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Introduction
This set of assessment tools is for the unit of competency ICTWEB201 Use social media tools for collaboration and engagement. 

The guide is divided into three sections:

Section 1:
Unit of competency

Section 2:
Assessment resources

Glossary (VET sector terminology)

As the trainer/assessor, you are in the best position to judge the full training and assessment requirements of a unit of competency. The judgments that you make in this regard should form part of your broader training and assessment strategy.

Learners may or may not be employed in the workplace. Where a learner is currently employed, you should endeavour to use relevant workplace documents and resources. Where learners are not currently employed, you must provide example documentation and a simulated environment wherever possible. Encourage classroom learners to take every opportunity to observe a real working environment and discuss what they have seen. Note that observation and assessment in the workplace is mandatory for some units of competency. Refer to section 1.2 of this guide, or to the assessment requirements of the relevant unit of competency, for details of assessment conditions.
This document and set of assessment tools must be used in conjunction with the directions that form part of the qualification’s Training and Assessment Strategy. Assessors must refer to the ICT20115 Training and Assessment Strategy for details on mandatory tool use.

Section 1 - Unit of competency

The Information and Communication Technology Training Package (ICT) was developed by the Innovation & Business Skills Australia (IBSA) and the Industry Skills Council in consultation with industry stakeholders including employers, unions, peak bodies, professional associations, regulatory bodies, registered training organisations (RTOs) and other relevant parties. The training package specifies the skills and knowledge required to perform effectively in the workplace.
Individual units of competency are nationally agreed statements that describe work outcomes and can stand alone when applied in the workplace.

This section outlines the requirements of the unit of competency ICTWEB201 Use social media tools for collaboration and engagement and other information relevant to it.

It contains the following information:

1.1 
Elements of competency and performance criteria

1.2
Assessment requirements 
1.3 
Dimensions of competency

1.4
Foundation skills
1.5
Skill sets

1.6
Recognition of prior learning (RPL)
1.7 
Glossary of terms
1.1
Elements of competency and performance criteria

The elements of competency define the skills required to perform a work activity. They describe the required outcomes that need to be assessed. 

The performance criteria define the level of skill necessary to achieve the requirements of the element.

The following table maps the content in the on-line course ICTWEB201 Use social media tools for collaboration and engagement to the unit of competency.

	 ICTWEB201 Use social media tools for collaboration and engagement
	Where covered in on-line course

	Element 1: Describe the different types of social media tools and applications
	

	1.1 
Explain the characteristics of the term ‘social media’
	Task 5

	1.2 
Identify different types of social-media tools and applications
	Task 5

	1.3 
Illustrate some of the issues associated with the use of social media tools and applications
	Task 5

	Element 2: Compare different types of social media tools and applications
	

	2.1 
Select one social media type to review
	Task 5

	2.2 
Review the most popular tools, and applications, within that social media type
	Task 5

	2.3 
Itemise the benefits across a range of the most popular tools and applications
	Task 5

	2.4 
Select the most appropriate social media tool or application
	Task 5, Task 10

	Element 3: Set up and use, popular social media tools and applications
	

	3.1 
Identify the social media tools and applications available for possible implementation
	Task 5, Task 10

	3.2 
Initiate the preferred social media tools, and applications, for use
	Task 5, Task 10

	3.3 
Establish the social media interface, using text and file content
	Task 10

	3.4 
Initiate social networking interaction
	Task 10

	3.5 
Test and evaluate tools, and applications, for ease of use
	Task 10

	3.6 
Present the findings
	Task 5, Task 10


1.2
Assessment requirements 

ICTWEB201 Use social media tools for collaboration and engagement covers the outcomes, skills and knowledge required to establish a social networking presence, using social media tools and applications. It includes the requirement to review, compare, and use different types of social networking tools and applications.

It applies to information and communications technology (ICT) personnel who need to develop a social networking web presence for a small or large office environment, using social media tools and applications.

The assessment requirements consist of three criteria:

· Performance evidence: details the skills to be demonstrated, the consistency of performance (for example, on how many occasions, in what range of situations, using what range of equipment) and any licensing, regulatory or registration requirements
· Knowledge evidence: the scope and depth of knowledge required
· Assessment conditions: specify where assessment can take place, what resources are required and what interactions with other people are required
Performance evidence
The performance evidence for the unit ICTWEB201 Use social media tools for collaboration and engagement consists of at least one event where the candidate:
· identify different types of social media tools and applications, and the issues associated with their use

· access the internet, set up a social networking presence and upload and link a wide variety of files

· use and evaluate social media tools and applications and work contexts.

Knowledge evidence
The knowledge evidence within the unit ICTWEB201 Use social media tools for collaboration and engagement consists of:

· list basic technical terminology in relation to social networking, social media applications, and tools

· outline basic methods of uploading images, text files, portable document format (PDF) files, audio files, video files, and link the associated files

· state the features, and functions, of social media applications

· list import and export software functions

· explain how to link documents

· explain the process of tagging, in order to facilitate collaborative folksonomy

· list social media applications and procedures, for connecting to social networking sites

· identify and describe, input and output devices

· describe, and use, really simple syndication (RSS) feeds to connect a social network.

Assessment conditions
Skills must be demonstrated in a safe environment where evidence gathered demonstrates consistent performance of typical activities experienced in the ICT field of work.

Simulations and scenarios are acceptable. Simulated assessment environments must simulate the real-life working environment where these skills and knowledge would be performed, with all the relevant equipment, resources and work contexts of that working environment.
The assessment environment must include access to:

· a personal computer (PC) and printer

· the internet

· social-media tools and applications

· online instructional documents.

Assessors must satisfy the NVR/AQTF mandatory competency requirements for assessors.
1.3
Dimensions of competency

The dimensions of competency relate to all aspects of work performance. The following table explores the four dimensions of competency in more detail.

	Dimensions of competency
	What it means

	Task skills
	The candidate must perform the individual skills required to complete a work activity to the required standard.

	Task management skills
	The candidate must manage a number of different tasks to complete a whole work activity, such as working to meet deadlines.

	Contingency management skills
	The candidate must use their problem-solving skills to resolve issues that arise when performing a work activity.

	Job/role environment skills
	The candidate must perform effectively in the workplace when undertaking a work activity by working well with all stakeholders and following workplace policies and procedures.


Assessors and/or their training organisations need to ensure that the range of assessment instruments developed for this unit adequately explore the dimensions of competency.
1.4
Foundation skills

Underpinning all job roles is a set of skills that are essential if learners are to participate successfully in work and be valuable and productive employees. 
The foundation skills embedded in this unit of competency are outlined below:

	Skill
	Performance Criteria
	Description

	Reading
	1.2, 2.2
	· Extract the relevant information from technical and organisational documents

	Writing
	1.1, 2.2, 2.3, 3.3, 3.4, 3.6
	· Develop the content in a manner that supports and conveys information, using the appropriate structures and specialised language

	Navigate the world of work
	1.3
	· Understands legal and ethical responsibilities, regarding the use of social media tools

	Get the work done
	2.1, 2.2, 2.4, 3.1, 3.2, 3.5, 3.6
	· Makes routine decisions and implements standard procedures for routine tasks

· Understands the purposes, specific functions, and the key features of common digital systems and tools, and operates them effectively to complete routine tasks


Do not assume that learners already have these skills; for example, even if you believe they have good writing skills, they may never have written a specific type of report before.

Remember that the learner may not necessarily need all of these skills for a specific task, nor be required to develop them to a high level. This will depend on the nature of the task and the context in which they are working.

Your role is to:

· when planning your assessment program, identify where foundation skills are embedded in the unit of competency and how learners can demonstrate they have acquired the skills 

· encourage learners to record in the template that follows the Final Assessment the activities they have performed that demonstrate specific foundation skills; they can do this after completing each chapter in the learner guide.

1.5
Skill sets

Skill sets are single units of competency or combinations of units of competency that link to a licence, regulatory requirement or defined industry need. 

Skill sets do not replace qualifications as the foundation for undertaking work in the community sector. Skill sets build on a relevant qualification and enable a qualified worker to move laterally into work areas addressed by the skill set or to broaden their skill base in relation to the services they provide.
1.6
Recognition of prior learning (RPL)

Recognition of prior learning (RPL) is an assessment process that assesses an individual’ s non-formal and informal learning to determine the extent to which that individual has achieved the required learning outcomes, competency outcomes, or standards for entry to, and/or partial or total completion of, a qualification.

To have skills and knowledge formally acknowledged, a learner must supply a range of evidence to verify competency. The trainer then needs to assess this evidence against the criteria for the qualification.

Evidence of competency may include work samples, journals and third-party testimonials. Learners may also need to be observed undertaking set tasks and/or answer set questions.

