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Achievement Standard Digital Technologies 91368: Implement advanced procedures to produce a specified digital information outcome with dynamically linked data 

Resource reference: Digital Technologies 2.41 v2
Resource title: BMX Club
Credits: 6
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 91368. 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 create a database and link this to word-processed documents to create a specified digital information outcome – a newsletter and letters. 

Two approaches are possible when using this standard for assessment:

· 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 resources for sample specifications. These should be totally reworked to suit your particular context and selected outcome.)
· 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 students know and can follow a planning process to complete their database that is dynamically linked to a newsletter and letters

· the students are given guidance on the data integrity and testing procedures that they will need to apply to their work. (See student resources for examples of this.)
· the software and techniques that the students plan to use will provide sufficient scope for them to meet the requirements of the standard.
The task requires the students to demonstrate a selection of advanced procedures in a database and one other application. See the student resources for definitions of advanced databasing and word processing procedures, and the particular advanced procedures required in this activity. 

Conditions

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 save the final version of the outcome using a suitable medium and print a hard copy. They need to make copies of all documents available along with copies of:

· data that is embedded in the final outcome (for example, the form used for their database, query results)

· the record (log) of what the students did and what happened at each stage

· any other documents that were created by the students as they developed the final outcome.

Resource requirements 

· Access to computers and to appropriate software, for example for this activity, Word, and Access.
· A scenario and/or specifications.
· Examples of planning processes used to create a digital outcome that the student can refer to when planning their newsletter. These could include schematic diagrams to show linking, order of tasks, testing and trialling, formatting of entries, mock-ups of newsletters, and hierarchy of information.
· 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. Where students wish to create a newsletter for an organisation they have chosen, ensure that they will have easy access to the data and information and that collecting this will not limit their progress.

· Data for the database: Give the students the data in a format where they will need to decide how to set up the fields, field types, validation rules, field size, and field format. An example is shown below.

	Jayden Ford

	21 Harbour View Road, Te Atatu Peninsula, Waitakere, 0610

	11 year old, Male

	Plate No. NZ10

	Class 11 Boys

	Phone 421 0022

	Fees paid and date paid

	Event, Class, Placing

	Biography

Introduced to BMX two years ago and there is now no stopping Jayden. Won his class last year and is aiming for the London World BMX event.


Useful resources for databases are available from:

http://www.esa.co.nz/?type=catalogue-books&page=61&where_type=3&where_year=12&where_subject=Computing
http://www.cherylprice.co.nz/
http://www.mainenterprises.co.nz/year12.htm 

Useful resources on planning available at:
http://technology.tki.org.nz/
http://zype.co.nz
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 judge (for merit) whether the student has shown “independence and accuracy in the execution of the techniques design elements and procedures” and (for excellence) whether the student has worked “in a manner that economises the use of resources in the outcomes 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 you 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 find something to go on with if the machine they need is in use or out of order? Do they think before they act and so avoid time-consuming undoing and redoing? (Evidence: classroom observation.)

· Economy of effort is about working efficiently. 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 materials (paper, ink) and raw data. For example compressing files or using jpegs so that they are efficient sizes. (Evidence: annotated screen shots of filing, 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 judgments 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 and briefly recording the outcomes of tests as they apply them

· creating annotated screenshots of data entry forms and filing systems.
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 (these notes on “make” 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 or what tool to use
· sometimes prompt the student to – for example, consider other options, think about the wisdom of a choice or reread the brief.

The teacher (or peers) may NOT, however:

· make any decisions for a student
· 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, and self managing

· does their own decision-making

· books any equipment or machines they need in a timely fashion

· purchases and/or brings the required materials in timely fashion

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

· carries out appropriate checking and testing and takes corrective actions 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 and why, and describe where their project is up to.
It does NOT mean that the student:

· is unable to ask for help with technical or safety issues (for example, faulty equipment)

· is responsible for the consequences of inadequate project storage facilities

· is responsible for supplying resources that the school should be providing.

Excellence – Make “with independence and accuracy”

There is no step-up on “independence and accuracy” for excellence, see Merit.

