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Candidates should be awarded marks in a PS question if the answer clearly indicates 
that the problem can be/has been solved. 
 

 KU PS 
 

    
1  

(a) 
 

 

Solution Justification 

Send by Courier/Recorded 
Signed for/Special Delivery/ 
Parcel Force 
 

 Package – cannot be 
sent electronically 

 Provides proof of 
sending/delivery 

 Safe method of sending 
DO NOT ACCEPT – any 
reference to speed of 
delivery 

  
Send by Royal Mail 
 

 Package – cannot be 
sent electronically 

 Not required urgently 

 Cost effective method 
 
 

 

 
 
 
 
 
 
 
 
 

 

  
 
 
 

(b) 
 

 
DO NOT ACCEPT – Any justification which refers to 
importance 
 
 

Solution Justification 

Send (as attachment) by  
e-mail 
 

 Attachment can be edited 

 Received instantly 
 

 

 
 
 
 
 
 

 

    
  

(c) 
 

 

Solution Justification 

Send a memo 
 

 There is no need for 
formality 

 Internal method of 
communication 

 

Put on intranet/poster on 
notice board  
 

 Can be accessed by all 
staff 

 

Send e-mail 
 

 Information can be sent 
as group to all staff 

 There is no need for 
formality 

 Received instantly 
 

 

 
 
 
 
 
 
 
 
 
 

 

    
 Award 1 mark for each different suggestion and 1 mark for 

justification.   
 

  
6 
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 KU PS 
 

    
2 (a) 
 

 Word processes letters to customers for non-payment 

 Prepares cheques to be sent to suppliers 

 Takes cash/cheques to the bank 

 Prepares/checks/files invoices 

 Updates financial information using a spreadsheet 
 

 
 
 
 
 
 

 

    
 (b) 
 

 Reports to the Board of Directors on issues relating to the 
ICT Department 

 Is responsible for overseeing/monitoring/motivating the 
employees within the ICT Department 

 Maintains the computer network  
 
Accept any other task appropriate to each post. 
 

 
 
 
 
 

 
4 
 

 

    

3 (a) 
 

 Password protect computer files 

 Password protect computers 

 Save files as read only documents 

 Lock rooms containing computers 

 Remind staff to follow shut down procedures/activate 
password protected screen saver 

 Install/update anti-virus software 

 Follow file management procedures (eg delete out-of-date 
files) 

 
DO NOT ACCEPT – Any reference to back-up 
 

 
 
 
 
 
 

 
 

2 

 

    
 (b) 
 

 Restrict access to rooms using security devices, eg 
keys/swipecard/keypads etc 

 Attach ICT equipment to desks 

 Mark ICT equipment (with UV pens) 
 
Answers should not repeat any points made in (a) 
 

 
 
 

2 
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 KU PS 
 

    
4 (a)  
 

 

Advice Justification 

Take regular breaks To prevent RSI, headaches, 
backache, etc 
 

Vary activities  To prevent RSI, headaches, 
backache, etc 
 

Use footrests/adjustments 
on chairs (for individual 
preference) 
 

To prevent backache 

Use antiglare screens, 
adjust brightness/contrast 
controls 
 
Have regular eye tests 
 

To prevent eyestrain and 
headaches 

Use wrist rests To prevent RSI 
 

Provide training 
 

To prevent stress 

 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4 

    
 Award 1 mark for each suggestion and 1 mark for each 

different justification ie solving a different health problem.   
  

    
 Be flexible with language used, eg from the employee’s or 

employer’s point of view.   
 

  

    
 (b)  Employees must: 

 

 Take reasonable care of their own health and safety 

 Take reasonable care of the health and safety of others 

 Fully co-operate with employer regarding health and 
safety 

 Refrain from mis-using or interfering with anything 
provided for health and safety 

 Report any health and safety issues to line manager 
 

 
 
 
 
 
 
 
 
 

2 
 

 

 Accept one specific example only which must relate to 
safety eg no liquids next to computer. 
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 KU PS 
 

    
5 (a) 
 

Growth 
 

1  

    
 (b) 
 

 In-house tasks can be prioritised and ‘fed in’ 

 Cheaper than using an external agency 

 Queries can be answered without delay 

 More control (over exact requirements) 

 Suitable for confidential work 

 No need to wait for the task to be returned  
 
DO NOT ACCEPT – ‘saves time’ on its own 
DO NOT ACCEPT – ‘cheaper’ on its own  

 
 
 
 

 
2 
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 KU PS 
 

    
(c) 

 

Equipment/Software Justification 

Purchase/use a 
(Colour) Photocopier 

Many copies of brochure can be 
made quickly 
Back-to-back copies can be made 
Can be linked to computer to 
produce copies directly from 
computer 
Multi-page documents (like 
brochures) can be collated/stapled 
 

