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M‘w visible, larger font size 1 mark ]
Higher LEVEI Ca re JObS Name, Centre number, Candidate number
Vacancy_Ref Level Vacancy Title Duration  Training_Provider
SCAL5025 6 Manager In Adult Care 22 Urban Work Skills Ltd
SCAL5032 5 Social Care Worker 20  Urban Work Skills Ltd
CEDL4021 4 Childcare Assistant 12 Tawara Training Solutions
AEAL4022 4 Apprentice Tree Care Surgeon 24 Progress Learning Foundation
CEDL4015 4 Childcare Apprentice 18 PDJ Training
SCAL3029 4 Senior Healthcare Support Worker 15 Tatham College of FE
BADL4068 4 Care Administrator 13 Tawara Training Solutions
SCAL4024 4 Lead Practitioner In Adult Care 24 Alpha Work Skills Limited
SCAL4016 4 Health and Social Care Apprentice 18 Alpha Work Skills Limited
AEAL4021 4 Poultry Farming and Care Apprentice 24 Ultima Training Ltd
CEDL4002 4  Advanced Childcare Apprentice 36 Alpha Work Skills Limited
SCAL3021 4 Lead Adult Care Worker 18  Urban Work Skills Ltd
SCAL3028 3 Senior Carer 18 Tatham County Council
AEAL3017 3 Apprentice Canine Carer 18 Forder Valley Training Ltd
SCAL3015 3 Health and Social Care Apprentice 18 Headway Professional Training Services
SCAL3026 3 Personal Assistant Health and Social Care 18  Portway Training Ltd
CEDL3008 3 Childcare Apprentice 20 Alpha Work Skills Limited
AEAL3016 3 Animal Care Apprentice 24 Skillsnet Training Services
CEDL3025 3 Childcare Practitioner 18 Evergreen Learning Institute
SCAL3007 3 Care Assistant 24 Tatham County Council
BADL3069 3 Client Care Team Member 16  Alpha Work Skills Limited
SCAL3019 3 Healthcare Assistant 18 Tatham County Council
SCAL3031 3 Social Care Support Worker 9 Tatham County Council
AEAL3008 3 Horse Care Apprentice 15 Tawara Training Solutions
BADL3084 3 Medical Care Administrator Apprentice 12 Tawara Training Solutions
CEDL3022 3 Childcare Assistant 20 Tawara Training Solutions
AEAL3019 3 Poultry Husbandry and Care Apprentice 18  Training Plus Solutions
AEAL3020 3 Sheep Husbandry and Care Apprentice 18 Training Plus Solutions
SCAL3009 3 Community Care Practitioner Apprentice 15  Urban Work Skills Ltd
SCAL3023 3 Lead Care Assistant Apprentice 15  Urban Work Skills Ltd
SCAL3010 3 Early Years Childcare Apprentice 15 Tatham County Council

Search (31 records)
Level is >=3 1 mark
Vacancy _Title contains care 1 mark

Sort descending on Level 1 mark
Specified fields, correct order 1 mark
Portrait, fits one page only, all fields present, data and labels fully visible 1 mark
(all fields must be present to award this mark)
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Task 4 — Mail Merge Letter

Tawara Digimedia Ltd

15 Copthorne Way
CAMBRIDGE

CB11 8BQ

Tel: 01632 960253
Mobile: 07700 900601

— M a =

Merge Fields inserted — text and chevrons replaced, correct position, all with existing
spacing, formatting and punctuation maintained

16 April 2018 Fields «Title» | «Last_Name» | «Level», | «Position» inserted 1 mark
Fields «Time>, | «Interview_Day» | «Length» | «Contact_Person» inserted 1 mark
Fields «Wage» | «Probation» | «Trainer» inserted 1 mark
BY HAND Fields «Duration» | «Start» | «kEnd». Inserted 1 mark

Dear «Title» «Last Name»

Vacancy for: Level «Level», «Position»

Thank you for your application for the above training position. | am very pleased to inform you that
you have been shortlisted for this vacancy.

You are invited to attend for interview at «Time=, «Interview _Dayz. The interview is scheduled to
last approximately «Length®» minutes and will take the form of a discussion relating to information
presented on your application form and the opportunity for you to ask questions. Upon arrival at
reception please ask for «Contact Person».

Your starting salary will be eWage= per hour. You will be on probation for «Probation» months. Your
training and learning objectives will be laid out in a training plan. You will receive supervised on the
job training and will be released to attend «Trainer» for one day per week.

