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Introduction to the course 
Choosing to study for a BTEC Level 3 National Information Technology 

qualification is a great decision to make for lots of reasons. This qualification is 

a further step towards a career in the IT industry. The IT industry is an exciting 
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and constantly changing one with a wide range of opportunities – from 

working in computer games development to working with robotic systems or 

supporting scientists in combating global warming. The opportunities are 

endless. 

 

Your BTEC Level 3 National in Information Technology is a vocational or work-

related qualification. This doesn’t mean that it will give you all the skills you 

need to do a job, but it does mean that you’ll have the opportunity to gain 

specific knowledge, understanding and skills that are relevant to your future 

career. 

 

Expectations 
 

Missing Lessons 

Students are expected to attend all lessons. If there is a circumstance where 

this is completely necessary students must speak to their teacher before the 

day to find out what they will be missing.  They must write up lesson notes 

(borrowing them from another student) and present this to their teacher at 

the start of the following lesson. This includes time out of school because of 

illness. 

 

Standard Ways of Working 

Students must keep all of their coursework saved on the school network. It is 

advisable to back this up on a memory stick but this should be a secondary 

copy. Students who lose work cannot be compensated with time.  Students 

are expected to keep their electronic documents in order, including using 

appropriate file names and a suitable folder structure. 

  

Equipment 

It is not essential, but may be beneficial to have a memory stick for backing 

up work and transferring homework to and from school. Students would also 

benefit from having a version of Microsoft Office on their home PC/laptop but 

this is also not essential. Students can make use of the ICT suites at lunch time 

and the study centre at any other time of day to do BTEC ICT work. 

 

Homework 

Homework for BTEC ICT is often preparing for coursework and as such students 

should be aware that if they do not complete homework task that they will be 

disadvantaged when their coursework is submitted for marking. 
 

Units to be studied 
Over the course of year 12, we will be covering 3 units. These units are: 

 

 Unit 1 - Communication and Employability Skills for IT  

 Unit 2 - Computer Systems  

 Unit 8 – E-Commerce 

Unit 1 – Communication and Employability skills for IT 
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Non-technical skills and attitudes, known as soft skills, and the technical skills 

and knowledge required for specific jobs in IT are key to employability. Soft 

skills are those skills relating to an individual’s ability to communicate and work 

effectively with others, to use appropriate language, be dependable and 

conscientious, and to generally behave in an acceptable manner in the 

workplace. Soft skills complement hard skills, which are the knowledge, 

understanding and technical skills required to do a job. 

 

In this unit learners will come to appreciate the soft skills they need to develop 

to become effective employees. Learners will identify and consider their own 

soft skills and, through practise, improve these skills. 

 

Communication skills are key to success in any sector but are particularly 

important in highly technical sectors, such as IT, where the language used 

can become full of jargon. It is important that learners are able to 

communicate with non-technical staff and understand when different types 

and vehicles of communication are appropriate. 

 

IT provides specific software packages and advanced tools that can be used 

to improve the effectiveness of communications. Through this unit learners will 

be able to improve their general communication skills and ensure that they 

understand how to exploit specific application packages and tools. 

 

All individuals, whether learners or employees, must accept the need for 

continual self-development to maintain their effectiveness. For this reason, 

learning outcome 4 involves the use of personal development plans which 

can be used to capture and track training needs, and the accumulation of 

new skills and knowledge. 

 

Learning Aims 
 

In this unit you will:  

 

 Understand the personal attributes valued by employers 

 Understand the principles of effective communication 

 Be able to use IT to communicate effectively 

 Be able to address personal development needs. 

 

 

 

 

 

 

 
Unit 2 - Computer Systems  
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At some stage most IT professionals will have to set up and customise a 

computer system or systems. To do so effectively they will need to understand 

the components that make up computer systems. The operating system 

interacts with the hardware and software components in order to make a 

functioning machine. 

 

In this unit learners will consider a range of hardware and come to 

understand the technical specifications of components. There are a number 

of different operating systems, despite the dominance of the Microsoft 

operating system, and learners will explore at least one other. In terms of 

software, the operating system itself often provides utility programmes that 

assist the user in managing the machine. Other third party software utility 

programmes such as virus checkers are also used extensively. This unit 

considers both types of utility software. 

 

IT professionals will often be asked to recommend systems for varied user 

needs. There are many different manufacturers of computer systems and 

each manufacturer produces a wide range of models with different 

specifications. Deciding which particular model is appropriate for a given 

situation depends on a variety of factors. These factors are explored in this 

unit so that learners can make informed choices when recommending 

computer systems. 

 

IT professionals also need to develop the skills required to install and configure 

computer systems. A large part of this unit will involve practical work in 

installing hardware components and software, configuring systems to meet 

specific requirements and testing to ensure a fully functioning system is 

produced. 

