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Introduction
This set of assessment tools is for the unit of competency ICTICT213 Use computer operating systems and hardware. 

The guide is divided into three sections:

Section 1:
Unit of competency

Section 2:
Assessment resources

Glossary (VET sector terminology)

As the trainer/assessor, you are in the best position to judge the full training and assessment requirements of a unit of competency. The judgments that you make in this regard should form part of your broader training and assessment strategy.

Learners may or may not be employed in the workplace. Where a learner is currently employed, you should endeavour to use relevant workplace documents and resources. Where learners are not currently employed, you must provide example documentation and a simulated environment wherever possible. Encourage classroom learners to take every opportunity to observe a real working environment and discuss what they have seen. Note that observation and assessment in the workplace is mandatory for some units of competency. Refer to section 1.2 of this guide, or to the assessment requirements of the relevant unit of competency, for details of assessment conditions.
Section 1 - Unit of competency

The Information and Communications Technology Training Package (ICT) was developed by the PwC’s Skills for Australia in consultation with industry stakeholders including employers, unions, peak bodies, professional associations, regulatory bodies, registered training organisations (RTOs) and other relevant parties. The training package specifies the skills and knowledge required to perform effectively in the workplace.

This unit, ICTICT213 Use computer operating systems and hardware, is drawn from Release 7.2 of this Training Package.
This section outlines the requirements of the unit of competency ICTICT213 Use computer operating systems and hardware and other information relevant to it.

It contains the following information:

1.1 
Elements of competency and performance criteria

1.2
Assessment requirements 
1.3 
Dimensions of competency

1.4
Foundation skills
1.5
Skill sets

1.6
Recognition of prior learning (RPL)
1.7 
Glossary of terms
1.1
Elements of competency and performance criteria

The elements of competency define the skills required to perform a work activity. They describe the required outcomes that need to be assessed. 

The performance criteria define the level of skill necessary to achieve the requirements of the element.

The following table maps the content in the on-line course ICTICT213 Use computer operating systems and hardware to the unit of competency.

	ICTICT213 Use computer operating systems and hardware
	Where covered in on-line course

	Element 1: Identify operating system and hardware components 

	1.1 
Identify and discuss differences between industry standard computer operating systems
	Task 1, Task 9

	1.2 
Determine ICT organisational requirements and specifications
	Task 1, Task 9

	1.3 
Identify and select operating system and application software according to required task
	Task 1, Task 9

	1.4 
Identify internal and external hardware components
	Task 1, Task 9

	Element 2: Install and configure operating system, application software and hardware components

	2.1 
Identify relationship between application software, operating system, and hardware
	Task 1, Task 9

	2.2 
Install and configure operating system according to organisational requirements
	Task 1, Task 9

	2.3 
Identify functions associated with operating system and associated boot process
	Task 1, Task 9

	2.4    Use graphical user interface and command line interface and perform basic tasks according to task requirements
	Task 1, Task 9

	2.5     Install and configure application software on operating system
	Task 1, Task 9

	2.6     Configure operating system to work with required hardware components according to organisation procedures
	Task 1, Task 9

	Element 3: Optimise operating system and hardware components and seek feedback

	3.1 
Optimise operating system using tools and vendor utilities
	Task 1, Task 9

	3.2 
Customise graphical user interface and command line interface using command line techniques
	Task 1, Task 9

	3.3    Install identified hardware drivers and check functionality
	Task 1, Task 9

	3.4    Seek review and feedback from required personnel and confirm actions were completed 

	Task 1, Task 9


1.2
Assessment requirements 

ICTICT213 Use computer operating systems and hardware covers the outcomes, skills and knowledge required to select, install, configure and use computer operating systems and basic computer hardware. This involves configuring the operating system to work with a variety of hardware peripherals and types of information and communications technology (ICT) equipment.
It applies to individuals who under supervision and provide support to others. This includes individuals who apply a range of configuration skills to use and solve issues in operating systems and hardware.
The assessment requirements consist of three criteria:

· Performance evidence: details the skills to be demonstrated, the consistency of performance (for example, on how many occasions, in what range of situations, using what range of equipment) and any licensing, regulatory or registration requirements
· Knowledge evidence: the scope and depth of knowledge required
· Assessment conditions: specify where assessment can take place, what resources are required and what interactions with other people are required
Performance evidence
The performance evidence for the unit ICTICT213 Use computer operating systems and hardware consists of events where the candidate:
· selects, installs, configures and uses a computer operating system

· installs, configures and runs at least one application software and at least one supporting hardware component

· optimises at least one operating system using tools, drivers and vendor utilities.
Knowledge evidence
The knowledge evidence within the unit ICTICT213 Use computer operating systems and hardware consists of:

· basic specifications of operating systems, hardware and applications software products

· compatibility and functions of operating systems, in respect to other versions

· operating system optimisation tools and vendor utilities

· functions and features of boot process

· command line techniques

· vendor utilities

· organisational guidelines, procedures requirements and specifications.
Assessment conditions
Simulations and scenarios are acceptable. Simulated assessment environments must simulate the real-life working environment where these skills and knowledge would be performed, with all the relevant equipment and resources of that working environment.
The assessment environment must include access to:

· hardware components including required software and drivers

· industry standard operating system and application software

· software configuration guides.

Assessment must ensure use of relevant legislation, policies and procedures and industrial awards.

Assessors must satisfy the NVR/AQTF mandatory competency requirements for assessors.
1.3
Dimensions of competency

The dimensions of competency relate to all aspects of work performance. The following table explores the four dimensions of competency in more detail.

	Dimensions of competency
	What it means

	Task skills
	The candidate must perform the individual skills required to complete a work activity to the required standard.

	Task management skills
	The candidate must manage several different tasks to complete a whole work activity, such as working to meet deadlines.

	Contingency management skills
	The candidate must use their problem-solving skills to resolve issues that arise when performing a work activity.

	Job/role environment skills
	The candidate must perform effectively in the workplace when undertaking a work activity by working well with all stakeholders and following workplace policies and procedures.


Assessors and/or their training organisations need to ensure that the range of assessment instruments developed for this unit adequately explore the dimensions of competency.
1.4
Foundation skills

Underpinning all job roles is a set of skills that are essential if learners are to participate successfully in work and be valuable and productive employees. 
The foundation skills embedded in this unit of competency are outlined below:
	Skill
	Performance
Criteria
	Description

	Reading
	1.1, 1.2, 2.1, 2.5, 3.4
	· Identifies and reviews both on-line and hard-copy text with terminology applicable to ICT industry and applies this knowledge in using and configuring computer operating systems

· Interprets and comprehends diagrams, icons, symbols, text, numbers and letters required in installing and configuring operating systems, software and hardware

	Writing
	2.2, 3.2, 
	· Inputs commands using systems related syntax, text and numbers

· Uses required terminology, text, letters and numbers in responding to computer generated prompts

	Planning and organising
	1.1, 1.2, 1.3, 2.2, 2.3, 2.4, 2.5, 3.1, 3.3, 3.4
	· Plans routine tasks with goals and outcomes, taking limited responsibility in decisions regarding sequencing and timing

	Technology
	1.1, 1.3, 1.4, 2.3, 2.4, 2.5, 3.1, 3.2, 3.3, 
	· Identifies purposes and uses specific functions and key features of basic digital systems and tools


Do not assume that learners already have these skills; for example, even if you believe they have good writing skills, they may never have written a specific type of report before.

Remember that the learner may not necessarily need all these skills for a specific task, nor be required to develop them to a high level. This will depend on the nature of the task and the context in which they are working.

Your role is to:

· when planning your assessment program, identify where foundation skills are embedded in the unit of competency and how learners can demonstrate they have acquired the skills 

· encourage learners to record in the template that follows the Final Assessment the activities they have performed that demonstrate specific foundation skills; they can do this after completing each chapter in the learner guide.

1.5
Skill sets

Skill sets are single units of competency or combinations of units of competency that link to a licence, regulatory requirement or defined industry need. 

