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Internal Assessment Resource

Digital Technologies Level 1

	This resource supports assessment against:

Achievement Standard 91071 version 3
Implement basic procedures to produce a specified digital information outcome

	Resource title: Information Brochure

	4 credits

	This resource:

· Clarifies the requirements of the standard

· Supports good assessment practice

· Should be subjected to the school’s usual assessment quality assurance process

· Should be modified to make the context relevant to students in their school environment and ensure that submitted evidence is authentic


	Date version published by Ministry of Education
	February 2015 Version 3

To support internal assessment from 2015

	Quality assurance status
	These materials have been quality assured by NZQA.

NZQA Approved number A-A-02-2015-91071-02-4632

	Authenticity of evidence
	Teachers must manage authenticity for any assessment from a public source, because students may have access to the assessment schedule or student exemplar material.

Using this assessment resource without modification may mean that students’ work is not authentic. The teacher may need to change figures, measurements or data sources or set a different context or topic to be investigated or a different text to read or perform.


Internal Assessment Resource

Achievement Standard Digital Technologies 91071: Implement basic procedures to produce a specified digital information outcome
Resource reference: Digital Technologies 1.41 v3
Resource title: Information Brochure
Credits: 4 

Teacher guidelines

The following guidelines are supplied to enable teachers to carry out valid and consistent assessment using this internal assessment resource.

Teachers need to be very familiar with the outcome being assessed by Achievement Standard Digital Technologies 91071. The achievement criteria and the explanatory notes contain information, definitions, and requirements that are crucial when interpreting the standard and assessing students against it.

Context/setting 

This activity requires students to select and manipulate content and/or data using at least two software applications to create a specified digital information outcome, such as an information brochure. 

Two approaches are possible when using this standard for assessment:

1. The students are stepped through the design and creation process and all produce a similar outcome, following a common set of specifications. The teacher may create the specifications for this outcome in discussion with the class and/or may allow individual students to negotiate a variation of the selected outcome. 

See Student Resource A for sample specifications. These should be totally reworked to suit your particular context and selected outcome.

2. The students have been engaged in technological practice and are at the point where they have fully established the specifications for their outcome and are ready to create it.

In either case, ensure that:

· the software and techniques that the students plan to use will provide sufficient scope for them to meet the requirements of the standard

· there is an agreed step-by-step plan that describes a sound and robust process for developing the outcome

· you conference with the students and support them as they work to produce the specified outcome

· the students are given guidance on the data integrity and testing procedures that they will need to apply to their work.

Prior learning

Ensure that all students have the necessary prior learning before beginning this activity:

· Provide them with multiple opportunities to practise using the selected word-processing, spreadsheet, database, and/or presentation software. 

· Teach basic design principles and give students opportunities to apply these in documents of different kinds.

· Check that students know how to identify legal, ethical, and moral issues that arise in publishing (for example, issues relating to copyright and privacy).
· Ensure that they have practice in developing design concepts. (Students are not assessed on their ability to create a design concept, but it is good practice to have a plan for an outcome before starting to create it.)
Conditions

This is an individual assessment task. It is recommended that the students be given 10 weeks (40 hours) of in-class time to undertake learning and assessment for this task. This could be increased or decreased to meet the needs of your students and the requirements of your programme. 

Because you are required to assess the ways in which the techniques are implemented as well as the quality of the outcome, the students should complete all their practical work in class time.

For moderation purposes, students should submit a hard and soft copy of the final outcome.

Resource requirements 

Access to computers and to appropriate software, for example, Word, Excel, Access, Numbers, Pages, Base, and Calc.
A scenario, specifications, and a step-by-step plan – or examples of these that students can refer to when creating their own.
Content. Students could download appropriate text and data from the Internet as long as they are careful to address any copyright issues. Alternatively, you could provide appropriate text and data.  