 
 

Learning Aims 
 

In this unit you will:  

 

 Understand the components of computer systems 

 Be able to recommend computer systems for a business purpose 

 Be able to set up and maintain computer systems. 
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Unit 8 – E-Commerce 
 

One of the most important developments in business in recent times has been 

the increasing use of e- commerce. It has revolutionised many marketplaces 

and opened up opportunities never before imagined. Businesses that are not 

exploring the use of e-commerce are in danger of finding themselves being 

overtaken by those who are utilising this technology. E-commerce uses the 

internet to build and enhance relationships with customers, partners and 

other businesses. This can involve processing orders electronically, handling 

customer service and cooperating with business partners. 

 

E-commerce can be conducted using the internet, intranets, extranets, or a 

combination of these. 

 

The unit starts by looking at the technologies needed to operate e-

commerce, ie the hardware, software and networking required for an e-

commerce system to be implemented. Different categories of e-commerce 

such as e-tailers (those operating only online) and financial services, and the 

benefits and drawbacks for organisations of using e-commerce are 

considered. Attention is given to issues such as legislation and promotion. How 

do you get your company to the top of search lists? Security is a big issue as it 

affects customer trust. The unit considers the payment systems available and 

how they compare. 

 

The social implications are considered. For example, the introduction of online 

shopping has changed our shopping habits and has benefited the 

housebound and those living a long way from shopping centres. 

 

Finally, after assessing commercial sites, learners will bring all their learning 

together to develop an e-commerce strategy for a new business. 

 

 

Learning Aims 
 

In this unit you will:  

 

 Know the technologies required for an e-commerce system 

 Understand the impact of e-commerce on organisations 

 Understand the effects of e-commerce on society 

 Be able to plan e-commerce strategies. 
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Schemes of learning 

 
Year 12 Topic Title and unit What students will be learning 

Term 1 and 

Term 2a 

Unit 1 – 

Communications and 

employability skills for 

IT.  

Taught by Miss Nicola 

 

 

Unit 2 – Computer 

systems 

Taught by Mrs Nessa 

Unit 1: 

Understand the personal attributes valued by 

employers 

Understand the principles of effective 

communication 

Be able to use IT to communicate effectively 

Be able to address personal development needs. 

Unit 2: 

Understand the components of computer systems 

Be able to recommend computer systems for a 

business purpose 

Be able to set up and maintain computer systems. 

 

Term 2b + 

Term 3a 

Unit 8 – E-Commerce 

Taught by Miss Nicola 

& Mrs Nessa 

Know the technologies required for an e-

commerce system 

Understand the impact of e-commerce on 

organisations 

Understand the effects of e-commerce on society 

Be able to plan e-commerce strategies. 

 
Calendar of deadlines 

 
Unit 1 Deadlines: 

 

Deadline Week Ending: Task 
Friday 4th September Summer Task 

Friday 23rd October Task 1 

Friday 18th December Task 2 

Friday 12th February  Task 3 

 
Unit 2 Deadlines: 

 

Deadline Week Ending: Task 
Friday 4th September Summer Task 

Friday 23rd October Task 1 

Friday 18th December Task 2 

Friday 12th February  Task 3 

 
Unit 8 Deadlines: 

 

Deadline Week Ending: Task 
Thursday 24th March Task 1 

Friday 8th April Task 2 

Friday 1st May Task 3 
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Assessment Schedule 

 
This qualification does not require you to sit any examinations. However, your 

progress will be monitored against your target minimum grade in the following 

ways:  

 

- Half-termly folder checks  

- First- draft and final draft coursework levels  

- Ability to meet deadlines consistently  

- Homework tasks  

- Research topics  

 

Students who are considered to be working below the standard expected by 

their teacher, in terms of working at a level below their target minimum 

grade, poor attendance, poor punctuality, poor effort, can expect to face 

the following interventions:  

- Compulsory coursework club after school every week  

- Contact home  

- Contact with Head of Department, Form Tutor and Director of Learning  

- Interview with parents  

 

There is an assessment plan for your course which outlines deadlines 

throughout the academic year.   

 

Only one submission is allowed for each assignment.  

The assessor must formally record the assessment result and confirm the 

achievement of specific assessment criteria. Assessment criteria in each unit 

are assessed once only. 

 

Because every assignment contributes to the final qualification grade, it may 

be appropriate for the Lead Internal Verifier to authorise one opportunity for a 

learner to resubmit evidence to meet assessment criteria targeted by an 

assignment.   There is a deadline for resubmission within 10 working days of the 

learner receiving the results of the assessment 
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Malpractice / Plagiarism 

 
Definition: to take and use someone else’s work and pass it off as one’s own. 

This includes text books, web sites, other student’s work and tutors’ notes. 

 

THIS IS NOT ACCEPTABLE!! 