The full RPL Kit for this qualification is available. The kit consists of four parts:
· Assessor’s Guide

· Candidate’s Guide

· Forms

· Workplace Guide

1.7  Glossary of terms
Previously, units of competency included a ‘Range Statement’ that provided a way of understanding the scope of terms essential to performance criteria. Range Statements are no longer part of the endorsed components of Training Packages, but this section provides some general understanding to many of the concepts used in the ICT qualifications.
Where ever possible and appropriate, knowledge should be contextualised to the learner’s workplace. For example, when dealing with organisational policies and procedures, look at the actual policies and procedures of the workplace.
# (hashtag): This thing is called an octothorpe. The hashtag is a word or phrase preceded by the “#” sign. #Hashtags are a simple way to mark the topic (or topics) of social media messages and make them discoverable to people with shared interests. On most social networks, clicking a hashtag will reveal all the public and recently published messages that also contain that hashtag. Hashtags first emerged on Twitter as a user-created phenomenon and are now used on almost every other social media platform
Abandonment rate: The percentage of social customer service issues that are abandoned by customers without a resolution.

Accessibility: Consideration given to ensure that a service (web site etc.) is made available to users whether or not they have a disability.
Ad banner: A graphic message or other media used as an advertisement.
+1 button: Similar to Facebook’s “Like” button, the +1 button is proprietary to Google and is the Internet equivalent of the thumbs-up. “+1” may also show up in emails or comment threads, as in the following: “+1 for that idea” with the meaning of “I really like this idea and I’m showing my support for it.”

Archiving: The practice of retaining an organization’s social media messages and associated metadata, often for the purpose of regulatory compliance. Archiving has become increasingly important as more and more business communications occur on social media. Organizations can save records of social conversations in their own secure databases, much like they already store email and other documents. This data can later be retrieved and analyzed to track the effectiveness of social media activities. It can also be gathered as part of a legal e-discovery process.

Audience selector: A tool that allows you to choose which audience you want to share something with on Facebook. To learn more about Facebook’s privacy settings for sharing content, see this Facebook Help article.

Authenticity: Some people cover up their identity and don’t really express themselves on social media. Being open and authentic on social media means a great deal to your audience who wants to genuinely engage with you or your business. It’s important to find your own voice and be personal on social media. We wouldn’t be following you if we didn’t think you were awesome, so just be yourself!

Avatar: A visual representation of a user online, though not necessarily an actual photo of the user. Social media profile pics are an example of an avatar. Fun trivia fact: “avatar” is Sanskrit for “incarnation”. 

Bio: A ‘Bio’, short for biography, is the small portion of your online profile that explains to new or potential followers who you are. All social platforms have some version of a Bio as they are valuable in attracting new followers with similar interests. When it comes to your Twitter strategy, your Bio is the first thing users see when they discover your profile and a good Bio can greatly improve how often you show up in keyword searches.

Block: A Twitter feature that enables you to prevent another user from following you, adding you to their Twitter lists, having their mentions and replies appear in your notifications or mentions tab, and tagging you in a photo. Blocking is a useful way to keep a troublesome user out of your mentions and sends them an explicit signal that you want nothing to do with them. However, Twitter cannot prevent anybody from seeing your public Tweets. If you want to keep your Tweets private, then use a protected account.

Brandjacking: The hijacking of a brand to promote an agenda or damage a reputation. Brandjackers don’t hack the social media accounts of target individuals and organizations. Instead, they assume a target’s online identity through indirect means such as fake accounts, promoted hashtags, and satirical marketing campaigns.

Clickbait: Web content with a misleading or sensationalist headline that entices readers to click through to the full story, usually with the goal of generating page views and advertising revenue. 

Clickthrough rate (CTR): This is a common metric for reporting on the number of people who viewed a message or piece of content and then actually performed the action required such as clicking on the ad or link in an email marketing campaign. 

Community management: The practice of developing relationships around a common interest. This is done by monitoring and engaging with those who engage with the common interest. The goal is to nurture relationships so that the community acts as advocates on behalf of the common interest.

Compliance: Conformance with rules, regulations, or laws. Social media compliance is particularly relevant to organizations in regulated industries, such as healthcare, banking, and insurance. These businesses face strict rules governing what they can communicate to the public, and numerous regulatory agencies have confirmed that these rules extend to social media. Among other requirements, regulated organizations must be able to demonstrate that they are archiving social communications and supervising the use of social media by their employees.

Connection: On LinkedIn, there are several types of connections you can make. The basic type of connection is a 1st degree connection—a contact that you know personally or professionally and that has accepted your invitation to connect. Other degrees of connections are dependant on your extended network and how closely they are connected to other individuals you know.

Content curation: Content curation is the process of sifting through the web to find the best and most relevant content for an audience and then presenting it to them in a meaningful way. 

Content management system (CMS): A web CMS is an online application that allows you to draft, share, edit, schedule, and index your content. Popular web content management systems make use of simple editors that allow you to create publish content without demanding a knowledge of code.

Cover photo: The large, horizontal image at the top of your Facebook profile or page. Similar to a profile photo, a cover photo is public and can be seen by anyone. This is a great place for individuals, brands and organizations to use an unique image to represent who they are, what their business is or what they care about.

Creative Commons: Creative Commons is a public copyright license that gives you the ability to use and share otherwise copyrighted material. For social media users, Creative Commons often comes into play when we are looking for images and photos to accompany a social media message or blog post. In both of these cases, unless you are using your own images or have express permission, you can only share Creative Commons images. 
Crowdsourcing: Crowdsourcing refers to the process of leveraging your online community to assist in services, content and ideas for your business. Business examples include getting your audience to volunteer in helping translate your product or by asking your community to contribute content for your blog.

Direct Message: A direct message (DM) is a private Twitter message sent to one of your followers. Direct messages can only be sent to a Twitter user who is already following you, and you can only receive direct messages from users you follow.

Display Ad: Display ads are typically small visual banners that are shown on websites. Common formats include images, flash, video, and audio. They can also be text-based. 

Embedded media: Digital media that is displayed within another piece of content, outside of its native setting.

Engagement: Social media engagement refers to the acts of talking to, messaging or otherwise interacting with other people on social networks. This broad term encompasses a several different types of actions on social media, from commenting on Facebook posts to participating in Twitter chats. At its simplest, social media engagement is any interaction you have with other users. 

Engagement rate: Engagement rate is the percentage of people who saw your social media post and actively engaged with it.

Facebook Fans: The people who like your Facebook Page.

Favorite: An indication that someone likes your Tweet, given by clicking the star icon.

Follower: A Twitter user who has subscribed to your Twitter account so they can receive your Tweets in their Home feed. If you want to send them a direct message, you need to follow them back.

Following: The number of accounts that a Twitter handle is following.

Forum: An online site, also known as a message board, where people can hold discussions

Friend: A person that you connect with on Facebook or another social network. Unlike a fan or follower, a friend is a two-way connection; both you and your friend have to endorse the relationship.

Geolocation, geotagging: The practice of tagging a photo, video, or message with a specific location. The ubiquity of GPS-enabled smartphones has made geotagging a core aspect of social media.

GIF: Gif (pronounced jif, apparently) is the acronym for Graphics Interchange Format, which refers to a file format that supports both static and animated images. 

Handle: Handle is another way of saying your account name. 

Header image: A header image, not to be confused with a profile photo, is the banner image at the top of a user’s Twitter profile.

Home: Often the first page you see when you sign into your social media account, it contains a constantly updating timeline or feed of the user activity and news stories in your network.

Influencer: A social media user who can reach a significant audience and drive awareness about a trend, topic, company, or product. 

Like: Derived from the dictionary-approved meaning (children like ice cream, duh), to like something on social media is a Facebook invention that’s evolved into an understood expression of support for content. Along with shares, comments, and favorites, likes can be tracked as proof of engagement. 

Meme: An idea, fashion, or behavior that is transmitted from person to person through media, speech, gestures, and other forms of communication. 

Mention: The act of tagging another user’s handle or account name in a social media message. 

Phishing: An attempt to fraudulently acquire sensitive information such as usernames, passwords, and credit card information (and often, indirectly, money) by authentic-looking electronic communication, usually email. Also a method of spreading electronic viruses by exploiting security weaknesses. 

Retweet: A Tweet that is re-shared to the followers of another user’s Twitter account. 
RSS: RSS (Rich Site Summary) is a format for syndicating web content. Bloggers, news publishers, and other content creators use RSS feeds to effectively broadcast content (or content summaries) to audiences. Readers can subscribe to RSS feeds without providing personal information, and then automatically receive updates through a news reader or aggregator.

SEO: Search engine optimization is the practice of increasing the “organic” visibility of a web page in a search engine, such as Google. Although businesses can pay to promote their websites on search engine results pages (Search Engine Marketing, or SEM), SEO refers to “free” tactics that enhance the search ranking of a page.

SMS: SMS is the text messaging service component of phone, web, or mobile communication systems. 

