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              FOCUS ON

             PLANNING DOCUMENT

Candidate:…………..………………………………………Qualification:………...………………………….……

Assessor:……………….……………………………………Location:
…………...………………………….…

Units:
……………………………..………………………. Date:     …....………………..……………….….

Evidence you need to produce and guidelines to follow:

Communication Level 2
1. Take screen prints of search engine showing standard and advanced searches for the topic(s).  Save these on to either a pen drive or the hard drive of Focus On’s desk top PC.  Create a folder entitled Integrated Key Skills Assignment and save all work into this.  Within this folder create 2 more folders entitled Communication Key Skill and Application of Number Key Skill and save the relevant work in to each of these folders as you go.

2. Print off the list of web sites that these searches produce.  Once you have selected the site or sites you are going to use, please highlight that web site on the list. Print off the source document(s) you have decided to use.  At least one of the internet source documents has to be a minimum of 500 words.  Again save a copy of both the list of web sites and the actual resource printed out on to your pen drive or the hard drive of Focus On’s desk top PC

3. You need to find at least 1 image that you will import into your essay.  This can already be contained in one of the source documents or you can search separately e.g. Google images for a more appropriate image.  The image(s) used must “add value” to the essay e.g. it might be a graph depicting the growth of imports of “out of season” soft fruits over the years or it might be photographs illustrating the difference in living standards of a farmer engaged in fair-trade production as opposed to one that is not.  Before deciding definitely on an image, please attach it to an e-mail and send this to your assessor to get their opinion on its suitability in terms of adding value.  Take a screen print of the e-mail sent and save as before and do the same with the response you receive.  Again you need to print a copy of any images that you will use and save a copy to your pen drive or the hard drive of Focus On’s desk top PC.

4. Also find an alternative source of information that is not internet based eg newspaper articles, magazines or books.  This again needs to contain at least 500 words.  If you cannot keep this non-internet source, photocopy the cover of it for evidence.

5. Think about which parts of the source docs you want to use eg a specific set of statistics or a paragraph containing a good explanation/argument and highlight these passages on the source documents. Do the same for the non-internet source (photocopy pages from the source if you cannot keep it).  Then put the idea, argument, explanation into your own words when expressing this in your essay. 

6. Write the first draft of your essay (without image) constructed in the normal way with an introduction i.e. why you are looking at the subject, followed by the “meat” of the essay and finish with a conclusion which states your own opinion on the subject now and whether doing the research and finding out more about the topic has changed your mind about anything.  This must be at least 500 words.  Save it as before and print it off.

7. Proof-read your first draft and physically correct any spelling or typing errors on the hard copy plus show where you might want to insert additional information and the image. 

8. Make the corrections and insert the image(s) so that you have something approaching the finished article.  On this draft change the type and size of fonts used in headings to demonstrate that you know how to do this.  Save as before and print this draft off and again examine for any mistakes.  

9. Resize the images in your essay to show that you know how to do this and wrap appropriate text down one side of the image.  Insert a header that contains Communication and ICT L2 Key Skill on the left hand side and your name on the right hand side and then the page number in the footer.

10. Check the final paper on screen for accuracy and print off.  Once you have checked the hard copy for positioning and layout and made any changes you want to, save as before and print off final version.

11. Take screen prints of your first folder showing Integrated Key Skills Assignment and the folders for ‘Comms’ and AON inside that folder and finally the files inside your ‘Comms’ folder.
DATE AND TIME OF NEXT APPOINTMENT:
Assessor:……………………………Candidate:…………………………Other:………………






