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Tutor Module for Key Skills IT Level 2 Test

This module is divided into 5 Skills Areas, which are detailed in this Introduction. They will take the following form of:

1) Introduction to what is required

2) Type of questions candidates may be required to answer in the test
3) Guidance (with instruction) on skills required for each skills area (using Microsoft Office 2000).
4) Examples to guide candidates

5) Practise Exercises to test skills learnt

It is assumed that tutors have some knowledge of Office 2000, although some basic guidance has been included with images to aid understanding.

For those not familiar with the Key Skills guidelines from QCA (Quality Curriculum and Assessment Authority), the following is a summary of its content.  Teachers and Tutors can refer to this or link directly to the QCA website: http://www.qca.org.uk.
Introduction to Key Skills in IT Level 2

Students must produce a portfolio of evidence and take a multi-choice, externally marked written test.  The test and portfolio enable candidates to demonstrate that they have met the national standards in IT.

The Test

This is a supervised one-hour, 40-question, paper-based test.  Each question is worth 1 point. The joint Awarding Bodies are responsible for setting the pass mark, which they pre-set for each paper.

The purpose of the test is to assess the candidate's knowledge of the standard applications of IT and of techniques associated with this. It focuses on specific aspects of Part A of the Key Skill unit, entitled ‘What you need to know’. It also drawings on some aspects of part B of the Key Skill unit, ‘What you must do’.  

You can obtain a copy of the QCA Key Skills specifications and exemplar test paper by following the links:

QCA Website - Test Specification Key Skills IT Level 2
(http://www.qca.org.uk/ages14-19/downloads/web_it_level2.pdf)

Key SKills IT Level 2 Exemplar Test Paper
(http://www.keyskillssupport.net/files/kssp/pdf/ext_assess_contents/itl2.pdf)
The Portfolio

An Awarding Body moderator assesses the portfolio internally and externally.  The portfolio must contain evidence of the candidate's effective use of IT.  It must meet the full requirements of Part B of the Key Skill unit specification.  

Remember that this module will focus on the test.  We hope to provide a portfolio module at a later date.

The Test - Form of questions

Each question is multiple-choice with four potential answers.  One is correct (the key) and three are wrong (the distractors).  They are designed to encourage candidates to reason correctly and work things out carefully. Finding the correct answer to a question will not depend on having answered the previous question correctly.

The test is made up of groups of questions based on different scenarios. Each group will include questions from more than one skill area: 

	Skill Area
	Task
	Marks

	1
	Identify sources and find information
	4-6

	2
	Interpret and explore information
	4-6

	3
	Enter, develop and derive information
	10-14

	4
	Layout and present information
	10-14

	5
	Standard ways of working with IT
	4-6

	
	Marks in total
	40


Candidates must have knowledge of word processing, spreadsheet manipulation, data processing, use of Internet and email.

Questions may be set in the context of:

· Travel, e.g. journeys by car or public transport, holidays away from home

· Leisure activities, .e.g. hobbies, sports, clubs, TV, cinema, music, theatre

· Employment, e.g. job roles, organisations, pay rates, income

· Domestic activities, e.g. cooking, shopping, DIY

· Personal items, e.g. health, social security, social activities, address books

· Goods, e.g. food, clothing, toys, furniture, audio-video equipment, cars

· Climate and weather, e.g. rainfall, hours of sun, temperatures, forecasts

· Public records, e.g. library catalogues, electoral registers, census data, DVLA records

· Standard documents, e.g. invoices, order forms, bank statements

· Production, e.g. products, materials, suppliers, overheads, drawings, labour

· Services, e.g. house agents, banks, mail order, education, health

The Skills Areas

Skill Area 1 – Identify sources and find information

The skill area covers the following skills in Part A and relates to IT2.1 in Part B:

· Identify suitable sources of information (e.g. hand-written documents, material to be scanned, files on disks, CD-ROMs, databases, the internet).

· Search for information using multiple criteria (e.g. operators, such as ‘and’, ‘greater than’, and tools, such as search engines).

4–6 marks

Skill Area 2 – Interpret and explore information

The skill area covers the following skills in Part A and relates to IT2.1 and IT2.2 in Part B:

· Interpret information and decide what is relevant for the purpose (e.g. respond to an enquiry, write a project report, help solve a problem, design or make something)

· Explore information as needed for the purpose (e.g. follow lines of enquiry, explore the effects of changing information in a spreadsheet model to make and test predictions).

4–6 marks

Skill Area 3 – Enter, develop and derive information

The skill area covers the following skills in Part A and relates to IT2.2 in Part B:

· Enter and bring together information (e.g. copy and paste or import text, images, numbers) using formats that help development (e.g. using tabs rather than spaces to align text, using tables or frames to position information).

· Develop information in the form of text, images and numbers (e.g. link information, organise information under headings, restructure tables, generate graphs and charts from data, select records or fields and prepare reports from a database).

· Derive new information (e.g. compare information from different sources to reach a conclusion, use formula to calculate information such as a total or average).

10–14 marks

Skill Area 4 – Lay out and present information

The skill area covers the following skills in Part A and relates to IT2.3 in Part B:

· Select and use appropriate layouts for presenting combined information (e.g. document structures, such as margins, columns and headings, borders for images and text, record structures, tables, spreadsheets).

· Present information in a consistent way (e.g. paragraph layouts, sizes and styles of images and text, alignments, fonts).

· Develop the presentation to suit the purpose and types of information, including text, images and numbers (e.g. highlight information to improve its impact, refine layouts, make sure it suits the needs of the target audience).

4–6 marks

Skill Area 5 – Standard ways of working with IT

The skill area covers the following skills in Part A and relates to IT2.3 in Part B:

· Ensure work is accurate and clear (e.g. proof-read, use a spell-checker, seek the views of others) and is saved appropriately (e.g. use suitable folders/directories and filenames, avoid loss).

· Know the benefits and disadvantages of using IT, when it is necessary to observe Copyright or confidentiality, how to identify errors and their causes and minimise risks from viruses, and how to work safely and minimise health risks.

4–6 marks

Total: 40 marks

BBC and QCA practice test papers – Key Skills in IT Level 2

BBC Test Paper 1 - Key Skills in IT Level 2
(http://www.bbc.co.uk/apps/ifl/keyskills/quizengine?quiz=it1;templateStyle=it;platform=keyskills_platform)
BBC Test Paper 2 - Key Skills in IT Level 2
(http://www.bbc.co.uk/apps/ifl/keyskills/quizengine?quiz=2it1;templateStyle=it2;platform=keyskills_platform)

QCA Test Paper Series 1 - Key Skills in IT Level 2
(http://www.qca.org.uk/ages14-19/downloads/it_lvl_2.pdf)
QCA Test Paper Series 2 - Key Skills in IT Level 2
(http://www.qca.org.uk/ages14-19/downloads/it_lvl_2_set_2.pdf)
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