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Introduction

The IT2000 series of units has been designed to meet the needs of people using computers at home and in today’s modern office. There are 12 units covering 3 levels and each can lead to a certificate of unit credit with the Open College Network.

There are no exams. Individuals will be asked to keep examples of their completed tasks and notes from sessions in a portfolio which will be reviewed during and at the end of the course. This, together with tutors' observations of individuals' progress and activity during the course, will form the basis for the assessment as to whether all the criteria have been met for a certificate to be issued
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Start!

Three level 1 units for those who are new to computers or who would like to bring existing skills up-to-date. They cover the equipment and software available now, simple text and data tasks, the internet, e-mail and getting started with pictures and design tasks.

Office

Three level 2 units for those who have acquired some basic skills but wish to develop them to a higher standard. As well as the traditional tasks of accurate text and data handling there are opportunities to gain the new skills sought in e-mail management, simple presentations, making charts and creating and working with images.

Advanced

Four level 3 units providing opportunities to produce original and top quality work in desk top publishing and presentations and also to develop skills in web design and data management in a practical way.

Professional

Two further level 3 units designed for those who may wish to develop their skill in a particular application to a high standard and gain a thorough knowledge of an area of their choice and feel confident in guiding others in that field.

How to get your IT2000 certificate
The requirements

The unit criteria sheet lists the tasks to be completed and provides examples of which particular exercises can be used. Look at the requirements for the unit you’re doing and make sure you understand what they mean. Your tutor will explain anything that isn’t clear. You need to get some evidence which shows that you have acquired both some knowledge and some practical ability. A variety of tasks have been designed to meet these requirements. Do as many of these as you can. Your printed work will be marked by a tutor to show where you have made mistakes and where it might be further improved. Keep all your marked work! It will show how you have progressed. For some requirements, a print out may not be appropriate and in these cases you should either make some notes of your own or include notes that you have been given or have located yourself. Your tutor will also watch you doing some tasks and may ask you questions from time to time to check your understanding of terms or processes.

The assessment sheet

This lists the unit requirements and has a Comments column where you or your tutor should enter how you have met those requirements. This will comprise various exercises, tasks or reference to an Observation Sheet.

The observation sheet

Where it is not possible to meet certain requirements by printing something or writing notes your tutor can confirm that you have the appropriate skill or knowledge on this sheet. In the comments column there should be a short reference to what they observed you do and perhaps which task that related to.

Your own work

You should sign the Assessment Record and Observation Sheet to confirm that the tasks completed are your own work. Where you may have needed some help, your tutor will add an appropriate comment.

The portfolio

Keep all your work, your notes and exercise or task sheets in a folder. Your tutor will check how you’re doing from time to time and, when you have done enough, will sign the Assessment Record and Observation Sheet. Your portfolio should be a really useful file of material for future reference and to show anyone what you can do. You will be asked to hand it in to your tutor when it is complete but it will be returned to you as quickly as possible. If there is anything you wish to keep in the meantime, get some copies.

Do keep your portfolio carefully. There may be some work there which can be used for some of the other units.

Checking standards

IT2000 units lead to a nationally recognised qualification at level 1, 2 or 3. It is important that standards of work and teaching are maintained to ensure that they properly reflect the abilities of students. Through an Internal Verification process the College checks that students are meeting the unit requirements and also that tutors are administering the course and marking work properly. The IT2000 Course Manager will review portfolios and discuss progress with a sample of students and tutors during the course and when each unit is finished.


Moderation

The Open College Network conduct their own review of the course two or three times a year as a further check that national standards are being maintained. Sample portfolios will be checked by the OCN Moderator. For completed units the OCN Moderator will authorise the issue of certificates at the appropriate level.

Certificates

Your certificate will be issued by the College as soon as it is received from the Open College Network. It will be sent to the address we hold for you by registered post. Because moderation may not take place for some time after you finish a unit the time taken for certificates to be issued can vary. This will be the official OCN certificate of Unit Credit at the appropriate level. The Course Manager may also issue an IT2000 unit certificate shortly after completion of the unit where he is satisfied that a portfolio meets the requirements. This does not confer any entitlement to unit credits but it would enable you to demonstrate that you had completed various tasks and assist in an application to start another IT2000 unit.


Help

There are exercises and notes available on-line and your tutor will be able to provide further material if required. We want you to enjoy the course and if there is anything that is not clear, or you need extra guidance or support, just ask.

Suggestions

IT2000 units are designed for today’s modern home and office computing environments. They are intended to cover the types of tasks which you may meet in real life – at various levels of competence and skill. Things change rapidly, though, and if you have suggestions for tasks which you’d like considered – either new tasks for inclusion or out-of-date ones we should drop – please tell us.

More information

If you’d like more information about anything to do with the IT2000 units or the College generally, contact us through your tutor, mail, telephone or e-mail.

Links & contacts

The IT2000 web site contains many useful details, exercises and notes

http://ahi2000/studyzone
Dunstable College intranet

http://online.dunstable.ac.uk/dc
Course Manager

Andrew Hill 01582 477776 x219

ahill@dunstable.ac.uk
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