Legal and ethical issues

Ensure that names and pictures are “invented” and not connected with real people (Ref: p8 Legal and ethical issues). Students should be given a library of images to use. 

Teacher Resource: Testing

Data integrity and testing procedures could include:

· checking inputting of data is accurate in the database against the hard copy (for example, capitalisation is correct for addresses, abbreviation only used when acceptable)

· auto checking the mail merge to ensure the newsletter is on the correct number of pages and the page breaks and section breaks are as planned prior to printing the final newsletter

· test and evaluate program design and structure (check that queries in the database work – for example, if I want to only send a letter to the a selection of club members that the mail merge can achieve this OR for selected criteria only)

· trial printing in black and white first, to check the content and layout for accuracy, formatting, readability, legibility and to check the setup of the newsletter is as intended (for example, it folds as planned, is back to back, and so on)
· required property is setup to prompt users to fully enter data and also enter data in the correct format – for example, preventing numeric data being entered into a text field 

· checking that the merge works correctly and hyphenation is off, capitalisation is correct, and so on
· checking the design against accepted codes of practice for print design – for example, repetition, contrast, alignment, proximity, balance, and harmony

· checking that the form is easily filled in by members but also allows for easy inputting to the database
· checking that all material complies with accepted legal moral and ethical codes

· checking all labelling so that it is easy to pick up work from period to period and will allow club members in the future to easily pick up and carry on the work 

· checking the structure and actual content (fields) of the database (limiting duplication of data)

· checking referential integrity to ensure relationships between tables remain consistent

· checking input mask property is set up to ensure control of how users enter data into a database

· pre-testing: populate a test database by running a set of production queries then look at the output and compare it to make sure it is correct

· setting up a confirm changes function, using the “before update event” tool (this will prompt you to check your data against the hard copy as you are inputting it)

· using database tools – for example, “analyse performance” and “analyse table” for testing purposes and to guide your overall database performance and outcome.

Note: This is a detailed testing list. To allow students access to “showing independence” with regard to decision-making in the application of procedures, (this includes testing) this list should be edited to headings before providing it to students. For example, “trial printing in black and white first, to check the content and layout for accuracy, formatting, readability, legibility and to check the setup of the newsletter is as intended (for example, it folds as planned, is back to back, and so on)” could be edited to “trial printing in black and white”.
Internal Assessment Resource
Achievement Standard Digital Technologies 91368: Implement advanced procedures to produce a specified digital information outcome with dynamically linked data 

Resource reference: Digital Technologies 2.41 v2
Resource title: BMX Club
Credits: 6
	Achievement 
	Achievement with Merit
	Achievement with Excellence

	Implement advanced procedures to produce a specified digital information outcome with dynamically linked data.
	Skilfully implement advanced procedures to produce a specified digital information outcome with dynamically linked data.
	Efficiently implement advanced procedures to produce a specified digital information outcome with dynamically linked data.


Student instructions

Introduction
This assessment activity requires you to create a database for the BMX Club that is dynamically linked to word processing documents for the club. You will use the information provided to develop a database that can integrate into a newsletter, merge with a form letter and produce a letter (with linked data) for the treasurer.

This is an individual assessment task. You will have 10–15 weeks (60 hours) of in-class time to complete it. 

You will be assessed on:

· whether your database, newsletter, and letters meet the specifications

· the manner in which you go about creating the database, newsletter, and letters, and apply techniques and testing procedures. Your independence, as well as your accuracy and efficiency, will be taken into account. Work out how you can produce your database, newsletter, and two letters efficiently and allow for on-going production of the monthly newsletter and letter to the treasurer.

Teacher note: In this activity the outcome is a:

BMX Club database for the Club Secretary to keep track of riders, their contact details (address and phone number), date of birth, gender, rider plate numbers, rider class, fees paid, date fees paid, event, date of event, and placing as well as a current rider biography. 

Newsletter (to riders)
Two letters 
– an invitation letter to selected riders 

– a letter to the treasurer summarising fees received for 2 months.

