New client meeting
	
	
	
	Missing or inaccurate subject line = AE

	
	
	The email message is Your meeting with the new client on Friday has been cancelled to the following week.

All screenshot evidence.
	
	
	
	Missing or inaccurate email message = AE

	1k + n(i)
	3.1
3.2
	Reply to the email with the subject Boats
	
	
	
	Task not evidenced = CE

Forwarded or new message (instead of reply) = AE


	
	
	The email message is Here is the information.
	
	
	
	Missing or inaccurate email message = AE

	
	
	Attach the file boats sleeping 4 to 6
All screenshot evidence.
	
	
	
	Missing file attachment = AE

	1l + n(ii)
	4.1
	Sort sent emails by to (or recipient).
Screenshot evidence.
	
	
	
	No sort or incorrect sort (e.g. other field, do not accept sort on date (default)) = AE


	1m +n(iii)
	4.2
	Delete the Course email.
Screenshot evidence.
	
	
	
	


Incorrect email deleted or email not deleted = AE




	1p + 1q
	1.2
	Alan Sweeney phone number changed from 07700 900 626 to 0770 900 924
Screenshot evidence.
	
	
	
	Incorrect change (e.g. wrong contact or incorrect edit) OR not changed = AE

	
1r
	
	Save the updated evidence document – answers your name – making sure that the screenshots can be clearly read.
	
	
	
	Missing electronic file or printout of document answers your name = CE

	Identify the total number of accuracy errors (AE)
	
	
	
	More than 3 AE = CE
[bookmark: _GoBack]0 to 3 AE = Achieved



	Candidate result:
	Pass / Not Pass *

*Delete as appropriate
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