[image: image1.png]SN
ZHS

GREEN(HW_D

project

infinite potential. purposeful living.











	Name
	

	Contact Address
	

	Telephone (H)
	

	Telephone (W)
	

	Facsimile
	

	Cellular
	


Assessment Process Flow


Agreed Assessment Plan

	Candidate's Name: 
	

	Assessor's Name:
	

	Standard Title:
	Use electronic mail to send and receive messages 

	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, computer, Microsoft outlook 2010, active email address
	Completed knowledge questionnaire


Signature of Candidate: 
______________________________

Signature of Assessor: 
______________________________


Date: 



______________________________


INSTRUCTIONS TO THE 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

· If you have achieved any unit standards in this skills programme via another provider, please neatly draw a line through the section and indicate that a certified certificate has been submitted and is included in your administration section.
· Please include dates on all extra evidence that you will submit in your portfolios
· Answer section A and Section B.

FORMATIVE ASSESSMENT
Answer all questions and attempt the practical assessment that follows.

A. Exercise 
Question 1 (SO 1, AC 1, AC 3, AC 4)
Explain the following; 
I. Structure of an email using an example.





(10)

II. Benefits and limitations of using email.
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Question 2 (SO 2, AC 4, SO 3, AC 3)

I. Why is it important to check for spelling mistakes prior to sending mail


(2)

II. What precautions must be taken when receiving mail?
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Question 3 (SO 1, AC 2)

Identify the common way in which viruses can be delivered to emails.
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SUMMATIVE PRACTICAL ASSESSMENT
Attempt the following tasks;
TASK 1 (SO 2, AC 1, AC 2, AC 3, AC 4, AC 5, AC 6, AC 7, AC 8, AC9)

In this activity you are required to write an email to someone on any subject of your choice. The following are requirements for the activity:

· Ms Outlook 2010
· Saved Ms word document

· Internet connection must be off

Demonstrate the following;

	NO.
	ITEMS TO BE EVALUATED

	1
	Open Ms Outlook 2010 email application.

	2
	Write an email message

	3
	Insert the recipient’s email address.

	4
	Add 2 CC and 1 Bcc email addresses

	5
	Add the email header which is consistent with the message purpose and target audience.

	6
	Attach a file to the email message.

	7
	Attachment is deleted from an email message.

	8
	Establish a an internet connection

	9
	Send email to the recipient.

	10
	Close electronic mail application


TASK 2 (SO 3, AC 1, AC 2, AC 3, AC 4, AC 5, AC 6, AC 7, SO 4, AC 1)
To complete the following activities you need the following:

· Email address in Ms Outlook

· At least 10 emails in the inbox

· Contacts in the email address book

Ask your facilitator or assessor for any assistance.

Using your email inbox demonstrate the following;

	NO.
	ITEMS TO BE EVALUATED

	1
	Open the Ms Outlook 2010 application

	2
	Identify senders of incoming mails.

	3
	Open and display the contents of an email.

	4
	Open an email with attachments and forward it to any contacts in your email box.

	5
	Flag and mark the all messages in the inbox as unread 

	6
	Reply to any one email in your inbox

	7
	Open any email message in your inbox and print it.


TASK 3 (SO 5, AC 1, AC 2, AC 3, AC 4, AC 5, AC 6)
To complete the following activities you need the following:

· Email address in Ms Outlook

· At least 10 emails in the inbox

· Contacts in the email address book

· A saved word document.

Ask your facilitator or assessor for any assistance.

You are required to have a least three emails in your inbox. Demonstrate the following;

	NO.
	ITEMS TO BE EVALUATED

	1
	Open the Ms Outlook 2010 email application

	2
	Open 3 email messages in your inbox show them on the screen

	3
	Control is switched between the open email messages.

	4
	Copy text from one email message to the other.

	5
	Open a word document, copy any paragraph and past in one of the opened email messages.

	6
	Delete text in any of the email messages.

	7
	Delete 2 email messages in the inbox

	8
	Close the Ms Outlook 2010 email application


TASK 4 (SO 6, AC 1, AC 2)

To complete the following activities you need the following:

· Email address in Ms Outlook

· At least 10 emails in the inbox

Demonstrate the following activities relating to adjusting settings to customise the view and preferences of E-mail applications;
	NO.
	ITEMS TO BE EVALUATED

	1
	Switch on and off any two toolbar menus.

	2
	Change the current view headings.
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SURNAME: ……………………………….…
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	EVALUATION CHECKLIST

DATE:

TIME: 




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

	TASK 1 
	
	
	

	
	
	
	

	Ms outlook 2010 application is opened 
	
	
	

	Email message is written 
	
	
	

	Recipients of the email are inserted
	
	
	

	Email header which is consistent with the message is added
	
	
	

	A file attachment is added to the email message 
	
	
	

	Attachment is deleted from an email
	
	
	

	Internet connect is established
	
	
	

	Send the email to the recipients
	
	
	

	Ms outlook 2010 application is closed
	
	
	

	TASK  2 
	
	
	

	Senders of emails in the inbox are identified
	
	
	

	An email is opened and displayed 
	
	
	

	Email with attachments is opened and forwarded to any contacts   
	
	
	

	All messages in the inbox are marked as unread
	
	
	

	Email in the inbox is replied
	
	
	

	Email in the inbox is opened and printed
	
	
	

	TASK 3 
	
	
	

	Ms Outlook 2010 application is opened
	
	
	

	3 email messages  are opened and displayed on the screen
	
	
	

	Control is switched between open email messages   
	
	
	

	Text from one email message is copied and pasted in another email
	
	
	

	An Ms word document is opened, a paragraph copied and pasted in an email message
	
	
	

	Text is deleted from an email message
	
	
	

	2 email messages in the inbox are deleted
	
	
	

	Ms Outlook 2010 application is closed.
	
	
	

	TASK 4 
	
	
	

	Toolbar menus are switched on and off
	
	
	

	Current view headings are changed 
	
	
	

	
	
	
	

	GENERAL COMMENTS:

	

	Date……………………..
	Time started………………..
	Time completed……………….
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Assessment Plan agreed by candidate & completed by the assessor before the actual assessment





Knowledge Questionnaire conducted as per the Assessment Plan





Observation conducted as per the Assessment Plan





Portfolio of Evidence compiled as per the Assessment Plan








A detailed Assessor Report compiled & forwarded for Moderation





Record of Learning Updated





Appeal form completed by the candidate in the event of dispute





Feedback Report Completed by Assessor & individual feedback given to the candidate





Assessment Results Moderated





Action Plan Completed by Assessor





All records & evidence filed





Completed Assessor Report / Moderator Report / Record of Learning 





Approval & Certification obtained 





Certificate of Competencies issued to successful candidates





Register candidates on the Learner Record Database





Portfolio of Evidence submitted as per the Assessment Plan
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