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INSTRUCTIONS FOR LEARNERS COMPLETING ASSESSMENTS

1. The Assessment is a compulsory part of your qualification. If you do not complete the assessment you will not receive your certificate.

2. Your tutor(s) will tell you how long you have to complete the assessment and the access you may have to resources.

3. Read the assessment carefully and make sure that you understand what work you should hand in and what is required of you. If you are uncertain, discuss it with your tutor(s).

4. The assessment requires you to work by yourself and to produce original work. You should not share your work with any other learners. For example, if you produce an illustration or diagram electronically, you should not give it to another learner. Similarly, you should not accept and use such information from others. You are required to sign that the work submitted is your own.

5. If you work in a group at any stage, you must present your own responses to each task for assessment.

6. Information taken from sources for research, e.g. Internet and textbooks must be written in your own words. You should list the sources used.

7. In presenting your final work, you should not include draft work or reference materials such as handouts, notes and leaflets, unless the tasks specifically ask you to do so.  However, do keep any resources used from the internet and other places.

9. Presentation of your work:

· Check that you have completed all tasks by proofreading your work against the checklist given.

·  Label work with the appropriate task/sub-task number.

·  Present tasks in the correct order.

·  Label each page with your name and page number using a footer.

·  Hand in all electronic materials in paper format.

·  All pages should be stapled together.

·  Do not present the completed assignment in plastic envelopes, a box file or a lever arch file.

ABOVE ALL, ENJOY COMPLETING THIS ASSIGNMENT AND USE YOUR TIME WISELY.  ATTEND ALL SESSIONS AND HAND THE ASSIGNMENT IN ON TIME.

KEEPING TRACK OF YOUR PROGRESS

The grid below is provided for you to record your progress as you work through your assignment - tick each one as you successfully achieve it.

Grading criteria:

To gain a Pass in this unit, all Pass criteria must be achieved.

	Learning outcome
	Description
	Task No
	Enter the date & a ( when achieved/

	1

Plan and create webpages
	1.1       Identify what content and layout will be needed in the webpage
1.2       Identify the purpose of the webpage and intended audience 

1.3      Select and use a website design template to create a single webpage
1.4      Enter or insert content for webpages so that it is ready for editing and formatting
1.5     Organise and combine information needed for webpages
1.6    Identify copyright and other constraints on using others’ information
1.7    Identify what file types to use for saving content
1.8    Store and retrieve web files effectively, in line with local guidelines and conventions where available
	
	

	2

Use website software tools to structure and format webpages

	2.1     Identify what editing and formatting to use to aid both clarity and navigation
2.2     Select and use website features to help the user navigate simple websites
2.3    Use appropriate editing and formatting techniques

2.4   Check webpages meet needs using IT tools and making corrections as appropriate
	
	

	3

Prepare slides for presentation
	3.1.    Upload content to a website
3.2     Respond appropriately to common problems when testing a webpage

	
	


Unit 25 Website Software

Scenario:  

You work as an IT technician/administrator for ThameSide IT Solutions, a new company. It is your responsibility to use website software to plan and  create different types of web pages with appropriate features and content.  

You need to consider the content of web pages, eg the use of images, text, tables, templates and upload your work onto an intranet.
Task 1

(a)  Identify the content and layout needed for your webpage (1.1)                                                                                                    
(b)  Identify the purpose of the webpage and the intended audience (1.2)
(c)  Use an appropriate website design template to create a single webpage (1.3)
(d)  Enter/insert content for the webpage so that it is ready for editing and formatting (1.4)
(e)  Organise and combine images with text for the webpage (1.5)
(f)  Explain the effect of copyright law on the use of other people’s images (1.6)
(g)  Identify what file types to use for saving images (1.7)
(h)  Produce a printout of the contents of your Website Software folder (1.8)
Task 2

(a)  Identify at least two editing and formatting techniques to use for text and images (2.1, 2.3)
(b)  Use links to help the user navigate simple websites (2.2) 
(c)  Check web pages, make corrections as appropriate and describe at least two checks made  (2.4)
Task 3

(a) Upload website to Geocities (tutor observation record) (3.1)
(b) View webpage in browser (tutor observation record) (3.2) 


B
efore you hand in your assignment, tick off the items in this check-list to make sure you have everything you need
	Task No
	Evidence required
	Tick here (()

	1.1
	Annotated screenshot of content and layout for webpage
	

	1.2
	Short explanation of the purpose and intended audience for the webpage (2 paragraphs)
	

	1.3
	Screenshot showing use of an appropriate template for a single webpage
	

	1.4
	Screenshot of content added to webpage
	

	1.5
	Screenshot showing Information for webpage organised and combined
	

	1.6
	Short explanation of the effect of copyright law on the use of other people’s images
	

	1.7
	Description of at least two different formats for saving images 
	

	1.8
	Screenshot of contents of Website Software folder
	

	2.1, 2.3
	Evidence of a minimum of three editing techniques used
	

	2.2
	Evidence of at least one website feature used, eg links, navigation buttons
	

	2.4
	Description of at least two ways of checking webpages 
	

	3.1
	Tutor observation record 
	

	3.2
	Tutor observation record
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