Purchase/use a 
Laminator 

To protect it/make it last longer 
 

Purchase/use a 
Binder 

To hold pages of brochures 
together securely 
 

Purchase/use a 
Digital Camera 

So that pictures can be included in 
the brochures 
 

Purchase/use a 
scanner 

So that graphics, pictures, maps, 
etc can be included in the brochure 
 

Purchase/use a 
Printer 

To make a master copy (of 
brochure)  
 

Purchase/use DTP/ 
Graphics/Word 
Processing software 

To create professional looking 
pages including text and graphics/ 
photographs 
To use a variety of fonts, sizes and 
styles 
 

 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
6 

    
 DO NOT ACCEPT – ‘use a computer’ on its own 

 
Award 1 mark for equipment/software and 1 mark for 
justification.  Naming alone (without justification) – no 
marks.  If a candidate goes on to correctly justify the use of 
the item they will gain both marks.  If a candidate gives 
wrong/poor justification they will gain one mark for naming.   
 

  

 Accept a justification reflecting quality, professional 
looking, eye-catching, good impression, etc, once only.   
 

  

 To gain full marks, recommendation must contain at least 
one item of equipment and one piece of software.   
 
Maximum marks available is 4 if candidate only deals with 
equipment or software 
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 KU PS 
 

    
6  
 

 

Suggestion Justification 

Prepare a (standard) letter 
informing the customers of the 
current special offers and 
merge the letter with the 
customer database 
 

 Each of the letters will 
have a personalised 
appearance 

 It is quicker than 
preparing individual 
letters 

 

Create a mail merge 
 

 Each of the letters will 
have a personalised 
appearance 

 It is quicker than 
preparing individual 
letters 

 

 
Award 1 mark for suggestion and 2 marks for justification.  
DO NOT ACCEPT – E-mail  
 

  
 
 
 
 
 
 
 
 
 
 
 
 

 
3 
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 KU PS 
 

    
7 (a) 
 

Advantage 

 Easy to use – little training required 

 Many people prefer to read original documents.   

 It may be necessary to store original files, such as legal 
document 

 Metal filing cabinets protect documents 
 
Disadvantage 

 Filing cabinets can take up a lot of space 

 It may be time consuming to search (for information if system 
of classification is unclear) 

 Only one member of staff can access a file at a time 

 Back-up copies unlikely to be available 
 
Award 1 mark for one advantage and 1 mark for one 
disadvantage 
 

 
 
 
 
 
 
 
 
 
 
 

 
2 
 

 

    
 (b)  
 

 Expert filing staff are trained in filing system (so files should 
be found easily and efficiently) 

 Other employees are able to continue with their own work 

 Less equipment is required, saving organisation money 

 Space is saved within departments 
 
Award 1 mark per benefit 
 

 
 
 

 
2 
 

 

    
 (c)  
 

Data must be: 
 

 Obtained fairly and lawfully 

 Processed for specified purposes 

 Adequate, relevant and not excessive 

 Accurate/up-to-date 

 Kept for no longer than is necessary 

 Processed in line with the individual’s legal rights 

 Kept securely 

 Transferred to countries outside the European Economic 
Area, only if the individual’s rights can be assured 

 
Accept any 2 
 

 
 
 
 
 
 
 
 
 

 
2 
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 KU PS 
 

    
8  

Advice Justification 

Take travel insurance 
 

 In case of accident and 
medical treatment must 
be paid for.  If property is 
lost or stolen while 
travelling, the value can 
be claimed back 

 

Take itinerary 
 

 Provides information on 
travel, accommodation, 
meetings, etc 

 

Take driving licence 
 

 Allows car to be hired 
 

Take travel tickets 
 

 Allows a person to travel 
 

Take hotel/flight confirmation 
 

 Provides proof of booking 
 

Take travellers’ cheques 
 

 To purchase goods and 
services 

 

Take a visa 
 

 This document is needed 
to enter certain countries 

 

 
DO NOT ACCEPT – debit/credit cards.   
DO NOT ACCEPT – EHIC 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
6 
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 KU PS 
 

    
9 (a)  
 

 

Recommendation Justification 

Use open plan layout 
 

 Will save office space 

 Team working can be 
encouraged 

 Easier to supervise staff 

 Equipment can be shared 
 

Introduce homeworking/ 
teleworking 
 

 Less space required (at 
organisation’s premises) 

 Happier, more productive 
employees 

 Absenteeism may be reduced 

 Employer may be able to 
keep staff who would 
otherwise have left 

 

