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Generic Marking Principles 
 

These general marking principles must be applied by all examiners when marking candidate answers. 
They should be applied alongside the specific content of the mark scheme or generic level descriptors 
for a question. Each question paper and mark scheme will also comply with these marking principles. 
 

GENERIC MARKING PRINCIPLE 1: 
 
Marks must be awarded in line with: 
 
• the specific content of the mark scheme or the generic level descriptors for the question 
• the specific skills defined in the mark scheme or in the generic level descriptors for the question 
• the standard of response required by a candidate as exemplified by the standardisation scripts. 

GENERIC MARKING PRINCIPLE 2: 
 
Marks awarded are always whole marks (not half marks, or other fractions). 

GENERIC MARKING PRINCIPLE 3: 
 
Marks must be awarded positively: 
 
• marks are awarded for correct/valid answers, as defined in the mark scheme. However, credit 

is given for valid answers which go beyond the scope of the syllabus and mark scheme, 
referring to your Team Leader as appropriate 

• marks are awarded when candidates clearly demonstrate what they know and can do 
• marks are not deducted for errors 
• marks are not deducted for omissions 
• answers should only be judged on the quality of spelling, punctuation and grammar when these 

features are specifically assessed by the question as indicated by the mark scheme. The 
meaning, however, should be unambiguous. 

GENERIC MARKING PRINCIPLE 4: 
 
Rules must be applied consistently, e.g. in situations where candidates have not followed 
instructions or in the application of generic level descriptors. 

GENERIC MARKING PRINCIPLE 5: 
 
Marks should be awarded using the full range of marks defined in the mark scheme for the question 
(however; the use of the full mark range may be limited according to the quality of the candidate 
responses seen). 

GENERIC MARKING PRINCIPLE 6: 
 
Marks awarded are based solely on the requirements as defined in the mark scheme. Marks should 
not be awarded with grade thresholds or grade descriptors in mind. 
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Automated page number centre aligned 1 mark 

Title – above subtitle, entered accurately 1 mark 
VE-title style seen modified (EV3), all formatting correct 1 mark 
(sans-serif, 22pt, bold, italic, centre, 0pt before/after, single line 
spacing) 

Subheadings (4) 
VE-subhead style applied consistently to all 
matches style defined in EV2 1 mark 

Chart 
Pie chart created using correct data 1 mark 
Correct place, within margins 1 mark 
Chart title 100% accurate 1 mark 
Sector labels display level and percentage only 1 mark 
All chart data fully visible, no overlap, no legend 1 mark 

Columns 
Section break – applied to correct text 1 mark 
2 columns, 1 cm column spacing 1 mark 

Footer 
Text Edited by:[space] entered accurately 1 mark 
Name, centre number, candidate number entered after space, right aligned 1 mark 
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Image 
Image inserted in correct paragraph 1 mark 
Image rotated 180 degrees (green/Skills is at top) 1 mark 
Aligned to top of text, left of column, text wrapped 1 mark 
Resized to 3 cms wide, aspect ratio maintained 1 mark 

Correct text indented 1cm from both margins 1 mark 
External 3-4pt black border applied  1 mark 
Light grey background fill 1 mark 