Thread: A strand of messages which represent a conversation or part of a conversation. Threads are essential to most forms of online communication, including social media, web forums, and email. Without them, it is incredibly difficult to put messages into context or keep track of ongoing conversations. 

Timestamp: The date and time that a message is posted to a social network, usually visible below the headline or username. 

Triage: The process of prioritizing, assigning, and responding to inbound social media messages. 

Tweet: A Twitter message. Tweets can contain up to 140 characters of text, as well as photos, videos, and other forms of media. 
Twitter: A social network and media platform that enables users to publish 140-character messages along with photos, videos, and other content. 

URL: The location of a page or other resource on the World Wide Web. The acronym stands for Uniform Resource Locator. 

Section 2 - Assessment tools
Assessment is all about collecting evidence and making decisions as to whether or not a learner has achieved competency. Assessment confirms that the learner can perform to the expected workplace standard, as outlined in the units of competency.

This section contains the summative assessment tools that are to be used in assessing this unit of competency.  The assessment tools have also been mapped against the requirements of unit assessment; these may be reviewed in the TEIA document ICT20115 Mapping Guide. Assessors can use this mapping information to complete required assessment records.

It is an important responsibility of assessors to complete the assessment records themselves. This ensures all additional assessment activities deemed appropriate or required by the assessor, in addition to those within this document, are included in these records.

Section Two contains the following information:

2.1   
Summative assessment

2.2
Solutions – general guidance

2.3 
Solutions – summative assessment

2.4
Evidence of competency

2.5
Assessment records
2.1
Summative assessment

Task Five: A new computer system

Task Overview

In this task, the candidate has to research and quote on computer hardware, software and peripheral devices in order to respond to client needs. 

Learning and Assessment Sequence

Research client requirements

· Read and print the email from Cameron McKellar (Computer)

· Read and print Learning Resources and Your Task (Bookcase folders)

· Research computer hardware requirements to meet client specified requirement

· Research operating system requirements to meet client needs

· Confirm that computer hardware will support operating system minimum requirements

· Conduct research on peripheral devices suitable for client specifications

· Research software requirements to perform the functions required by client

Return of work expected from learners

There are a number of activities that the candidate must complete throughout the task.  These activities require the candidate to submit their answers to the assessor.

The following outputs need to be sent to the assessor as either an email attachment or through a virtual ‘dropbox’:

· Specifications for recommended hardware, software and peripherals

Prepare a quote for a client

· Select appropriate software options for preparation of a quote

· Undertake software training as necessary (Mouse)

· Develop a quote template for RAMemberUS IT Services using appropriate software (Hint: Check software templates as a starting point)

· Using costs that you obtained, use a mark-up of 15%, a labour cost of $110 per hour for computer setup and configuration, develop an itemised quote listing hardware, software and peripherals as separate entries. Estimate 1.5 hours for setup and configuration.

· Include an on-site installation fee as a separate line item on the quote as an optional extra. The fee for this service is an additional $70.00 per hour.

Return of work expected from learners

There are a number of activities that the candidate must complete throughout the task.  These activities require the candidate to submit their answers to the assessor.

The following outputs need to be sent to the assessor as either an email attachment or through a virtual ‘dropbox’:

· Quote template

· Itemised quote

Write an accompanying letter

· Revisit email from Cameron McKellar (Computer)

· Identify customer information requirements

· Revise correct letter format as necessary (refer to Task 2)

· Using Microsoft Word, write a letter to accompany quote. Hint: Make sure the letter addresses all client queries

Return of work expected from learners

There are a number of activities that the candidate must complete throughout the task.  These activities require the candidate to submit their answers to the assessor.

The following outputs need to be sent to the assessor as either an email attachment or through a virtual ‘dropbox’:

· Detailed letter to client to accompany quote

Respond to a customer email enquiry

· Read and print email from Rob Tanner (Computer)

· Identify customer information requirements

· Research antivirus software options (Internet)

· Research security options to prevent hackers (Internet)

· Research anti-spyware options (Internet)

· Research anti-spam options (Internet)

· Develop an email in response to the client and send to your teacher

Return of work expected from learners

There are a number of activities that the candidate must complete throughout the task.  These activities require the candidate to submit their answers to the assessor.

The following outputs need to be sent to the assessor as either an email attachment or through a virtual ‘dropbox’:

· Email response regarding security options

Task Ten: A digital photo project

Task Overview

In this task, the candidate develops their knowledge of PhotoFiltre in order to enhance their photo editing skills. They need to download and install PhotoFiltre and use the help files as required to develop their skills. The candidate needs to edit a series of images to meet the needs of a client. 

NOTES: 1.
The task may be done in conjunction with the image editing component of Task 8. The assessor should discuss this option with the candidate.

               2.
While this task specifically makes use of PhotoFiltre, the candidate or assessor may wish to use an alternative image editing program. The assessor should discuss this option with the candidate.
Learning and Assessment Sequence

Locate, download and install image editing application

· Read and print email from Andrew Reid (Computer)

· Read and print Learning Resources and Your Task (Bookcase folders)

· Locate and save PhotoFiltre installation file (Internet)

· Install PhotoFiltre to your computer

Return of work expected from learners

There are a number of activities that the candidate must complete throughout the task.  These activities require the candidate to submit their answers to the assessor.

The following outputs need to be sent to the assessor as either an email attachment or through a virtual ‘dropbox’:

· Image editing (e.g. PhotoFiltre) installation file

Edit digital images 

· Access the digital images from Andrew Reid (Camera)

· Access email from Andrew Reid

· Refer to the image adjustments required by the client

· Adjust images to meet client requirements

· List steps that you used to edit each image on the accompanying Digital Image Adjustment Record Sheet (Bookcase folders)

· Print final images and submit to your teacher

Return of work expected from learners

There are a number of activities that the candidate must complete throughout the task.  These activities require the candidate to submit their answers to the assessor.

The following outputs need to be sent to the assessor as either an email attachment or through a virtual ‘dropbox’:

· Edited images – digital format

· Printed copy of each image

· Digital Image Adjustment Record Sheet
2.2
Solutions - General guidance
Assessors should review the solutions provided and adapt and/or contextualise them (and assessment activities themselves where necessary) to suit the training and assessment context as part of their moderation activities. This will ensure consistency of assessment.
The solutions to assessment activities serve as a reliable guide to the type of information that should be included in the assessment candidate’s response. Refer to the assessment activities when assessing learner responses or evaluating assessment evidence. The answers provided by the assessment candidate will vary due to a number of factors, including the:

· candidate’ s own experiences

· candidate’ s workplace experiences

· training situations and strategies presented by the trainer

· interpretation of the assessment activity by the assessment candidate/assessor

· type of organisation, work practices, processes and systems encountered by the candidate.

The nature and variety of the tasks presented means that in some cases there will be numerous correct responses, and the solutions provided cannot cater for all contexts and eventualities.

In general terms:

· For questions with a single answer, this guide provides the correct answer.

· For questions that do not have a single answer, it is understood that answers will vary within certain parameters.

· For questions where the candidate has to list a certain number of items, Aspire has provided a more comprehensive listing from which candidate responses may be drawn. However, this list may not in all cases be definitive, and assessors should account for other possible correct responses.

· For activities that involve responding to a case study, Aspire has provided an example of how the candidate may respond. Depending on the question, the terminology used will indicate either what the candidate should have included in their response, or may have included. However, assessors should take into account different phrasing used by the candidate, or different responses that may be equally correct.

· For activities that take place in the workplace or involve workplace documentation, Aspire can only provide an example response. Assessors should consider whether the candidate has achieved the intent of the activity, taking into account the candidate’s workplace context.

· For activities that involve writing reports or completing documentation provided, Aspire can only provide an example response. Assessors should again consider whether the candidate’s response is appropriate to the task within the context of the candidate’s training and/or workplace.

2.3
Solutions – Summative assessment
Task Five
Research document
Requirements as specified in learning materials:
1. Conduct research for client – he requires hardware, software, peripherals and information on advantages and disadvantages of Linux versus Windows.

2. Submit specifications for hardware, software and peripherals.

Email extracts:

“I have been advised to stay away from Windows and have Linux installed instead. I would like to know a bit more about the pros and cons of this as well and would like your advice here.”

“Good photo quality printer to print up to A3 size”

“SLR digital camera to take really good quality pictures”

“Video camera - I don't think I will do much of this but would like to have a play.”

“Typing up letters and correspondence, designing some brochures, cards etc, doing quotes and setting up mailing lists”

“Open something called PDF files.”

“Serious photo editing”

“Edit movies“

“Give me a quote for a new computer system,”

Other expected requirements:
1. Based on the requests in the email, students are to research operating systems, peripheral devices, software and computer systems.