Introduce hot desking 
 

 Allows staff to book a 
workstation when required  

 Reducing the need for all staff 
to have their own 
workstations 

 Allows 
homeworkers/teleworkers to 
book a workstation to work in 
the office 

 

Introduce touchdown 
area 

 Allows staff to use a work 
area when required 
 

Introduce shiftworking  Less space required (at 
organisation’s premises) 

 Employer may be able to 
keep staff who would 
otherwise have left 
 

Introduce hot room  Can be booked for meetings 
 

 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

4 

  
Award 1 mark for each recommendation and 1 mark for 
each different justification 
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 (b)  
 

 Managers should ensure that there is good 
communication/keep employees informed of decision/make 
sure employees feel involved 

 Provide training 

 Feedback from employees 
 

 
 
 
 

1 
 

 

    

10 (a)  
 

 Have own website displaying information on products and 
how to purchase them 

 Have on-line order form/e-commerce facility to allow 
customers to purchase on-line 

 Use own/other websites to advertise company and products, 
etc 

 To research competitors’ websites for price comparisons 

 To widen customer base – reach more/different customers 

 ‘Open for business’ 24/7 

 Improved communication with customers through e-mail 
 
DO NOT ACCEPT – ‘to sell’ on its own  
 

 
 
 
 
 

 
 

 
 

 
2 
 

 

    
 (b)  
 

 Time is saved (allowing employees to concentrate on normal 
working duties) 

 Money is saved (by reduced travelling and accommodation 
expenses) 

 Enables more people to “attend” meetings 

 Recordings can be made (which can provide a record) 
 
DO NOT ACCEPT – Homeworkers can take part in meetings 
 

 
 
 

 

 
2 
 

 

    

 
 
 
 
 
 

 KU PS 
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 KU PS 
 

    
11 (a)  

 
(i) 

 
 
 
 
 
 
 
 
  

(ii) 
 
 
 

 

Suggestion Justification 

Move the reception to the 
main entrance 

 It is the first place visitors 
will see on entering the 
building 

 

Put up signs 
(advising/directing visitors to 
report to reception on the first 
floor) 
 

 To allow visitors to find 
their way to the reception 

 

Provide more comfortable 
surroundings in the waiting 
area – chairs, coffee tables,  
etc 
 
Brighten up the decoration 
 
Provide vending machine/ 
newspapers/magazines, etc 
for the visitors 
 
Provide a ‘child friendly’ 
section in the waiting area 
 

 This provides a 
comfortable area for 
visitors 

 This may encourage 
visitors to return at a 
future time 

 This may create a good 
impression 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4 

    
  

(b) 
 

 

 Alerts user to double booking of appointments 

 Reminders/alerts – will prompt the user to an appointment 
which avoids missing important meetings 

 Tasks/to-do-lists – actions to be completed/undertaken/done 
that day can be recorded 

 Priority option – tasks can be graded in a certain order, eg by 
colour 

 Recurring appointments – these can be entered once only 
and appear repeatedly 

 Networked diaries – allows diaries of several people to be 
accessed to arrange meetings/invitations to be sent 

 
Naming alone will be awarded no marks 
DO NOT ACCEPT – any reference to editing/deleting 
 

 
 
 
 
 
 
 
 
 
 

 
2 
 

 

    

 



 Page 13  
 

 

 

 KU PS 
 

    
12 (a) 
 

 All employees can access it 

 Accident Report Form can be completed on-line 

 Can be e-mailed immediately to the relevant person 

 Can be updated on-line 

 Saves paper/filing manually 
 
DO NOT ACCEPT – Any reference to employees 
accessing/viewing completed forms 

 
 
 

 
2 
 

 

    
  

(b) 
 

 

Suggestion Justification 

Data projector 
 

To allow presentation to be 
shown on a large screen/ 
seen by a large audience 
 

Powerpoint 
 

To allow the use of 
graphics/ 
animation/sound 
 

TV/DVD 
 

To allow demonstration of 
equipment to be shown to a 
group 
 

Flipcharts 
 

To allow for brainstorming 
sessions 
 

Interactive whiteboard/ 
smartboard 
 

To allow data to be displayed 
and manipulated/for 
audience participation 
 

Interactive training, eg role 
play 
 

To encourage audience/ 
maintain interest 
 

Handouts (to accompany 
presentation) 
 

For note-taking/future 
reference/to focus attention 
 

Graphs/charts To make (statistical) 
information easier to 
understand 
 

 
Award 1 mark for suggestion and 1 mark for each different 
justification.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

4 
 

 

    

 TOTAL = 32 KU 

 TOTAL = 33 PS 

    

 
[END OF MARKING INSTRUCTIONS] 