Skill sets do not replace qualifications as the foundation for undertaking work in the community sector. Skill sets build on a relevant qualification and enable a qualified worker to move laterally into work areas addressed by the skill set or to broaden their skill base in relation to the services they provide.
1.6
Recognition of prior learning (RPL)

Recognition of prior learning (RPL) is an assessment process that assesses an individual’ s non-formal and informal learning to determine the extent to which that individual has achieved the required learning outcomes, competency outcomes, or standards for entry to, and/or partial or total completion of, a qualification.

To have skills and knowledge formally acknowledged, a learner must supply a range of evidence to verify competency. The trainer then needs to assess this evidence against the criteria for the qualification.

Evidence of competency may include work samples, journals and third-party testimonials. Learners may also need to be observed undertaking set tasks and/or answer set questions.

The full RPL Kit for this qualification is available. The kit consists of four parts:
· Assessor’s Guide

· Candidate’s Guide

· Forms

· Workplace Guide

1.7
Glossary of terms
This section provides some general understanding to many of the terms and concepts used in the Information Technology qualifications.
Wherever possible and appropriate, knowledge should be contextualised to the learner’s workplace. For example, when dealing with organisational policies and procedures, look at the actual policies and procedures of the workplace.
Active Desktop: The Active Desktop is an operating system feature that allows a user to use their Desktop as a web page. 

Active window: The window in front of all other open windows, on a graphical user interface. The image below contains another example of an active window. 

Applet: A small Java application that is downloaded by an ActiveX or Java-enabled web browser. Once it has been downloaded, the applet will run on the user's computer. Common applets include financial calculators and web drawing programs.

Application: Computer software that performs a task or set of tasks, such as word processing or drawing. Applications are also referred to as programs.

ASCII: American Standard Code for Information Interchange, an encoding system for converting keyboard characters and instructions into the binary number code that the computer understands.

AutoPlay: Sometimes referred to as AutoRun, AutoPlay is a feature that enables CDs/DVDs with the ability to run when inserted into the computer. 

Bandwidth: The capacity of a networked connection. Bandwidth determines how much data can be sent along the networked wires. Bandwidth is particularly important for Internet connections; greater bandwidth means faster downloads.

Binary code: The most basic language a computer understands, it is composed of a series of 0s and 1s. The computer interprets the code to form numbers, letters, punctuation marks, and symbols.

Bit: The smallest piece of computer information, either the number 0 or 1. In short they are called binary digits.

Boot: To start up a computer. Cold boot means restarting computer after the power is turned off. Warm boot means restarting computer without turning off the power.

Browser: Software used to navigate the Internet. Google Chrome, Firefox and Microsoft Internet Explorer are today's most popular browsers for accessing the World Wide Web.

Bug: A malfunction due to an error in the program or a defect in the equipment.

Button: When referring to software, a button, or push-button, is a graphical representation of a button that performs a specific action when pressed. Traditionally a push button is clicked using the mouse button but it can be activated through the keyboard. 

Byte: Most computers use combinations of eight bits, called bytes, to represent one character of data or instructions. For example, the word cat has three characters, and it would be represented by three bytes.

Cache: A small data-memory storage area that a computer can use to instantly re-access data instead of re-reading the data from the original source, such as a hard drive. Browsers use a cache to store web pages so that the user may view them again without reconnecting to the Web.

CD-ROM: Compact Disc Read-Only Memory, an optically read disc designed to hold information such as music, reference materials, or computer software. A single CD-ROM can hold around 640 megabytes of data, enough for several encyclopaedias. 

CGI: Common Gateway Interface, a programming standard that allows visitors to fill out form fields on a Web page and have that information interact with a database, possibly coming back to the user as another Web page. 

Chat: Typing text into a message box on a screen to engage in dialogue with one or more people via the Internet or other network.

Chip: A tiny wafer of silicon containing miniature electric circuits that can store millions of bits of information.

Client: A single user of a network application that is operated from a server. A client/server architecture allows many people to use the same data simultaneously. The program's main component (the data) resides on a centralized server, with smaller components (user interface) on each client.

Cookie: A text file sent by a Web server that is stored on the hard drive of a computer and relays back to the Web server things about the user, his or her computer, and/or his or her computer activities.

CPU: Central Processing Unit - The ‘brain’ of the computer.

Crash: A hardware or software problem that causes information to be lost or the computer to malfunction. Sometimes a crash can cause permanent damage to a computer.

Cursor: A moving position-indicator displayed on a computer monitor that shows a computer operator where the next action or operation will take place.

Cyberspace: Slang for internet 

Database: A collection of similar information stored in a file, such as a database of addresses. This information may be created and stored in a database management system (DBMS).

Debug: Slang. To find and correct equipment defects or program malfunctions.

Default: The pre-defined configuration of a system or an application. In most programs, the defaults can be changed to reflect personal preferences.

Desktop: The main directory of the user interface. Desktops usually contain icons that represent links to the hard drive, a network (if there is one), and a trash or recycling can for files to be deleted. It can also display icons of frequently used applications, as requested by the user.

Desktop publishing: The production of publication-quality documents using a personal computer in combination with text, graphics, and page layout programs.

Directory: A repository where all files are kept on computer.

Disk: The name refers to that hard disk that carries the data. A hard disc stores vast amounts of data. It is usually inside the computer but can be a separate peripheral on the outside. Hard discs are made up of several rigid coated metal discs. 

Disk drive: The equipment that operates a hard disc.

Domain: Represents an IP (Internet Protocol) address or set of IP addresses that comprise a domain. The domain name appears in URLs to identify web pages or in email addresses, e.g. teia.edu.au is he domain name of TEIA. 

Download: The process of transferring information from a web site (or other remote location on a network) to the computer. It is possible to download a file which includes text, image, audio, video and many others.

Drop-down menu: A menu window that opens vertically on-screen to display context-related options. It may also be called pop-up menu or pull-down menu.

DVD: Digital Video Disc. Similar to a CD-ROM, it stores and plays both audio and video.

E-book: An electronic (usually hand-held) reading device that allows a person to view digitally stored reading materials.

Email: Electronic mail; messages, including memos or letters, sent electronically between networked computers that may be across the office or around the world.

Encryption: The process of transmitting scrambled data so that only authorized recipients can unscramble it. For instance, encryption is used to scramble credit card information when purchases are made over the Internet.

Ethernet: A type of network.

Ethernet card: A board inside a computer to which a network cable can be attached.

File: A set of data that is stored in the computer.

Firewall: A set of security programs that protect a computer from outside interference or access via the Internet.

Folder: A structure for containing electronic files. In some operating systems, it is called a directory.

Fonts: Sets of typefaces (or characters) that come in different styles and sizes.

Freeware: Software created by people who are willing to give it away for the satisfaction of sharing or knowing they helped to simplify other people's lives. It may be free-standing software, or it may add functionality to existing software.

FTP: File Transfer Protocol, a format and set of rules for transferring files from a host to a remote computer.

Gigabyte (GB): 1024 megabytes. 

Glitch: The cause of an unexpected malfunction.

GUI: Graphical User Interface, a system that simplifies selecting computer commands by enabling the user to point to symbols or illustrations (called icons) on the computer screen with a mouse.

Groupware: Software that allows networked individuals to form groups and collaborate on documents, programs, or databases.

Hard copy: A paper printout of what you have prepared on the computer.

Hard drive: Another name for the hard disc that stores information in a computer.

Hardware: The physical and mechanical components of a computer system, such as the electronic circuitry, chips, monitor, disks, disk drives, keyboard, modem, and printer.

Home page: The main page of a Web site used to greet visitors, provide information about the site, or to direct the viewer to other pages on the site.

HTML: Hypertext Markup Language, a standard of text markup conventions used for documents on the World Wide Web. Browsers interpret the codes to give the text structure and formatting (such as bold, blue, or italic).

HTTP: Hypertext Transfer Protocol, a common system used to request and send HTML documents on the World Wide Web. It is the first portion of all URL addresses on the World Wide Web.

HTTPS: Hypertext Transfer Protocol Secure, often used in intracompany internet sites. Passwords are required to gain access.

Hyperlink: Text or an image that is connected by hypertext coding to a different location; By selecting the text or image with a mouse, the computer jumps to (or displays) the linked text.

Hypermedia: Integrates audio, graphics, and/or video through links embedded in the main program.

