Communication and Presentation (Level Two) 

Unit 5 Communication using Email and the Internet
Candidate’s Evidence Log 

In the evidence provided column give a brief description of the evidence presented for assessment.

In the portfolio reference/location column indicate the precise location of the evidence.

	What the candidate must do (skills):
	Evidence provided
	Approved Assessor Check

	01
	Use a search engine to find information for a specific purpose
	IA
	
	

	02
	Refine a search
	IA
	
	

	03
	Add a bookmark or favourite
	IA
	
	

	04
	Open two browser windows simultaneously
	IA
	
	

	05
	Switch between browsers to compare information
	IA
	
	

	06
	Use a history facility to locate recently visited sites
	IA
	
	

	07
	Participate in newsgroups
	IA
	
	

	08
	Create an email with a hyperlink to a web page
	IA
	
	

	09
	Send an email message to more than one recipient at the same time
	IA
	
	

	10
	Compress attachments
	IA
	
	

	11
	Organise bookmarks / favourites into folders
	IA
	
	

	12
	Forward an email message and attachment
	IA
	
	

	13
	Add a signature to an email message
	IA
	
	

	14
	Set up a folder and rule to organise emails
	IA
	
	

	15
	Upload / download files from the internet
	IA
	
	

	What the candidate must know (knowledge):
	
	

	16
	Navigation techniques
	AA
	
	

	17
	Characteristics of different search engines
	IA
	
	

	18
	Awareness of book mark / favourite facilities
	IA
	
	

	19
	Relevant health and safety procedures
	IA
	
	

	20
	How to compare information from two open browser windows
	IA
	
	

	21
	The structure of IP addresses and domain names
	IA
	
	

	22
	Newsgroup terminology
	IA
	
	

	23
	How to organise and save attachments
	IA
	
	

	24
	How to set up address books and mail groups
	AA
	
	

	25
	Understanding of files size and its effect
	IA
	
	

	26
	An understanding of networks and roaming
	AA
	
	

	27
	How to run a virus check on incoming mail
	IA
	
	

	28
	How to add a signature
	IA
	
	

	29
	How to add a rule
	IA
	
	

	30
	Knowledge of viruses and Trojans
	IA
	
	

	Merit
	
	
	

	Worked efficiently e.g. use of shortcuts.
	
	
	

	Good sense of audience/need shown
	
	
	

	Distinction
	
	
	

	Candidates incorporates what they have learnt in one topic and applied it to another in order to achieve a worthwhile outcome
	
	
	

	The candidate has evaluated the effectiveness of his / her own work.
	
	
	


	Candidate and teacher are required to sign the declarations below:



	Pass

Candidates will be awarded a Pass where evidence has been provided against the range statements for four units, three compulsory and one elective unit.



	Candidate:

I have produced the work to meet the Pass criteria statements without help apart from that indicated by the teacher either in the work or elsewhere.

Signature:_________________________ (Candidate)          Date:_____________________________

Teacher:

I confirm that the candidate has met the Merit criteria statements and I can authenticate it with confidence.

Signature:_________________________ (Teacher)          Date:_____________________________


	Merit

Candidates will be awarded a merit where there is clear evidence that they are able to take some responsibility in the quality of their own work.  Merit candidates will have demonstrated care and accuracy when completing set tasks.  Merit candidates will be presenting their work in a clearly organised way.  Merit candidates will be able to follow instruction.


	Teachers Comments for Trained Assessor

I confirm that the candidate has met the Merit criteria statements and I can authenticate it with confidence.

Signature:_________________________ (Teacher)          Date:_____________________________


	Distinction

Candidates will be awarded a distinction level where there is evidence in the qualification as a whole, that candidates possess the ability to repeat the use of ICT functions identified in a unit.  Distinction candidates must be able to assist other candidates in developing their skills.



	Teachers Comments for Trained Assessor

I confirm that the candidate has met the Distinction criteria statements and I can authenticate it with confidence.

Signature:_________________________ (Teacher)          Date:_____________________________


	I confirm that the candidate has met the Merit / Distinction criteria statements and I can authenticate it with confidence.

Signature:_________________________ (Trained Assessor)          Date:_____________________________



