National 5 Qualifications
coursework Sqoﬂand
assessment task Teisteanasan Alba

National 5 Administration and IT

Assignment

Assessment task — Glenbraes Youth
Centre

Valid for session 2025-26 only.

We provide this assessment to centres in the strictest of
confidence. You must keep it in a secure place until it is used,
between sittings and until the end of the assessment period.

This edition: February 2026 (version 1.0)

© Qualifications Scotland 2026



Instructions for candidates

This assessment applies to the assignment for National 5 Administration and IT.

This assignment has 70 marks out of a total of 120 marks available for the course
assessment.

It assesses the following skills, knowledge and understanding:

+ using IT functions in word-processing/desktop publishing and presentations to produce
and process information

using technology for investigation
using technology for electronic communication
problem-solving

* & o o

administration theory

Your teacher or lecturer will let you know how the assessment will be carried out and any
required conditions for doing it.

In this assessment, you have to work through a series of tasks:

that assess the skills, knowledge and understanding listed above
within 3 hours (excluding printing time)

in a maximum of two sittings — if additional printing time is required, this should be
completed immediately after each sitting

This is a closed-book assessment. However, you can use the internet when specifically
instructed to do so.

Your teacher or lecturer will provide the following electronic files for you to use during the
assignment:

Advertising Presentation — a presentation file
Club Costs — a jpg file

Consent Form — a word-processing file

Dream, explore, achieve! — a word-processing file
Employees — a spreadsheet file

Final Week Itinerary — a word-processing file
Glenbraes Logo — a jpg file

Reviews — a word-processing file

Summer Bonanza — a word-processing file
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To-do list — a word-processing file
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Assessment Task

You are the Admin Assistant for Glenbraes Youth Centre. It runs a summer holiday club
called Summer Bonanza for primary school children.

The club will start on Monday 6 July 2026 and finish on Friday 7 August 2026. It will run
Monday to Friday each week, starting at 7.30 am until 6 pm. There will be different
activities at the club, such as football, basketball, dancing, drama, archery, crafts, board
games, cooking and day trips to popular tourist attractions.

The Youth Director, Jane Wyatt, has asked you to help her organise and promote the
holiday club.

Contact details are:

Glenbraes Youth Centre
50 Westhill Road

Bishopbriggs
Glasgow
G64 2QQ

Tel: 07719894864
E-mail: info@glenbraesyc.co.uk

Social media: @glenbraesyc

Slogan: Dream, explore, achieve!
Your teacher or lecturer will provide you with an e-mail address.

You must:

complete each task in order
action and delete all comments within files

display your name and task number on each printout
key-in or write your Scottish Candidate Number on all printouts
ensure that the e-mail printout shows evidence of sending

*® & & o o
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TO-DO LIST

You should use the following table to make sure you have all the printouts required.

YOUTH CENTRE

DREAM, EXPLORE, ACHIEVE!

. Marks Completed
Task | Printouts available )
1 Headed Paper 6
2 Poster 8
3 E-mail 6
4 Theory — Summer Bonanza 9
Presentation:
5 + handout — 6 slides per page 11
+ last 2 slides — full pages
6 Itinerary 7
Internet printouts:
7 ¢ bus times 6
+ walking directions
Mail Merge — Security Badge:
8 ¢ showing merge fields 7
+ showing merged security badge
E-diary:
¢+ weekly view
9 i . 6
¢ evidence of reminder
¢ task
10 Consent Form 4
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Task 1

You have received the following message from Jane. Save the document using the file
name Headed Paper and print a copy.

10:22 AM

0 ® 00O

Jane:

Create new headed paper using
the appropriate information. Use
a variety of text formats and
include our logo.

I'd like the slogan in the centre of
the footer.
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Task 2

Jane has started a poster to advertise the holiday club. Update the file Dream,
explore, achieve! following all instructions and using the information below.

Print a copy of the poster on one page.
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Task 3

Open the e-mail you have received and reply to Mrs Grandison, copying in Jane. Print
evidence of sending.

Task 4

Complete and print the file Summer Bonanza.
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Task 5

Jane has started the presentation that will be used to advertise the holiday club.
Update the file Advertising Presentation using the information below.

Print a copy of the whole presentation as a 6-slide handout and print the last 2 slides as
full page slides.

0
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Task 6

Jane has asked you to update the itinerary for the final week of the club.

Complete the file Final Week Itinerary following all instructions and using the
information below.

Print a copy of the completed file as a 4-page booklet.

\Shat!) €D Jane

Design a front cover.

Include the holiday club name, logo and start
and finish days and dates of the final week.

Border this page only.

Changes:

Balloon Battles will run in the empty sessions.

Tuesday, Junior Activities, 2 pm — change to Magic Painting.

The 2 Senior Activities straight after lunch on Thursday need swapped.

10:4

Add page numbers but not on first page.

Version 1.0 8



Task 7

You have received the following e-mail from Jane. Access the internet to find the
following information.

Print evidence showing suitable bus times and walking directions. Your printouts must
show all the search criteria.

Q
AV)
<l
\_/
I
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i Compose = Save Delete = Reply | Replyall | Forward | Flag | Block = Spam = Snooze | Mute = Moveto | Archive Find @ Label | Filter

L ¥ 1
Jane {k) Reply \ ““ Reply All‘ — Forward]
’ To: Admin Assistant Today 09:15

Subject: Dynamic Earth Visit

Hello

We are taking all the children to Dynamic Earth in Edinburgh, on Wednesday
5 August 2026.

We will travel by bus from Buchanan Bus Station, Glasgow to Edinburgh Bus
Station. We will leave the youth centre at 0900 hours. It will take us 20 minutes
to get to and from the youth centre to Buchanan Bus Station. We need to be
back at the youth centre by 1730 hours.

We will walk from Edinburgh Bus Station to Dynamic Earth so | need walking
directions.

Thanks

Jane
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Task 8

Create a security badge using the information below and mail merge using the file
Employees.

Print a copy of the security badge showing merge fields and one copy of a merged
security badge.
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Task 9

Jane needs the diary updated for the final week of the holiday club. Using the

information below and the file Final Week Itinerary, enter these events into the
e-diary, including locations, and create the task.

Print the e-diary in weekly view, evidence of the reminder and the task.
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Task 10

and using the information below.

Print a copy of the form on one page.

All children attending the holiday club must have a consent form filled in by a
parent/carer. Complete the form using the file Consent Form following the instructions

Summer Bonanza

CONSENT FORM

Child Details

Name of Child S

Date of Birth Needg &
Medical Conditions ACQ'\"-p’e_t b
e <
N d

Any Allergies?

Parent/Carer Details [a) NL\
Name of Parent/Carer Be. D'LQ

Address
Emergency Contact Number

| give consent for:

Tick

Photographs being taken of my child undertaking activities

Sun protection being applied when required

Appropriate first-aid being applied by the appointed first-aider

Mobile phones not being used during activities

Parent/Carer Signature

Signature

Date

Version 1.0
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Copyright acknowledgements
None

Administrative information

Published: February 2026 (version 1.0)

History of changes

Version | Description of change

Date

Security and confidentiality

This document can be used by practitioners in Qualifications Scotland approved centres for

the assessment of National Courses and not for any other purpose.

This document may only be downloaded from Qualifications Scotland’s designated secure

website by authorised personnel.
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