Information from the database will be dynamically linked to the newsletter and letters. 
Teacher note: The outcome could equally be a database and accompanying newsletter for a form class, a music club, international students, a drama club, a sporting tournament week, or any community group. It could also be an outcome trialled through technological practice that the student is now ready to create in its final form.

Task 

Part A: Data and specifications

Creating data and 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 data, text, and other content for you to use.

If your teacher has provided specifications for the database, newsletter, and letters, read and absorb them. Alternatively, devise your own specifications 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.) See Resources A and B for sample specifications, data for the database, and content for the newsletter and letters.

Your database must demonstrate the use of a selection of advanced databasing procedures, and your newsletter and letters must demonstrate the use of a selection of advanced word processing procedures. See the definitions in Resource C for the particular advanced procedures required for this activity.

Part B: Planning

Develop a plan to create the database, newsletter, and letters. Your database must dynamically link data between the database and word processed documents (newsletter and two letters). You are required to create the database with appropriate field types to meet data requirements.

Teacher note: Students are not assessed on their ability to plan out their process to create the outcome, but it is good practice to have a plan for an outcome before starting to create it and this will also assist students with working out strategies to skilfully and efficiently create the outcome.
Decide on the order in which you will do the various steps. You may find preparing a flow chart (sketch) of your database, (including what information you will use in the database tables, and what queries, forms, and reports you will need), useful to show the links between the various software applications and the procedures you will use to integrate the data and other aspects (graphics such as photographs, logos, banners) into the newsletter and letters. 
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.

Before you start it is suggested you read through the queries required in the database, as well as all data and content that has been supplied. Check that your plan describes how and when you will test your developing outcome. For example, this might mean planning for:

· how you will collect, input data into the database, and store it 

· how you will set up the database tables, queries, forms, and reports

· how you will link information to the newsletter and letters (This will be based on how the information will be used – for example, mail out will require you to merge address details from the database with the word document
· effective formatting, layout, and design of the newsletter and letters. Plan layout, imagery, colour, text, styles (applying design elements of contrast, alignment, proximity, repetition, and so on) and hierarchy of the newsletter and letters information
· efficiency when you plan your tasks – for example, creating a newsletter and letters so they are easily produced, or setting up data type in the database and checking data input accurately so that you only need to do it once 

· mock-ups of your concepts for the database, newsletter, and letters

· how you will address the legal and ethical issues related to your media outcome. See Resource D for further information on this.

Part C: Create database, newsletter, and letters

Use your selected software to create a database that is dynamically linked to the newsletter and letters (and that adheres to the agreed specifications). 

Use your database to create the following queries and integrate these, where appropriate, into the newsletter and letters.

Queries:
· Results (newsletter)

Create a query for all riders who attended the recent Rotorua Open Event, and each rider’s class and placing. Sort the placings in order, starting with 1st place. You will need to decide on the most efficient way to do this and also what the most appropriate format to display this information in the newsletter will be. Riders’ results are listed monthly in the newsletter.

· Biographies (newsletter)

Using the BMX database information (Resource B), create a query for each rider, his/her biography, for riders under the age of 10. Each month, different rider’s biographies are included in the newsletter.

· Invitation (letter 1)

Create a query for all female riders’ names and addresses, except those with postcode 0110 and 0112, and send them a letter inviting them to a special evening with Sarah Walker. 

· Fees (letter 2)

Create a query for all fees paid for March and April, showing the fee amount and date paid, and the rider’s name and plate number. You will need to decide on the most efficient way to do this and also the most appropriate way to display the information in the letter to the treasurer. This letter is sent out each month to the treasurer detailing fees received.

