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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	Maintain hardware and software in working order.
A 1.1	Identify the operating system and capacity of the computer system
	A1.1 Identify the specification of the hardware and software of the system they are using.  At a minimum it should include operating system, size of hard disk and RAM.
Examples: Computer system:  Make, model, serial number, operating system version; memory capacity; disk capacity.
	     

	A1.2	Take appropriate steps to protect computer hardware against loss or damage
A1.3	Run anti-virus and other security software regularly
	A1.2 & 1.3 There must be evidence of running anti-virus software and other security software on at least two occasions.
Examples: Security software: Anti-virus, malware.  Frequency, timing.
	     

	A1.4	Set up printers and other peripheral devices
	A1.4 There must be evidence of setting up at least one printer and one other peripheral device.
Examples: Peripheral devices: Speakers, scanner, games console, joystick, plug and play devices, default setup routines, printer and other device drivers.
	     





	Criteria
	Evidence Requirements 
	Details/Page Number/Location of Evidence

	A2	Manage files to maintain system performance.
A2.1	Use the file navigation software to organise files into an appropriate folder structure
A2.2	Back up and restore files and folders 
A2.4	Carrying out routine file housekeeping so that information is easy to find 
	A2.1, 2.2 & 2.4 There should be two different examples of backing up and restoring files and folders and carrying out routine file housekeeping.
Examples: File housekeeping: Following local guidelines and conventions for naming and labelling; organising files, folders and storage media; saving backup; deleting unwanted files.
	     

	A2.3	Identify why it is important to undertake routine file housekeeping of the information stored on computer systems
	A2.3 Provide a brief explanation of why it is important to undertake routine file housekeeping.
Examples: Information storage: Data files, folders, sub-folders, storage media.
	     






	Criteria
	Evidence Requirements
	Details/Page Number/Location of Evidence

	A3	Respond to common IT system problems and errors.
A3.1	Identify common IT system problems and responses
A3.2	Respond appropriately to common IT system problems
A3.3	Identify where to get expert advice
A3.4	Seek expert advice when appropriate
	A3.1, 3.2, 3.3 & 3.4 There should be evidence of identifying and responding to two different problems including one problem where they have to seek expert advice.
Examples: IT system problems: Program not responding, paper jam, storage full, error dialogue.
Expert advice: Limits of own understanding and skills, help menus, manufacturer’s guidelines, how to follow advice, information needed by experts.
	     






	Criteria
	Evidence Requirements
	Details/Page Number/Location of Evidence

	A4	Customise the working environment to meet needs.
A4.1	Adjust system settings as appropriate to individual needs
	A4.1 There should be at least one example of adjusting system settings.
Examples: System settings: Desktop, input and output settings.  Window size, mouse settings, icon size, screen resolution, desktop contrast, sound volume.
	     


I state that the evidence for this unit is included on the specified printouts (or saved electronic files) indicated above.
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