Additional information 

This standard requires you to make judgements about the ways in which techniques are implemented as well as about the quality of the finished product. For example, you are required to notice (for Merit) whether the student has shown “accuracy in the application of techniques and testing procedures” and “independence with regard to decision making in the application of techniques and testing procedures” and (for Excellence) whether the student has worked “in a manner that economises the use of resources in the outcome’s production and its use”. 
Measures

Independence relates to the student’s manner of working. Specifically, do they get on and make the agreed product with minimal advice and guidance from their teacher and without relying on help from fellow students? (Evidence: classroom observation) For more on this measure, see below.
Accuracy of execution is one of the main ways in which skill (the criterion for Merit and Excellence) can be recognised. (Evidence: finished product)
Economy of time relates to personal organisation. Do students look after their resources between periods so that they can quickly pick up where they left off? Do they spend time wandering and chatting to classmates? Do they think before they act and so avoid time-consuming undoing and redoing? (Evidence: classroom observation)
Economy of effort is also about working efficiently and saving time. It is a function of knowledge, thinking, planning, and skill. Does the student know what to do and get on and do it, or do they rely on trial and error? Do they use data from testing to guide next practice? Do they use the correct tool for the task? (Evidence: students’ dated log entries or annotations; classroom observation)
Economy of resources is about minimising the use of resources, for example, optimal tool selection and using shortcuts. (Evidence: classroom observation)
Economy of time, effort, and resources are often linked. For example, choosing the correct tool will save time and effort and minimise wastage.

Recording of evidence

As teacher, you need to be able to demonstrate that your judgements are soundly based. This means some recording of evidence is necessary.

Recording of evidence should not, however, be time-consuming or onerous. Students could be asked simply to keep a record of progress and how they have resolved problems – maybe by annotating construction plans or the equivalent. You could add your own observations to the students’ records. 

Students could also provide evidence by:

· establishing a schedule of tests (that is, what tests will be done and when) and recording the outcomes of the tests as they apply them

· providing screen shots with annotations to show economic use of materials and tools. 

By asking your students to record evidence, you reinforce that their manner of working is also assessed in this standard.

Ensure that all students have the opportunity to explain clearly why they did what they did. 

Independence 

Ensure that all students know what “make with independence” looks like (the notes below are for your guidance only).

Achieved – make (with some guidance)

“With some guidance” means the teacher (or peers) may:

· respond to student-initiated requests for assistance, for example, where to find suitable material, what tool to use

· sometimes prompt the student to, for example, consider other options, think about the wisdom of a choice, reread the brief.

The teacher (or peers) may NOT, however:

· make any decisions for students

· assist a student in any hands-on way (do any part of the project for them)

· respond to frequent questions or requests for step-by-step guidance.

Merit – make “with independence and accuracy”

“With independence” means the student:

· owns the practice (acts as if responsibility for achieving a quality outcome sits with them)

· plans effectively, thinks ahead, is well-organised, self-starting, self-managing

· does their own decision making

· books any equipment/machines they need in timely fashion

· purchases and/or brings required materials in timely fashion

· stores their work carefully in the available facilities so that it is easily retrieved at the start of the next period

· carries out appropriate checking and testing and takes corrective action as necessary

· recognises and deals with issues promptly instead of allowing them to blow the timeline

· is always able to describe what they are doing, why, and where their project is up to.

“With independence” does NOT mean that the student is unable to ask for help with technical or safety issues (for example, faulty equipment).

Excellence – make with independence and accuracy

There is no step-up on “independence and accuracy” for Excellence – see Merit.
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	Achievement
	Achievement with Merit
	Achievement with Excellence

	Implement basic procedures to produce a specified digital information outcome. 
	Skilfully implement basic procedures to produce a specified digital information outcome. 
	Efficiently implement basic procedures to produce a specified digital information outcome. 


Student instructions
Introduction

This assessment activity requires you to create an information brochure that meets certain specifications. 

Teacher note: The outcome could equally well be a newsletter, a programme of activities, a presentation, a mail-out, or another outcome selected by or negotiated with your student. It could also be an outcome trialled through technological practice that the student is now ready to create in its final form.

In creating the brochure, you will keep to the specifications and follow a step-by-step plan. Your teacher may provide these, or you may develop them independently and have them confirmed by your teacher.

Creating content is not part of this assessment activity. You may download suitable text and other content from the Internet as long as you address any copyright issues. Alternatively, your teacher may provide text and other content for you to use.

Note: You may refer to existing templates for information and ideas, but you may not simply download a template and change its appearance – to do this would not fulfil the requirements of the task.