Hypertext: A system for organizing text through links. Most Web pages include hypertext links to other pages at that site, or to other sites on the World Wide Web.

Icons: Symbols or illustrations appearing on the computer screen that indicate program files or other computer functions.

Input: Data that goes into a computer device.

Input device: A device, such as a keyboard, stylus and tablet, mouse, puck, or microphone, that allows input of information (letters, numbers, sound, video) to a computer.

Instant messaging (IM): A chat application that allows two or more people to communicate over the Internet via real-time keyed-in messages.

Interface: The interconnections that allow a device, a program, or a person to interact. Hardware interfaces are the cables that connect the device to its power source and to other devices. Software interfaces allow the program to communicate with other programs (such as the operating system), and user interfaces allow the user to communicate with the program (e.g., via mouse, menu commands, icons, voice commands, etc.).

Internet: An international conglomeration of interconnected computer networks. 

IP (Internet Protocol) address: An Internet Protocol address is a unique set of numbers used to locate another computer on a network. The format of an IP address is a 32-bit string of four numbers separated by periods. Each number can be from 0 to 255 (i.e., 1.154.10.266). 

Java: An object-oriented programming language designed specifically for programs (particularly multimedia) to be used over the Internet. Java allows programmers to create small programs or applications (applets) to enhance Web sites.

JavaScript: A programming language used almost exclusively to manipulate content on a web page. Common JavaScript functions include validating forms on a web page, creating dynamic page navigation menus, and image rollovers.

Kilobyte (K or KB): Equal to 1,024 bytes.

Linux: An open-source operating meaning that the source code of the operating system is freely available to the public. Programmers may redistribute and modify the code, as long as they don't collect royalties on their work or deny access to their code. Since development is not restricted to a single corporation more programmers can debug and improve the source code faster.

Laptop and notebook: Small, lightweight, portable battery-powered computers that can fit onto your lap. They each have a thin, flat, liquid crystal display screen.

Macro: A script that operates a series of commands to perform a function. It is set up to automate repetitive tasks.

Mac OS: An operating system with a graphical user interface, developed by Apple for Macintosh computers. 

Megabyte (MB): Equal to 1,048,576 bytes, usually rounded off to one million.

Memory: Temporary storage for information, including applications and documents. The information must be stored to a permanent device, such as a hard disc before the power is turned off, or the information will be lost. Computer memory is measured in terms of the amount of information it can store, commonly in megabytes or gigabytes.

Menu: A context-related list of options that users can choose from.

Menu bar: The horizontal strip across the top of an application's window. Each word on the strip has a context sensitive drop-down menu containing features and actions that are available for the application in use.

Merge: To combine two or more files into a single file.

MHz: An abbreviation for Megahertz, or one million hertz. One MHz represents one million clock cycles per second and is the measure of a computer microprocessor's speed. For example, a microprocessor that runs at 300 MHz executes 300 million cycles per second. Each instruction a computer receives takes a fixed number of clock cycles to carry out, therefore the more cycles a computer can execute per second, the faster its programs run. Megahertz is also a unit of measure for bandwidth.

Microprocessor: A complete central processing unit (CPU) contained on a single silicon chip.

Minimize: A term used in a GUI operating system that uses windows. It refers to reducing a window to an icon, or a label at the bottom of the screen, allowing another window to be viewed.

Monitor: A video display terminal.

Mouse: A small hand-held device used to control the position of the cursor on the video display; movements of the mouse on a desktop correspond to movements of the cursor on the screen.

MP3: Compact audio and video file format. The small size of the files makes them easy to download and e-mail. Format used in portable playback devices.

Multimedia: Software programs that combine text and graphics with sound, video, and animation. A multimedia PC contains the hardware to support these capabilities.

Network: A system of interconnected computers.

Open source: Computer programs whose original source code was revealed to the general public so that it could be developed openly. 

Operating system: A set of instructions that tell a computer on how to operate when it is turned on. It sets up a filing system to store files and tells the computer how to display information on a video display. 

Output: Data that come out of a computer device. For example, information displayed on the monitor, sound from the speakers, and information printed to paper.

PC: Personal computer. Generally refers to computers running Windows.

PC board: Printed Circuit board, a board printed or etched with a circuit and processors. Power supplies, information storage devices, or changers are attached.

PDF: Portable Document Format, a format presented by Adobe Acrobat that allows documents to be shared over a variety of operating systems. Documents can contain words and pictures and be formatted to have electronic links to other parts of the document or to places on the web.

Peripheral: Any external device attached to a computer to enhance operation. Examples include external hard drive, scanner, printer, speakers, keyboard, mouse, trackball, stylus and tablet, and joystick.

Platform: The operating system, such as UNIX, Macintosh, Windows, on which a computer is based.

Plug and play: Computer hardware or peripherals that come set up with necessary software so that when attached to a computer, they are recognized by the computer and are ready to use.

Pop-up menu: A menu window that opens vertically or horizontally on-screen to display context-related options. It may also be called drop-down menu or pull-down menu.

Printer: A mechanical device for printing a computer's output on paper. There are three major types of printer:

Dot matrix - creates individual letters, made up of a series of tiny ink dots, by punching a ribbon with the ends of tiny wires. (This type of printer is most often used in industrial settings, such as direct mail for labelling.)

Ink jet - tiny droplets of ink particles are sprayed onto paper.

Laser - uses a beam of light to reproduce the image of each page using a magnetic charge that attracts dry toner that is transferred to paper and sealed with heat.

Program: A precise series of instructions written in a computer language that tells the computer what to do and how to do it. Programs are also called software or applications.

Programming language: A series of instructions written by a programmer according to a given set of rules or conventions (syntax). High-level programming languages are independent of the device on which the application (or program) will eventually run; low-level languages are specific to each program or platform. 

Pull-down menu: A menu window that opens vertically on-screen to display context-related options; It may also be called drop-down menu or pop-up menu.

Push technology: Internet tool that delivers specific information directly to a user's desktop, eliminating the need to surf for it. 

QuickTime: Audio-visual software that allows movie-delivery via the Internet and e-mail. QuickTime images are viewed on a monitor.

RAID: Redundant Array of Inexpensive Disks, a method of spreading information across several disks set up to act as a unit.

RAM: Random Access Memory, one of two basic types of memory. Portions of programs are stored in RAM when the program is launched so that the program will run faster. Though a PC has a fixed amount of RAM, only portions of it will be accessed by the computer at any given time. It may also be called ‘memory’.

Right-click: Using the right mouse button to open context-sensitive drop-down menus.

ROM: Read-Only Memory, one of two basic types of memory. ROM contains only permanent information put there by the manufacturer. Information in ROM cannot be altered, nor can the memory be dynamically allocated by the computer or its operator.

Scanner: An electronic device that uses light-sensing equipment to scan paper images such as text, photos, and illustrations and translate the images into signals that the computer can then store, modify, or distribute.

Search engine: Software that makes it possible to look for and retrieve material on the Internet, particularly the Web. Some popular search engines are Google, HotBot and Yahoo.

Server: A computer that shares its resources and information with other computers, called clients, on a network.

Shareware: Software created by people who are willing to sell it at low cost or no cost for the gratification of sharing. It may be freestanding software, or it may add functionality to existing software.

Software: Computer programs; also called applications.

Spreadsheet: Software that allows one to calculate numbers in a format that is similar to pages in a conventional ledger.

Storage: Devices used to store massive amounts of information so that it can be readily retrieved. Devices include RAIDs, DVDs.

Streaming: Taking packets of information (sound or visual) from the Internet and storing it in temporary files to allow it to play in continuous flow.

Stylus: An input device similar to a mouse. The stylus is pen shaped. It is used to draw on a tablet (like drawing on paper) and the tablet transfers the information to the computer. The tablet responds to pressure. The firmer the pressure used to draw, the thicker the line appears.

Surge protector: A controller to protect the computer and make up for variances in voltage.

Terabytes (TB): A thousand gigabytes.

Toolbar: Sometimes referred to as a bar, the toolbar is a row of boxes, often at the top of an application window that control various functions of the software. The boxes often contain images that correspond with the function they control.

UNIX: A very powerful operating system used as the basis of many high-end computer applications.

