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IT User SVQ — Level 1

Unit Title — DJ5A 04 Internet and Intranets 1

NB:  It is possible to achieve this unit by APA, however, the relevant evidence must be referenced within the portfolio

	Skills and Techniques

	a
Searching for information

Expansion — Using a search engine to find and select appropriate information.  Using suitable techniques to make it easier to find useful information again (eg bookmarks or favourites) and to pass it on to others (eg sending web pages and web links via e-mail).  Keeping records of where useful information came from.  Saving the results of searches, so useful information can be found again.


NB:  A selection from the list is required, although the list is not exhaustive.

	b
Finding and evaluating information

Expansion — Choosing the source that is most likely to provide the information needed.  Locating information from various sources.  Choosing information that is appropriate for what is needed.


NB:  A selection from the list is required, although the list is not exhaustive. 

	c
Exchanging information in line with ‘netiquette rules’

Expansion — Following the rules of ‘netiquette’ when communicating with others.


	Knowledge and Understanding (K & U)

	1
What connection methods can be used to access the internet and intranets.  How to connect to an intranet.  What different types of hardware, software and connections can be used to access the internet.

	2
What the basic browser facilities are and how to use them.  How to reach useful information quickly.  How to send information from the browser to others via e-mail.  How to find the full web address for information.  How to download images and files.  How to complete on-line forms.

	3
What information and other opportunities are available.  The different types of information, such as: factual information, creative work, opinions and information that is continually updated (or live) and interactive information; sources for finding information, such as guides and directories; and search engines to help find information.

	4
What internet security risks there may be.  What risks there may be in downloading documents and software.  Risks in sharing information such as personal details.

	5
What laws and guidelines there are about using IT.  What laws and guidelines affect day-to-day use of IT, such as about Data Protection, Equal Opportunities, Disability, Health and Safety, Copyright and guidelines set by individual employers or oganisations.  
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NB:  It is possible to achieve this unit by APA, however, the relevant evidence must be referenced within the portfolio

	Use common connection methods to access, retrieve and exchange information from the Internet and the World-Wide-Web or an Intranet

	Ref

No.
	Evidence Description

(Minimum of two straightforward tasks)
	Skills and Techniques
	K & U
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	Unit complete

I confirm that all evidence (including knowledge and understanding), for the entire unit has been met.
Candidate Signature:
___________________________
Date:
____________
Internal Verifier Signature: 
_____________________

Assessor Signature:
___________________________
Date:
____________
Date Sampled (by IV):
_____________________
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