2. Findings are to be written up into a document:

3. Name of recommended operating system, version, price, specifications, cost

4. Make, model, price, main features for each peripheral recommended

5. Application name, version, price, features for each software application recommended

6. Make, model, price, features, specifications for computer system recommended

7. Advantages and disadvantages of Windows v Linux

8. Possible answers for printer: Canon PIXMA Pro 9500 Mark II A3 Photo Printer; Epson Stylus R3000 Inkjet Printer A3

9. Possible answers for camera: Panasonic Lumix; Canon etc

Possible answers for software applications: Microsoft Office 2010 Professional (includes, Word, Excel, Publisher); Acrobat Reader X (10.1.0); Photoshop CS5; Adobe Photoshop Elements 9 & Adobe Premiere Elements 9; Movie Maker

Possible answers for computer system: Laptop or Desktop

Design a quote template
Requirements as specified in learning materials:
Design a quote template.

Use a template sourced online or with application.

Other expected requirements:
1. Quote template should include:

2. logo and contact details for RAMemberUS

3. Heading - 'Quote' or 'Sales Quote'

4. [image: image13.png]e SALES QUOTE
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‘Sales tax’ to be replaced with ‘10% GST’

Prepare a quote
Requirements as specified in learning materials:
· Use the quote template designed earlier

· Provide prices for hardware, software, peripherals, computer system and operating system being recommended.

· Prices should include a mark-up of 1% on the prices given in the recommendations document

· Include 1.5 hours for setup and configuration @ $110 per hour

· Include on-site installation fee as an optional extra at $70 per hour

Other expected requirements:
Quote to be displayed as:

· Computer system – make, model, price

· Software – application name, version, price. It is not expected that freeware will be listed in the quote, but accept it if given

· Peripherals – make, model, price

· Operating system – program name, version, price

Sample:
[image: image2.png]Date: [Enter 3 date]
Inveice = [100]
Expiration Date: [Enter a date]

RéMemberUS T Services Cameran Mekellar
4 Cavendish Rosd 50 Box 234
COORPAROD QLD 4151 anvTown quo 2434
3727 2088

Fax 37272485 Customer D [28c12345]

admin@ramemberus.com.au

Dus on receipt
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1 ‘dobe Photoshap €53 118800 5000 118800
1 Canon EOS 60D Digital SLR Camera 84500 s000 84500
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1 Canon Lageia HF-520 High Def Video Camera 73955 5000 73955
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Adobe Reader 10 Free 5000 5000
s Setup and configuration 11000 s000 s16500
On-site installatian fee (aptiansl) $70.00 per hour
Total Discount s000 sas2385
Subtotal | sas23ss
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Total 541634




Write a letter to accompany the quote
Requirements as specified in learning materials:
· Write a letter to Cameron McKellar using correct letter display.

· Use Word

· Address all client queries

Other expected requirements:
· Use RAMemberUS letterhead.
· Letter is to be addressed to Cameron McKellar, PO Box 234, Anytown Qld 4098. (State not given, but should be included – address given at bottom of email).

· Letter needs to justify choices made for peripherals and software and any explanations which are required.

· Letter needs to give pros and cons of a Windows and a Linux operating system and recommendation for one or the other.  Students may also advise a Mac system. Student responses on the advantages and disadvantages of Windows and Linux need to discuss at least:

· Cost

· Security

· Software

· Ease of use

Sample responses:
Advantages of Linux:
Cost - Free to obtain; can be installed on any number of computers
Security - Strong security; very secure operating system - no viruses, spyware and adware and has been around since early 90s. If any were to happen, hundreds of patches would be released immediately.
Choice –you have the power to control just about every aspect of the operating system. Two major features you have control of are your desktops look and feel by way of numerous Window Managers, and the kernel.
Software - There are so many software choices when it comes to doing any specific task. You could search for a text editor on Freshmeat and yield hundreds, if not thousands of results. Regular users and programmers contribute applications all the time. Sometimes its a simple modification or feature enhancement of an already existing piece of software, sometimes its a brand new application software. Best of all, the vast majority of Linux software, utilities and games are free and open source. Many of the Linux variants and many Linux programs are open source and enable users to customize or modify the code however they wish to.
Hardware - Linux is perfect for those old computers with barely any processing power or memory you have sitting in your garage or basement collecting dust. Install Linux and use it as a firewall, a file server, or a backup server. There are endless possibilities. Old 386 or 486 computers with barely any RAM run Linux without any issue.
Reliability - The majority of Linux variants and versions are notoriously reliable and can often run for months and years without needing to be rebooted.
Support - Although it may be more difficult to find users familiar with all Linux variants, there are vast amounts of available online documentation and help, available books, and support available.
Disadvantages of Linux:
Understanding – Becoming familiar with the Linux operating system requires patience as well as a strong learning curve. You must have the desire to read and figure things out on your own, rather than having everything done for you.
Compatibility – Because of its free nature, Linux is sometimes behind the curve when it comes to brand new hardware compatibility. Though the kernel contributors and maintainers work hard at keeping the kernel up to date, Linux does not have as much of a corporate backing as alternative operating systems. Sometimes you can find third party applications, sometimes you can’t.
Alternative Programs – Though Linux developers have done a great job at creating alternatives to popular Windows applications, there are still some applications that exist on Windows that have no equivalent Linux application.

Hardware - Linux companies and hardware manufacturers have made great advancements in hardware support for Linux and today Linux will support most hardware devices. However, many companies still do not offer drivers or support for their hardware in Linux.

Advantages of Windows:
Understanding - Easy to use

Compatibility – Good third party applications

Software – Large selection of programs, utilities and games

Hardware - Because of the amount of Microsoft Windows users and the broader driver support, Windows has a much larger support for hardware devices and a good majority of hardware manufacturers will support their products in Microsoft Windows.

Support - Microsoft Windows includes its own help section, has vast amount of available online documentation and help, as well as books on each of the versions of Windows.

Disadvantages of Windows:
Security - Although Microsoft has made great improvements over the years with security on their operating system, their operating system continues to be the most vulnerable to viruses and other attacks.

Cost - Microsoft products are available for a hefty and sometimes recurring fee. Microsoft licenses typically are only allowed to be installed on a single computer,

Choice - In Windows, you’re either stuck using the boring default desktop theme, or risking corruption or failure by installing a third-party shell.

Software - Although Windows does have software programs, utilities, and games for free, the majority of the programs will cost anywhere between $20.00 - $200.00 + dollars per copy.

Additional information available at: http://www.computerhope.com/issues/ch000575.htm http://www.foogazi.com/2006/12/19/5-advantages-of-using-linux-over-windows/
Compilation of email
Requirements as specified in learning materials:
· Compose an email response to an email received from Rob Tanner.

· Send email to teacher.

· Rob has questions regarding computer security. Students are to follow email etiquette, and include all information asked for.

Summary of email content:
· Antivirus software - student to recommend a program; free or commercial

· Hacking – student to explain how to stop hackers getting banking details; is there software available to stop this?

· Junk mail – student to explain what programs can be used to stop junk mail? How much do they cost?

· Spyware - Recommendations on how to stop spyware and an idea of prices. Explain what spyware is as customer wants to know.

Possible recommendations: Nortons 360; AVG Anti-virus 2012; Malware Bytes; Spybot Search and Destroy, etc. Correct application name and version must be provided.

Facebook Security Guide
Requirements as specified in learning materials:
· Research Facebook security issues.

· Develop a security guide demonstrating how to protect privacy in Facebook as per client specification: “Give me a brief instruction guide on how to protect my privacy. I know that there are settings somewhere that allow me to do this but have no idea what to do.”
http://www.facebook.com/help/privacy http://www.facebook.com/help/privacy/basic-controls
Other expected requirements:
· Guide to include a heading

· Guide to include screen captures

· Guide to include steps

· Guide to include different fonts, font styles to emphasise points, etc.

Social Media Review
Requirements as specified in learning materials:
Use Word

Students are to conduct web research on social media.

They are to develop a social media review as per client specification which is: “As a small business owner with a unique product, I would also like to start using the social media that I keep hearing so much about through other business colleagues to promote my business. I would like you to develop a simple review for me on what social media options are available and what recommendations might be suitable for a small business such as my own. If you could include for me details about:

· what social media is

· social media types and examples of these

· advantages and disadvantages of each type

· recommendations of what sites you would recommend for a small business like mine

· an overview of each recommended social media site

· links to each recommended site.”

Suggested response:
Response should explain what social media is, and include the fact that there are 11 different types of social media. The types and examples of the types can be obtained at and are provided below:

http://www.oneillcommunications.com/2010/04/all-the-different-types-of-social-media/
1. Publishing Media (suitable for his small business)
These are websites (or platforms) that allow for the easy publishing of articles and information, usually in a longer, slightly less casual manner. Good examples of publishing media are blogs and wikis. The main ones are:
WordPress
Blogger
Wikipedia
Wikia
2. Content Sharing (suitable for his small business)
These are sites and services that allow you to share content with your social network. What you share can be anything from music to photos to movies or links you found online. Most allow for some amount of commenting and discussion as well.

