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TVET CURRICULUM DEVELOPMENT, ASSESSMENT AND CERTIFICATION

COUNCIL (TVET CDACC)

OBSERVATION CHECKLIST

INSTRUCTIONS TO ASSESSOR

1.Assess the candidate as the practical progresses observing the critical areas

2.You are required to mark the practical as the candidate perform the tasks

3.Ensure the candidate has a name tag and registration code at the back and front

OBSERVATION CHECKLIST

Candidate’s Name & Registration Code

Assessor's Name & Registration Code

Venue of Assessment

Date of Assessment
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Items to be Evaluated: Please award marks as
appropriate. Give a brief comment on your

observation.

Marks

Available

Marks
Obtained

Comments

TASK 1: Identify components of computer hardware

I.identified the parts of the computer hardware
eMonitor
eKeyboard
eMouse.
eSystem unit

ePrinter

N e

TASK 2: Operate a computer system.

i. Demonstrated how to operate a computer.

ePowered on a computer.

ePerformed a cold boot.

ePerformed a warm boot.

eOpened a note pad

eUsed shortcut keys to create a folder and
cut/copy/paste a file from this folder to
another.

e\Wrote a procedure on how to cut/copy and
paste a file from one folder to the other
using keyboard shortcuts.

Saved the notepad under a file name

“shortcut keys “in the folder identified as

your registration number.

ii.Navigated and personalized a Windows

NN NN
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operating system.

eApplied a theme on your background. 2
eChanged the background color. 2
eChanged the brightness of your display. 3
eChanged the resolution of the display. 2
eIncreased the font size of your computer
system settings. 3
eAdded a profile picture on your windows
account. 2
eAdded another user on the windows
account. 3
eAdded personalized icons on your desktop.
eSet the screen lock.
eSet the screen saver to one minute duration. 2
eSet the start menu to display recently 2
accessed apps. 2
ePersonalized windows fonts to 24 )
points/Bold
eChanged the windows display language to 5
English United States.
eChanged the system date. 5
eChanged the system clock to the current )
date/time.
eChanged the primary mouse button to the 9
right.
eIncreased the size of the cursor. 5
eChanged the size of the mouse pointer. 2
eDemonstrated how to hide the taskbar on 2
the screen
SUB TOTAL 60
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TASK 3: Identify computer network components.

Identified computer network devices
provided.

eSwitch

eRouter

eEthernet cable

eNetwork Interface card

N

TASK 4: Apply ICT techniques.

i.Demonstrated how to communicate using

ICT devices.

eComposed an email.

eAttached the document you created.

eEntered an email address provided by your
institution.

eSet the subject line.

eSent the email.

eTook a screenshot of this confirmation
window using a snipping tool. Saved the
image as ‘delivered mail’

eCreated a folder with your registration
number in it, Save the screenshot file in
this folder.

ii.Demonstrated how to create a document

using an ICT device.

eTyped a 5-line document

oSet header to ‘My first practical’

eChanged the heading to blue font color

eSaved the file, give it your name.

elllustrated how to close and open a file.

eTook screenshots of how to close and open

N P N N DN
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afile.
eSaved the file in the folder created in
iii.Use system calculator
el aunched the system calculator.
eCalculated the square root of 96.
eTook a screenshot of the tasks performed.
eSaved the file as calculator and saved it in
the folder “Registration number”
iv.Observed proper health and safety
precautions.
(Candidate sat in a proper
position/posture while performing tasks)

N N N -

SUB TOTAL

35

TASK 5: Identify ICT security issues.

eapplied security measures on the Windows
operating system.

eSet a Windows password.

eSet up a password for your document.

eHid and archived a folder.

eChecked the scan status of your computer
system.

eTook a screenshot and saved the file as
“Scan status “, Save in the folder
“Registration number”

eTurned on the firewall.

elllustrated how to update your Windows.

N DN N DN

SUB TOTAL

14

GRAND TOTAL

109
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PERCENTAGE SCORE % 100%
ASSESSMENT OUTCOME
The candidate was found to be:
Competent Not yet Competent

(Please tick as appropriate)

(The candidate is competent if the candidate obtains at least 50%)

Feedback from the Candidate:

Feedback to the Candidate:

Candidate Signature

Date:

Assessor’s Signature

Date
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