Testing and publication

Test your database during development. Your teacher will provide you with some suggestions on how to do this. During 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. Make copies of all documents available to your teacher along with copies of:

· data that is linked to your final outcome (for example, the form used for your database, query results)

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

· any other documents that you created as you developed your final outcome.
Resources

Resource A: Sample specifications

Teacher note: Specifications are statements that describe the function and/or the aesthetics of the finished product. They should not include reference to accuracy, independence, or efficiency. At all grade levels the product is expected to meet specifications.
Specifications for a database, newsletter, and letters containing dynamically linked data might be:
· riders’ and their address details included in the newsletter for mailing purposes (note this could be on address labels)

· a range of suitable images, logos, and/or graphics to promote the club sponsors, plus recent and future events
· details (placing, profile, class, and so on) of the rider of the month
· appropriate styles and effective design principles applied

· three key content features – President’s News, Fundraising, and Trackside (images included and picture gallery) 

· monthly newsletter is created for use every month

· custom styles applied

· month and year of the newsletter, club’s name, address details, and contact information prominently displayed 

· able to be folded to DLE size for mailing out

· monthly letter to Treasurer is created for use every month

· letters are formatted appropriately

· newsletter and letters demonstrate a standard theme used across the documents.
Resource B: Possible content

BMX Club database information
Jayden Ford, 21 Harbour View Road, Te Atatu Peninsula, Waitakere 0610. 11-year-old boy. Birth date = 12 April 2000. Jayden is in class NZ10 and plate number is NZ10. Phone number 834-7511. FEES paid $50 on 13 March 2012. Jayden was introduced to BMX two years ago and there is now no stopping Jayden. Won his class last year and is aiming for the London World BMX event.
Jordan Craig, 153 Centreway Road, Orewa, Hibiscus Coast 0931 is a 14-year-old girl rider. Her birth date = 1 March 1997. Jordan’s plate number is 345 and class 14 Girls. Phone 421-0022. Jordan came 1st overall in her class at Rotorua. FEES paid $60 on 27 February 2012. Jordan has been riding since she was 5 years old and has just perfected her jumps increasing her chances of being in the top three of her class.
Brooke Templeton of 35 Pilkington Road, Albany, North Harbour, 0632. Brooke is an 18-year-old rider and his birth date is 15 June 1993. His plate number is 159 and he is in the 17–29 Male 20” class. Phone 415-2190. FEES paid $70 on 2 April 2012. Brooke was placed 2nd at the recent Rotorua event. Brooke has moved to our club from Christchurch and has already given everyone a lot to think about. He is fast and fearless.
Timothy Reece of 328 Don Buck Street, Massey, Waitakere 0614. He is 27 years old, born on 23 July 1984. He rides in the 17–29 Male Cruiser class with a plate number of 301. Ph. 831-2212. FEES paid $70 on 8 April 2012. No profile is available for Tim.
Cody Kerrick of 24 Corbans Avenue, Henderson, Waitakere 0612. He is a 7-year-old rider and born on 26 May 2004. Cody’s number plate is 126 and he is in the 7 Boys class. Ph 838-1776. FEES paid $50 on 19 March 2012. Cody just goes from strength to strength. Now he is in 7 Boys class he has more riders to compete against. Cody is hoping to do really well in the Tarawera ride coming up.
Brittany Reece of 97 Wharf Road, Whangarei 0110. Brittany is 10 years old and her birthday is on 28 April 2001. Her plate number is NZ85 and she is in the 10 Girls class. Brittany has been riding for five years and is hoping to ride at the Tarawera event. Brittany travels down with other riders from Whangarei and loves the new track extension where she is perfecting her jumps. FEES paid $50 on 21 March 2012.