YouTube
Flickr
Digg
Last.fm
Del.icio.us
3. Discussion (suitable for his small business)
Many services have been developed for the simple task of quick communication through chatting or video conferencing. Some of the most commonly used are:
Yahoo Messenger
MSN Messenger
Google Talk
Skype
4. Social Networks (suitable for his small business)
This is what most of us commonly think of when we think of Social Media. These networks can vary greatly in how difficult they are to become a part of as well as how specific their area of interest is. For example Facebook is a social network with a very general area of interest and is open to most of the public, Behance is a social network only for people interested in art and design and you must go through a review process to be accepted into the network. Here’s a list of some of the more popular social networking resources:
Facebook
MySpace
LinkedIn
Ning
5. MicoBlogging (suitable for his small business)
Microblogging is very similar to regular blogging and the publishing media except that’s its done in much smaller chunks. Twitter only allows 140 characters for example.  Many of these services are very easy to set up and are built for the users to share information frequently and freely.

Twitter
Posterous
Plurk
Tumblr
6. Livestreaming
These are mainly applications that allow the users to create a one-stop-shop for all the feeds that they are generating through other social media. It aggregates a users activity around the web and presents it all in one location.
FriendFeed
Lifestream
7. Livecasting
While broadcasting your entire life may not be for you, it has become an internet sensation with a lot of users. Below are some examples of sites that allow you to broadcast your life or sit back and watch others.
Livestream
Justin.tv
8. Virtual Worlds
Virtual Worlds are entire online environments, usually in a digital three dimensional  environment where users can create personalities and avatars and interact with other users with a more graphic representation of a physical space. These are only a few of the main ones:
Second Life
There
imvu
9. Social Games
As we all know, games are extremely popular online and maybe none more so than the ones that include your friends in the game play. Some of these can be stand alone websites or they can also be applications that are used within existing social networks.
Farmville
Doof
Pogo
10. MMO (Massive Multiplayer Online) Games
These are very similar to a combination of #8 and #9. They usually take place in a digital 3D environment, but unlike a virtual world, there is usually a common goal or task to accomplish that you share with your friends. Here’s some of the most well known:
Word of Warcraft
Webkinz
Club Penguin
11. Location
Probably the newest genre in the mix, location based networks are of course based around your location. Sometimes there are games involved or competition. Sometimes they are just used for reviewing businesses. The three standouts in the field so far are:

Foursquare
Gowalla
Yelp
The advantages and disadvantages may not be extensive as each social media is used for a particular purpose.

Discussion Questions
1.
What is the difference between freeware and shareware?
Freeware is software which is available for free download. Generally, very little technical support is provided for the application, but users have unlimited use. It may not be a full-featured program, meaning that it may not contain all the features of a paid-for program.

Shareware is software that is distributed on a trial basis with the understanding by the users of the software that there may be a small charge by the author to continue to use it. Most shareware is delivered free of charge by downloading it from the internet either from the author's website or from a software download site. By registering the software and paying the fee, you become registered with the author and can receive technical support and software updates when they become available.

You can copy shareware and pass it along to friends and colleagues, as long as it is the trial version of the software and not the registered version. You are also expected to pay a registration fee if you intend on using the software regularly beyond the trial period.

The trial period of the computer software is entirely dependent on the software author and can vary a great deal. Typically, the trial period can be anywhere from 10-30 days or even 45-60 days. Some trial periods are based on usage and only allow users to open the program a limited number of times.
2. What are the possible consequences of failure to comply with software licensing requirements? Use the web to research and explain possible penalties that might apply.
When you click 'I agree' on a software licence you are committing yourself to the legal requirements and can be prosecuted if you don’t comply. It is safer to read the information you are agreeing to.

There are now three tiered offences for most offences in the Copyright Act 1968. The amendments create indictable, summary and strict liability offences relating to copyright piracy. The tiered offences contain similar physical elements, but have different fault elements to reflect the offences’ different levels of seriousness.

For example, the most serious offences are indictable. They have default fault elements of intention and recklessness. They have maximum penalties of 5 years imprisonment and/or between 550 ($60,500) to 850 ($93,500) penalty units for natural persons.

The summary offences have a lower threshold, with most containing fault elements of intention (by default) and negligence. They have maximum penalties of 2 years imprisonment and/or 120 ($13,200) penalty units.

Software Licencing is important! Non-compliance with software licences is illegal and carries with it the potential for hefty fines, civil court case damages and jail sentences.

Under the Copyright Act, making illegal copies for sale is a criminal offence and offenders are liable for:

Fines up to $93,500 and /or up to five years imprisonment for individuals

Fines up to $467,500 and/or up to five years imprisonment for companies.

FROM:

http://www.copyright.org.au/find-an-answer/browse-by-keywords/
Keyword: Infringement >Penalties

3. Make a list of software applications that you might use to browse the World Wide Web. Against each application, list the developer/owner and from where it can be obtained.
Microsoft Internet Explorer - Microsoft - (www.microsoft.com/ie) Apple Safari - Apple (www.apple.com/safari)
Google Chrome - Google (www.google.com/chrome)
Mozilla Firefox – The Mozilla Foundation, a non-profit organisation (www.mozilla.com/firefox) Telenor Opera - Telenor (www.opera.com)

4. A client is concerned about their children accidentally accessing inappropriate websites on their home computer. What advice and recommendations would you give the client?
The student may give a combination of the following. It would be expected they would suggest a commercial program for optimum security.
Supervision - I would firstly recommend that parents don't let their children have lots of access to the internet without talking to them and checking what they are doing.

Web browser Security Settings – Change the security settings on the web browser to prevent access to sites considered inappropriate. There are web browsers for children which are easier for children to use and will filter out unwanted words or images.

Search engines like Google and Yahoo can filter out inappropriate content.

Software internet tools – There are many software programs available such as NetNanny. There is a site which gives advice by asking you to select what you wish to do eg block outgoing info, limit time, filter violence etc, and then providing the options – http://kids.getnetwise.org/tools/
Block the net – the computer settings can be changed to completely block access to the internet unless under parental supervision.

Internet Service Providers offer parental controls at no additional charge.

5. When upgrading to a new operating system, what are some of the potential issues that you might encounter? List the actions that you could take to overcome these.
Older applications may not run any longer - Sometimes older applications may not run on the new operating system. You may need to upgrade these applications if you wish to continue using them.

OS incompatibility with earlier version - Sometimes you need to downgrade to a lower version before upgrading eg you may need to downgrade XP Professional to XP Home before upgrading to Vista Home Premium.

Loss of files - You may lose files, so it is very important to back up all files.

Current system may not support an upgrade - Before you upgrade you need to check the system requirements of the new OS to make sure your computer can run it properly.

http://www.techrepublic.com/blog/10things/10-things-that-can-go-wrong-when-you-upgrade-your- operating-system/282
6. Why is it a good idea to ensure that your operating system always has the latest available updates installed? List and explain each reason.
Microsoft and Apple release security updates for their operating systems to keep up to date with new viruses and security risks.

Updates also improve the stability of operating systems because they include bug fixes that they become aware of. When you send an error report to the software developer, they take note of it and if there are enough errors about a similar problem, they will release an update to fix it.

OS updates sometimes include new features to improve the product.

With Windows, if you don't keep installing the updates or if you install a version of Windows that is out of date, you have to download so many updates to catch up that it may take quite a while.

http://www.thinkuknow.org.au/site/os.asp
7. Explain how cultural differences might impact on the way that you might interact with customers and clients.
It may not be easy to understand clients because of the language. This might mean that we need to listen more attentively and ask more questions. There may be differences in dress and customs also.
Task Ten
Screen captures of social media site
Requirements as specified in learning materials:
· Engage in a collaborative project.

· Edit a series of images to meet the needs of a client and share these with other team members for their feedback and comments via a common social media site.

· Submit 3 screen captures of social media site at key points in the project.

· Best to be done as a collaborative project.

Screen capture of PhotoFiltre Installation Guide
Requirements as specified in learning materials:
Take a screen capture of the .exe file for Photo Filtre and paste into a Word document.
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Edited Images
Requirements as specified in learning materials:
· Adjust each photo according to the email. Requirements are under each image below.