You will be assessed on:

· the extent to which your information brochure meets the specifications

· the manner in which you implement the step-by-step plan and apply techniques and testing procedures to create the specified outcome. Your independence, as well as your accuracy and efficiency, will be taken into account. 

This is an individual task. You have 10 weeks (40 hours) to complete it.
Teacher note: Adapt the time allowed to meet the needs of your students. 

Preparatory activities

Read the given scenario or devise one that describes the need or opportunity you plan to address with your information brochure. For example: 

· Teenagers need to have a clear understanding of cyber safety, why it is important, and how to practise it.

· I am designing a brochure on cyber safety for the students at my school. Copies will also be mailed to parents.

If your teacher has provided specifications for the brochure, read and absorb them. Alternatively, devise your own (see Student Resource A for an example) and then confirm with your teacher that they are suitable. This will ensure that you do not specify an outcome that is either too simple or too complex, and that you will have access to all grades of achievement.
If your teacher has provided a step-by-step plan, read it carefully. If not, write your own step-by-step plan for making your information brochure. Familiarise yourself with the techniques you will need to use as you carry out the steps. See Student Resource B for examples of techniques.

Check that your plan describes how and when you will test your developing outcome. This might mean, for example:

· previewing your brochure to ensure that it is displaying appropriately (for example, that the information fits on the page and graphics are in the correct position in relation to text)

· using another application to test that formulae give the right results (for example, by using a calculator to check spreadsheet results).

Decide how you will keep evidence of what you did, when you did it, how it worked, and how you addressed problems. For example, you could keep a brief daily log or annotate each step of your plan as you complete it. Screen shots are a useful way of capturing stages in the development.

Develop a design concept by, for example, sketching your proposed layout and making more detailed mock-ups of specific parts. 

Teacher note: Students are not being assessed on their ability to create a design concept, but it is good practice to have a plan for an outcome before starting to create it.

Check that you know how to file and save successive versions of your outcome.
You will be assessed on the application and efficiency of your file management procedures. 

Practise the techniques you will use to create your information brochure until you can apply them efficiently and confidently. You should also know how to describe them.

Teacher note: If students will be creating outcomes that they have already trialled through technological practice, they must complete all trialling before they begin the assessment task.

Task 

Use the selected software to create your information brochure, following the agreed plan and the agreed specifications. 

As you go about the task, keep a record of what you do, including the results of all testing.

When you have finished, save the final version of your outcome using a suitable medium and print a hard copy. Hand this in to your teacher, along with copies of:

· data that is embedded in your final outcome (for example, a spreadsheet showing tables and formulae used)

· your brief record (log) of what you did and what happened at each stage

· any other documents that you created as you developed your final outcome.
Student Resource A: Sample specifications
Specifications for an information brochure for students and parents might be as follows.
The brochure will:

· be four A4 page equivalents 

· contain information images and data

· display raw data in graphical form

· use two appropriate software applications

· be designed to appeal to both students and parents

· be readable

· comply with relevant legal, moral, and ethical requirements.
The specifications could also include details of the specific requirements for data display in the information sheet, for example:
· Includes a graph showing …
· Includes a table of …
· Data must be sorted into …
The data layout could also be detailed in the specifications.
Teacher note: Specifications are short statements that describe the function of the finished product. They should not describe a particular skill or efficiency. At all grade levels, the product is required to meet specifications. Skilful and efficient implementation is not required at the Achieved level.

Student Resource B: Sets of techniques for different kinds of software

The following text is reprinted from the standard (Digital Technologies 91071).

The set of techniques to be applied in word processing software may include but are not limited to:

· applying page formatting features such as styles, headings/sub-headings, headers/footers, page breaks, page numbering, alignment, line spacing, tables, text boxes, columns

· applying paragraph formatting features such as alignment, bullets and numbering, tabs, indents, spacing

· creating, inserting, selecting, and formatting components

· creating a mail merge.

The set of techniques to be applied in spreadsheet software may include but are not limited to:

· formatting cells to match data types, inserting/deleting rows and columns, entering formulae, using operators, replicating formulae, using simple functions such as sum, minimum, maximum, average, and if statements

· using absolute and relative cell references, sorting data, producing charts/graphs

· using headers/footers and page set-up features

· creating charts/graphs.