Bullets 
Bullets applied to correct text 1 mark 
Dash (-) shaped bullets applied 1 mark 
Bullets aligned left margin, single line space, 0pt space 
before/after each line, 6pt space after last line 1 mark 
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VE-body style 
Body style amended - line spacing now 1.5, 6pt space after each paragraph 1 mark 
(serif, 11, justified, no enhancement maintained) 
Document complete/paragraphs intact, portrait, columns aligned at top, 
no widows/orphans, list/chart/bordered paragraph not split, no blank pages 1 mark 
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Digital Work Programmes Name, centre number, candidate number 
First_Name Family_Name Birth_Date Trainee_Job Training_Provider 
Ioana Ali 24/04/2003 IT Software Engineer Cambridge Micro Digital 
Matthew Cruickshank 15/06/2003 Data Processing Assistant Cambridge Micro Digital 
Julie Murphy 10/08/2003 IT Business Support Cambridge Micro Digital 
Georgiana Bibi 02/11/2003 Game Tester Cambridge Micro Digital 
Abigail Cole 01/01/2003 Game Tester Digital Focus Training Ltd 
Dayita Singh 19/02/2003 Applications Programmer Digital Focus Training Ltd 
Dexter Williams 03/12/2003 IT Software Engineer Digital Focus Training Ltd 
Tarquin Marchant 17/01/2003 Software Developer Digitalised Solutions Ltd 
Sukhpreet Gupta 10/03/2003 ICT Support Technician Digitalised Solutions Ltd 
Gerald Hanks 12/05/2003 Digital Applications Technician Digitalised Solutions Ltd 
Heinrich Koch 13/07/2003 IT Support Engineer Digitalised Solutions Ltd 
Paul Gillespie 29/09/2003 Software Engineer Digitalised Solutions Ltd 
Salma Begum 28/10/2003 Multimedia Designer Digitalised Solutions Ltd 
Charlotte Balint 08/12/2003 Hardware Technician Digitalised Solutions Ltd 
Jemma Foster 24/01/2003 Systems Designer Edigital Training Services 
Shannon Western 24/05/2003 Graphic Designer Edigital Training Services 
Alan Hoffmann 12/07/2003 Systems Engineer Edigital Training Services 
Megan Fossard 26/08/2003 Cyber Security Technician Edigital Training Services 
Benjamin Joyner 27/12/2003 Database Administrator Edigital Training Services 
Ludivine Borodushkina 06/06/2003 Digital Marketer Elite Digital Training 
Gurpreet Kaur 17/08/2003 Network Administrator Elite Digital Training 
Kayden Baomer 28/10/2003 IT Business Support Elite Digital Training 
Rajinder Begum 27/12/2003 Hardware Technician Elite Digital Training 
Connor Smith 04/03/2003 IT Software Engineer Progress Digital Skills Training 
Joseph Montgomery 08/05/2003 Data Analyst Progress Digital Skills Training 
Sebastien Shehab 11/06/2003 Software Engineer Progress Digital Skills Training 
Ryan Coleman 14/03/2003 Multimedia Designer Tawara Digital Academy 
Lina Schneider 19/08/2003 Software Developer Tawara Digital Academy 
Cameron Griffiths 30/08/2003 ICT Support Technician Tawara Digital Academy 
Iona Williams 01/12/2003 Systems Programmer Tawara Digital Academy 
Nikita Hussain 25/12/2003 Multimedia Designer Tawara Digital Academy 
Ryan Dunn 31/12/2003 IT Technical Support Officer Tawara Digital Academy 

 

Title  
Correct, 100% accurate 1 mark 

Specified fields, correct order 1 mark 
Sort ascending on Training_Provider 1 mark 
Portrait, fits one page, all fields present, no field truncation 1 mark 

Select records (32): 
Based on trainee table only (no duplicated records) 1 mark 
Training_Provider includes the text digital 1 mark 
Birth Date is in 2003 1 mark 

d

New record Lina Schneider inserted only once, does not replace Ryan Coleman 1 mark 
New record 100% accurate 1 mark 