This training position is for a gDuration®» months’ term beginning gSiart» and ending «End=. Your
continued employment will depend upon successful completion of your training objectives each
year. On successful completion of your first year training objectives your salary will be increased to
80% of the fully trained starting salary for the remainder of your training. On successful completion
of your apprenticeship you will be offered a permanent position within the company.

Please contact main reception to confirm your attendance at the interview. A map showing the
location of the interview venue is enclosed.

We look forward to meeting you.

Yours sincerely

Name replaces Candidate Name
Joe Bloggs Name, centre number and candidate number in footer 1 mark
Managing Director

Enc

Name, Centre number, Candidate number
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Tawara Digimedia Ltd
15 Copthorne Way

CAMBRIDGE

CB118BQ

Tel: 01632 960253

Mobile:07700 900601

Email: enquiries@tawara.org.uk

Tawara Digimedia Ltd
15 Copthorne Way

CAMBRIDGE

CB11 8BQ

Tel 01632 960253

Mobile:07700 900601
Email:_enquiries@tawara.org.uk

16 April 2018

BY HAND

Dear Mr Sinclair

Vacancy for: Level 5, Cyber Intrusion Analyst

Thank you for your application for the above training position. | am very pleased to inform you that
you have been shortlisted for this vacancy.

You are invited to attend for interview at 10.15 am, Thursday 12 November. The interview is
scheduled to last approximately 45 minutes and will take the form of a discussion relating to
information presented on your application form and the oppertunity for you fo ask questions. Upon
arrival at reception please ask for Gurdeep Dasgupta.

Your starting salary will be £186.55 per hour. You will be on probation for 4 months. Your training
and learning objectives will be laid out in a training plan. You will receive supervised on the job
training and will be released to attend Tatham College of FE for one day per week.

This training position is for a 24 months’ term beginning 02/05/2021 and ending 02/05/2023. Your
continued employment will depend upon successful completion of your training objectives each
year. On successful completion of your first year training objectives your salary will be increased to
80% of the fully trained starting salary for the remainder of your training. On successful completion
of your apprenticeship you will be offered a permanent position within the company.

Please contact main reception to confirm your attendance at the interview. A map showing the
location of the interview venue is enclosed

We look forward to meeting you.

Yours sincerely

Joe Bloggs
Managing Director

Enc

Name, Centre number, Candidate number

16 April 2018

BY HAND

Dear Ms Singh

Vacancy for: Level 4, Software and Database Development Apprentice

Thank you for your application for the above training position. | am very pleased to inform you that
you have been shortlisted for this vacancy

You are invited to attend for interview at 10.00 am, Wednesday 4 November. The interview is
scheduled to last approximately 40 minutes and will take the form of a discussion relating to
information presented on your application form and the opportunity for you to ask questions. Upon
arrival at reception please ask for Emma Jones.

Your starting salary will be £192.40 per hour. You will be on probation for 3 months. Your training
and learning objectives will be laid out in a training plan. You will receive supervised on the job
training and will be released to attend Prospect College of FE for one day per week.

This training position is for a 28 months’ term beginning 0705/202 and ending 07/01/2023. Y our
continued employment will depend upon successful completion of your training objectives each
year. On successful completion of your first year training objectives your salary will be increased to
80% of the fully trained starting salary for the remainder of your tr ing. On successful completion
«of your apprenticeship you will be offered a permanent position within the company.

Please contact main reception to confirm your attendance at the interview. A map showing the
location of the interview venue is enclosed

‘We look forward to meeting you.

Yours sincerely

Joe Bloggs
Managing Director

Enc

Name, Centre number, Candidate number

Tawara Digimedia Ltd
15 Copthorne Way

CAMBRIDGE

CB118BQ

Tel: 01632 960253

Mobile:07700 900601
Email:_enquiries@tawara.org.uk

Dear Miss Warner

Vacancy for: Level 3, Website Content and Administrator

Thank you for your application for the above training position. | am very pleased to inform you that
you have been shortlisted for this vacancy.

You are invited fo attend for interview at 9.30 am, Thursday 12 November. The interview is
scheduled to last approximately 30 minutes and will take the form of a discussion relating to
information presented on your application form and the opportunity for you to ask questions. Upon
arrival at reception please ask for Peter Warne.

Your starting salary will be £146.35 per hour. You will be on probation for 2 months. Your training
and leamning objectives will be laid out in a training plan. You will receive supervised on the job
training and will be released to attend Optimega Business College for one day per week

This training position is for a 22 months’ term beginning 09/06/2021 and ending 09/04/2023. Your
continued employment will depend upon successful completion of your training objectives each
year. On successful completion of your first year training objectives your salary will be increased to
80% of the fully trained starting salary for the remainder of your training. On successful completion
of your apprenticeship you will be offered a permanent position within the company.