Upload: The process of transferring information from a computer to a web site (or other remote location on a network). 

URL: Uniform Resource Locator. The address for identifying a document or site on the Web;

a Web address (e.g., www.teia.edu.au). A URL is unique to each user. 

UPS: Universal Power Supply or Uninterruptible Power Supply - An electrical power supply that includes a battery to provide enough power to a computer during an outage to back-up data and properly shut down.

USB: A multiple-socket USB connector that allows several USB-compatible devices to be connected to a computer.

User friendly: A program or device whose use is intuitive to people with a non-technical background.

Virus: An unauthorized piece of computer code attached to a computer program or portions of a computer system that secretly copies itself from one computer to another by shared discs and over the Internet. It can destroy information stored on the computer, and in extreme cases, can destroy operability. Computers can be protected from viruses if the operator utilizes good virus prevention software and keeps the virus definitions up to date. Most viruses are not programmed to spread themselves. They have to be sent to another computer by e-mail, sharing, or applications. There are many kinds of viruses, for example:

Boot viruses place some of their code in the start-up disk sector to automatically execute when booting; when an infected machine boots, the virus loads and runs.

File viruses attached to program files (files with the extension .exe). When you run the infected program, the virus code executes.

Macro viruses copy their macros to templates and/or other application document files.

Trojan Horse is a malicious, security-breaking program that is disguised as something being such as a screen saver or game.

Worm launches an application that destroys information on your hard drive. It also sends a copy of the virus to everyone in the computer's e-mail address book.

WAV: A sound format (pronounced wave) used to reproduce sounds on a computer.

Webcam: A video camera/computer setup that takes live images and sends them to a Web browser.

Window: A portion of a computer display used in a graphical interface that enables users to select commands by pointing to illustrations or symbols with a mouse. "Windows" is also the name Microsoft adopted for its popular operating system.

World Wide Web ("WWW" or "the Web"): A network of servers on the Internet that use hypertext-linked databases and files. It was developed in 1989 by Tim Berners-Lee, a British computer scientist, and is now the primary platform of the Internet. The feature that distinguishes the Web from other Internet applications is its ability to display graphics in addition to text.

Word processor: A computer system or program for setting, editing, revising, correcting, storing, and printing text.

WYSIWYG: What You See Is What You Get. When using most word processors, page layout programs (See desktop publishing), and web page design programs, words and images will be displayed on the monitor as they will look on the printed page or web page.

Section 2 - Assessment tools
Assessment is all about collecting evidence and making decisions as to whether a learner has achieved competency. Assessment confirms that the learner can perform to the expected workplace standard, as outlined in the units of competency.

This section contains the summative assessment tools that are to be used in assessing this unit of competency.  The assessment tools have also been mapped against the requirements of unit assessment; these may be reviewed in the TEIA document ICT20120 Mapping Guide.     Assessors can use this mapping information to complete required assessment records.

It is an important responsibility of assessors to complete the assessment records themselves. This ensures all additional assessment activities deemed appropriate or required by the assessor, in addition to those within this document, are included in these records.

Section Two contains the following information:

2.1   
Summative assessment

2.2
Solutions – general guidance

2.3 
Solutions – summative assessment

2.4
Evidence of competency

2.5
Assessment records
2.1
Summative assessment

Separate each assessment tool as required in the assessment process.
Overview

The assessment for this unit is distributed across Tasks 1 and 9 within the virtual scenario. 

Task One
In this task, you will need to establish the business requirements such as registering your business and applying for an Australian Business Number. You will also need to source the computer hardware, software and peripherals that would be suitable to meet the needs of a small IT contractor setting up an office suitable to perform routine functions in an IT rich environment.
Prepare for business:
· Explore the Learning Resources available for this task and remember these will assist you in completion of Task 1 (Bookcase folders and Internet links on monitor).

· Read incoming email (Computer).

· Read Your Task (Printer tray).

· Open the Business Planning Document (Bookcase folders).
· Research the requirements for registering a business name and the availability of the business name RAMemberUS IT Services (Internet).
· Research requirements for applying for an ABN (Internet).

· Complete the Business Planning Document – Section 1 (Bookcase folders).

· List the information required for a person to successful register an ABN for a small business.
	What to submit
	Problems encountered and strategies used to overcome these

	Business Planning Document Internet search results for business name availability - screenshot
	

	Internet search results for ABN application
	

	List the information required for a person to successful register an ABN for a small business
	


Identify computer hardware requirements: 
· Read incoming email (Computer).
· Read and print Your task (Printer tray).

· Identify appropriate computer hardware and peripherals suitable for your new business.
· Research computer hardware and peripherals and obtain quotes/pricing (Internet).

· Print out quotes/pricing as required.

· Complete Business Planning Document – Section 2.

· Complete Hardware peripheral quiz (Bookcase folders).
	What to submit
	Problems encountered and strategies used to overcome these

	Business Planning Document – Section 2 

Quotes/Internet pricing & specifications for hardware and peripherals
	

	Hardware peripherals quiz results
	


Identify computer software requirements: 
· Read incoming email (Computer).
· Read and print Your task (Printer tray).
· Identify appropriate software to perform the range of tasks indicated.

· Research computer software and obtain quotes/pricing (Internet).

· Print quotes/pricing as required.

· Complete Business Planning Document – Section 3.

	What to submit
	Problems encountered and strategies used to overcome these

	Business Planning Document – Section 3 

Quotes/Internet pricing & specifications for software
	


Establish a work area and identify and minimise WHS issues:

· Read and print Your task (Printer tray).
· Set up a computer system and take a picture prior to connecting peripherals.

· Connect peripheral devices.

· Take a picture/s of the system with peripherals correctly connected.
· Print or download the Hazard Audit Report template (Bookcase folders).
· Conduct a health and safety audit of your work area (or area identified by your teacher).

· Take photographs of identified risks.

· Complete the Hazard Audit Template.

· Take appropriate action to eliminate or reduce risk.

· Take photograph/s of hazard reduced work area.

	What to submit
	Problems encountered and strategies used to overcome these

	Picture/s of computer and peripheral devices before and after connection
	

	Before and after images of workplace hazards
	

	Completed Hazard Audit Report template
	

	Completed Task Planning Sheet
	


Task 9
In this task, you will need to develop your knowledge of PhotoFiltre to enhance your photo editing skills. You will need to download and install PhotoFiltre and use the help files as required to develop your skills. You will need to edit a series of images to meet the needs of a client and share these with other team members (classmates) for their feedback and comments via a common social media site. This task may best be done as a collaborative project.

NOTES: 1.
This task may be done in conjunction with the image editing component of Task 8. Please discuss this option with your teacher.

               2.
While this task specifically makes use of PhotoFiltre, you may wish to use an alternative image editing program. Please discuss this with your teacher.

Develop a social media site:

· You are to work in a team of no less than three for this part of the task. If this is not possible, you will need to gain special approval from your teacher for independent work.

· Assess social sites considering the project goal.

· Review social media learning object from Task 5.

· Access and select preferred social media site as a share workspace.

· Register and create site and establish presence (either individually or as a group).

· Establish security parameters for site in consultation with your teacher.

· Later in the task, you re to upload your images to the site and seek feedback from others.

· Prepare a series of screenshots (3) of social media site at key points in the project.

	What to submit
	Problems encountered and strategies used to overcome these

	Screenshots of social media site
	


Locate, download and install PhotoFiltre:
· Read and print email from Andrew Reid. (Computer)

· Access, read and print as necessary the Learning Resources and Your Task. (Bookcase folders)

· Locate and save PhotoFiltre installation file. (Internet)

· Using a screen capture app, record your installation of PhotoFiltre onto your computer.

· Install PhotoFiltre to your computer.
	What to submit
	Problems encountered and strategies used to overcome these

	Video clip of PhotoFiltre installation
	


Edit digital images: 
· Access email from Andrew Reid. (Computer)

· Access the digital images from Andrew Reid. (Camera)

· Refer to the image adjustments required by the client. (Andrew’s email)

· Adjust images to meet client requirements.

· List steps that you used to edit each image on the accompanying Digital Image Adjustment Record Sheet. (Bookcase folders)

· Upload your edited images to the shared social media page and seek feedback on your work If you can improve your work based on the feedback, do so.

