Spreadsheet Assessment Criteria


	You need to produce the spreadsheets that you have been asked to so that your skills and knowledge of this area have been demonstrated. 


	Criteria
	Evidence Required
	Which spreadsheet demonstrates this evidence
	Comments (including Teacher’s signature as witness to safe working)

	1 – Plan the spreadsheet before creating it on your spreadsheet package.  Ensure you think about layout of rows and columns plus formulae. (EC)
	A plan for one of your more complicated spreadsheets.
	
	

	2 - Create and use suitable spreadsheet row heights, column widths, cell formats, titles, cell references, 
IF … THEN statements, arithmetic

functions and formulae. (EC)
	Spreadsheet laid out appropriately with good use of headings etc.

Functions such as these if appropriate:-

· IF…then

· Min/Max

· Average

· Count, Countif

Absolute cell references


	
	

	3 - Use your data-processing skills to enter data,

sort and produce different types of charts or line graphs. Use titles and appropriate graphs. (EC)
	Spreadsheet showing sorting has taken place.

At least two different charts with explanation why those types of charts are appropriate for the data.
	
	

	4 - Produce printed copy showing your spreadsheets data and formulae and explaining your work (this may include screen prints or annotated data output). (EC)
	Printouts of the data.

Printouts of the formulae annotated to show your understanding of formulae.
	
	

	5 - Show you can work safely in an ICT environment and keep backup copies of all files. (EC, FL)


	Evidence of backup either screen grabs or signed witness statement.

Show understanding of why loss of data has financial implications.


	
	

	6 - Worked independently and/or effectively as a team. (EC)
	You have kept to deadlines set and worked well as a team.
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