EARLY YEARS

ICT KEY SKILLS LEVEL 2 – PORTFOLIO ASSIGNMENT TASK ONE

Plan an Outing for Young Children

If carried out correctly, this assignment will enable you to achieve the following standards.

ICT 2.1
Search for and select information to meet your needs.  Use different information sources for each task and multiple search criteria in at least one case.

ICT 2.2
Enter and develop the information to suit the task and derive new information.

ICT 2.3
Present combined information: text with image, text with number, image with number.

Purposeful use of e-mail

Scenario

You work in Reception Class in a school.  The teacher has asked you to arrange an outing for the 20 children (aged 4 and 5) in the class.  The secret of an enjoyable outing is to choose somewhere that is not too tiring for either the children or adults and there should be plenty to see and do.

Task 1 - ICT2.1 & E -mail

From both ICT and non-ICT sources find out about an appropriate venue in your area.  E-mail the teacher to check s/he thinks this place is suitable.

Task 2 - ICT2.2, ICT2.3

It is important to keep accurate information about the children going on the outing.  Design a record sheet to take with you showing important details about the children (such as emergency contact, medical condition, allergies etc).  Use fictitious names so that you do not contravene the Data Protection Act.  Please give details of the outing to your supervisor.

Task 3 - ICT2.2, ICT2.3

Use the spreadsheet provided to enter relevant data and calculate the costs of the trip. 

Task 4 - ICT2.2, ICT2.3

You will need to give parents full written details of the outing so that they can prepare their child and give permission for their child to join in.  Parents will need to know the cost of the trip and that children who usually have free dinners will be given a packed lunch.

ASSIGNMENT CHECKLIST

Please use this checklist to make sure you include everything you need in your assignment.

ICT 2.1

	Prints of ICT search results showing multiple search criteria (eg page from Google, queries from database)
	

	Prints of relevant ICT research


	

	Copies of non-ICT research (relevant information may be highlighted)


	


ICT 2.2
	Draft copies showing development of text (eg use of headings, tabs, tables) 


	

	Draft copies showing development of number (eg calculations, formulae)


	

	Draft copies showing development of images (eg image imported/graph created)
	


ICT 2.3
	Final (spellchecked & proofread) copies showing combined use of text with image
	

	Final (spellchecked & proofread) copies showing combined use of text with number
	

	Final (spellchecked & proofread) copies showing combined use of image with number
	


E-mail
	Prints of e-mails


	


Proof of saving work
	Screen prints of saved files


	


ALSO, DON’T FORGET TO CHECK YOU HAVE:

· ANSWERED THE QUESTION IN FULL

· NUMBERED EACH PAGE

· NAMED EACH PAGE

The following files are provided for your use.  Please ask your tutor.

Children’s Outing Costs (Excel file)
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