Please contact main reception to confirm your attendance at the interview. A map showing the
location of the interview venue is enclosed

We look forward to meeting you.

Yours sincerely

Joe Bloggs
Managing Director

Enc

Name, Centre number, Candidate number

© UCLES 2018
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Task 5 — Presentation
stIideS imported, title and bullet layout, no changes to text, \

blank slides, no overlap of items 1 mark

Master slide items

(must be same position/size on all slides, minimum 3 slides)

Logo appears on all slides, resized, consistent position and size 1 mark

Name, centre no and candidate no — any position

@to slide numbers top right (penalise other features) 1 mark J
Main reasons for taking up apprenticeships
Learners’ evaluation of - gains quification
. By PN = enterinto or progressin a specific career

a])])re’laceﬁ]fips = a good way to develop work-related skills

Summary of key findings by: Joe Bloggs = wanted to be paid whilst training
= employer requirement
= need to develop skills due to promotion at work
= personal development/interest

Slide 1 changed to title slide layout, centred,
title larger than subtitle, name inserted 1 mark
Average duration by subject area Main skills gained

= more appropriate skills/knowledge for area of work (92%)

= being better at their job (86%)

= improved career prospects (85%)
= greater job satisfaction (79%)

= increased responsibility (77%)

= better job security (77%)

= received a payrise (50%)

= had been promoted (32%)

s, Corera s Carvteuen rariser

; adhering to government « skills/knowledge gained beneficial for range of jobs/industries (83%)
i guidelines « better able to work with others (83%)
- + longest durations in = English skills improved (63%)
Engineering, Science, - ITskills i d (62%
Construction and Agriculture IT skills |r.npr.0ve (622)
"" » shortest durations in Leisure * Mathsskills improved (61%)
and Business
Benefits to career Employment status at point of survey

= 74% employed full-time

= 14% employed on a part-time basis (common in Education and Health
apprenticeships)

= 4% self-employed
= 3% in education

= 5% were unemployed (relatively high levels in ICT, Agriculture, Arts
and Media)

« Engineering, Construction, Retail, Health and Business
apprenticeships were the most likely to be in work (95% to 91%)

s, Corera s Carvteuen rariser

© UCLES 2018
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EVIDENCE DOCUMENT

Step 1 — EVIDENCE 1 File saved as EMPGUIDE with evidence of file type 1 mark ]
[ Mame " Date modified Type
{5 EMPGUIDE.doex 16/04/2018 16:26 Microsoft Werd Document 46 KB
Step 3 — EVIDENCE 2
Medify Style ? ®
Properties
MName: SP-Subhead
Style type: Paragraph ~
Style based on: T Normal ~
Style for following paragraph: | 77 SP-Subhead ~
Formatting
Times New Roman~ |14 &/ B I U Automatic v
— e SP-Subhead text style created, named correctly, based on
e = = normal/default paragraph style 1 mark
Serif, 14pt, underline, all capitals (penalise extra here) 1 mark
DURATION AND HOURS OF WORK .
Centre aligned, Opt space before, 6pt space after 1 mark
Font: Times New Roman, 14 pt, Underline, All caps, Centered, Space
After: 6 pt, Style: Show in the Styles gallery
Based on: Normal
(® Only in this document () New documents based on this template
Format ~ Cancel

Step 4 — EVIDENCE 3 Original — prior to changes:

Modify Style ? X Modify Style ? X
Properties Eopeilies
Mame: SP-Subtitle
Name: SP-Subtitle
Style type: Paragraph ~
Style type: Paragraph w
e P grap Style based on: T Mormal ~
Style based on: 1 Normal

Style for following paragraph: | T SP-Subtitle
Style for following paragraph: 1 SP-Subtitle

Formatting 3
"
e =i Arial v[1afv] B 1 |U Automatic | v :
Times New Roman|~| |30 |~|| B | T | U Automatic w == = = — = 1= 42| = =
= = [=F = 0 = = 1= 4= | o= 5=
= = = E S = = i= sz | = =
Produced by:

Produced by: Candidate Name

Font: 14 pt, Underline, Space h
After: 12 pt, Style: Show in the Styles gallery 1
Based on: Normal

Font Times New Roman, 30 pt, Italic, Right, Style: Show in the Styles gallery
Based on: Mormal

