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	Learning Outcome
	Assessment Criteria
	Guidelines and range
The candidate provides evidence that they understand:

	1. Understand information storage and retrieval.
	Describe systems and procedures for storing and retrieving information 

	Systems:
· Paper-based
· Electronic

Procedures:
Electronic
· Title or subject
· Category or reference number
· Dated
· Author
· Storage end date
Paper-based 
· Alphabetical
· Numerical
· Chronological
· Geographical
· By subject or category

	
	Outline legal and organisational requirements for information security and retention
	Legal requirements:
· Freedom of Information Act
· Data Protection Act


	
	Explain how to create filing systems to facilitate information identification and retrieval
	Filing systems:
· Vertical
· Lateral
Identification
· Index guide
· Folder tabs
· Cross indexing

	
	Explain how to use different search techniques to locate and retrieve information
	

	
	Describe what to do when problems arise when storing or retrieving information.
	Problems
· Misfiling
· Not up-to-date filing
· Hardware
· Software
You will also need to be aware about your level of authority and who to go to if any of the problems are outside your level of authority

	Evidence may be supplied by
· Reflective account, questioning and professional discussion

	2. Be able to gather and store information.
	2.1 Gather the information required within the agreed timescale
	

	
	2.2 Store files and folders in accordance with organisational procedures
	

	
	2.3 Store information in approved locations
	

	
	2.4 Adhere to organisational policies and procedures, legal and ethical requirements.
	

	Evidence may be supplied by
· Product, reflective account, observation, questioning and witness testimony

	3. Be able to retrieve information.
	3.1 Confirm information to be retrieved and its intended use
	

	
	3.2 Retrieve the required information within the agreed timescale.
	

	Evidence may be supplies by
· Product, reflective account, observation, questioning and witness testimony
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