Stage 2 Information Processing and Publishing
Assessment Type 2: Issues Analysis

Technical and Operational Understanding
Will Laptops or I Pad’s suit our students and school?
Purpose

To demonstrate your ability to:

· understand, select, and use appropriate hardware and software for the completion of text-based communication tasks
· apply layout and design principles to the production of text-based documents or presentations
· understand, analyse, and evaluate the impact of social, ethical, and/or legal issues related to information-processing and publishing technologies.

Description of assessment

The College is considering the integration of mobile technology within the curriculum. Currently the College has a number of laptop pods, however, they are very interested in introducing the Apple iPad tablet technology. 

The College would like a report that compares laptops and the Apple iPad and a recommendation of which device to purchase. The report could include:

· Comparison and analysis of features between the two technologies
· Cost of each device

· Reliability

· Networking abilities

· Size and portability

· Software

· Suitability within a school environment
· Analysis and evaluation of the impact of relevant social, ethical, and/or legal issues.
Assessment conditions
A formal written report up to a maximum of 1000 words.

Due Date: ___________________

Report Format

1. Title Page including your SACE registration number, name, school, subject, assignment title, due date
2. Contents Page (not in the word count)
3. Introduction

4. Body of the Report with headings and perhaps subheadings, quotes and footnotes, diagrams, pictures, graphs, tables or figures may be included in the body with captions

5. Recommendations / Conclusions

6. Bibliography, Harvard Referencing: investigate a variety of sources i.e. at least 2 books, interviews, internet, articles and magazines. 

7. Appendices: ensure they are numbered and referred to in the body of the report. Include any interviews with librarians, teachers and university students.

Performance Standards for Stage 2 Information Processing and Publishing

	
	Understanding
	Development and Application
	Analysis and Evaluation

	A
	Comprehensive understanding of the most appropriate hardware and software for the completion of text-based communication tasks.

Comprehensive understanding of the design process in planning, producing, and evaluating text-based products.

In-depth understanding of the impact of social, ethical, and/or legal issues related to information-processing and publishing technologies.
	Discerning selection and highly proficient use of appropriate hardware and software in the completion of text-based communication tasks. 

Highly proficient application of manipulative and organisational skills in the use of information-processing technology.
Consistent and thoughtful application of layout and design principles to the production of text-based documents or presentations. 

Comprehensive and well-considered application of the design process in planning and producing text-based products.
	Perceptive and thorough analysis and evaluation of the impact of social, ethical, and/or legal issues most closely related to information-processing and publishing technologies.

Discerning and thorough evaluation of text-based products and the design process used.

	B
	Well-informed understanding of appropriate hardware and software for the completion of text-based communication tasks.

Well-informed understanding of the design process in planning, producing, and evaluating text-based products.

Well-considered understanding of the impact of social, ethical, and/or legal issues related to information-processing and publishing technologies.
	Well-considered selection and proficient use of appropriate hardware and software in the completion of text-based communication tasks. 

Proficient application of manipulative and organisational skills in the use of information-processing technology.

Thoughtful application of layout and design principles to the production of text-based documents or presentations.

Well-considered application of the design process in planning and producing text-based products.
	Well-considered analysis and evaluation of the impact of social, ethical, and/or legal issues closely related to information-processing and publishing technologies.

Well-considered evaluation of text-based products and the design process used.

	C
	Informed understanding of appropriate hardware and software for the completion of text-based communication tasks. 

Competent understanding of the design process in planning, producing, and evaluating text-based products.

Informed understanding of the impact of social, ethical, and/or legal issues related to information-processing and publishing technologies.
	Considered selection and use of appropriate hardware and software in the completion of text-based communication tasks. 

Competent application of manipulative and organisational skills in the use of information-processing technology.

Competent application of layout and design principles to the production of text-based documents or presentations.

Competent application of the design process in planning and producing text-based products.
	Considered analysis and evaluation of the impact of social, ethical, and/or legal issues related to information-processing and publishing technologies.

Competent evaluation of text-based products and the design process used.

	D
	Some recognition of hardware or software for the completion of basic text-based communication tasks.

Some understanding of basic aspects of the design process in planning, producing, and evaluating text-based products.

Awareness of some impacts of social, ethical, or legal issues that are partly related to information-processing and publishing technologies.
	Partial use of basic hardware or software in the completion of basic text-based communication tasks.

Some application of basic manipulative and organisational skills in the use of information-processing technology.

Some application of basic layout and design principles to the production of text-based documents or presentations.

Basic application of some aspects of the design process in planning and producing one or more text-based products.
	Some awareness of the impact of one or more social, ethical, or legal issues related to information-processing and publishing technologies.

Some basic assessment of text-based products, with some reference to the design process.

	E
	Identification of aspects of hardware or software related to text-based communication tasks.

Some recognition of limited aspects of the role of the design process in planning, producing, and evaluating text-based products.

Limited consideration of any issues that may be related to information-processing and publishing technologies.
	Attempted use of basic hardware or software in attempting text-based communication tasks.

Limited application of manipulative and organisational skills in attempting to use information-processing technology.

Attempted use of elements of layout and design principles in the attempted production of a text-based document or presentation.

Attempted application of one or more aspects of the design process in planning and attempting to produce a simple text-based product.
	Emerging awareness of one or more aspects of the impact of a social, ethical, or legal issue related to information-processing and publishing technologies.

Attempted description of one or more text-based products, with limited reference to the design process.


 Optional information for teaching and learning

How to Reference for a Bibliography

Books

Horsfall, M. 1997, Office Skills – A Practical Approach, McGraw-Hill Australia, Sydney.

TAFE, Module ITL201, Keyboarding, TAFE, Adelaide, South Australia.

Wilson, V. 1994, Modules for Keyboarders, Longman Australia Pty Ltd, Melbourne. 

CD-ROM
Occupational, Health and Safety (2001), Business Documents, [CD ROM], Open Access College, Marden, South Australia

Online/Internet 

Computer Virus FAQ for New Users (2001) [online], available on the Internet, 4 March: http://www.computervirus.com.htm

General information about ergonomics – what it is, how it works (2001) [online], available on the Internet, 13 March: http://www.sergonomics.com.au

Person/Interview

Practitioner Z. (2007), XYZ College, Adelaide, South Australia
Report Formatting

1. Increase the top margin by 6 single line spaces or 3 double line spaces.

2. Type in either single or double line spacing.

3. Be consistent in the style of headings and placing of the headings throughout the report.

4. Use either blocked or indented style paragraphs i.e. if double spaced use indented and if single spaced use blocked.

5. Number all pages other than the first. Go to File, Page Setup or Document layout,  go to Layout, choose different first page, so that header goes on second or third pages only. You then have to type your name in the footer on the first page manually.

6. Type page numbers at either the top or the bottom of the report, the bottom if report bound at the top.

7. Use the Harvard System to reference quotes in inverted commas or italics and the correct bibliographic conventions.

8. Use appendices to back up your information.

9. Proof-read it to ensure there are no mistakes.
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