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Completed evidence checklists must be submitted with candidate work for each unit. No substitute is permitted.

Centre assessors must assess the candidate’s work prior to submission.

Only units that have been achieved should be submitted for moderation.

Please note that where candidates are required to demonstrate amendments/replacements/moves/deletions, before and after evidence will need to be submitted.

All pages must be numbered and the page number referenced on this form.  The examples given are indicative of the learning context at each level and are not intended to form a prescriptive list for the purpose of assessment. However, Evidence requirements (in bold italics), must be followed.





	Criteria
	Evidence Requirements 
	Details/Page Number/Location of Evidence

	A1	Input and combine text and other information within presentation slides.
A1.1	Identify what types of information are required for the presentation
A1.2	Select and use different slide layouts as appropriate for different types of information
A1.3	Enter information into presentation slides so that it is ready for editing and formatting
A1.5	Combine information of different forms or from different sources for presentations
	A1.1, 1.2, 1.3 & 1.5  Create a minimum of one presentation of four slides using at least two different slide layouts and two different types of information of which one should be an image.
Examples: Types of information: Text, numbers, images, graphics, sound.  Combine information for presentations: Combine images, charts or tables with text by inserting, re-sizing and positioning; use of text boxes.
	     

	A1.4	Identify copyright or other constraints on using others’ information
	A1.4  If using information and/or images which are copyright, explain how you have met the copyright requirements or other constraints.
Examples: Constraints: Effect of copyright law (e.g. on music downloads or use of other people’s images), acknowledgment of sources, avoiding plagiarism; equal opportunities; local guidelines, permissions.
	     

	A1.6	Store and retrieve presentation files effectively, in line with local guidelines and conventions where available
	A1.3  Provide evidence of appropriate file management.
Examples: Store and retrieve: Files (e.g. create, name, open, save, save as, print, close, find), save as slideshow.
	     





	Criteria
	Evidence Requirements 
	Details/Page Number/Location of Evidence

	A2	Use presentation software tools to structure, edit and format slides.
A2.1	Identify what slide structure to use
A2.2	Apply an appropriate template to structure slides
	A2.1 & 2.2  Demonstrate the use of a template.
Examples: Slide structure: Layout; use existing templates, designs and styles; organisational guidelines.
	     

	A2.3	Select and use appropriate tools and techniques to edit slides
	A2.3  Use a minimum of two different types of editing.
Examples: Edit slides: Copy, cut and paste, insert, delete, drag and drop, find, replace, undo/redo, size, crop and position; decrease list level/indent, increase list level/indent; wrap text, add lines and simple shapes.
	     

	A2.4	Select and use appropriate tools and techniques to format slides
	A2.4  Use a minimum of two different types of formatting.

Examples: Format slides: Bullets, numbering, line spacing, alignment, colour, fonts, size, backgrounds.
	     





	Criteria
	Evidence Requirements 
	Details/Page Number/Location of Evidence

	A3	Prepare slides for presentation.
A3.1	Identify how to present slides to meet needs and communicate effectively
A3.2	Prepare slides for presentation
A3.3	Check presentation meets needs, using IT tools and making corrections as necessary
	A3.1, 3.2 & 3.3  Check the presentation and provide evidence of your final version.
Examples: Present slides: Timing, content, meaning; organisation of information; audience needs.
Prepare slides: View, re-order, rehearse timing, add speaker notes, print slides, print handouts, print outline, print speaker notes.
Check presentation: Spell check, grammar check, orientation, layout, slide order, text alignment and formatting, accuracy.
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