Ruby Cowley is a 21-year-old female rider. Her plate number is W20 and she is in the Open Women’s class. Her address is 52 Barry Court Road, Henderson, Waitakere 0612. Ruby’s birth date is 15 August 1990. FEES paid $70 on 14 February 2012. She was placed 1st in her class at Rotorua. Ruby has spent a good part of her university holiday riding on our track at every opportunity. This paid off at the Nationals where she was placed 2nd overall in her class.
Victoria Smale of 72 Tainui Street, Whenuapai, Waitakere 0618 is 10-year-old rider and her birth date is 21 July 2001. Victoria’s plate number is 176 and she is in the 8–10 Cruiser – Mixed class. FEES paid $50 on 6 March 2012. Having moved up to the mixed cruiser class Victoria is doing well. She has bought a new bike and has moved up 20 places in her national ranking.
Ryan Bradnam from 89 Harbour View Road, Herald Island, Waitakere 0618. Ryan is an 11-year-old rider and his birth date is 7 July 2000. His plate number is 17 and he is in the 11–12 Cruiser – Mixed class. His phone number is ph. 416-7030. He was placed 4th in Rotorua. FEES paid $50 16 April 2012. Ryan has been selected for the New Zealand elite squad and will be leaving for Australia in two months time. He has stepped up his practice sessions and is focussing on his jumps.
Max Johnstone is a 7-year-old rider. His address is 2A Foster Lane, Waimauku, Waitakere, 0812. His birth date is 29 March 2004 and his plate number is 389. Max’s is in the 7 Boys class and his phone number is ph. 411-2450. FEES paid $50 on 18 April 2012. Max’s broken wrist is on the bend and he has finally managed to ride again at the track. He is keen to give the Tarawera event a go this year.
Samuel Parkinson of 8 Newton Drive, Hobsonville, Waitakere 0618 is an 8 year old rider and his birth date is 1 January 2003. His plate number is 242 and he is in the 8 Boys class. His phone number is ph. 416-2919. FEES – yet to be paid. He was placed 3rd in his class at Rotorua. Samuel took his bike on holiday so he could have a ride at five different clubs around the North Island. His favourite track was at Cambridge.

Emma Devlin of 706 Fergusson Avenue, Whangarei 0112. Emma is 11 years old and her birthday is on 10 February 2000. FEES paid $50 on 15 April 2012. Her plate number is NZ92 and she is in 10 Girls class. Emma is going up a class after the school holidays. She competed at Rotorua and was placed 5th. Emma is new to BMX and comes travels from Whangarei twice a month plus she attends every club day. 
BMX Club details
BMX Club News

PO Box 315, Kumeu, Waitakere, 0618

Phone 834-6157, Mobile 021 136-4458 

Website www.bmxclub.org.nz
Newsletter information
President’s News

Welcome to our first newsletter of the year. Four months have passed since our end of year Christmas barbecue and rider demonstration. It was great to have our guest pro rider, Max Jacobs, come along and demonstrate some of his jumps and share with us what he has been doing on the international circuit. Max is currently riding in California and hopes to visit us again when he returns home to New Zealand near the end of the year.

Our track has seen some changes over the holiday period with the addition of a new canteen building, four new sets of security lights, and the placement of the two new containers to our track extension. Thanks to everyone who has helped and given up their valuable time to make these improvements possible. 

The mid-year ride this year is planned for the last weekend in July and is a two-day event at Tarawera Forest in the Bay of Plenty. More details will be published in next month’s newsletter as we finalise accommodation and transport arrangements.

Lastly, remember committee meetings are the first Tuesday of the month at 7.00 pm in the Club Rooms and all members are welcome.

Simon Scott

President BMX West

Forthcoming Events
All riders mark on your calendar the following event dates:

· Mt Maunganui twilight ride

Saturday, 28 January

· Cambridge track invitation ride

Saturday, 17 April (Easter Monday)

· Pukekohe invitation winter ride

Sunday, 20 June

Fundraising

The ProGate fundraising is going well and we should reach our target of $50,000 in the next ten months prior to the club’s open event early next year. Thanks to the following sponsors who have kindly donated money toward the ProGate purchase:

Please remember to return all money and raffle tickets to Jack Samuels, our Treasurer, as soon as you have finished selling your tickets. We will continue with the monthly raffle until all the current donated prizes have been raffled. Sausage sizzles outside Mitre 10 are continuing for the next few months every Saturday. Jack will contact each member to sort out the roster for the sausage sizzles.

Total Fees received for the first quarter of the year are $XX.

Trackside

The new canteen has been a huge hit with everyone and has been a good way to raise additional funds. Thanks to Dan and Sally McCormick for donating the outdoor furniture and umbrellas. It definitely makes a huge difference on really hot days plus people have somewhere to sit down and eat. If anyone is updating and would like to donate their old kitchen appliances or BBQ to the club, it would be appreciated. We have had the canteen wired and plumbed for a dishwasher plus a second oven and hope these will be donated in time.