· Print final images and submit to your supervisor (i.e. teacher).

	What to submit
	Problems encountered and strategies used to overcome these

	Edited images – digital format
	

	Printed copy of each image
	

	Digital Image Adjustment Record Sheet 
	


Prepare an invoice and email: 
· Access an invoice template from the Internet. (Internet)

· Construct a company Invoice template adding the company logo to the invoice. (Logo – Camera) 
· Complete the invoice charging for the number of hours this task has taken at $65.00 per hour with a 10% GST on the total amount being charged. 

· Prepare an email to Andrew informing him what action you have taken to edit each image. Add the invoice to the email as an attachment. You do not need to send the email, simply prepare as a draft and take a screenshot of it.
	What to submit
	Problems encountered and strategies used to overcome these

	Completed invoice for Andrew

Screenshot of the email to Andrew ensuring all the text is readable.
	


2.2
Solutions - General guidance
Assessors should review the solutions provided and adapt and/or contextualise them (and assessment activities themselves where necessary) to suit the training and assessment context as part of their moderation activities. This will ensure consistency of assessment.
The solutions to assessment activities serve as a reliable guide to the type of information that should be included in the assessment candidate’s response. Refer to the assessment activities when assessing learner responses or evaluating assessment evidence. The answers provided by the assessment candidate will vary due to several factors, including the:

· candidate’ s own experiences

· candidate’ s workplace experiences

· training situations and strategies presented by the trainer

· interpretation of the assessment activity by the assessment candidate/assessor

· type of organisation, work practices, processes and systems encountered by the candidate.

The nature and variety of the tasks presented means that in some cases there will be numerous correct responses, and the solutions provided cannot cater for all contexts and eventualities.

In general terms:

· For questions with a single answer, this guide provides the correct answer.

· For questions that do not have a single answer, it is understood that answers will vary within certain parameters.

· For questions where the candidate has to list a certain number of items, the RTO has provided a more comprehensive listing from which candidate responses may be drawn. This list may not in all cases be definitive, and assessors should account for other possible correct responses.

· For activities that involve responding to a case study, the RTO has provided an example of how the candidate may respond. Depending on the question, the terminology used will indicate either what the candidate should have included in their response or may have included. However, different phrasing may be used by the candidate, or different responses that may be equally correct are also possible.
· For activities that take place in the workplace or involve workplace documentation, the RTO can only provide an example response. Assessors should consider whether the candidate has achieved the intent of the activity within the candidate’s workplace context.

· For activities that involve writing reports or completing documentation provided, the RTO can only provide an example response. Assessors should again consider whether the candidate’s response is appropriate to the task within the context of the candidate’s training and/or workplace.

2.3
Solutions – Summative assessment
Task One

In this task, the assessor will need to make use of their own judgement though examples are provided. The candidate is required to establish the business requirements such as registering their business and applying for an Australian Business Number. They also need to source the computer hardware, software and peripherals that would be suitable to meet the needs of a small IT contractor setting up an office suitable to perform routine functions in an IT rich environment.
Section 1

Prepare for business:
· Explore the Learning Resources available for this task and remember these will assist you in completion of Task 1 (Bookcase folders and Internet links on monitor).

· Read incoming email (Computer).

· Read Your Task (Printer tray).

· Open the Business Planning Document (Bookcase folders).
· Research the requirements for registering a business name and the availability of the business name RAMemberUS IT Services (Internet).
· Research requirements for applying for an ABN (Internet).

· Complete the Business Planning Document – Section 1 (Bookcase folders).

· List the information required for a person to successful register an ABN for a small business.
Registering a business name

Part 1

The candidate must provide a minimum of three website URLs that they visited in their research phase. Example below:

	Websites visited (provide URL)

	http://www.fairtrading.qld.gov.au/

	http://www.business.qld.gov.au/business/starting/starting-a-business/business-name/register- business-name

	https://asicconnect.asic.gov.au

	http://www.asic.gov.au/asic/asic.nsf


They must have checked on the availability of the business name. A screen capture of the search results is required. 
Part 2

Registration is through an on-line document that is used to register a business name in Australia. The candidate must have taken the necessary screenshots to have the whole of the form and then complete it offline as though to register RAMemberUS IT Services.
Images of the form completed must be provided.
Part 3
Registering for an Australian Business Number (ABN) response must provide the URL where ASIC registration process may occur:
https://asic.gov.au/for-business/registering-a-business-name/
Section 2

Identify computer hardware requirements: 
· Read incoming email (Computer).
· Read and print Your task (Printer tray).

· Identify appropriate computer hardware and peripherals suitable for your new business.
· Research computer hardware and peripherals and obtain quotes/pricing (Internet).

· Print out quotes/pricing as required.

· Complete Business Planning Document – Section 2.

· Complete Hardware peripheral quiz (Bookcase folders).

Computer hardware requirements

The candidate must submit a word-processed document that uses a table to record quote details. Attached to the Business Planning Document should be several relevant quotes. An example of the table (using fictional details) is below: 
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Cisco 877 Integrated Services Router
Features:

Operate concurrent services including firewall, VPNs and wireless LANs at
broadband speeds.

Specifications:

128MB default DRAM, 256MB maximum DRAM, 52M8 maximum flash
memory,

$439.50
gial Panasonic Lumix DVIC-TZ18
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Camera
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500GB; USB 2 or 3 interface; .21kg

$89.99





Hardware peripherals quiz results
A screen print of the results of the Hardware quiz showing 80% attainment is required.
Operating System:
· Work through the two Learner’s Guides for Windows. (Bookcase)

· When you have finished Windows 10 - Learner’s Guide 1 undertake the O/S Quiz 1. (Bookcase)

· When you have finished Windows 10 - Learner’s Guide 2 undertake the O/S Quiz 2. (Bookcase)

The candidate must demonstrate an understanding, to an intermediate level, of the Windows 10 Operating System (O/S). By obtaining 80% in each of the quizzes, and the successful completion of the remainder of the task, competency can be achieved.

The candidate must submit screenshots of the results slide for both of the O/S quizzes.
Identify computer software requirements: 
· Read incoming email (Computer).
· Read and print Your task (Printer tray).
· Identify appropriate software to perform the range of tasks indicated.

· Research computer software and obtain quotes/pricing (Internet).

· Print quotes/pricing as required.

· Complete Business Planning Document – Section 3.

Computer software requirements

The candidate must have obtained pricings for each software application listed - Internet pricing and specifications are acceptable. Evidence of the pricing, i.e. screenshots of quotes, must be provided.
As pricings will differ assessor judgement is required in terms of appropriateness and currency.

	Software 
	Use (e.g. operating system, desktop publishing application, major features)

	Windows O/S
	

	MS Office 
	

	Adobe Acrobat
	

	Audacity
	

	Filezilla
	

	KompoZer
	


Establish a work area and identify and minimise WHS issues:

· Read and print Your task (Printer tray).
· Set up a computer system and take a picture prior to connecting peripherals.

· Connect peripheral devices.

· Take a picture/s of the system with peripherals correctly connected.
· Print or download the Hazard Audit Report template (Bookcase folders).
· Conduct a health and safety audit of your work area (or area identified by your teacher).

· Take photographs of identified risks.

· Complete the Hazard Audit Template.

· Take appropriate action to eliminate or reduce risk.

· Take photograph/s of hazard reduced work area.

[image: image6.png]


Images of no peripherals connected

Images of peripherals correctly connected
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The candidate should provide a digital image of their work area identifying a minimum of five risks/hazards that can be remediated. After these hazards/risks are removed, a second image should show the improvement in their work area. Assessor judgement required. Example of the images are below:


[image: image5]
Hazard Report
The candidate will write up the results of the hazard identification into the Hazard Audit Report provided (Learning Resources – Task 1).

The hazards identified in the photos need to be the ones written up in the Audit Report.

If follow-up is required, this must be indicated and follow-up action stated.

Document must be accurate and contain no typing errors.

