Example: Computer Applications Technology – Practical Assessment Task – Phase 1


Administration of the RCL election

Task Definition

I have to show / demonstrate
 to the school management how they can use word processor, spreadsheet, database, and presentations to administer the RCL elections. I need to write a report where I will clearly demonstrate the process/tasks of a RCL 
election and how this process/tasks will use the application packages in an integrated manner to provide information and facilitate the administration / recording / reporting of the RCL election. I will have to look at an existing manual system and determine what information will be needed
 before, during and after the elections and demonstrate how one could use technology to make this information available by creating documents to gather information / data, process the information / data, store data and extract information.

Main question

What processes/tasks are involved
 in a RCL election and how will I use word processor, spreadsheet, database and presentations 
 to facilitate the administration and reporting of a RCL election to provide the information that is needed
 to administer the event or make certain decisions?

Questions

· What is the background to RCL elections?

· How does a RCL election work?

· Are there specific rules for a RCL election?

· Who will vote?

· What voting process will be followed?

· How will we ensure that a learner votes only once?

· Will there be a nomination process?

· Will candidates be nominated for a specific portfolio?

· Will the potential candidates be introduced to the voters?

· How will they be introduced?

· Do we need to explain the voting process to the learners?

· Will we need ballot papers?

· How will the votes be processed?

· What will happen if two candidates get the same number of votes?

· How can one determine the voting trends of the different grades?

· How can one determine the percentage of spoilt votes?

· What process will be followed to elect the chairperson?

· Will the chairperson be the candidate that receives the most votes?

· Will the chairperson be elected by the elected members of the council?

· How can the voters be informed about the voting trends before the elections?

· How can we determine who the most popular candidates are?

· What will the result be if the different grades‘votes are weighted differently?

· Etc.

In terms of assessment of the above example:

Information Management skills:

· Task def: 
6, 3 or 1 mark? Clear ( 6 marks

The task definition is a summary of the instructions to the learners, highlighting all the main elements, essential issues. 
If a learner only has the following:

I have to show / demonstrate to the school management how they can use word processor, spreadsheet, database, and presentations to administer the RCL elections.

3 marks will apply. Anything less will be 1 mark only

They need to expand for 6 marks: They need to mention the fact that they will have to look at the process / tasks regarding the event and what information (questionnaires, recording, queries, reports, calculations i.e. processing) will be required for 6 marks.

ONLY 1, 3 or 6 marks are given.
· Main question formulated? Yes ( 1 mark

Any attempt to formulate a main question will be 1 mark.

· Main question directs the other questions? Yes ( 2 marks

This is about the quality of the main question. To be able to highlight the essential part of the task definition.

If the learner has the following elements:

What processes / tasks are involved in a RCL election and how will I use word processor, spreadsheet, database and presentations to facilitate the administration, recording and reporting of a RCL election

This should be formulated in such a way that learners will ask questions about the process and facilitation that will allow them to use 4 applications

2 marks will apply. This is 2 or 0
· Other questions posed? Yes ( 1 mark if at least 10 questions
0 marks if less than 10 questions

· Questions clear and unambiguous? Yes all ( 3 marks

· Variety of questions? Factual and open-ended? Yes ( 3 marks

· Single
 questions? Yes all ( 4 marks

· Questions direct the amount of info? Minor gaps ( 2 marks

If there are only 10 questions the changes are that there will be big gaps and that only 1 mark will apply. More than 10 questions are likely to be needed to address all gaps.

Guideline: If in reading the questions, you think of something quite important about the event that is not addressed in the questions, 4 marks cannot be awarded.

· Questions direct type
 of info? Minor gaps ( 2 marks

The same applies as for the previous criterion.

End-user skills

· Is word processor appropriate application for presenting this info? Yes ( 1 mark

· Layout and formatting? Yes, Space before and after paragraph, different font sizes, styles ( 1 mark

· Appropriate techniques? Yes,  Bulleted List used, headings, subheadings ( 1 mark

· Advanced techniques? Yes, styles, customized list ( 2 marks

· Free of errors? Haven’t done spell and grammar check. Please check. If that is OK then 2 marks. This is 2 or 0

�Please note that this is an example only that attempts to illustrate phase 1 and may have gaps. The gaps can be discussed on the CAT Forum


�I know the learner understands that he/she will have to create examples of these documents to be able to SHOW


�I know the learner understands that he/she will first have to find information on how an election works (what processes and tasks are involved) before he/she can determine how the applications will be used


�I know that the learner understands that his/her proposed solution will need to produce certain information that the SMT will need/use to make certain decisions / draw conclusions


�Need to ask questions about the processes


�Need to ask questions about processes / tasks that will make use of applications


�Need to ask questions about the information that could be obtained from spreadsheet / database that will facilitate admin, recording / reporting and decision making


�Though the instructions and assessment tool do not require this, it would be a good idea to arrange / group questions according to “topics” where topics could become the “headings” in the final report and the answers to questions grouped with these “topics” could be discussed to help solve the problem


�No task def, no marks (0)


�Single questions are ‘simple’ questions. Not a question within a question


�If info such as maps / statistics, etc. are needed, do the questions direct learner towards that type of ino?





