HEALTH AND SOCIAL CARE

ICT KEY SKILLS LEVEL 1 – PORTFOLIO ASSIGNMENT



Care Home Activities

If carried out correctly, this assignment will enable you to meet these standards:

ICT 1.1
Find and select relevant information

ICT 1.2
Enter and develop information to suit the task

ICT 1.3
Develop the presentation so that the final output is accurate and fit for purpose.

Purposeful use of e-mail

	Scenario

You are working in Parkview Residential Care Home.  Your line manager has asked you to come up with a project that would introduce some liveliness into the lives of the residents and improve their environment.  This care home is a large, well run establishment. You have been asked by the team to come up with details of some suitable activities for the next meeting.  Activity ideas could include invite speakers, films, keep-fit exercises, concerts, book fairs, cultural days, different cultures, music, food, games, outings, hair and beauty, craft, quiz etc… 




Task 1 – E-mail

Email your tutor on the kinds of activities you are planning to put forward at the meeting.

Task 2 – ICT 1.1

Find and select information about the various ideas you have to organise a programme of activities for the residents of Parkview Residential Care Home.

You must use both ICT and non ICT sources of information.  You may use books, newspapers, magazines, organisations, individuals, journals to obtain your information.

Task 3 – ICT 1.2, ICT 1.3

Produce an information sheet on your chosen activities and explain the choices you have made.  Please remember to include an introduction and a conclusion.  Illustrate your final copy with one or more relevant images. Keep all draft copies made.

Task 4 – ICT 1.2, ICT 1.3

Consider all the costs involved and create a spreadsheet to show the cost of funding your programme of activities.   Print out the formulae used to calculate these costs.

ASSIGNMENT CHECKLIST

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

ICT 1.1

	Prints of ICT search results (eg pages from Google)
	

	Print of relevant research 
	

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


ICT 1.2

	Draft copies showing how text has been entered and developed 
	

	Draft copies showing how numbers have been entered and developed (eg format of numbers, formulae etc)
	

	Draft copies showing how images have been entered and developed (eg image imported and moved or resized etc)
	


ICT 1.3

	Final (spell checked and proofread) copies showing text presented in a suitable, consistent and clear way
	

	Final (spell checked and proofread) copies showing number presented in a suitable, consistent and clear way
	

	Final (spell checked and proofread) copies showing images presented in a suitable, consistent and clear way
	


E-mail

	Print of email sent and reply received
	


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