Task 9

In this task, the candidate is required to develop their knowledge of PhotoFiltre to enhance their photo editing skills. They will need to download and install PhotoFiltre and use the help files as required to develop their skills. They need to edit a series of images to meet the needs of a client and share these with other team members (classmates) for their feedback and comments via a common social media site. This task may best be done as a collaborative project.

Develop a social media site:

· You are to work in a team of no less than three for this part of the task. If this is not possible, you will need to gain special approval from your teacher for independent work.

· Assess social sites considering the project goal.

· Review social media learning object from Task 5.

· Access and select preferred social media site as a share workspace.

· Register and create site and establish presence (either individually or as a group).

· Establish security parameters for site in consultation with your teacher.

· Later in the task, you are to upload your images to the site and seek feedback from others.

· Prepare a series of screenshots (3) of social media site at key points in the project.

Assessor judgement required.
The candidate must meet the following criteria:

· A social media site must be drawn from those sites where general access is available – not secured by subscription.

· The site must have evidence of being used to collaborate in a development activity.

· The site must include text, digital photographs and vector images.

· The site must have some aesthetic composition.

Locate, download and install PhotoFiltre:
· Read and print email from Andrew Reid. (Computer)

· Access, read and print as necessary the Learning Resources and Your Task. (Bookcase folders)

· Locate and save PhotoFiltre installation file. (Internet)

· Using a screen capture app, record your installation of PhotoFiltre, with audio commentary, onto your computer.

· Install PhotoFiltre to your computer.
Assessor judgement required.

The candidate must meet the following criteria:

· A screen captured video showing the installation steps to install the selected software must be provided. There must be audio explanations embedded within the video.
Edit digital images: 
· Access email from Andrew Reid. (Computer)

· Access the digital images from Andrew Reid. (Camera)

· Refer to the image adjustments required by the client. (Andrew’s email)

· Adjust images to meet client requirements.

· List steps that you used to edit each image on the accompanying Digital Image Adjustment Record Sheet. (Bookcase folders)

· Upload your edited images to the shared social media page and seek feedback on your work If you can improve your work based on the feedback, do so.

· Print final images and submit to your supervisor (i.e. teacher).

Assessor judgement required.

The candidate is to submit the following: 

Edited images – digital format

Printed copy of each image

Digital Image Adjustment Record Sheet

The Digital Image Adjustment Record Sheet must show where images have been adjusted and how this was carried out.
Prepare an invoice and email: 
· Access an invoice template from the Internet. (Internet)

· Construct a company Invoice template adding the company logo to the invoice. (Camera – Business Logo) 
· Complete the invoice charging for the number of hours this task has taken at $65.00 per hour with a 10% GST on the total amount being charged. 

· Prepare an email to Andrew informing him what action you have taken to edit each image. Add the invoice to the email as an attachment. You do not need to send the email, simply prepare as a draft and take a screenshot of it.
Assessor judgement required.
The criteria that the candidate must cover to demonstrate competency are:

· A professional looking invoice must carry the business logo and be completed accurately in terms of tasks undertaken, price per hour, total price and addition of 10% GST. Note the numeracy component of this task must be accurate.

· A draft of an email to Andrew that clearly outlines the actions taken to edit each image (ideally this will be using sub-heading for each image and a following paragraph explaining the actions. The email should include the business level courtesies that are expected in terms of salutations and closing elements.
2.4
Evidence of competency

Evidence is information gathered that provides proof of competency. While evidence must be sufficient, trainers and assessors must focus on the quality of evidence rather than the quantity of evidence.

Rules of evidence

There are four rules of evidence that guide the collection of evidence. Evidence must be:

· valid – it must cover the performance evidence and knowledge evidence
· sufficient – it must be enough to satisfy the competency

· current – skills and knowledge must be up to date

· authentic – it must be the learner’s own work and supporting documents must be genuine.

Principles of assessment

High quality assessments must be:

· fair – assessments are not discriminatory and do not disadvantage the candidate

· flexible – assessments meet the candidate’ s needs and include an appropriate range of assessment methods

· valid – assessments assess the unit/s of competency performance evidence and knowledge evidence
· reliable – there is a common interpretation of the assessments.

Types of evidence

Types of evidence that can be collected, sighted or validated include:

· work records such as position descriptions, performance reviews, products developed and processes followed and/or implemented

· third-party reports from customers, managers and/or supervisors

· training records and other recognised qualifications

· skills and knowledge assessments

· volunteer work.

Gathering evidence

Evidence can be gathered through:

· real work/real-time activities through observation and third-party reports

· structured activities.

Evidence can also be gathered through:

· formative assessments: where assessment is progressive throughout the learning process and validated along the way by the trainer – also known as assessment for learning

· summative assessment: where assessment is an exercise or simulation at the end of the learning process – also known as assessment of learning.

Evaluating evidence

The following steps may help you evaluate evidence.

	Step 1: Evidence is gathered.
	
	
	
	


	Step 2: Rules of evidence are applied – evidence is valid, sufficient, current and authentic.
	
	
	


	Step 3: Evidence meets the full requirements of the unit/s of competency.
	
	


	Step 4: The assessment process is valid, reliable, fair and flexible.
	


	Step 5: The trainer or assessor makes a straightforward and informed judgment about the candidate and completes assessment records.


2.5
Assessment records

Learners must provide evidence of how they have complied with the performance and knowledge evidence requirements outlined in the unit of competency. These requirements should be assessed in the workplace or in a simulated workplace; assessment conditions are specified in each unit of competency.

You can use the following assessment forms to record the learner’s evidence of competency: 
· The Assessment Instructions Checklist helps the trainer/assessor provide clear instructions to the candidate as to which assessment activities to complete.

· The Pre-Assessment Checklist helps the trainer determine if the learner is ready for assessment.

· The Self-Assessment Record allows the learner to assess their own abilities against the requirements of the unit of competency.

· The Performance Evidence Checklist facilitates the observation process; it allows trainers to identify skill gaps and provide useful feedback to learners.

· The Knowledge Evidence Checklist can be used to record the learner’s understanding of the knowledge evidence; it allows trainers to identify knowledge gaps and to provide useful feedback to learners.

· The Portfolio of Evidence Checklist helps the trainer annotate or detail aspects of the learner’s portfolio of evidence.

· The Workplace Assessment Checklist can be used by the learner’s supervisor to show workplace-based evidence of competence.
· The Observation Checklist/Third Party Report records the candidate’s performance in the workplace.

· The Record of Assessment form is used to summarise the outcomes of the assessment process in this unit.

· The Request for Qualification Issue is used by the assessor to inform the RTO authorities that the process for issuing a Statement of Attainment or Qualification may commence. 

Assessment instructions – ICTICT213
	Candidate’ s name:       
Unit of competency:  ICTICT213 Use computer operating systems and hardware
Trainer/assessor:       
Date:       

	The candidate must complete the following assessment activities, provided by the trainer/assessor:

	
	Y/N
	Whole activity/ specific questions

	Candidate Self-assessment
	
	     

	Final assessment - 
	
	     

	Final assessment - 
	
	     

	Final assessment - 
	
	     

	Portfolio
	
	     

	Workplace Assessment 
	
	     

	Workplace Assessment (video)
	
	     

	Competency Conversation (using RPL)
	
	     

	Workplace Observation
	
	     

	Third Party Report
	
	     

	Other assessment activities as detailed below:
	
	

	     
	
	     

	     
	
	     

	     
	
	

	Candidate signature: 
	     
	Date:
	     

	Assessor/trainer signature: 
	     
	Date:
	     


Pre-assessment checklist – ICTICT213
	Candidate’ s name:            
Unit of competency:  ICTICT213 Use computer operating systems and hardware
Trainer/assessor:           

Date:           

	Checklist

	Talked to the candidate about the purpose of the assessment
	 Yes 
 No     

	Explained the unit of competency
	 Yes 
 No     

	Discussed the various methods of assessment
	 Yes 
 No     

	In consultation with trainer/assessor, the following assessment methods will be used:

	   Question/answer
	   Observation/Demonstration
	   Log, Journal, Diary

	   Case study
	   Portfolio, work samples
	   Third Party Reports

	   Reports
	
	

	Assessment environment and process

When will assessment occur?       
Where will assessment occur?       
Special needs (if any)       
How many workplace visits are required (if appropriate)?       
What resources are required?      