The track extension with the two new containers being added and earthwork completed in the holidays is proving to be the challenge riders were looking for. Remember when racing to race hard but fair and this means giving everyone the opportunity to use the extension area of the track on club days. Each age class will have allotted 1.5 hours on the extension area for club days. Times will be noted on the whiteboard in the canteen.

Picture Gallery

Include in your newsletter a range of suitable images, logos and/or graphics where that will be of interest to club members plus any images from recent events. (You will need to consider copyright and ethical issues when including images.)

Teacher note: Provide photos or students insert images of themselves.

Rider of the Month

From the BMX Club database information, include details (placing, profile, class, and so on) of the rider of the month, Jordan Craig in the newsletter.

Letter 1: Form letter
[Club’s name, address details, and contact information]
BMXWEST News

PO Box 315, Kumeu, Waitakere, 0618

Phone 834-6157, Mobile 021 136-4458 

Website www.bmxwest.org.nz

[rider’s address]
Dear [rider’s name]
Invitation to an evening with Sarah Walker
You are invited to a special evening with Sarah Walker on Saturday, 4th August 2012 at 5.00 pm. The evening will start with a light meal in the clubrooms followed by Sarah giving a presentation on what she has been doing over the past year since her last visit. The club thanks Mr and Mrs Cowley for their kind sponsorship of this event. Without their donation this evening would not be possible and we thank them for their kind and generous donation and ongoing support of our BMX Club.

We hope you can join us. You will learn a lot from Sarah about what it is to be an international rider representing New Zealand. 
If wish to attend, please RSVP to Mrs Cowley (ph. 838-7755) by Saturday 21 July.
Yours sincerely

Simon Scott

President 

Letter 2: Letter from the treasurer
BMXWEST News

PO Box 315, Kumeu, Waitakere, 0618

Phone 834-6157, Mobile 021 136-4458 

Website www.bmxwest.org.nz

Ms Jenni Fraser

Samson and Smith Accountants

PO Box 5675

Westgate

Waitakere 0614

Dear Jenni
Please find listed/attached a record of all fees received for the months of March and April for the BMXWEST. The total amount of fees received is XX. As discussed in our recent telephone conversation, it would be appreciated if you could complete the financial records for the month of April so I can present these at the next committee meeting. I have been away on holiday for some time, so I have included all records of fees received, for the months of March–April (inclusive).

Yours sincerely

Cheri Scott (Treasurer BMXWEST)
Resource C: Definitions 

These definitions have been taken directly from AS 2.41.
Advanced procedures to be demonstrated in database software shall include a selection from:

· linking related tables in a database, using keys

· sorting on one field with a secondary sort on another field

· creating multiple criteria queries, using logical, mathematical, and/or wildcard operators

· customising reports and forms

· setting validation rules to restrict what users can enter in a given field (such as expressions, operators). (There are enough variables in the data to meet this requirement. Read the instructions and database information thoroughly to sort out the fields before you start.)

Advanced procedures to be demonstrated in word processing software shall include a selection from: 
· applying custom styles
· table of contents
· section breaks
· footnote and endnotes
· multilevel bullets and numbering
· object linking and embedding
· creating templates
· use of reviewing tools.

Those procedures underlined are required in this activity.

Resource D: Legal and ethical issues
Legal and ethical issues refer to the social implications of the outcome within an organisation and the wider community. Issues could include, but are not limited to:

· licensing

· creative commons
· copyright

· attribution
· digital ownership
· privacy

· access to information
· method of publication
· implication of the longevity of digital content on the internet.

(For example, issues relating to copyright and privacy – refer to the Techlink website at http://technology.tki.org.nz/Case-Studies/Intellectual-Property-Issues/Links.)
Assessment schedule: Digital Technologies 91368 BMX Club

	Evidence/Judgements for Achievement
	Evidence/Judgements for Achievement with Merit
	Evidence/Judgements for Achievement with Excellence

	The student has implemented advanced procedures to produce a specified digital information outcome with dynamically linked data. The student has:

· designed and created a database with field types that meet data requirements 
With guidance, the student created the database for the BMX club using the data provided to meet specifications. The field types chosen were appropriate for the data type (e.g. date formatting was used for the rider’s date of birth). 
The student created a database with the following advanced procedures:

· creating multiple criteria queries, using logical, mathematical and/or wildcard operator (for example, the student carried out a mathematical query listing riders under the age of 10 for the biographies in the newsletter.)
· customising reports and forms (for example, the student created a number of forms – one for events and another form for biographies.) 

