AQA-C&G IT DIPLOMA: PRINCIPAL LEARNING LEVEL 2, UNIT 3: EFFECTIVE COMMUNICATION      YEAR OF EXAMINATION:      
	Centre Number      
	Candidate Name      
	Assessor      
	Total Mark      
	     /48

	
	Candidate Number      
	Moderator      
	Moderator's Mark      
	     /48


Assessment criteria topic 1: Effective communication (12 marks)
	0-1 mark
	2 marks
	3 marks

	1
	Candidate produced a research report which includes some descriptions of different communication media and how they are used
	Candidate produced a research report which includes descriptions of different communication media and how they are used, and which shows some appreciation of how effective they are in the given organisations
	Candidate produced a research report which includes well illustrated descriptions of the use of different communication media and their relevance and value to the given organisations

	1 
	Location of evidence, including page number:      
Comments:      

	Mark

     

	
2
	Candidate showed a limited understanding of how communications in the given organisations may change in the future
	Candidate showed understanding of how communications in the given organisations may change in the future
	Candidate produced a conclusion which shows a good understanding of how and why communications in the given organisations may change in the future

	2 
	Location of evidence, including page number:      
Comments:      

	Mark

     


	0-1 mark
	2 marks
	3 marks

	3
	Candidate showed a basic understanding, throughout the work, of what makes communication effective
	Candidate showed an understanding of what communicating effectively means, and their personal evaluation shows how they have put this into practice and learnt from the experience
	Candidate has been able to communicate effectively and understood the importance of doing so; has also produced an evaluation which shows a good understanding of the importance of listening as well as speaking

	3 
	Location of evidence, including page number:      
Comments:      

	Mark

     

	4
	Candidate attempted to communicate effectively
	Candidate communicated effectively in some situations


	Candidates demonstrated their ability as a good communicator in a range of situations

	4 
	Location of evidence, including page number:      
Comments:      

	Mark

     


Assessment criteria topic 2: English in business contexts (12 marks)
	0-1 mark
	2 marks
	3 marks

	5
	Candidate produced a presentation which shows some use of correct English
	Candidate produced a presentation which uses correct English in most aspects, but not always effectively
	Candidate produced a presentation which demonstrates a good understanding of how to use correct English effectively

	1 
	Location of evidence, including page number:      
Comments:      
 
	Mark

     


	6
	Candidate produced supporting documentation which showed some use of correct English
	Candidate produced supporting documentation which uses correct English in most aspects, but not always effectively
	Candidate produced supporting documentation which demonstrates a good understanding of how to use correct English effectively

	2 
	Location of evidence, including page number:      
Comments:      

	Mark

     


	7
	Candidate produced an evaluation which shows some evidence of informal communication
	Candidate’s evaluation includes informal documents, or other records of informal communication, which show an appropriate use of English
	Candidates evaluation showed an understanding of when to use informal communication and the candidate achieved this using a range of appropriate media

	3 
	Location of evidence, including page number:      
Comments:      

	Mark

     


	8
	Candidate produced an evaluation which contains limited use of correct English for formal documents
	Candidate’s evaluation includes formal documents, or other records of formal communication, which show an appropriate use of English
	Candidates evaluation showed an understanding of when to use formal communication and the candidate achieved this using a range of appropriate media

	4 
	Location of evidence, including page number:      
Comments:      

	Mark

     



Assessment criteria topic 3: Plan and use different communication media (12 marks)

	0-1 mark
	2 marks
	3 marks

	9
	Candidate produced a brief plan for the presentation, concentrating on the content
	Candidate produced a detailed plan for the content of the presentation
	Candidate produced a detailed plan for the content of the presentation, showing a clear understanding of how it is relevant to the audience

	5 
	Location of evidence, including page number:      
Comments:      

	Mark

     


	10
	Candidate has provided limited evidence of planning appropriate delivery methods and styles for the presentation
	Candidate has provided evidence of planning appropriate delivery methods and styles for the presentation
	Candidate has provided evidence of planning that shows what communication methods are appropriate to the audience and content, as well as the personal style required when delivering the presentation

	6 
	Location of evidence, including page number:      
Comments:      

	Mark

     


	11
	Candidate showed some consideration of the use of media and personal styles in their other communication
	Candidate has considered what media and styles of behaviour to use and when, for some of their other communications
	In addition candidate has considered improvements that could have been made to the planning and enablement of team communication

	7 
	Location of evidence, including page number:      
Comments:      

	Mark

     



	0-1 mark
	2 marks
	3 marks

	
12
	Candidate made an attempt to review their use of media and personal styles in their communications
	Candidate has reviewed their use of media and personal styles in their presentation in the light of feedback from the audience
	In addition candidate has shown an understanding of how their presentation could be improved 

	8 
	Location of evidence, including page number:      
Comments:      

	Mark

     



Assessment criteria topic 4: Successful team working in a business environment (12 marks)

	0-1 mark
	2 marks
	3 marks

	13
	Candidate has stated some factors necessary for a team to work successfully
	Candidate has described the factors that contribute to successful teamwork
	Candidate has explained the factors that contribute to successful teamwork, demonstrating an understanding that would enable their knowledge to be applied again in a different situation

	9 
	Location of evidence, including page number:      
Comments:      

	Mark

     


	
14
	Candidate has provided some evidence of giving feedback to others on performance or behaviour
	Candidate has provided evidence of giving useful feedback to others on performance or behaviour
	Candidate has provided evidence of giving useful feedback to others on performance and behaviour

	10 
	Location of evidence, including page number:      
Comments:      

	Mark

     


	
15
	Candidate has provided some evidence of receiving feedback from others on performance or behaviour
	Candidate has made changes to work to reflect feedback from other team members on performance or behaviour
	Candidate has responded constructively to feedback from other team members about performance and behaviour

	11 
	Location of evidence, including page number:      
Comments:      

	Mark

     



	0-1 mark
	2 marks
	3 marks

	16
	Candidate has shown a basic understanding of different behaviours and their relevance to team working
	Candidate has shown a good understanding of what is meant by leadership, negotiation or conflict resolution skills in relation to teamwork
	Candidate has understood and been able to apply effective leadership, negotiation or conflict resolution skills, in a number of situations

	12 
	Location of evidence, including page number:      
Comments:      

	Mark
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