	Information has been provided on the following:

	   Confidentiality procedures
	   Re-assessment policy
	   Appeals process

	   Regulatory information
	   Authenticity of candidate’ s work

	Discussed self-assessment process
	 Yes 
 No     

	Summarised information and allowed candidate to ask questions
	 Yes 
 No     

	Candidate signature: 
	     
	Date:
	     

	Assessor/trainer signature: 
	     
	Date:
	     


Self-assessment record – ICTICT213
	Candidate’ s name:       
	Part D

	Unit of competency:  ICTICT213 Use computer operating systems and hardware
Trainer/assessor:      
Date:      

	Tasks
	I do the workplace task…
	Candidate’s comments

	
	…very well
I’m sure I can do the task
	…quite well
I think I can do the task
	…no, or not well
I don’t (or can’t) do the task
	

	I can identify and discuss differences between industry standard computer operating systems
	
	
	
	     

	I can determine ICT organisational requirements and specifications
	
	
	
	     

	I can identify and select operating system and application software according to required task
	
	
	
	     

	I can identify internal and external hardware components
	
	
	
	     

	I can identify relationship between application software, operating system, and hardware
	
	
	
	     

	I can install and configure operating system according to organisational requirements
	
	
	
	     

	I can identify functions associated with operating system and associated boot process
	
	
	
	     

	I can use graphical user interface and command line interface and perform basic tasks according to task requirements
	
	
	
	     

	I can install and configure application software on operating system
	
	
	
	     

	I can configure operating system to work with required hardware components according to organisation procedures
	
	
	
	     

	I can optimise operating system using tools and vendor utilities
	
	
	
	     

	I can customise graphical user interface and command line interface using command line techniques
	
	
	
	     

	I can install identified hardware drivers and check functionality
	
	
	
	     

	I can seek review and feedback from required personnel and confirm actions were completed
	
	
	
	     

	Candidate signature:
	     
	Date:
	     


Performance evidence checklist – ICTICT213 
	Candidate’s name:            

Unit of competency:  ICTICT213 Use computer operating systems and hardware
Trainer/assessor:           

Date:           

	Did the candidate demonstrate the following performance evidence at least once?
	Yes
	No
	N/A

	· Select, install, configure, and use a computer operating system
	
	
	

	· Install, configure, and run at least one application software and at least one supporting hardware component
	
	
	

	· Optimise at least one operating system using tools, drivers and vendor utilities.
	
	
	

	In the assessment/s of the candidate’s performance evidence, did they demonstrate the four dimensions of competency?

	Task skills
	
	
	

	Task management skills
	
	
	

	Contingency management skills
	
	
	

	Job/role environment skills
	
	
	

	The candidate’ s performance was:
	   Not satisfactory
	   Satisfactory

	Feedback to candidate:

     

	Candidate signature:
	     
	Date:
	     

	Assessor/trainer signature:
	     
	Date:
	     


Knowledge evidence checklist – ICTICT213 
	Candidate’s name:            

Unit of competency:  ICTICT213 Use computer operating systems and hardware
Trainer/assessor:           

Date:           

	Did the candidate show their knowledge of the following?
	Yes
	No
	N/A

	· Basic specifications of operating systems, hardware and applications software products
	
	
	

	· Compatibility and functions of operating systems, in respect to other versions
	
	
	

	· Operating system optimisation tools and vendor utilities
	
	
	

	· Functions and features of boot process
	
	
	

	· Command line techniques
	
	
	

	· Vendor utilities
	
	
	

	· Organisational guidelines, procedures requirements and specifications.
	
	
	

	In the assessment/s of the candidate’s knowledge evidence, did they demonstrate the four dimensions of competency?

	Task skills
	
	
	

	Task management skills
	
	
	

	Contingency management skills
	
	
	

	Job/role environment skills
	
	
	

	The candidate’ s performance was:
	   Not satisfactory
	   Satisfactory

	Feedback to candidate:

     

	Candidate signature:
	     
	Date:
	     

	Assessor/trainer signature:
	     
	Date:
	     


Portfolio of evidence checklist – ICTICT213 
	Candidate’s name:       
	Part E

	Unit of competency:  ICTICT213 Use computer operating systems and hardware
Trainer/assessor:                

Date:                

	Description of evidence to 
include in portfolio
	Assessor’ s comments
	Tick* 

	
	
	V
	S
	C
	A

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	Candidate signature:
	     
	Date:
	     

	Assessor/trainer signature:
	     
	Date:
	     


* V = Valid; S = Sufficient: C = Current; A = Authentic
Workplace assessment checklist – ICTICT213 
	Candidate’s name:       
	Part F

	Unit of competency:  ICTICT213 Use computer operating systems and hardware
Trainer/assessor:                

Date:                

	Name of organisation:        
Address:       
Telephone:       
Email:        
Workplace supervisor:       

	Performance evidence 

Candidate demonstrates the ability to:
	Evidence provided/observation comments

	
	Select, install, configure, and use a computer operating system
	     

	
	Install, configure, and run at least one application software and at least one supporting hardware component
	     

	
	Optimise at least one operating system using tools, drivers and vendor utilities
	     

	Knowledge evidence
Candidate knows and understands:
	

	
	Basic specifications of operating systems, hardware and applications software products
	     

	
	Compatibility and functions of operating systems, in respect to other versions
	     

	
	Operating system optimisation tools and vendor utilities
	     

	
	Functions and features of boot process
	     

	
	Command line techniques
	     

	
	Vendor utilities
	     

	
	Organisational guidelines, procedures requirements and specifications.
	     

	Workplace supervisor’ s signature:
	     
	Date:
	     


	TEIA Ltd

	Observation Checklist/Third Party Report

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

	Name of candidate:
	     

	Units of competency:
	 ICTICT213 Use computer operating systems and hardware


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 Checklist or a Third Party Report where the candidate has access to a suitable work environment. Multiple reports may be completed where a single person is unable to verify all elements.

Note that assessors may also use this document to record and confirm competency in routine tasks associated with a learning program over an extended period of time, i.e. accumulated evidence.


	This report is being completed as:
	   Assessor Observation

    Third Party Report

	Name of Supervisor:
	     

	Position of Supervisor:
	     

	Workplace:
	     

	Address:
	     

	Telephone:
	     

	Email:
	     

	Has the purpose of the candidate's assessment been explained to you?
	  Yes         No

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

	Are you willing to be contacted should further verification of this statement be required?
	  Yes         No

	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

	I can select, install, configure, and use a computer operating system
	
	

	I can install, configure, and run at least one application software and at least one supporting hardware component
	
	

	I can optimise at least one operating system using tools, drivers and vendor utilities
	
	

	Task 1
· John will add tasks
	
	

	Comment (if relevant):
     

	Task 2
· 
	
	

	Comment (if relevant):
     

	Comment (if relevant):
     

	Does the candidate:
	Yes
	No

	· perform job tasks to industry standards?
	
	

	· manage job tasks effectively?
	
	

	· implement safe working practices?
	
	

	· solve problems on-the-job?
	
	

	· work well with others?
	
	

	· adapt to new tasks?
	
	

	· cope with unusual or non-routine situations?
	
	

	·      
	
	

	Overall, do you believe the candidate performs to the standard required by the units of competency on a consistent basis?
	    No  Yes        

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

	     

	Comments:

	     

	Supervisor’s Signature: 
	Date:      


	Record of Assessment 

 ICTICT213 Use computer operating systems and hardware

	Name of candidate
	     

	Name of assessor
	     

	Use the checklist below as a basis for judging whether the candidate’s document and supporting evidence meets the required competency standard.

