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	Candidate's Name: 
	

	Assessor's Name:
	

	Standard Title:
	Describe the concepts of Information and Communication Technology (ICT) and the use of its components in a healthy and safe manner 

	EVENT
	DATE, TIME AND LOCATION
	RESOURCES REQUIRED
	EVIDENCE TO BE GENERATED

	Attend Training
	
	Training material, equipment as specified 
	Attendance Register

	Complete formative assessment
	
	Formative workbook
	Completed formative workbook

	Complete summative assessment
	
	Summative workbook
	Completed knowledge questionnaire


Signature of Candidate: 
______________________________

Signature of Assessor: 
______________________________


Date: 



______________________________


Instructions to learner

· You must complete the classroom activities whilst facilitation is taking place. The facilitator may stop at regular intervals to give you time to complete the activities.

· Please complete all work in blue or black pen. The assessor will not assess the evidence if completed in pencil. 

· You are not allowed to copy from another learner. Any plagiarism committed will be viewed in a serious light and disciplinary action may be taken against you. Your work must be authentic i.e. your own work.  Group work is allowed in certain activities but your answers must be your own original work after discussions in the group.

· You must sign the declaration contained in the assessment preparation and planning document declaring that all work is your own. If you so not sign this declaration, the assessor will not proceed with assessment and your results will be delayed.

· Please do not use any correction fluid i.e. tippex. Rather cross your work out and write next to your mistakes.

· The proficiency level required for each unit standard in the cluster is 50% per specific outcome per unit standard. If you are deemed Not Yet Competent in a unit standard, you will only be required to redo (remediate those sections in that unit standard.

· Any remediation must be submitted within 30 working days after you gave received feedback

· For practical assessments you need a computer, Ms Office and the assessor

· Answer section A and Section B

SECTION A: FORMATIVE ASSESSMENT
Answer all questions in this section.

Question 1 (SO 1, AC 1) 

Describe five types of computers in terms of their size, application and relation to each other   (8)
	

	

	

	

	

	

	

	

	

	

	

	

	


Question 2 (SO 1, AC 2, AC 3) 

I. Identify 3 the components of a computer.






(3)

II. Identify 3 components of ICT








(3)

	

	

	

	

	

	

	

	

	

	

	

	

	


Question 3 (SO 2, AC 1) 
What is the purpose and function of a CPU?
(4)
	

	

	

	

	

	

	

	

	

	

	

	

	


Question 4 (SO 2, AC 2) 
Define the memory of a personal computer in terms of memory size, types of memory and their purpose                                                                              
   (6)
	

	

	

	

	

	

	

	

	

	

	

	

	


Question 5 (SO 2, AC 3, AC 4, AC 5) 

Identify at least: 
· 3 of the input devices and their functions.  
· 3 of the output devices and their functions   





(6)

	

	

	

	

	

	

	

	

	

	

	

	

	


Question 6 (SO 2, AC 6)

Identify and describe at least 3 of the storage devices in terms of their purpose and capacity (6)

-
	

	

	

	

	

	

	

	

	

	

	

	

	


Question 7 (SO 3, AC 1, AC 2)

Describe operating software in terms of its function, giving examples of current OS software commonly in use.
(6)

	

	

	

	

	

	

	

	

	

	

	

	

	


Question 8 (SO 3, AC 3)

Define application software and give at least 3 examples of application software types
(4)

	

	

	

	

	

	

	

	

	

	

	

	

	


Question 9 (SO 4, AC 1)

 Define data communication in terms of its different forms of data communication and examples given.
(3)
	

	

	

	

	

	

	

	

	

	

	

	

	


Question 10 (SO 4, AC 2)
Explain the networking of computers in terms of its use, advantages and disadvantages
(4)
	

	

	

	

	

	

	

	

	

	

	

	

	


PRACTICAL TASK 1 (SO 7, AC 1, AC 2)
Your facilitator or assessor shall make the following available for this practical demonstration.

· CPU

· Monitor

· Keyboard

· Sage protector

· Mouse

· Speakers

· Power supply cables

· Desk 

· Adjustable chair

· Manufacturer’s manual

The aim of this practical task is to demonstrate how to set-up a workstation.