 

Any student found committing plagiarism will: 

 

 Have their work deemed invalid 

 Not have their work graded (this could have a serious impact 

on your final grade) 

 Be given an additional assignment 

 

If you have been found copying work from another student then this could 

result in you being asked to leave the course or not have your results 

submitted to the examination board. 

 

Text books and web sites should be used NOT to prevent you from thinking 

but to stimulate thoughts of your own. 

 

If you want to emphasise a point by using excerpts from someone else’s work, 

put their words in quotation marks and give them the credit by naming the 

source. 

 

ALWAYS INCLUDE A BIBLIOGRAPHY AT THE BACK OF YOUR WORK 

 

Attempting to or actually carrying out any malpractice activity is not 

permitted by Edexcel. The following are examples of malpractice by learners; 

this list is not exhaustive and other instances of malpractice may be 

considered by Edexcel at its discretion:  

 

• plagiarism by copying and passing off, as the learner’s own, the whole or 

part(s) of another person’s work, including artwork, images, words, computer 

generated work (including Internet sources), thoughts, inventions and/or 

discoveries whether published or not, with or without the originator’s 

permission and without appropriately acknowledging the source  

 

• collusion by working collaboratively with other learners to produce work 

that is submitted as individual learner work. Learners should not be 

discouraged from teamwork, as this is an essential key skill for many sectors 

and subject areas, but the use of minutes, allocating tasks, agreeing 

outcomes, etc are an essential part of team work and this must be made 

clear to the learners  

 

• impersonation by pretending to be someone else in order to produce the 

work for another or arranging for another to take one’s place in an 

assessment/examination/test  

 

• fabrication of results and/or evidence  
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• failing to abide by the instructions or advice of an assessor, a supervisor, an 

invigilator, or Edexcel conditions in relation to the 

assessment/examination/test rules, regulations and security  

 

• misuse of assessment/examination material  

 

• introduction and/or use of unauthorised material contra to the requirements 

of supervised assessment/examination/test conditions, for example: notes, 

study guides, personal organisers, calculators, dictionaries (when prohibited), 

personal stereos, mobile phones or other similar electronic devices  

 

• obtaining, receiving, exchanging or passing on information which could be 

assessment/examination/test related (or the attempt to) by means of talking 

or written papers/notes during supervised assessment/examination/test 

conditions  

 

• behaving in such a way as to undermine the integrity of the 

assessment/examination/test  

 

• The alteration of any results document, including certificates 
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BTEC Appeals procedure 

 
Every student has the right to appeal against an assessment decision. A 

student wishing to challenge an assessment decision should follow this 

procedure: 

 

1. Normal procedures for the return of work, i.e. the tutor has discussed 

their assessment decisions with the student and given feedback. 

 

2. The student should then resubmit the work to the Programme Leader 

with the reasons for challenging the decision written on a sheet of 

paper. This must occur within 7 days of receiving the feedback. 

 

3. The Programme Leader will then refer the work to the appropriate 

Internal Verifier (if this has not already happened) who will re-assess the 

decision(s). If there is a discrepancy the Internal Verifier will discuss it 

with the tutor before making any comments to the student. If the Tutor 

and Internal Verifier reach agreement, the assessment decision will be 

amended and the work returned to the student. 

 

4. If the Tutor does not agree with the changes suggested by the Internal 

Verifier OR the student does not agree with the decision, a further 

appeal must be made within 7 working days. It will be referred to the 

Centre Quality Nominee who will convene a panel of three 

independent Assessors and/or Internal Verifiers, to include a member 

of the School Leadership Team, who will make a final decision. 

 

The Centre Quality Nominee (Miss Allen) will keep a log of all appeals will be 

notified to him/her by the Programme Leaders 
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9. STUDENT AGREEMENT 
 

I have read and agree to the terms and conditions of my course. 

 

Student Name:  ________________________ 

 

Student Signature:  ________________________ 

 

Date:    ________________________ 
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Useful websites 

 
Unit 1: 

 

http://a38442.edublogs.org/2011/10/19/task-2b-p1-understand-the-personal-

attributesattitudes-valued-by-employers/ 

 

Learning Style Links: 

http://brainboxx.co.uk/a3_aspects/pages/VAK_quest.htm  

http://www.bbc.co.uk/keyskills/extra/module1/1.shtml 

 

Useful Websites: 

http://www.cornerstoneondemand.com/explanation-learning-styles 

http://www4.ncsu.edu/unity/lockers/users/f/felder/public/ILSdir/styles.htm  

http://serc.carleton.edu/NAGTWorkshops/earlycareer/teaching/learningstyle

s.html  

http://www.vark-learn.com/English/page.asp?p=questionnaire  

http://marynabadenhorst.global2.vic.edu.au/differentiated-

instruction/learning-styles-tools/  

http://www.youtube.com/playlist?list=PLlkjlOrbx_vYjTxH0CZ5G0nVx-ahQ446Q 

 

