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You must identify the sources of the information that you have gathered for this unit. You should create a bibliography (a list of all the resources that you have used) to add to your portfolio.

In the bibliography you should list all of the sources, like these examples:

Books

You should list all of the books that you have used. You should write the following details: the Author’s name, Title of the book, Chapters used and page numbers that you read.

Eg. Doyle S, Applied ICT GCSE, Unit 3, p 225-230. 

People

You should list all of the people that have given you information. You should write the person’s name, their job title and the company that they work for.

Eg. Mr J. Smith, Store Manager, ASDA Golborne.

You should also mention your teacher, as they have provided you with information.

Eg. Mr Nolan, Teacher, Hindley Community High School.

Organisations

You should list the organisation’s name and their responsibility.

Eg. The company that you where at for your work experience. 

Websites

You should list the URL of the website, the owner of the website and the date that you accessed it.

Eg. www.ebay.com, Ebay company, 16/03/04

Or www.askntl.com/broadband, NTL, 18/03/04

E-mails

You should list all of the emails that you received that you used in your portfolio. You should list the senders email address, name, their job title and the company or organisation that they work for.

Eg.

jonesr@hse.gov.uk, Health and Safety Adviser, Health and Safety Executive.

Appropriate Search Criteria

You need to show the criteria that you used when searching for information on the Internet. You should show screen prints of the searches that you did and explain the reasons that you used those criteria.

Eg.

I used the search criteria, ‘Data encryption’ to search for information about the encryption of data, which is used to protect data. 
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You should list several different search criteria’s that you used, and show screen shots of the results of the search.

Validate sources of information

You need to show that you have validated the information that you have found. This means that you are sure that the information that you have been given is from a reliable source. You need to show that you have validated ALL of the information sources that are listed in your bibliography. 

You should mention:

· Why you think that the source is a genuine and reliable source

· Whether resources have been approved by other organisations.

· Whether the organisation is a government department.

· Whether a person has suitable experience to provide you with information.

· Whether a website is an official website and whether it represents a well know organisation.

Eg.

The information that I found in the Applied ICT GCSE book is reliable, as it is a popular textbook written for the Edexcel course. The Edexcel logo on the book cover shows that it is a suitable book for this course.

Mr Smith is the manager of a local supermarket. The information that he provided about the use of ICT in business is reliable as he has several years experience of using ICT within a large business.

The information provided by the Information Commissioner is reliable, as it is from the organisation responsible for keeping the Data Protection Register up to date. The organisation is a government department, so the information that they provide is valid.

I accessed www.ebay.com to find out about online auctions. The site is a valid source of information as it is a well know and popular website.

The ntl website that I used to find information about broadband technology is a valid site as it is the official NTL website. NTL provides broadband access to many people, so the information on their website is reliable and valid.

The email from Mr Jones of the Health and Safety Executive provided valid information about the safe use of computers. Mr Jones is an Adviser for the HSE, a government department, so the information that he provided will be reliable and valid.

Comparing Information to ensure accuracy.

To double check that the information that you have found is reliable you need to check it with a different source. You need to write down how you have done this. 

· You could use two different websites to ensure that they both provide the same information.

· You could use a book to check the information that you have found on a website.

· You could find a website to check the information that you have been provided by a person or organisation.

You need to write down the original source of the information and then say which source you used to validate it.

Eg. alongside the write up about why the information from the Information Commissioner is valid (as described above) you should write something like this:

I checked that this information was valid by accessing www.xyz.com. The information on the website was the same as form the Information Commissioner, thereby ensuring it is valid.

Or

I read pages 268-269 of Applied ICT GCSE to ensure that the information was valid. The information in the book matched that shown on the website, ensuring the accuracy of the information.

Or (for information from a person or an email)

I accessed the website, www.xyz.com to check the information that Mr Jones had given me. The information on the website was the same as that provided by Mr Jones.

Or (for information from a book)

I accessed the website www.xyz.com to check that the information in the book was accurate. The information in both books was the same, ensuring its validity.
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