Using the above resources, demonstrate the following in the presence of the facilitator or assessor:

I. Set-up a computer work station taking into account the following:

· Lighting

· VDU position

· Seating position

· Use of input devices (e.g. keyboard, mouse)

II. Set-up a computer work station taking into account health and safety issues.
NOTE
· As you demonstrate the above activities, the facilitator or assessor will be completing the observation checklist attached.

· Attach the observation checklist in your POE.
	NAME: …………………………………….….
SURNAME: ……………………………….…
COMPANY……………………………….…..

ID……………………………………………...

	EVALUATION CHECKLIST

DATE:

TIME: 




	EVALUATION CRITERIONS
	MET REQUIREMENTS
	DID NOT MEET REQUIREMENTS
	COMMENTS OR ACTION REQUIRED

	PRACTICAL TASK 
	
	
	

	SETTING UP A WORKSTATION


	
	
	

	The workstation is positioned on a well light area
	
	
	

	The VDU position is appropriate
	
	
	

	The seating position is appropriate and does not cause back pain, neck pain, repetitive strain and eye strain.
	
	
	

	Input devices are correctly positioned
	
	
	

	Power cables are laid properly and neat 
	
	
	

	Work station is close to power points  
	
	
	

	Power sockets are not over loaded.
	
	
	

	GENERAL COMMENTS:

	

	Date……………………..
	Time started………………..
	Time completed……………….



	FACILITATOR NAME

………………………………
	FACILITATOR SIGNATURE

…………………………………….
	ASSESSOR ENDORSEMENT

(SIGNATURE)

………………………………….



SECTION B: SUMMATIVE ASSESSMENT

Answer all questions in this section.

Question 1 (SO 4, AC 3)

Explain the scope and usage of the terms LAN and WAN
(4)

	

	

	

	

	

	

	

	

	

	

	

	

	


Question 2 (SO 4, AC 4)

Explain at least 2 types of telephone networks used for access to the internet, give examples.
(4)

	

	

	

	

	

	

	

	

	

	

	

	

	


Question 3 (SO 5, AC 1)

Explain the ergonomic principles for computer workstations in terms of their application and purpose.
(4)

	

	

	

	

	

	

	

	

	

	

	

	

	


Question 4 (SO 5, AC 2)

Explain the impact of the environmental conditions relating to computer workstations
(4)

	

	

	

	

	

	

	

	

	

	

	

	

	


Question 5 (SO 6, AC 1)

Identify and explain 2 current legislation relating to health and safety in the ICT environment
(4)

	

	

	

	

	

	

	

	

	

	

	

	

	


Question 6 (SO 6, AC 2)

Explain ways of preventing personal injuries due to incorrect ergonomics when working with computers.


(4)

	

	

	

	

	

	

	

	

	

	

	

	

	


Question 7 (SO 6, AC 3)

Identify the common precautions that need to be taken when working with computers to ensure safety.
(4)

	

	

	

	

	

	

	

	

	

	

	

	

	


Question 8 (SO 6, AC 4)

Explain the ways to minimise the effect of ICT working practices on the immediate environment
(3)

	

	

	

	

	

	

	

	

	

	

	

	

	


Question 9 (SO 7, AC 1, AC 2)

What steps can you take when setting up a computer workstation taking into account the ergonomic principles and health and safety issues?
(4)

	

	

	

	

	

	

	

	

	

	

	

	

	


PRACTICAL TASK  1(SO 4, AC 4; SO 5, AC 2; SO 6, AC 3
You are to visit any company that uses computers for business operations. These computers must be linked to a network. Examples of companies can be banks, consulting companies, and training organisations. Complete the following activities in the context of the company.

· Name and describe the core business of the company.

· Explain the use of computers in the company.

· Identify the telephone network connection which the company uses to access the internet
· Describe the environmental conditions relating to ergonomics of computer work stations. (Provide photos or images)

· Identify common precautions that the company takes when working with computers.

Total marks are 45
Learner achieved ____________ marks.
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