Other expected requirements:
· Images are to be submitted as .jpg and not pasted into a Word document, as ‘Capture a digital image’ is being assessed.
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Picture 1 - Bird - it looks a bit too bright and the contrast could really be better
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Picture 2 - Frog - get rid of the background to just include the frog. It is just the frog that I am after. I think there is also a bit too much light from the camera flash.
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Picture 3 - Hong Kong - straighten this up

[image: image8.jpg]Whio paiHEe 7»
E REES? |
aRosiE and

wallacE Smiy,’l





[image: image16.jpg]


Picture 4 - Painted Trees - I had this drawn but would like all the text removed. I know this will be a bit difficult where the writing runs over the branch but told this can be restored. Once this is done, I would to get rid of all the white space where the writing would have been.
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Picture 5 - Tower Bridge, London - the picture is a bit crooked. It would be good if you could straighten it up. The colour is also a bit washed out.

Printed Copy of each Image
Requirements as specified in learning materials:
Print out a copy of after images of each photo (with adjustments) and send to teacher.

Digital Image Adjustment Record Sheet
Students are to complete the image adjustment record sheet stepping through exactly how they altered/edited the image. Instructions are to be specific.

Discussion Questions
1. Explain the various methods that may be used for backup and storage of your digital images. 
To create a backup on your own computer, go to control panel and select backup and restore.

You may choose to backup to your computer’s hard drive or to an external drive. Choose the files that you want to backup and then start backing up those files.

Choose the schedule for regular backups: e.g. every Monday at 10am and type in a starting date.

Once this is setup the computer will regularly backup the files on the specified day and time if the computer is turned on otherwise back up will start when the computer is turned on.

2. Digital images may be saved in many formats. What are the advantages of each of the following?
JPEG (or JPG); GIF; RAW; BMP
JPEG stands for Joint Photographic Experts Group and was named after the committee that wrote the Standard. JPEG is an image compression mechanism designed for compressing full colour or gray scale images of natural real world scenes. It works well on photographs and similar material but not on lettering, simple cartoons or line drawings. The advantages of JPEG are that it makes the image file size smaller but they still appear the same as the original. It also stores full colour information and loses less information than GIF.

GIF stands for Graphic Interchange Format and it is an image format that is widely used on the web but it will only store 8 bits per pixel or 256 or fewer colours. It is better used on an inexpensive computer display. GIF format is not suited for photography and is more suited for graphics and logos on the web.

RAW stands for a raw image file that contains minimally processed data from the image sensor of a digital camera or scanner. They are not yet processed and are not ready to be printed or edited. A Raw file is the digital equivalent to a negative. An advantage of the digital RAW file format is that it offers the photographer more control over how the final JPEG image is composed. A raw file is developed into a JPEG image in several steps and each step may contain several irreversible image adjustments. The advantage is that the photographer can postpone applying these adjustments until later and then using then in a way that suits each image the best.

BMP is short for bitmap format which is a commonly used raster or paint graphic format used for saving image files. BMP format stores colour data for each pixel in the image without compression. This method of storing information gives crisp, high quality images but produces large file sizes. Another advantage of BMP format is that using photo editing software the BMP image can be changed, small details can be refined and effects can be intensified.

3. Describe the process that you would use to convert an image from JPEG to another file format.
Right click the image

Choose Open with and choose Paint.

Click on File and click Save as.
Change the type to the one required

Click Save
4. Explain the relationship between light levels, shutter speed and aperture opening. How might these apply in low light conditions?
Light level is the amount of light that is available as either natural light or artificial light. Shutter speed is the exposure or length of time the shutter is open to allow light into the sensor. The aperture opening is the diameter that the lens opens to control the amount of light that reaches the sensor. In low light conditions the shutter speed is slower so that more light is allowed in to the sensor and the aperture opening is wider to allow more light to reach the sensor.

5. Using the Internet locate 2 photo sharing sites where users can upload, view, search, and share photos. Provide the web address of each along with a brief description. 2 possibilities are provided below:
Flickr - http://www.flickr.com/ -
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http://www.snapfish.com/snapfish/aboutUs
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6. Considering the nature of Task 10, what social media site do you believe is the most appropriate for a collaborative workspace of this type? Why?
EdStudio – protected environment; less susceptible to hackers

7. What copyright provisions might apply to online content such as images and video? How can you check these provisions?
Copyright provisions definitely apply to online content. Copyright information is generally at the bottom of the webpage.

2.4
Evidence of competency

Evidence is information gathered that provides proof of competency. While evidence must be sufficient, trainers and assessors must focus on the quality of evidence rather than the quantity of evidence.

Rules of evidence

There are four rules of evidence that guide the collection of evidence. Evidence must be:

· valid – it must cover the performance evidence and knowledge evidence
· sufficient – it must be enough to satisfy the competency

· current – skills and knowledge must be up to date

· authentic – it must be the learner’s own work and supporting documents must be genuine.

Principles of assessment

High quality assessments must be:

· fair – assessments are not discriminatory and do not disadvantage the candidate

· flexible – assessments meet the candidate’ s needs and include an appropriate range of assessment methods

· valid – assessments assess the unit/s of competency performance evidence and knowledge evidence
· reliable – there is a common interpretation of the assessments.

Types of evidence

Types of evidence that can be collected, sighted or validated include:

· work records such as position descriptions, performance reviews, products developed and processes followed and/or implemented

· third-party reports from customers, managers and/or supervisors

· training records and other recognised qualifications

· skills and knowledge assessments

· volunteer work.

Gathering evidence

Evidence can be gathered through:

· real work/real-time activities through observation and third-party reports

· structured activities.

Evidence can also be gathered through:

· formative assessments: where assessment is progressive throughout the learning process and validated along the way by the trainer – also known as assessment for learning

· summative assessment: where assessment is an exercise or simulation at the end of the learning process – also known as assessment of learning.

Evaluating evidence

The following steps may help you evaluate evidence.

	Step 1: Evidence is gathered.
	
	
	
	


	Step 2: Rules of evidence are applied – evidence is valid, sufficient, current and authentic.
	
	
	


	Step 3: Evidence meets the full requirements of the unit/s of competency.
	
	


	Step 4: The assessment process is valid, reliable, fair and flexible.
	


	Step 5: The trainer or assessor makes a straightforward and informed judgment about the candidate and completes assessment records.


2.5
Assessment records

Learners must provide evidence of how they have complied with the performance and knowledge evidence requirements outlined in the unit of competency. These requirements should be assessed in the workplace or in a simulated workplace; assessment conditions are specified in each unit of competency.

You can use the following assessment forms to record the learner’s evidence of competency: 

· The Assessment Instructions Checklist helps the trainer/assessor provide clear instructions to the candidate as to which assessment activities to complete.

· The Pre-Assessment Checklist helps the trainer determine if the learner is ready for assessment.

· The Self-Assessment Record allows the learner to assess their own abilities against the requirements of the unit of competency.

· The Performance Evidence Checklist facilitates the observation process; it allows trainers to identify skill gaps and provide useful feedback to learners.

· The Knowledge Evidence Checklist can be used to record the learner’s understanding of the knowledge evidence; it allows trainers to identify knowledge gaps and to provide useful feedback to learners.

· The Portfolio of Evidence Checklist helps the trainer annotate or detail aspects of the learner’s portfolio of evidence.

· The Workplace Assessment Checklist can be used by the learner’s supervisor to show workplace-based evidence of competence.
· The Observation Checklist/Third Party Report records the candidate’s performance in the workplace.

· The Record of Assessment form is used to summarise the outcomes of the assessment process in this unit.

· The Request for Qualification Issue is used by the assessor to inform the RTO authorities that the process for issuing a Statement of Attainment or Qualification may commence. 

Assessment instructions – ICTWEB201
	Candidate’ s name:       
Unit of competency:  ICTWEB201 Use social media tools for collaboration and engagement
Trainer/assessor:       
Date:       

	The candidate must complete the following assessment activities, provided by the trainer/assessor:

	
	Y/N
	Whole activity/ specific questions

	Candidate Self-assessment
	
	     

	Final Assessment – Task 5
	
	     

	Final Assessment – Task 10
	
	     

	Portfolio
	
	     

	Workplace Assessment 
	
	     

	Workplace Assessment (video)
	
	     

	Competency Conversation (using RPL)
	
	     

	Workplace Observation
	
	     

	Third Party Report
	
	     

	Other assessment activities as detailed below:
	
	

	     
	
	     

	     
	
	     

	     
	
	

	Candidate signature: 
	     
	Date:
	     

	Assessor/trainer signature: 
	     
	Date:
	     


Pre-assessment checklist – ICTWEB201
	Candidate’ s name:            
Unit of competency:  ICTWEB201 Use social media tools for collaboration and engagement
Trainer/assessor:           

Date:           

	Checklist

	Talked to the candidate about the purpose of the assessment
	 Yes 
 No     

	Explained the unit of competency
	 Yes 
 No     

	Discussed the various methods of assessment
	 Yes 
 No     

	In consultation with trainer/assessor, the following assessment methods will be used:

	   Question/answer
	   Observation/Demonstration
	   Log, Journal, Diary

	   Case study
	   Portfolio, work samples
	   Third Party Reports

	   Reports
	
	

	Assessment environment and process

When will assessment occur?       
Where will assessment occur?       
Special needs (if any)       
How many workplace visits are required (if appropriate)?       
What resources are required?      

