Digital Employability	Mark Recording Sheet	Specimen Assignment

0000	Mark Scheme	Series 2013
Digital Employability	Mark Scheme	Specimen Assignment
	
[image: ]
	Specimen Mark Recording Sheet

	
	

	OCR AWARD IN DIGITAL EMPLOYABILITY

	Level 1 Unit 6: Use digital technologies to manage emails

	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 + f (i) + (ii)
	1.1
	Email contacts created.
Alan Taylor 
alan.taylor@progress-media.co.uk phone number 0121 496 0323
and
Jo Makuba 
jo.makuba@progress-media.co.uk  phone number 0121 496 0356

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) (eg  both in first name, accept phone number in any phone field) = AE

	

	1b + f (iii)
	1.3
	IT support distribution list created containing Alan Taylor and Jo Makuba
Screenshot evidence.
	
	
	
	No distribution list = CE

None of contacts in distribution list and/or only one contact in distribution list and/or spelling error in distribution list name (ignore case/spacing/punctuation) = AE
	

	
1h + j (i)
	
2.1
	Send an email to ellen.robb@progress-media.co.uk
	
	
	

	No message or task not evidenced = CE

Inaccurate email = AE

	

	
	
	Use the subject line IT support
	
	
	
	Missing or inaccurate subject line = AE
	

	
	
	The email message is IT support is available until 7.00 p.m. each day.
	
	
	
	Missing or inaccurate email message = AE
	

	
	
	Request a read receipt for the email.
All screenshot evidence.
	
	
	
	No read receipt = AE
	

	1i + 1j  (ii)
	2.1
2.2
	Send an email to IT support, using the distribution list.
	
	
	
	No message or task not evidenced = CE

Incorrect distribution list or an email address missing = AE
	

	
	
	Use the subject line Moving printers
	
	
	
	Missing or inaccurate subject line = AE
	

	
	
	The email message is The printers need to be moved this weekend.
	
	
	
	Missing or inaccurate email message = AE
	

	
	
	Send the email with high importance.
All screenshot evidence.
	
	
	
	Message not sent with high importance = AE
	

	Task 2
	

	2a + 2e (i)
	3.1
	Forward the email with the subject Printing file sent to you by your tutor to Alan Taylor using the email contact details.
	
	
	
	No message or task not evidenced = CE

New message (instead of forward) and/or email contact not used and/or sent to wrong person = AE
	

	
	
	Include a bcc to kyle.helafi@progress-media.co.uk
	
	
	
	bcc not used = CE
	

	
	
	The email message is Here is the file you need.
All screenshot evidence.
	
	
	
	Missing or inaccurate email message = AE
	

	2b + 2e (ii)
	3.1
3.2
	Forward the email with the subject Wireless access, sent to you by your tutor, to Alan Taylor using the email contact details.
	
	
	
	No message or task not evidenced = CE

New message (instead of forward) and/or email contact not used and/or sent to wrong person = AE
	

	
	
	Attach the file Accessing WiFi to the email.
	
	
	
	No attached file = AE
	

	
	
	The email message is Here are the details you need.
All screenshot evidence.
	
	
	
	Missing or inaccurate email message = AE
	

	2c + 2e  (iii)
	4.1
	Your tutor sent you an email subject Wireless Access. Flag (or tag) the email (any flag is acceptable).
Screenshot evidence.
	
	
	
	No flag or incorrect message flagged = AE
	

	
2d + 2e (iii)

	4.2
	Create an email folder named Support
	
	
	
	Email folder not created OR
incorrect email folder name (ignore case but should be recognisable name) = AE 

	

	
	4.3
	Move the email with the subject Wireless Access sent by tutor into this folder.

All screenshot evidence.
	
	
	
	Email not moved into folder OR incorrect email moved OR moved into incorrect folder = AE

	

	2g + 2h
	1.1
1.2
	Alan Taylor has category set as green. 

Screenshot evidence.
	
	
	
	No colour code/category of the contact (or valid alternative) = AE

	

	2i
	
	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 6 AE = CE
0 to 6 AE = Achieved
	



	[bookmark: _GoBack]Candidate result:
	Pass / Not Pass *

*Delete as appropriate
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