The set of techniques to be applied in database software may include but are not limited to:

· creating flat file database structures, setting and modifying field properties including name, data type, size and format

· creating simple validation rules (such as format, field size, titles), entering, editing and deleting records

· creating forms and reports (can use wizards)

· creating and using filters, queries and sorts to retrieve relevant information (can use wizards).

The set of techniques to be applied in presentation software may include but are not limited to:

· using colour, themes and templates

· applying paragraph formatting features such as alignment, line spacing, bullets

· creating, selecting and inserting elements such as tables, charts, media, shapes, hyperlinks

· animations, transitions, effects

· exporting and printing for different formats.
Assessment schedule: Digital Technologies 91071 Information Brochure
	Evidence/Judgements for Achievement
	Evidence/Judgements for Achievement with Merit
	Evidence/Judgements for Achievement with Excellence

	The student has Implemented basic procedures to produce a specified digital information outcome.
The student has:
· applied a set of techniques to produce the specified outcome, for example:
With some guidance, the student created the brochure following the specifications and the step-by-step plan. At times, they needed reminders about the specifications, use of headings, and appropriate placement of content.

· selected appropriate software and features to manage and present information, for example:
With some guidance, the student created the brochure using at least two software applications that were appropriate for the outcome (for example, Microsoft Word and Microsoft Excel). 

The student inserted/deleted rows and columns as required and entered and calculated (add, subtract, multiply, divide, or obtain sum, minimum, maximum, average) numerical data using mathematical formulae. 
· applied file management procedures, for example:
With some guidance, the student did apply some file management procedures (such as maintaining backups) but did not establish and stick to a systematic naming convention and sometimes got confused as to which version was which.
· applied appropriate design elements and/or formatting techniques, for example:
With some guidance, the student used some of the design and formatting features of the two software applications but at times required teacher support to do so. Their finished brochure shows some evidence of awareness of design principles. 

For spreadsheet software, the student could be expected to:
· format text (font, bold, italics, size, and so on) so that it is readable and suitable for purpose; format numbers appropriately, considering the data type (for example, money) and accuracy required by the context; size and align cells (for example, height, width, align, split, merge); sort; select and graph information.

For word-processing software, the student could be expected to: 

· select, apply, and adjust fonts, margins, line spacing, and tabs, and to create tables, columns, borders and shading, and headers and footers

· create an outcome that resembles their design concept through manipulating design elements such as alignment (left, right, centre, justified), contrast (through font selection, style, size, colour, shading, reverse text, drop caps), repetition (of fonts, heading treatments, colour), proximity (main heading, subheadings, paragraphs), balance (placement of blocks of text, use of white space, column breaks), harmony (through font selection, colour treatment, graphics and text).

· applied data integrity and testing procedures to ensure the outcome meets the specifications, for example:
With some guidance, the student used print preview and actual printouts to check that graphs were displaying correctly. They spot-checked formula calculations using a calculator.

· met appropriate legal, ethical, and moral requirements, for example:
The student has identified the sources of their information and checked that all content complies with copyright or privacy legislation. They have documented and referenced this information using the correct conventions.

This description relates to only part of what is required, and is indicative only.
	The student has skilfully implemented basic procedures to produce a specified digital information outcome.
The student has:
· shown accuracy in applying techniques and testing procedures
For spreadsheet software, the student could be expected to:
· set cell widths and heights that are appropriate for the information they contain (for example, by using auto width and height, setting specific measurements, or using wrap text)

· appropriately format data in cells (for example, decimal places, dollar signs, dates)

· accurately enter numerical and calculate using formulae

· appropriately sort and display information (for example, alphabetically, numerically, or by type)

· select data and chart types that are appropriate for the purpose (for example, to show a trend)

· ensure that charts are readable, accurate in terms of calculations, and appropriately labelled.