E7l add to the Stules gallery [ ] Automatically undate

SP-Subtitle style modified — now serif 30pt,
italic, right aligned no space before and after 1 mark
(check 12pt space after changed/no longer displayed)

Add to the Styles gallery D Automatically update

®

t O Mew documents based on this template

Format =

Step 5 — EVIDENCE 4

Styles M

Clear All

Style list

4 Styles correctly created, named and saved 1 mark
(SP-Main, SP-Subhead, SP-Content, SP-Table)

Marmal
S5P-Content
SP-Main
5P-5ubhead
| sP-subtitie
SP-Table

2 - -

=l

=
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Step 20 — EVIDENCE 5
] = SPZAPPRENT
Field Name Data Type
Level Mumber
Vacancy_Title Short Text
¥ vacancy_Ref Short Text DB Structure — SP2APPRENT table
E'GS':E—D“E Eatef'me Field names as given, correct data types 1 mark
o 'Li,r;ge CLT:E:C; (penalise D field)
Town Short Text Vacancy_ Ref set as primary key 1 mark
Employer_Name Short Text
Technical_Area Short Text
Trainer_Code Short Text
Day_Release Yes/No
Step 21 — EVIDENCE 6
] =] SP2TRAINER
Field Mame Data Type
#  Trainer Ref Short Text
Training_Provider Short Text DB Structure — SP2TRAINER table
Add 1 Short Text Field names as given, Trainer_Ref set as
Add 3 Short Text primary key, all data types set as text 1 mark
Contact_MName Short Text
Telephone Short Text
Step 22 — EVIDENCE 7
Edit Relationships ? *
Table/Query: Related Table/Query: I oK I
SPATRANGR v SRRV e One—-to—Many relationship between
rremer el Tmner ot g —— Trainer_Ref and Trainer_Code fields 1 mark
[1Enforce Referential Integrity IR
Cascade Update Related Fields
Cascade Delete Related Records /
Relationship Type: One-To-Many
Step 23 — EVIDENCE 8
I :3-| Apprenticeship Vacancwes‘ s
e I i R e Rl ! Ve e e e e AR Ve el e 1 T e e PrOpertySheet *
Pyt Selection type: Option Group
E | Frame23 v
- |lApprenticeshijp Vaca‘ncies —
1
:- | Cantrol Source
& Detail Default Value
F | | Validation Rule
= Validation Text
1' !_E‘ el Level Enabled Yes
E; I I Locked Na
z |a ancy_[Title Vacancy_Title
2 I I I I
- |a ancy [Ref Vacancy_Ref
3 T T T
| I Closing_Date Radio buttons used for Day_Release with
[ St evidence of values stored in the correct field 1 mark
5: I:‘r h \Wape Prob_Wage
e Ci—
E |E~ ploye[_Narme Employer_Name
?_ I‘I’e hnica|_Ared Technical_Area
S; iTra ner Jode 'Il'raineri_Code‘ _j///_
s —.Pa- Release | h | i
i LELE sl :i Yes
0 i
& Form Footer ) )

© UCLES 2018
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Step 24 — EVIDENCE 9

5| Apprenticeship Vacancies

Record: M 4 |5050f505 | » M}

Apprenticeship Vacancies

search 4

7]
Leve 4
Vacancy_Title Software Tester
Vacancy_Ref DIGL4051 . . .
) Columnar form created, correct fields, field headings
closine bate 0-Apr2l left aligned, fields/data fully visible 1 mark
buration 16 Field sizes appropriate for data (height & width),
Prob_Wage €135.65 fields consistently aligned, evenly spaced 1 mark
Town Basildon New record in form, accurate data entry 1 mark
Employer_Name Tawara Digimedia Ltd
Technical_Area Digital
Trainer_Code LPOABOL
Day_Release

Step 27 — EVIDENCE 10

0 Name Date

"L Higher Level Care Jobs.pdf 16/04/2018 17:24 Adobe Acrobat Docurment 181KE

Report exported and saved in pdf format 1 mark ]
Ype TZE Tags

Step 28 — EVIDENCE 11

{ DATE \@ "dd MMMM yyyy" \* MERGEFORMAT }

Today's date field used, correct format dd MMMM yyyy 1 mark ]

Step 31 — EVIDENCE 12

Query Options ? *
¢ Sort Records
Field: Comparison: Compare to:
Technical_Area ~ | |Equal to ~ | |Digital
And |+~ | Level ~ | | Greaterthan or equal |~ |3
And |~ ~
Automated filter to select Technical _Area is Digital
and Level is 3 or more 1 mark
LClear All Cancel
© UCLES 2018 Page 17 of 18
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