

STAGE 2 INFORMATION PROCESSING AND PUBLISHING

Assessment Type 1: Practical Skills

Business Documents

Purpose 
To provide you with the opportunity to:

· demonstrate your ability to understand, select and use appropriate hardware and software to complete the task.

· apply manipulation and organisational skills to the use of information processing technology.

· apply layout and design principles to the production of text based documents and presentations.

· demonstrate your ability to understand and apply the design process in planning, producing and evaluating text based products.
Description of assessment
A new business has moved to the local area. They want to celebrate their move to new premises with their clients.
The firm has asked you to prepare a letter with a new letterhead, and an invitation to the party.

Invitation details that need to be included are:

· name of the event

· time and date

· venue address

· dress requirements

· RSVP details.

A letter notifying clients of a change of address is to be sent with the invitation (you only need to do the mail merge for five clients). The letter is a mail merge document. (The addresses of clients will be supplied.)  

The final products are:
· a mail merge letter, with a copy of the letter before the mail merge showing the inserted fields, as well as the five letters that have been merged

· the letterhead showing the new address, telephone numbers etc.

· an invitation to the launch of the new premises
· progressive printouts showing annotated changes to the design, and annotations evaluating why the changes have been made in arriving at the final product.

Assessment Conditions

This assessment task is to be completed in one week. 

Class time and study time may be used to complete the task.

The letter should be presented using fully blocked letter style with open punctuation style.

	Learning Requirements
	Assessment Design Criteria
	Capabilities

	1. understand, select, and use appropriate hardware and software for the completion of text-based communication tasks

2. apply manipulative and organisational skills to the use of information-processing technology

3. apply layout and design principles to the production of text-based documents or presentations

4. understand and apply the design process in planning, producing, and evaluating text-based products
5. evaluate text-based products and the design process used
6. understand, analyse, and evaluate the impact of social, ethical, and/or legal issues related to information-processing and publishing technologies.


	Understanding

The specific features are as follows:

U1
Understanding of appropriate hardware and software for the completion of text-based communication tasks.

U2
Understanding of the design process in planning, producing, and evaluating text-based products. 

U3
Understanding of the impact of social, ethical, and/or legal issues related to information-processing and publishing technologies.

Development and Application

The specific features are as follows:

DA1
Selection and use of appropriate hardware and software in the completion of text-based communication tasks.

DA2
Application of manipulative and organisational skills in the use of information-processing technology.

DA3
Application of layout and design principles to the production of text-based documents or presentations.

DA4
Application of the design process in planning and producing text-based products. 

Analysis and Evaluation

The specific features are as follows:

AE1
Analysis and evaluation of the impact of social, ethical, and/or legal issues related to information-processing and publishing technologies.

AE2
Evaluation of text-based products and the design process used.
	Communication

Citizenship

Personal Development

Work

Learning


Performance Standards for Stage 2 Information Processing and Publishing

	
	Understanding
	Development and Application
	Analysis and Evaluation

	A
	Comprehensive understanding of the most appropriate hardware and software for the completion of text-based communication tasks.

Comprehensive understanding of the design process in planning, producing, and evaluating text-based products.

In-depth understanding of the impact of social, ethical, and/or legal issues related to information-processing and publishing technologies.
	Discerning selection and highly proficient use of appropriate hardware and software in the completion of text-based communication tasks. 

Highly proficient application of manipulative and organisational skills in the use of information-processing technology.

Consistent and thoughtful application of layout and design principles to the production of text-based documents or presentations. 

Comprehensive and well-considered application of the design process in planning and producing text-based products.
	Perceptive and thorough analysis and evaluation of the impact of social, ethical, and/or legal issues most closely related to information-processing and publishing technologies.

Discerning and thorough evaluation of text-based products and the design process used.

	B
	Well-informed understanding of appropriate hardware and software for the completion of text-based communication tasks.

Well-informed understanding of the design process in planning, producing, and evaluating text-based products.

Well-considered understanding of the impact of social, ethical, and/or legal issues related to information-processing and publishing technologies.
	Well-considered selection and proficient use of appropriate hardware and software in the completion of text-based communication tasks. 

Proficient application of manipulative and organisational skills in the use of information-processing technology.

Thoughtful application of layout and design principles to the production of text-based documents or presentations.

Well-considered application of the design process in planning and producing text-based products.
	Well-considered analysis and evaluation of the impact of social, ethical, and/or legal issues closely related to information-processing and publishing technologies.

Well-considered evaluation of text-based products and the design process used.

	C
	Informed understanding of appropriate hardware and software for the completion of text-based communication tasks. 

Competent understanding of the design process in planning, producing, and evaluating text-based products.

Informed understanding of the impact of social, ethical, and/or legal issues related to information-processing and publishing technologies.
	Considered selection and use of appropriate hardware and software in the completion of text-based communication tasks. 

Competent application of manipulative and organisational skills in the use of information-processing technology.

Competent application of layout and design principles to the production of text-based documents or presentations.

Competent application of the design process in planning and producing text-based products.
	Considered analysis and evaluation of the impact of social, ethical, and/or legal issues related to information-processing and publishing technologies.

Competent evaluation of text-based products and the design process used.

	D
	Some recognition of hardware or software for the completion of basic text-based communication tasks.

Some understanding of basic aspects of the design process in planning, producing, and evaluating text-based products.

Awareness of some impacts of social, ethical, or legal issues that are partly related to information-processing and publishing technologies.
	Partial use of basic hardware or software in the completion of basic text-based communication tasks.

Some application of basic manipulative and organisational skills in the use of information-processing technology.

Some application of basic layout and design principles to the production of text-based documents or presentations.

Basic application of some aspects of the design process in planning and producing one or more text-based products.
	Some awareness of the impact of one or more social, ethical, or legal issues related to information-processing and publishing technologies.

Some basic assessment of text-based products, with some reference to the design process.

	E
	Identification of aspects of hardware or software related to text-based communication tasks.

Some recognition of limited aspects of the role of the design process in planning, producing, and evaluating text-based products.

Limited consideration of any issues that may be related to information-processing and publishing technologies.
	Attempted use of basic hardware or software in attempting text-based communication tasks.

Limited application of manipulative and organisational skills in attempting to use information-processing technology.

Attempted use of elements of layout and design principles in the attempted production of a text-based document or presentation.

Attempted application of one or more aspects of the design process in planning and attempting to produce a simple text-based product.
	Emerging awareness of one or more aspects of the impact of a social, ethical, or legal issue related to information-processing and publishing technologies.

Attempted description of one or more text-based products, with limited reference to the design process.
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