Unit 2: 

 

http://www.prepressure.com/library/technology/raid 

 

 

Unit 8: 

 

http://contentedwriter.com/describe-the-technologies-required-for-e-

commerce/ 

www.thegeekstuff.com/2011/11/tcp-ip-fundamentals/ 
www.cio.com/article/735101/15_Ways_to_Protect_Your_Ecommerce_Site_Fro

m_Hacking_and_Fraud 

www.theregister.co.uk/2006/07/13/ebay_oks_nochex/ 

www.nochex.com/index.html 
www.sqa.org.uk/e-learning/ECIntro02CD/page_01.htm 

www.ico.gov.uk 

 www.w3.org 

 
Textbooks 

 

Chaffey D – E-business and E-Commerce Management, Second Edition (FT 

Prentice Hall, 2003) ISBN-10 0273683780, ISBN-13 978-0273683780 

Malmsten E, Leander K, Portanger E and Drazin C – Boo Hoo: A Dot.com Story 

(Random House Business Books, 2002) ISBN-10 0099418371, ISBN-13 978-

0099418375 

Vise D – The Google Story (Pan, 2008) ISBN-10 0330508121, ISBN-13 978-

0330508124 

 

http://a38442.edublogs.org/2011/10/19/task-2b-p1-understand-the-personal-attributesattitudes-valued-by-employers/
http://a38442.edublogs.org/2011/10/19/task-2b-p1-understand-the-personal-attributesattitudes-valued-by-employers/
http://brainboxx.co.uk/a3_aspects/pages/VAK_quest.htm
http://www.bbc.co.uk/keyskills/extra/module1/1.shtml
http://www.cornerstoneondemand.com/explanation-learning-styles
http://www4.ncsu.edu/unity/lockers/users/f/felder/public/ILSdir/styles.htm
http://serc.carleton.edu/NAGTWorkshops/earlycareer/teaching/learningstyles.html
http://serc.carleton.edu/NAGTWorkshops/earlycareer/teaching/learningstyles.html
http://www.vark-learn.com/English/page.asp?p=questionnaire
http://marynabadenhorst.global2.vic.edu.au/differentiated-instruction/learning-styles-tools/
http://marynabadenhorst.global2.vic.edu.au/differentiated-instruction/learning-styles-tools/
http://www.youtube.com/playlist?list=PLlkjlOrbx_vYjTxH0CZ5G0nVx-ahQ446Q
http://www.prepressure.com/library/technology/raid
http://contentedwriter.com/describe-the-technologies-required-for-e-commerce/
http://contentedwriter.com/describe-the-technologies-required-for-e-commerce/
http://www.thegeekstuff.com/2011/11/tcp-ip-fundamentals/
http://www.theregister.co.uk/2006/07/13/ebay_oks_nochex/
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Summer Task for Unit 1 – Miss Nicola 

 
TASK 1 – Personal attributes P1  
 
Create a booklet that explains why employers value particular employee 

attributes. You must include eight attributes from the following ensuring you 

include at least one from each section: 

 

Section 1: Specific job-related:  

 

 technical knowledge (hardware, software, security) 

 working procedures and systems (health and safety, data protection, 

company policies) 

 

Section 2: General:  

 

 planning and organisational skills 

 time management 

 team working 

 verbal and written communication skills 

 numeric skills and creativity 

 

Section 3: Attitudes:  

 

 determination 

 independence 

 working with integrity 

 tolerance 

 dependable 

 problem solving 

 leadership skills 

 confidence 

 self-motivation 

 

Remember that the booklet does not need to explain the meaning of an 

attribute, but why it is valued by an employer.  

 

Guidance 

You are advised to research wherever possible and use correctly 

referenced sources. 
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Summer Task for Unit 2 – Mrs Nessa 

 
Task 1 - Decoding the Jargon P1 
 
 

Create an interactive presentation which lists the hardware components of a 

computer and explain the function of each part. 

 

The list of components to include in your media product is outlined below: 

 

 

 Processors; motherboard; BIOS; power supply; fan and heat sink or 

cooling; hard drive configuration and controllers e.g. SATA, IDE, EIDE, 

master, slave; ports e.g. USB, parallel, serial; internal memory e.g. RAM, 

ROM, cache; specialised cards e.g. network, graphic cards 

 

 Peripherals: output devices e.g. monitor, printer, plotter; input devices 

e.g. camera, scanner; cabling e.g. coaxial, optical, twisted pair 

 

 Backing storage: types e.g. disks, pen drives, optical media, flash 

memory cards; portable and fixed drives; performance factors e.g. 

data transfer rate, capacity 

 