Format/Display:  
Birth_Date displays as day month year 1 mark 
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Weekend Testing 
First_Name Family_Name Subject Test_Date Test_Day Start_Time Mark_Achieved %_Mark Result 
Elena Micu Mathematics Level 3 19-Sep-20 Saturday 14:58 40 80% Pass 
Andras Kovacs Mathematics Level 2 13-Feb-21 Saturday 11:43 27 60% Fail 
Leanne Sutherland Mathematics Level 2 23-Jan-21 Saturday 15:08 44 96% Pass 
Thibault Coulthard Mathematics Level 2 13-Feb-21 Saturday 13:35 25 54% Fail 
Wesley Cowell Mathematics Level 2 05-Sep-20 Saturday 15:39 41 91% Pass 
Felita Rodriguez Mathematics Level 2 05-Sep-20 Saturday 13:04 26 58% Fail 
Jaydon Andrew Clarkson Mathematics Level 1 31-Oct-20 Saturday 13:41 30 67% Pass 
Francesca Jones Mathematics Level 1 23-Jan-21 Saturday 14:28 45 100% Pass 
Myra Khan Mathematics Level 1 02-Jan-21 Saturday 15:42 29 66% Pass 
Baek Hyeon Chong Mathematics Level 1 03-Oct-20 Saturday 12:16 28 64% Fail 
Rajinder Begum Mathematics Level 1 31-Oct-20 Saturday 13:47 35 78% Pass 
Waleed Khoury Mathematics Level 1 21-Nov-20 Saturday 12:02 31 70% Pass 
Nikita Hussain Mathematics Level 1 17-Oct-20 Saturday 13:20 40 89% Pass 
Courtney Sullivan Mathematics Level 1 26-Sep-20 Saturday 16:31 42 93% Pass 
Natasha Blanchard Mathematics Level 1 19-Sep-20 Saturday 15:34 43 98% Pass 
Lewis Burnell English Level 3 Writing 08-Aug-20 Saturday 15:24 31 69% Pass 
Paul Davies English Level 3 Writing 01-Aug-20 Saturday 09:25 26 58% Fail 
Mathias Ostberg English Level 3 Writing 14-Nov-20 Saturday 13:54 29 64% Fail 
Mary Schmidt English Level 3 Writing 05-Sep-20 Saturday 12:49 32 71% Pass 
Joel Markham English Level 3 Writing 02-Jan-21 Saturday 11:49 30 67% Pass 
Liam Schofield English Level 3 Reading 23-Jan-21 Saturday 17:12 35 78% Pass 
Lee Stennett English Level 2 Reading 05-Dec-20 Saturday 15:15 30 86% Pass 
Jack Davies English Level 2 Reading 23-Jan-21 Saturday 10:30 27 79% Pass 
Parminder Singh English Level 1 Writing 17-Oct-20 Saturday 13:25 30 86% Pass 
James Rushton English Level 1 Writing 16-Jan-21 Saturday 13:44 34 94% Pass 

Name, centre number, candidate number  
  

Title  
Correct, 100% accurate 1 mark 

Calculated field 
Heading 100% accurate 1 mark 
% calculated - correct values 1 mark 
Displayed as % 0dp 1 mark 

 Select records (40): 
Test_Day is Saturday or Sunday 1 mark 
Mark_Achieved is >=25 1 mark 
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First_Name Family_Name Subject Test_Date Test_Day Start_Time Mark_Achieved %_Mark Result 
Fatima Begum English Level 1 Writing 13-Feb-21 Saturday 12:21 25 69% Pass 
Jake Tuohey English Level 1 Writing 01-Aug-20 Saturday 16:35 31 86% Pass 
Aaden Lafferty English Level 1 Writing 31-Oct-20 Saturday 10:08 32 89% Pass 
Katharina Schwarz English Level 1 Writing 22-Aug-20 Saturday 12:07 31 89% Pass 
Spencer Reed English Level 1 Reading 02-Jan-21 Saturday 10:44 35 100% Pass 
Mohammad Bryning English Level 1 Reading 21-Nov-20 Saturday 13:58 28 82% Pass 
Elena Micu English Level 1 Reading 01-Aug-20 Saturday 14:31 33 97% Pass 
Chantelle Shidane English Level 1 Reading 28-Nov-20 Saturday 11:48 30 86% Pass 
Charles Kavanagh English Level 1 Reading 31-Oct-20 Saturday 10:49 35 100% Pass 
Leanne Raynard Mathematics Level 3 14-Mar-21 Sunday 11:04 25 50% Fail 
Abigail Cole Mathematics Level 1 14-Mar-21 Sunday 10:59 25 56% Fail 
Sian Reeves English Level 3 Writing 14-Mar-21 Sunday 18:48 39 87% Pass 
Tessa Codling English Level 3 Reading 14-Mar-21 Sunday 11:25 43 96% Pass 
Wolfgang Odermatt English Level 2 Reading 07-Mar-21 Sunday 11:32 26 74% Pass 
Rahmiya Shafiq English Level 1 Writing 07-Mar-21 Sunday 13:33 34 97% Pass 
Total tests completed 40 