· setting validation rules to restrict what users can enter in a given field, such as expressions or operators (for example, the student has created an expression for the phone number to a set number of digits)
and the following selection of advanced procedures from word processing:

· applying custom styles (for example, the student has established a hierarchy of styles in the newsletter and there is a theme evident between the newsletter and letters – this could be the logo, banner headings, and so on)

· section breaks (for example, the student has used appropriate section breaks in the newsletter – there are no widows or orphans present)

· object linking and embedding (for example, the student has logically named images and filed them in an appropriate folder with the newsletter documentation to allow for linking)
· creating templates (for example, the student has set up a template to allow for efficient monthly production of the newsletter and so from month to month it has the same formatting and features – font styles, spacing, headings). 

There are some inaccuracies in the content – for example, capitalisation and spelling; however, all queries have been executed accurately with guidance.
· used tools of the software to integrate data from a database and at least one other software application using dynamic linking 

With guidance, the student merged the female riders names and addresses except those with code 0110 and 0112 into the individual letters inviting them to attend the special evening with Sarah Walker.
· applied design elements and/or formatting techniques as suited to the outcome
With guidance, the student applied some design elements – for example, there is contrast between fonts, headings, and content, the newsletter is balanced, and letters are correctly formatted.

· applied data integrity and testing procedures to ensure the outcome meets the specifications 
The student used a number of testing techniques, such as functional testing, data verification, test and evaluate program design and structure, table structure check, referential integrity, fully enter data and also enter data in the correct format (for example, to prevent numeric data being entered into a text field), and pretesting – populate a test database (for example, validated the query outcomes were correct before using information to link with other documents such as the newsletter and letters were going to the correct categories of people.
The student used print preview and actual printouts to check that data was displayed correctly and that the newsletter printed out as intended.

· followed legal, ethical, and moral responsibilities as appropriate to the outcome.
The student correctly acknowledged the source of the material used and the copyright owner of the photographs.

The examples above relate to only part of what is required and are indicative only.
	The student has skilfully implemented advanced procedures to produce a specified digital information outcome with dynamically linked data. The student has:

· shown accuracy with the techniques, the application of design elements and procedures
· shown independence with regard to decision making in the application of techniques, design elements and procedures.

The student independently created the database for the BMX club using the data provided. The field types chosen were appropriate for the data type (for example, date formatting was used for the rider’s date of birth).
The student created a database with the following advanced procedures:

· creating multiple criteria queries, using logical, mathematical and/or wildcard operator (for example, the student carried out a mathematical query listing riders under the age of 10 for the biographies in the newsletter)
· customising reports and forms (for example, the student created a number of forms – one for events and another form for biographies)
· setting validation rules to restrict what users can enter in a given field such as expressions, operators (for example, the student has created an expression for the phone number to a set number of digits).
and the following selection of advanced procedures from word processing:

· applying custom styles (for example, the student has established a hierarchy of styles in the newsletter and there is a theme evident between the newsletter and letters – this could be the logo, banner headings, and so on)
· section breaks (for example, the student has used appropriate section breaks in the newsletter – there are no widows or orphans present)

· object linking and embedding (for example, the student has logically named images and filed them in an appropriate folder with the newsletter documentation to allow for linking)
· creating templates (for example the student set up a template to allow for efficient monthly production of the newsletter and so from month to month it has the same formatting and features – font styles, spacing, headings). 

Content is accurate – for example, capitalisation, spelling, and all queries have been executed accurately and independently. The student has independently applied the design elements to comply with commonly accepted codes of practice, and used styles plus alignment, contrast, and so on to ensure accuracy. 