	Information has been provided on the following:

	   Confidentiality procedures
	   Re-assessment policy
	   Appeals process


	   Regulatory information
	   Authenticity of candidate’ s work

	Discussed self-assessment process
	 Yes 
 No     

	Summarised information and allowed candidate to ask questions
	 Yes 
 No     

	Candidate signature: 
	     
	Date:
	     

	Assessor/trainer signature: 
	     
	Date:
	     


Self-assessment record – ICTWEB201
	Candidate’ s name:       
	Part D

	Unit of competency:  ICTWEB201 Use social media tools for collaboration and engagement
Trainer/assessor:      
Date:      

	Tasks
	I do the workplace task…
	Candidate’s comments

	
	…very well
I’m sure I can do the task
	…quite well
I think I can do the task
	…no, or not well
I don’t (or can’t) do the task
	

	I use a minimum of two social media applications.
	
	
	
	     

	I ensure I maintain my personal confidentiality when on social media.
	
	
	
	     

	I access the Internet for a range of social and engagement with other people.
	
	
	
	     

	I download files (e.g. documents and images) from social media sites.
	
	
	
	     

	I upload files (e.g. files and images) to social media sites.
	
	
	
	     

	I am able to select which social media applications I will use based on security and purpose.
	
	
	
	     

	I can build links between social media sites.
	
	
	
	     

	I can build links with my social media sites to enable users to download information.
	
	
	
	     

	I engage with group discussions and tag lines.
	
	
	
	     

	I make use of RSS.
	
	
	
	     

	Candidate signature:
	     
	Date:
	     


Performance evidence checklist – ICTWEB201
	Candidate’s name:            

Unit of competency:  ICTWEB201 Use social media tools for collaboration and engagement
Trainer/assessor:           

Date:           

	Did the candidate demonstrate the following performance evidence at least once:
	Yes
	No
	N/A

	· Identify different types of social media tools and applications, and the issues associated with their use
	
	
	

	· Access the internet, set up a social networking presence and upload and link a wide variety of files
	
	
	

	· Use and evaluate social media tools and applications.
	
	
	

	In the assessment/s of the candidate’s performance evidence, did they demonstrate the four dimensions of competency?

	Task skills
	
	
	

	Task management skills
	
	
	

	Contingency management skills
	
	
	

	Job/role environment skills
	
	
	

	The candidate’ s performance was:
	   Not satisfactory
	   Satisfactory

	Feedback to candidate:

     

	Candidate signature:
	     
	Date:
	     

	Assessor/trainer signature:
	     
	Date:
	     


Knowledge evidence checklist – ICTWEB201
	Candidate’s name:            

Unit of competency:  ICTWEB201 Use social media tools for collaboration and engagement
Trainer/assessor:           

Date:           

	Did the candidate show their knowledge of the following:
	Yes
	No
	N/A

	· The basic technical terminology in relation to social networking, social media applications, and tools
	
	
	

	· The basic methods of uploading images, text files, portable document format (PDF) files, audio files, video files, and link the associated files
	
	
	

	· The features, and functions, of social media applications
	
	
	

	· Importing and exporting software functions
	
	
	

	· How to link documents
	
	
	

	· The process of tagging, in order to facilitate collaborative folksonomy
	
	
	

	· The social media applications and procedures, for connecting to social networking sites
	
	
	

	· Input and output devices
	
	
	

	· The use of very simple syndication (RSS) feeds to connect a social network.
	
	
	

	In the assessment/s of the candidate’s knowledge evidence, did they demonstrate the four dimensions of competency?

	Task skills
	
	
	

	Task management skills
	
	
	

	Contingency management skills
	
	
	

	Job/role environment skills
	
	
	

	The candidate’ s performance was:
	   Not satisfactory
	   Satisfactory

	Feedback to candidate:

     

	Candidate signature:
	     
	Date:
	     

	Assessor/trainer signature:
	     
	Date:
	     


Portfolio of evidence checklist – ICTWEB201
	Candidate’s name:       
	Part E

	Unit of competency:  ICTWEB201 Use social media tools for collaboration and engagement
Trainer/assessor:                

Date:                

	Description of evidence to 
include in portfolio
	Assessor’ s comments
	Tick* 

	
	
	V
	S
	C
	A

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	Candidate signature:
	     
	Date:
	     

	Assessor/trainer signature:
	     
	Date:
	     


* V = Valid;  S = Sufficient:  C = Current;  A = Authentic
Workplace assessment checklist – ICTWEB201
	Candidate’s name:       
	Part F

	Unit of competency:  ICTWEB201 Use social media tools for collaboration and engagement
Trainer/assessor:                

Date:                

	Name of organisation:        
Address:       
Telephone:       
Email:        
Workplace supervisor:       

	Performance evidence 

Candidate demonstrates the ability to:
	Evidence provided/observation comments

	
	· identify different types of social media tools and applications, and the issues associated with their use
	     

	
	· access the internet, set up a social networking presence and upload and link a wide variety of files
	     

	
	· use and evaluate social media tools and applications.
	     

	Knowledge evidence
Candidate knows and understands:
	

	
	· the basic technical terminology in relation to social networking, social media applications, and tools
	     

	
	· the basic methods of uploading images, text files, portable document format (pdf) files, audio files, video files, and link the associated files
	     

	
	· the features, and functions, of social media applications
	     

	
	· importing and exporting software functions
	     

	
	· how to link documents
	     

	
	· the process of tagging, in order to facilitate collaborative folksonomy
	     

	
	· the social media applications and procedures, for connecting to social networking sites
	     

	
	· input and output devices
	

	
	· the use of very simple syndication (RSS) feeds to connect a social network.
	

	Workplace supervisor’ s signature:
	     
	Date:
	     


	TEIA Ltd

	Observation Checklist/Third Party Report

	This is a confidential report. It is for the perusal of the supervisor, the candidate and the assessor. (Part G)

	Name of candidate:
	     

	Units of competency:
	 ICTWEB201 Use social media tools for collaboration and engagement


As part of the assessment for the units of competency above we are seeking evidence to support a judgement about the above candidate’s competence. This report may be completed as either an Assessor Observation Checklist or a Third Party Report where the candidate has access to a suitable work environment. Multiple reports may be completed where a single person is unable to verify all elements.

Note that assessors may also use this document to record and confirm competency in routine tasks associated with a learning program over an extended period of time, i.e. accumulated evidence.


	This report is being completed as:
	   Assessor Observation

    Third Party Report

	Name of Supervisor:
	     

	Position of Supervisor:
	     

	Workplace:
	     

	Address:
	     

	Telephone:
	     

	Email:
	     

	Has the purpose of the candidate's assessment been explained to you?
	  Yes         No

	Are you aware that the candidate will see a copy of this form?
	  Yes         No

	Are you willing to be contacted should further verification of this statement be required?
	  Yes         No

	What is your relationship to the candidate?
	     

	How long have you worked with the person being assessed?
	     

	How closely do you work with the candidate in the area being assessed?
	     


	What is your experience and/or qualification(s) in the area being assessed? (Include teaching qualifications if relevant.)
	     



	Does the candidate consistently perform the following workplace activities?
	Yes
	No

	Identify different types of social media tools and applications, and the issues associated with their use
	
	

	Access the internet, set up a social networking presence and upload and link a wide variety of files
	
	

	Use and evaluate social media tools and applications.
	
	

	Make use of the basic technical terminology in relation to social networking, social media applications, and tools
	
	

	Applies the basic methods of uploading images, text files, portable document format (PDF) files, audio files, video files, and link the associated files
	
	

	Demonstrates the use of features, and functions, of social media applications
	
	

	Importing and exporting software functions
	
	

	Linking to documents
	
	

	Using the social media applications and procedures, for connecting to social networking sites
	
	

	Use of input and output devices
	
	

	The use of very simple syndication (RSS) feeds to connect a social network.
	
	

	Task 1
· Establish a social networking site and upload both documents and images to the site.
	
	

	Comment (if relevant):
     

	Task 2
· Demonstrates at least three ways of uploading documents to web sites and social media.
	
	

	Comment (if relevant):
     

	Does the candidate:
	Yes
	No

	· perform job tasks to industry standards?
	
	

	· manage job tasks effectively?
	
	

	· implement safe working practices?
	
	

	· solve problems on-the-job?
	
	

	· work well with others?
	
	

	· adapt to new tasks?
	
	

	· cope with unusual or non-routine situations?
	