Name, centre number, candidate number  

Name, centre number, candidate number  
displays in page footer, on every page, no other data displayed 1 mark 

Calculates correct number of tests (40) 1 mark 
Number of tests value under Subject field, positioned at end of report only, displayed as integer 1 mark 
Label 100% accurate, left of value 1 mark 

 

Format/Display: 
Test_Date displays as dd-MMM-yy 1 mark 
Start_Time displays hh:mm 1 mark 

Specified fields, correct order 1 mark 
Landscape, one page wide, all base fields present  1 mark 
Fields adjusted to fit with no truncation on any field 1 mark 
Sort ascending Test_Day, descending Subject 1 mark 
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Task 4 – Mail merge 
 

 
  

Master document printed, Name replaces Candidate Name, ID details in footer 1 mark 

Merge Fields inserted – Placeholders  and <> replaced 
Fields «Title» | «First_Name» | «Last_Name» | «Add_1» | «Add_2» | «Add_3» |  
«Post_Code» | «Title» | «Last_Name» in correct position 1 mark 
Fields «Job» | «Department» | «Line_Manager» in correct position 1 mark 
Fields «Start_Date» | «Salary» in correct position 1 mark 
Correct position and spacing for all fields present with punctuation maintained 1 mark 
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Merge result – correct 4 letters printed –  
Ruby Stewart, Waleed Patel, Harrison Wiesinger, Abigail Buchanan only 1 mark 

Name, centre number, candidate number 
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Name, centre number, candidate number 
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Name, centre number, candidate number Name, centre number, candidate number 
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Name, centre number, candidate number 
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Task 6 – Presentation 
 
 
 

 

Presentation complete – slides imported, title/bullet layout, no blank slides/no text changed 
Name, centre number, candidate number in header, same position on every slide 1 mark 
All slides printed as handouts, 6 to page 1 mark 
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Slide layout changed on correct slide to title and (4×7) table 1 mark 
All data copied into table 1 mark 
Table fits on slide with all data fully visible, plain table style, text displays  
on one line, all gridlines displayed 1 mark 
New row inserted as first row of table 1 mark 
Text EuroSkills and WorldSkills entered accurately 1 mark 
Cells merged - row 1, cols 1 and 2, cols 3 and 4  1 mark 
All rows 1.5cms high 1 mark 
All text within table centre aligned vertically 1 mark 
All text within table centre aligned horizontally 1 mark 

International Skills Competitions slide – speaker notes added – correct position and accurate  1 mark 
International Skills Competitions slide printed as presenter/speaker notes layout 1 mark 
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EVIDENCE DOCUMENT 

Step 1 - EVIDENCE 1 

 

Step 3 - EVIDENCE 2 

 

Step 6 – EVIDENCE 3 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

  

File saved as NEWSLETTER with evidence of correct file type 1 mark 

VE-subhead 
VE-subhead style created, named correctly, based on normal/default 1 mark 
Sans-serif 14pt, bold, italic, centre aligned 1 mark 
Single line spacing, 0pt before 6pt after 1 mark 

VE-title style modified 
Evidence of VE-title style modified, based on Normal 1 mark  
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Step 17 - EVIDENCE 4 

 
EVIDENCE 5 

 

Step 18 - EVIDENCE 6 

 

Step 21 - EVIDENCE 7 

 

Step 24 - EVIDENCE 8 

 
 

1-to-Many relationship between Trainee_No and Student_ID 1 mark 

 

DB table structures 
Trainee table - field names and data types as given,  
Trainee_No as primary key 1 mark 
Results table - field names and data types as given, 
no primary key 1 mark 

Database formula to calculate number of tests 1 mark 

Mail Merge selection 
Evidence of automated filter to select  

Salary is >=18000 1 mark 