The student independently chose and applied correct data integrity and testing techniques. Response for testing was accurate – for example:
· checking data inputting is accurate in database (for example, capitalisation is correct for addresses, abbreviation only used when acceptable)

· auto-checking the mail merge to ensure the newsletter is on the correct number of pages and the page breaks and section breaks are as planned prior to printing the final newsletter

· checking that queries in the database work (for example, if I want to only send a letter to the a selection of club members that the mail merge can achieve this OR for selected criteria only)

· checking that the form you will use is easily filled in by members but also allows for easy imputation to the database.

· followed legal, ethical and moral responsibilities as appropriate to the outcome – for example:

The student has correctly acknowledged the source of the material used and the copyright owner of the photographs.

The examples above relate to only part of what is required and are indicative only.
	The student has efficiently implemented advanced procedures to produce a specified digital information outcome with dynamically linked data. The student has:

· shown accuracy with the techniques, and the application of design elements and testing procedures

· shown independence with regard to decision making in the application of techniques, design elements, and procedures

· undertaken techniques and procedures in a manner that economises the use of resources in the outcome’s production and its use (for example, timely fashion optimises the specific features of tools, and the application of dynamically linked data).
The student independently created the database for the BMX club using the data provided. The field types chosen were appropriate for the data type (for example, date formatting was used for the rider’s date of birth).
The student created a database with the following advanced procedures:

· creating multiple criteria queries, using logical, mathematical and/or wildcard operator (for example, the student carried out a mathematical query listing riders under the age of 10 for the biographies in the newsletter)
· customising reports and forms (for example, the student created a number of forms – one for events and another form for biographies)
· setting validation rules to restrict what users can enter in a given field such as expressions, operators (for example, the student has created an expression for the phone number to a set number of digits).
and the following selection of advanced procedures from word processing:

· applying custom styles (for example, the student has established a hierarchy of styles in the newsletter and there is a theme evident between the newsletter and letters this could be the logo, banner headings, and so on)

· section breaks (for example, the student has used appropriate section breaks in the newsletter – there are no widows or orphans present)

· object linking and embedding (for example, the student has logically named images and filed them in an appropriate folder with the newsletter documentation to allow for linking)
· creating templates (for example, the student set up a template to allow for efficient monthly production of the newsletter and so from month to month it has the same formatting and features – font styles, spacing, headings, and so on). 

Content is accurate – for example, capitalisation, spelling, and all queries have been executed accurately and independently.

The student has independently applied the design elements to comply with commonly accepted codes of practice, and used styles plus alignment, contrast, and so on to ensure accuracy. 
The student has created the newsletter and letters in a straightforward manner, not through trial and error. The student followed a logical process, which they had mapped out as a schedule on their own before they began. They had thought out clearly prior to building the database what information was required in queries and set this up in a logical and straightforward manner within the database – for example, they planned ahead for the database information to be linked to the word processed documents according to the different categories required for the various letters and newsletter, such as the results and biographies in the newsletter, the final riders except post code 0110 and 0112 in the invitation letter, and the fees letter to the treasurer).

The student knew of and applied many shortcuts when using the various database tools, (for example, validation rules were set at the beginning, a form was designed that allowed for easy and efficient inputting of data, a report was created showing fees paid and this was used to check the fees listed in the letter to the treasurer. 
The student used database tools (for example, “analyse performance” and “analyse table” for testing purposes and to guide overall database performance and outcome.
The student used the primary key function on the database to allow for easy verification, and linking and checking of records.

The student was able to easily pick up on their development at the beginning of each class as they had saved versions in an easily accessible manner. They had planned their tasks for each period and got on with them.

The treasurer’s letter is set up so that it could be efficiently updated each month as fees are paid.

The manner in which the newsletter and letters are laid out shows an economic use of paper. Black and white drafts have been used when testing, and printing of drafts was only carried out as necessary.

· followed legal, ethical and moral responsibilities as appropriate to the outcome – for example:

The student has correctly acknowledged the source of the material used and the copyright owner of the photographs.

The examples above relate to only part of what is required and are indicative only.


Final grades will be decided using professional judgement based on a holistic examination of the evidence provided against the criteria in the Assessment schedule.
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