For word-processing software, the student could be expected to:

· select fonts that are appropriate for the purpose (for example, those used for headings, subheadings, and content have a logical, hierarchal structure)

· customise margins to the needs of the document

· set appropriate line spacing (for example, the space before and after headings and paragraphs)

· ensure that text spacing is appropriate (for example, condensed or expanded)

· set appropriate paragraph styles (for example, block or indented)

· set suitable tabs and align any decimal points to enhance the appearance and readability of numbers

· ensure that any Word tables display as appropriate, attending to cell dimensions, internal margins, borders and shading, alignment, and autofit

· structure the document logically, using appropriate columns and breaks

· ensure there are no orphan headings or lines

· ensure that borders and shading display correctly when printed

· ensure that information in headers/footers displays correctly (for example, in terms of pagination, placement, style, size, and alignment).

· shown independence when applying techniques and testing procedures, for example:
The student has independently created the information brochure using two software applications by following the instructions. They independently decided on and made effective use of formatting features and a range of design elements such as alignment (text, columns, tables, graphs), contrast (using font selection, style, size, colour, shading, reverse text, and drop caps to enhance the outcome), repetition (consistent use of fonts, heading treatments, and colour to simplify the reader’s task), proximity (spacing between headings, subheadings, paragraphs, and graphic elements to visually structure the information for the reader), balance (placement of blocks of text and by use of white space and column breaks), harmony (font selection, colour treatment, and linkage of graphs/graphical elements and text to reflect the conventions of good design).

· independently decided on and applied a wide range of appropriate techniques and procedures (using their design concept as a basis), for example:

The student has selected relevant information to create an appropriate graph.
· applied file management procedures (such as maintaining backups)
· accurately and independently created a brochure that meets the specifications and is functional for the intended audience

· independently reviewed and tested aspects of the brochure to test its functionality, for example:
The student checks calculations to ensure data integrity, checks graphs and tables to ensure that they display appropriately, proof reads to ensure errors are eliminated and that no text is missing or in the wrong place, and checks for consistent use of styles (for headings, subheadings, bullets, and so on).
· met relevant legal, ethical, and moral requirements, for example:
The student has identified the sources of their information and checked that all content complies with copyright or privacy legislation. They have documented and referenced this information using the correct conventions.

This description relates to only part of what is required, and is indicative only.
	The student has efficiently implemented basic procedures to produce a specified digital information outcome.
The student has:

· independently and accurately undertaken techniques and procedures in a manner that economises the use of time and resources, for example:
The student has created a well-structured, accurate, fit-for-purpose document using at least two software applications. To do this, they used efficient methods rather than trial and error (for example, when setting tab stops, margins, or bullets) and made effective use of pagination, paragraphing, page breaks, and continuous breaks. 

The student entered text and other data using efficient fingering and keyboard shortcuts.

The student used spreadsheet software effectively to create graphs (for example, using the most efficient formulae and labour-saving autofill and labelling options).
The student was familiar with a wide range of relevant techniques, procedures, and design elements and used these to implement their design concept (for example, they quickly chose a pie graph to show percentages), selecting labelling, customising alignment, font size, and colour, and placing text to ensure maximum readability and usability. Their choice of colours was appealing and harmonised with other visual elements in the brochure. They used formatting to engage and support the reader by, for example, ensuring consistency in the layout.

The student used efficient file-management procedures (for example, they named folders and files systematically and logically and inserted the file name and pathway in the footer of their brochure).
The student’s brochure is functional, suited for the intended audience, and easy to read and digest. If intended for online viewing, the student has saved it in alternative formats (such as .doc and .pdf). 

The student has efficiently reviewed and tested the data for completeness and accuracy (for example, they have checked the results of formulae using a calculator). They may have provided a printout of their formulae sheet as evidence that they have used the advanced functionality of the software.

The student has met relevant legal, ethical, and moral requirements (for example, they have identified the sources of their information and have checked that all content complies with copyright or privacy legislation). They have documented and referenced this information using the correct conventions.

This description relates to only part of what is required, and is indicative only.


Final grades will be decided using professional judgement based on a holistic examination of the evidence provided against the criteria in the Achievement Standard.
� EMBED Word.Picture.8  ���











This resource is copyright © Crown 2015

Page 10 of 13

_1221637059.doc
[image: image1.png]National Certificate of Educational Achievement
TAUMATA MATAURANGA A-MOTU KUA TAEA







