ICAICT101A, Operate a personal computer

Assessment Tool 6

	TEIA Ltd

	Assessor Observation/Third Party Report

	This is a confidential report. It is for the perusal of the supervisor, the candidate and the assessor.

	Name of candidate:
	     

	Units of competency:
	ICAICT101A Operate a personal computer



As part of the assessment for the units of competency above we are seeking evidence to support a judgement about the above candidate’s competence. This report may be completed as either an Assessor Observation or a Third Party Report where the candidate has access to a suitable work environment or a simulated workplace. Multiple reports may be completed where a single person is unable to verify all elements.


	This report is being completed as:
	 FORMCHECKBOX 
   Assessor Observation

 FORMCHECKBOX 
   Third Party Report

	Name of Supervisor:
	     

	Position of Supervisor:
	     

	Workplace:
	     

	Address:
	     

	Telephone:
	     

	Email:
	     


	
	

	Has the assessor explained the purpose of the candidate's assessment?
	Yes   FORMCHECKBOX 
                          No    FORMCHECKBOX 
  

	
	

	Are you aware that the candidate will see a copy of this form?
	Yes   FORMCHECKBOX 
                          No    FORMCHECKBOX 
  

	
	

	Are you willing to be contacted should further verification of this statement be required?


	Yes   FORMCHECKBOX 
                          No    FORMCHECKBOX 
  

	
	

	What is your relationship to the candidate?
	     

	How long have you worked with the person being assessed?
	     

	How closely do you work with the candidate in the area being assessed?
	     

	What is your experience and/or qualification(s) in the area being assessed? (Include teaching qualifications if relevant.)
	     



	Does the candidate consistently perform the following workplace activities?
	Yes
	No

	· Uses the correct names for the parts of a personal computer and the following peripherals: printer (type), scanner, external drive, etc.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Is able to connect a range of common peripherals to a personal computer
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Can start a personal computer and log on successfully
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Is able to personalise the desktop of a computer to suit their work patterns/routines
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Is able to set a computer’s power setting to maximise efficiency
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Identifies Operating system and applications on a computer  
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Can conduct a basic installation of an application
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Can remove an application (i.e. de-install) an application
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Is able to navigate around a computer using both icons and menus
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Open basic office documents, alter and resave in appropriate folder
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Send and retrieve emails
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Can access the web and conducts a basic web search
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Can apply a firewall to protect their computer
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Can apply an anti-virus application and update it as required
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Can do simple backup of data
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Can save any work from a range of applications
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Is able to shut down their computer correctly and turn off any peripherals
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments (if required)

     

	Are you happy to sign off this person as competent in all the areas listed above?
	Yes   FORMCHECKBOX 
                          No    FORMCHECKBOX 
  

	Identify any further training in this area that the candidate may require:

	     



	Comments:

	     


	Supervisor’s Signature:        
	Date:      
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