Unit 3 Coursework Template
Managing, Accessing and Creating Information Resources in Information, Advice or Guidance

	Learner Name:


	

	Assessor Name:


	

	Using this unit coursework template
You will need to respond to all the assessment criteria below. Your work should fully satisfy the principles of assessment. Please refer to the guidance regarding the quality of your work.

	

	(1.1)

	Explain the range of information needed to support information, advice or guidance practice.

	

	(1.2)
	Explain ways in which information can be organised and stored to enable clients to access it for their own needs.

	

	(1.3)
	 Explain ways of collating and storing information using a suitable classification system.

	

	(2.1)
	Give examples of the range of media which can be used to provide impartial information for clients.

	

	(2.2)
	Explain ways in which media can be adapted to meet client need.

	

	(3.1)
	Give examples of the range of sources used to acquire relevant information.

	

	(3.2)
	Explain procedures for ensuring that  information is current, accurate and  impartial.

	

	(3.3)
	Explain ways in which information can be  presented to enable clients to access and  use it effectively.

	

	(3.4)
	Explain ways in which information  resources are reviewed and maintained.

	

	(4.1)
	Describe the key features of relevant legislation and policies in relation to data protection, equality and diversity, and copyright.

	

	(4.2)
	 Explain the need to ensure that information complies with legislation and good practice.
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