	

	·      
	
	

	Overall, do you believe the candidate performs to the standard required by the units of competency on a consistent basis?
	    No  Yes        

	Identify any further training in this area that the candidate may require:

	     

	Comments:

	     

	Supervisor’s Signature: 
	Date:      


	Record of Assessment 

 ICTWEB201 Use social media tools for collaboration and engagement

	Name of candidate
	     

	Name of assessor
	     

	Use the checklist below as a basis for judging whether the candidate’s document and supporting evidence meets the required competency standard.

	
	Yes       No

	Describe the different types of social media tools and applications
	      

	1.1 
Explain the characteristics of the term ‘social media’

1.2 
Identify different types of social-media tools and applications

1.3 
Illustrate some of the issues associated with the use of social media tools and applications
	

	
	

	Compare different types of social media tools and applications
	      

	2.1 
Select one social media type to review

2.2 
Review the most popular tools, and applications, within that social media type

2.3 
Itemise the benefits across a range of the most popular tools and applications

2.4 
Select the most appropriate social media tool or application
	

	Set up and use, popular social media tools and applications
	      

	3.1 
Identify the social media tools and applications available for possible implementation

3.2 
Initiate the preferred social media tools, and applications, for use

3.3 
Establish the social media interface, using text and file content

3.4 
Initiate social networking interaction

3.5 
Test and evaluate tools, and applications, for ease of use

3.6 
Present the findings
	

	How candidate meets unit of competency requirements as a whole.

	
	Yes
	No

	· Critical evidence requirements met
	       

	· Underpinning knowledge and understanding demonstrated
	       

	· Key competencies / Employability skills demonstrated at appropriate level
	       

	· Sufficiency of evidence
	       

	

	Evidence provided for this unit of competency is…
	Valid
	Authentic
	Current

	
	
	
	


	Candidate is:

	Competent  
	
	Not competent at this time       
	

	Withdrawn after participation
	
	Withdrawn without participation  
	

	Not seeking assessment  
	
	
	

	Signed by the assessor:                                                                          Date:       


	Feedback to candidate

       


Request for Qualification Issue
As the assessor this course working with this learner, my records indicate the following Statements of Attainment/Qualification should be issued as detailed below:
	Student’s Name:
	 

	Organisation:
	 


Qualification/Statements of Attainment Details

	Statement/s of Attainment
Units of Competency to be issued  

	  
Tick if SOA required
	Full Qualification

ICT20115 Certificate II in Information, Digital Media and Technology 

	
Tick if Qualification required

	
	BSBWHS201
Contribute to the health and safety of self and others
	
	BSBWHS201
Contribute to the health and safety of self and others

	
	BSBSUS201
Participate in environmentally sustainable work practices
	
	BSBSUS201
Participate in environmentally sustainable work practices

	
	ICTICT201
Use computer operating systems and hardware
	
	ICTICT201
Use computer operating systems and hardware

	
	ICTICT202
Work and communicate effectively in an ICT environment
	
	ICTICT202
Work and communicate effectively in an ICT environment

	
	ICTICT203
Operate application software packages
	
	ICTICT203
Operate application software packages

	
	ICTICT204
Operate a digital media technology package
	
	ICTICT204
Operate a digital media technology package

	
	ICTWEB201
Use social media tools for collaboration and engagement
	
	ICTWEB201
Use social media tools for collaboration and engagement

	
	ICPDMT321
Capture a digital image
	
	ICPDMT321
Capture a digital image

	
	ICTICT205
Design basic organisational documents using computing packages
	
	ICTICT205
Design basic organisational documents using computing packages

	
	ICTICT206
Install software applications
	
	ICTICT206
Install software applications

	
	ICTICT209
Interact with ICT clients
	
	ICTICT209
Interact with ICT clients

	
	ICTSAS203
Connect hardware peripherals
	
	ICTSAS203
Connect hardware peripherals

	
	ICTICT303
Connect internal hardware components
	
	ICTICT303
Connect internal hardware components

	
	ICTICT301
Create user documentation
	
	ICTICT301
Create user documentation

	
	
	
	

	
	
	
	

	
	
	
	


Assessor’s Review 

	As the assessor I have…
	Yes
	No

	Checked that all units of competency listed have been judged Competent.

	
	

	Checked other Training Package requirements have been addressed (e.g. foundation skills, essential elements, etc.)

	
	

	Confirmed Literacy and Numeracy requirements as per qualification have been achieved.
	
	

	Comments:
     


	Assessor’s Name:
	

	Assessor’s Email:
	     
	Assessor’s Telephone:
	     

	Authorised by School/Institution Representative:
	

	Date:
	

	Processed at RTO by:
	     

	Date:
	     


Note:  The issuing of the qualification incurs a fee.  This may change so contact TEIA for the most current arrangement. An invoice will accompany the printed documents and be returned by post to either the candidate or the funding organisation.
Glossary

This glossary explains common terminology used in the VET sector and in this trainer’s and assessor’s guide.

Access and equity: Applying access and equity principles to training and assessment means meeting the individual needs of learners without discriminating in terms of age, gender, ethnicity, disability, sexuality, language, literacy and numeracy level, etc.

Assessment: Assessment means collecting evidence and making decisions as to whether or not a learner has achieved competency. Assessment confirms the learner can perform to the expected workplace standard, as outlined in the units of competency.

Assessment mapping: Assessment mapping ensures assessments meet the requirements of the unit/s of competency through a process of cross-referencing.

Assessment records: Assessment records are the documentation used to record the learner’s evidence of competency.

Assessment tools: Assessment tools are the instruments and procedures used to gather, interpret and evaluate evidence.

AQTF: The AQTF is the Australian Quality Training Framework. It was superseded by the VET Quality Framework and the Standards for NVR Registered Training Organisations in some jurisdictions in July 2011. 
AQTF standards: The AQTF standards are national standards designed to ensure high-quality training and assessment outcomes. They were superseded by the VET Quality Framework and the Standards for NVR Registered Training Organisations in some jurisdictions in July 2011.

ASQA: ASQA is the Australian Skills Quality Authority, the national regulator for Australia’s vocational education and training sector. ASQA regulates courses and training providers to ensure nationally approved quality standards are met.

Authentic/authenticity: Authenticity is one of the rules of evidence. It means the learner’s work and supporting documents must be genuinely their own.

Competency: Competency relates to the learner’s ability to meet the requirements of the unit/s of competency in terms of skills and knowledge.

Current/currency: Currency is one of the rules of evidence. It means ensuring the learner’s skills and knowledge are up to date.

Delivery plans: Delivery plans are lesson plans that guide the process of instruction for trainers.

Dimensions of competency: The dimensions of competency relate to all aspects of work performance. There are four dimensions of competency: task skills, task management skills, contingency management skills and job/role environment skills.

Fair/fairness: Fairness is one of the principles of assessment. It means assessments must not be discriminatory and must not disadvantage the candidate.

Flexible/flexibility: Flexibility is one of the principles of assessment. It means assessments must meet the candidate’s needs and include an appropriate range of assessment methods.

Knowledge evidence: Knowledge evidence is specified in the unit of competency. It identifies what a person needs to know to perform the work in an informed way.

Performance evidence: Performance evidence is specified in the unit of competency. It describes how the knowledge evidence is applied in the workplace.

Principles of assessment: Principles of assessment ensure quality outcomes. There are four principles of assessment – fair, flexible, valid and reliable.

Recognition: Recognition is an assessment process where learners match their previous training, work or life experience with the performance and knowledge evidence outlined in the units of competency relevant for a qualification.

Reliable/reliability: Reliability is one of the principles of assessment. It means that assessment must have a common interpretation.

Rules of evidence: Rules of evidence guide the collection of evidence. There are four rules of evidence – it must be valid, sufficient, current and authentic.

Skill sets: Skill sets are single units of competency or combinations of units of competency that link to a licence, regulatory requirement or defined industry need. They build on a relevant qualification.

Standards for NVR Registered Training Organisations 2011: The Standards for NVR Registered Training Organisations superseded the AQTF in some jurisdictions in July 2011. They are designed to ensure nationally consistent, high-quality training and assessment services for the clients of Australia’ s vocational education and training (VET) system.

Sufficient/sufficiency: Sufficiency is one of the rules of evidence. Sufficiency of evidence means there is enough to satisfy the unit/s of competency.

Training and assessment strategy: A training and assessment strategy must be developed by training organisations for all their training programs. It is a framework that guides the learning requirements.

Valid: The term valid relates to the rules of evidence and principles of assessment. It means meeting the unit/s of competency’s performance and knowledge evidence requirements.

Validation of assessment: Validation of assessment means a range of assessors must review, compare and evaluate assessments and assessment processes on a regular basis to ensure they meet the unit/s of competency assessed. The evaluation process must be documented and form part of the RTO’s continuous improvement process.

VET Quality Framework: The VET Quality Framework superseded the AQTF in some jurisdictions in July 2011. It is aimed at achieving greater national consistency in the way providers are registered and monitored and in how standards in the VET sector are enforced.
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