	
	Yes       No

	1. Identify operating system and hardware components
	      

	1.1 
Identify and discuss differences between industry standard computer operating systems
1.2 
Determine ICT organizational requirements and specifications
1.3 
Identify and select operating system and application software according to required task
1.4     Identify internal and external hardware components
	

	
	

	2. Install and configure operating systems, applications software and hardware components
	      

	2.1 
Identify relationship between application software, operating system, and hardware
2.2 
Install and configure operating system and application software according to required task
2.3 
Identify functions associated with operating system and associated boot process
2.4      Use graphical user interface and command line interface and perform basic tasks according to task requirements
2.5      Install and configure application software on operating system
2.6      Configure operating system to work with required hardware components according to organisational procedures
	

	
	

	
	

	3. Optimise operating system and hardware components and seek feedback
	      

	3.1 
Optimise operating system using tools and vendor utilities        

3.2      3.2       Customise graphical user interface and command line interface using command line techniques                          
3.33    3.3       Install identified hardware drivers and check functionality
3.4      Seek review and feedback from required personnel and confirm actions were completed
	

	Does the candidate meet all of the unit of competency’s requirements?

	
	Yes
	No

	· Critical evidence requirements met
	       

	· Underpinning knowledge and understanding demonstrated
	       

	· Key competencies / Employability skills demonstrated at appropriate level
	       

	· Sufficiency of evidence
	       

	


	Evidence provided for this unit of competency is…
	Valid
	Authentic
	Current

	
	
	
	


	Candidate is:

	Competent  
	
	Not competent currently       
	

	Withdrawn after participation
	
	Withdrawn without participation  
	

	Not seeking assessment  
	
	
	

	Signed by the assessor:                                                                          Date:       


	Feedback to candidate

       


Request for Qualification Issue
As the assessor this course working with this learner, my records indicate the following Statements of Attainment/Qualification should be issued as detailed below:
	Student’s Name:
	 

	Organisation:
	 


Qualification/Statements of Attainment Details

	Statement/s of Attainment
Units of Competency to be issued  

	  
Tick if SOA required
	Full Qualification

ICT20120 Certificate II in Applied Digital Technologies
	
Tick if Qualification required

	
	BSBSUS211* 
Participate in sustainable work practices
	
	BSBSUS211* 
Participate in sustainable work practices

	
	BSBTEC202* 
Use digital technologies to communicate in a work environment
	
	BSBTEC202* 
Use digital technologies to communicate in a work environment

	
	BSBWHS211* 
Contribute to the health and safety of self and others
	
	BSBWHS211* 
Contribute to the health and safety of self and others

	
	ICTICT213* 
Use computer operating systems and hardware
	
	ICTICT213* 
Use computer operating systems and hardware

	
	ICTICT214* 
Operate application software packages
	
	ICTICT214* 
Operate application software packages

	
	ICTICT215*
Operate digital media technology packages
	
	ICTICT215*
Operate digital media technology packages

	
	ICPDMT321
Capture a digital image
	
	ICPDMT321
Capture a digital image

	
	ICTICT216 
Design and create basic organisational documents
	
	ICTICT216 
Design and create basic organisational documents

	
	ICTICT206 
Install software applications
	
	ICTICT206 
Install software applications

	
	ICTICT219 
Interact and resolve queries with ICT clients
	
	ICTICT219 
Interact and resolve queries with ICT clients

	
	ICTICT221 
Identify and use specific industry standard technologies
	
	ICTICT221 
Identify and use specific industry standard technologies

	
	ICTSAS214 
Protect devices from spam and destructive software
	
	ICTSAS214 
Protect devices from spam and destructive software

	
	
	
	

	
	
	
	


Qualification requirements: (6 core units – asterisked – and 6 elective units)

Assessor’s Review 

	As the assessor I have…
	Yes
	No

	Checked that all units of competency listed have been judged Competent.

	
	

	Checked other Training Package requirements have been addressed (e.g. foundation skills, essential elements, etc.)

	
	

	Confirmed Literacy and Numeracy requirements as per qualification have been achieved.
	
	

	Comments:
     


	Assessor’s Name:
	

	Assessor’s Email:
	     
	Assessor’s Telephone:
	     

	Authorised by School/Institution Representative:
	

	Date:
	

	Processed at RTO by:
	     

	Date:
	     


Note:  The issuing of the qualification incurs a fee.  This may change so contact TEIA for the most current arrangement. An invoice will accompany the printed documents and be returned by post to either the candidate or the funding organisation.
Glossary

This glossary explains common terminology used in the VET sector and in this trainer’s and assessor’s guide.

Access and equity: Applying access and equity principles to training and assessment means meeting the individual needs of learners without discriminating in terms of age, gender, ethnicity, disability, sexuality, language, literacy and numeracy level, etc.

Assessment: Assessment means collecting evidence and making decisions as to whether or not a learner has achieved competency. Assessment confirms the learner can perform to the expected workplace standard, as outlined in the units of competency.

Assessment mapping: Assessment mapping ensures assessments meet the requirements of the unit/s of competency through a process of cross-referencing.

Assessment records: Assessment records are the documentation used to record the learner’s evidence of competency.

Assessment tools: Assessment tools are the instruments and procedures used to gather, interpret and evaluate evidence.

AQTF: The AQTF is the Australian Quality Training Framework. It was superseded by the VET Quality Framework and the Standards for NVR Registered Training Organisations in some jurisdictions in July 2011. 
AQTF standards: The AQTF standards are national standards designed to ensure high-quality training and assessment outcomes. They were superseded by the VET Quality Framework and the Standards for NVR Registered Training Organisations in some jurisdictions in July 2011.

ASQA: ASQA is the Australian Skills Quality Authority, the national regulator for Australia’s vocational education and training sector. ASQA regulates courses and training providers to ensure nationally approved quality standards are met.

Authentic/authenticity: Authenticity is one of the rules of evidence. It means the learner’s work and supporting documents must be genuinely their own.

Competency: Competency relates to the learner’s ability to meet the requirements of the unit/s of competency in terms of skills and knowledge.

Current/currency: Currency is one of the rules of evidence. It means ensuring the learner’s skills and knowledge are up to date.

Delivery plans: Delivery plans are lesson plans that guide the process of instruction for trainers.

Dimensions of competency: The dimensions of competency relate to all aspects of work performance. There are four dimensions of competency: task skills, task management skills, contingency management skills and job/role environment skills.

Fair/fairness: Fairness is one of the principles of assessment. It means assessments must not be discriminatory and must not disadvantage the candidate.

Flexible/flexibility: Flexibility is one of the principles of assessment. It means assessments must meet the candidate’s needs and include an appropriate range of assessment methods.

Knowledge evidence: Knowledge evidence is specified in the unit of competency. It identifies what a person needs to know to perform the work in an informed way.

Performance evidence: Performance evidence is specified in the unit of competency. It describes how the knowledge evidence is applied in the workplace.

Principles of assessment: Principles of assessment ensure quality outcomes. There are four principles of assessment – fair, flexible, valid and reliable.

Recognition: Recognition is an assessment process where learners match their previous training, work or life experience with the performance and knowledge evidence outlined in the units of competency relevant for a qualification.

Reliable/reliability: Reliability is one of the principles of assessment. It means that assessment must have a common interpretation.

Rules of evidence: Rules of evidence guide the collection of evidence. There are four rules of evidence – it must be valid, sufficient, current and authentic.

Skill sets: Skill sets are single units of competency or combinations of units of competency that link to a licence, regulatory requirement or defined industry need. They build on a relevant qualification.

Standards for NVR Registered Training Organisations 2011: The Standards for NVR Registered Training Organisations superseded the AQTF in some jurisdictions in July 2011. They are designed to ensure nationally consistent, high-quality training and assessment services for the clients of Australia’ s vocational education and training (VET) system.

Sufficient/sufficiency: Sufficiency is one of the rules of evidence. Sufficiency of evidence means there is enough to satisfy the unit/s of competency.

Training and assessment strategy: A training and assessment strategy must be developed by training organisations for all their training programs. It is a framework that guides the learning requirements.

Valid: The term valid relates to the rules of evidence and principles of assessment. It means meeting the unit/s of competency’s performance and knowledge evidence requirements.

Validation of assessment: Validation of assessment means a range of assessors must review, compare and evaluate assessments and assessment processes on a regular basis to ensure they meet the unit/s of competency assessed. The evaluation process must be documented and form part of the RTO’s continuous improvement process.

VET Quality Framework: The VET Quality Framework superseded the AQTF in some jurisdictions in July 2011. It is aimed at achieving greater national consistency in the way providers are registered and monitored and in how standards in the VET sector are enforced.
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