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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

	C1 	Plan, create and modify relational database tables to meet requirements.
C1.1 	Explain how a relational database design enables data to be organised and queried 
C1.4 	Explain why and how to maintain data integrity 
	C1.1 & 1.4 Explain how a relational database design enables data to be organised and queried, and why and how to maintain data integrity within the database.

Examples:  Database design: what types of information are stored, use of data entry form, routine queries, how data is structured in a single table non-relational database, use of indexes and key field to organise data, how relationships are established in a multiple-table database, how data is structured in a multiple-table database, what logical operators are and how to use them; schema.  Data integrity: unique not null primary key; field characteristics; data validation; consistency, completeness, accuracy; Effect of malicious or accidental alteration; methods for maintaining integrity of data in a multiple table database; referential integrity, foreign keys. 
	     

	C1.2 	Plan and create multiple tables for data entry with appropriate fields and properties 
C1.3 	Set up and modify relationships between database tables 
C1.5 	Respond appropriately to problems with database tables 
C1.6 	Use database tools and techniques to ensure data integrity is maintained 
	C1.2, 1.3, 1.5 & 1.6 Create a relational database with a minimum of three tables, a minimum of five fields in each table and with a minimum of 10 records in each.  Use appropriate field types, minimum of three different types.  Ensure the relationships work, any problems resolved and data integrity is maintained.

Examples:  Field characteristics: data type, field name, field size, field format, validation; primary and secondary keys; lookup tables.  Relationships between database tables: one to one; one to many; many to many.  Problems with database tables: redundant data, duplication, table structure, field characteristics and validation; sources of help, access control, data type; indexing; analytical tools.  Check data: spell check, format, accuracy, consistency. 
	     





	Criteria
	Evidence Requirements
	Details/Page Number/Location of Evidence

	C2 	Enter, edit and organise structured information in a database 
C2.1 	Design and create forms to access, enter, edit and organise data in a database 
C2.2 	Select and use appropriate tools and techniques to format data entry forms 
C2.3 	Check data entry meets needs, using IT tools and making corrections as necessary 
C2.4 	Respond appropriately to data entry errors.
	C2.1, 2.2, 2.3 & 2.4 Design and create at least three different forms to enable access, enter information, edit information and organise the data within the database.  Ensure that the forms meet data entry needs and are appropriate for the database, making corrections as necessary.  Show at least 9 different examples of how the information has been inputted into the database using the forms. Ensure data entry errors are resolved throughout the database. 

Examples:  Enter, edit and organise data: select and update fields, create new records, locate and amend records; using wildcards, search operators; error checking; data validation; menus, switchboards, sub forms.  Format data entry forms: field characteristics and layout, tables, colour, lookups, style.  Check data entry: spell check, format, accuracy, consistency, completeness, validity, security, fitness for purpose, remove duplication, verify data; edit details; check calculations; check coding, manage others’ work.  Data entry errors: due to field size, data type, validation checks; using help; data that does not fit parameters, alerts, reminders; problems with forms. 
	     



	Criteria
	Evidence Requirements
	Details/Page Number/Location of Evidence

	C3 	Use database software tools to create, edit and run data queries and produce reports.
C3.1 	Explain how to select, generate and output information from queries according to requirements 

	C3.1 Explain how to select and generate information using queries according to requirements. The explanation should cover two different requirements and give examples of use for each.

Examples:  Database queries: alphanumeric sort, filter, single criteria, multiple criteria; save queries and output, cross-tabulate data; queries to update and amend data; logical operators. 
	     

	C3.2 	Create and run database queries to display, amend or calculate selected data
	C3.2 Create a minimum of four queries with multiple criteria in each, (more than two) showing filtering and sorting in at least two.  At least one query should be an update query and one should be from using more than one table. The queries should contain some Boolean logic criteria.

Examples:  Database queries: alphanumeric sort, filter, single criteria, multiple criteria; save queries and output, cross-tabulate data; queries to update and amend data; logical operators. 
	     

	C3.3 	Plan and produce database reports from a multiple-table relational database 
C3.4 	Select and use appropriate tools and techniques to format database reports 
C3.5 	Check reports meet needs, using IT tools and making corrections as necessary
	C3.3, 3.4 & 3.5 Create a minimum of three reports using different formats and differing numbers of fields in each, a minimum of five fields.  At least one report should include information from more than one table and should contain additional text or image and at least one should be based on a query.  Ensure that the report is formatted correctly for printing and any corrections are carried out and all data is fully displayed.

Examples:  Database reports: using menus, wizards or shortcuts; report templates, standard and customised reports; selected fields; selected records.  Formatting database reports: data fields; page and section layout; add text or images; adjust page setup for printing, styles.  Check reports: spell check, completeness, accuracy, consistency, validity, security, sorting, formatting, layout, fitness for purpose, remove duplication, verify data; edit details; check calculations; check coding, manage other’s work.
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