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1.
What is the PAT?

The PAT is a project in which you will demonstrate your information management skills by investigating a matter, write a report in which you present your findings, make recommendations or propose your ideas with the use of computer applications technology.

It is a single, continuous project, done in phases. Each phase builds on the previous one and a subsequent phase informs a previous phase. The task defined in the first phase is the task completed in the final project.

The PAT uses a structured process that teaches good principles that will help you to remain focused. It brings together all the skills taught and learned in CAT. The PAT requires you to apply all these skills in an integrated fashion.

Overview of the PAT:
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2.
Planning for the task

2.1
Topic (scenario) 

The school management team (SMT) are concerned about learners spending too much time on social networking sites such as Facebook.  They are also concerned about the dangers these sites pose and are considering informing parents about this and asking the network administrator at school to block access to these sites. 

The learners are unhappy about this and you are requested to investigate the matter and write a report to the SMT and present your findings and recommendations to support the decision or not.

Your investigation could focus on aspects such as:

· What social networks are

· Uses and/or purpose of social networks

· Dangers of social networks

· Advantages of social networks

· Examples of social networks

· Description

· Popularity

· Number of users
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Etc.

As a Grade 11 learner you will investigate social networks and the habits of learners and make recommendations that will support or not support the decision of the school management team. 

You need to generate a report for the school management team using four application programs (a word processor, spreadsheet, database program and a fourth program such as a presentation program) in an integrated fashion to communicate your findings and recommendations. You should focus on your immediate community such as your household, class, school, etc. The report should indicate what the habits of learners are such as how often they visit social websites, how much time they spend on these websites, which social websites they visit, etc. and what your findings and recommendations would be. 

In preparing the report, you should:

1. Focus on aspects of social websites such as the time spent on social networking, information shared on the websites, etc. For example, consider the socialising habits of learners, risky behaviour regarding social websites, suggestions for safe practices, etc.

2. Find/research information on the habits of learners, why these might be a problem or could become a problem. Present data/statistics to support this. Show through data/information processing how this could be addressed and what could possibly be done.
3. Show through data and information processing what the trend is, how problems could be addressed and what could possibly be done to solve or alleviate the problem or make learners more aware of dangers, etc.

4. Plan and create electronic documents that could be used for gathering information/data (e.g. a questionnaire created in a word processor), processing information/data (e.g. a spreadsheet), storing data (e.g. a table in database), extracting information (e.g. queries in database), etc. 

5. In completing the task you will apply the following knowledge and skills that you have studied in CAT:

· Information Management 

· Find, collect and evaluate information and data

· Manipulate/change/process data/information to represent the matter and what you want to say

· Present the information to someone or to an audience

· Word processing

· Spreadsheet

· Database

· The fourth package, e.g. a presentation program

· Internet

2.2
Tasks of the PAT

The PAT is completed and assessed in phases. The tasks for the different phases are summarised as follows: 

	Phase
	Task
	Marks
	%

	Phase 1
	Task definition, find, access and evaluate information
	45
	31

	Phase 2
	Use of information – plan, process and analyse
	46
	32

	Phase 3
	Use of information – synthesise and report
	54
	37

	
	
	145
	100


The documentation and/or evidence of what you do in each task are submitted on dates set by your teacher. These documents are assessed as they are submitted and the marks for the task are recorded. 

After your teacher has returned the assessment sheet for the task, study the feedback from the marked assessment tool and reflect as follows:

· Revise the steps completed so far

· Look at the steps that you still have to complete

· List things that you did not or still do not understand about the task

· Ask yourself whether you have enough material and information for the next step or task in the process

· List questions that you can ask your teacher or others that can help you to complete the task

This will help you to improve the next tasks and the final product. However, note that the tasks will not be re-assessed.

2.3
What you will need to complete the task

You will need the following resources to complete the task:

· Access to a computer with the following programs:

· Word processor such as Word

· Spreadsheet such as Excel

· Database such as Access

· Fourth (additional) package, e.g. presentation program such as PowerPoint

· Access to the Internet and a search engine such as Google, electronic reference material such as Encarta, printed media and any other material or people that will help you to find the information that you will need

The task must be completed under controlled conditions and facilitated and monitored by your teacher.

2.4
Requirements of the task

Your aim is to investigate the matter. Appropriate use of the programs refers to how the programs were used to understand the problem properly, to find information to direct your investigation, help you to find trends, patterns and answers and to help you to make recommendations when writing your final report. 

(See instructions for the different tasks for more detail)

3.
Preparing for the PAT

Where to begin and what to do first – some brainstorming

· Read the scenario (see page 3)

· Write down information given and required

· Write down initial thoughts

· Identify a possible topic/focus area within the scenario

· Write down possible sub-topics

· Do you have a clear overview?
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· Consider whether you will be able to do it:

Scope? 

Too wide: You will have trouble with what to include, have to deal with too much information, might not be able to complete in time 

Narrow down by focusing on only one or a few limited aspects

Too narrow: The chances are that you will not find enough to write about to fill the pages or to present a meaningful report

Information?

Will you be able to find the information required, considering available sources?

Is it doable? 

Will you be able to use a spreadsheet and a database?

Self-evaluation

Check your decision against the information given above

Checkpoint

Ask one or two of your peers to check your topic (scenario) and ideas

Also, ask your teacher to check these.
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Prepare file structure 

· Create folders and subfolders for saving relevant documents and evidence

· Label the main folder or briefcase using your surname and name

· Create a subfolder for each phase


[image: image4.png]D Phase 1
D phase2
) Phase 3




· Create more subfolders within each folder as necessary to organise your documents

4.
Instructions for the different tasks

The instructions for the different tasks are as follows:

Phase 1
Due date:


Name:

Class:


Task 1:  Task definition, find, access and evaluate information



1
Planning – start preparing your documents for Phase 1
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Phase 1

2
Task Definition

· Describe what needs to be done in your own words, taking into account what the problem is that you need to investigate and what the investigation would be about, by starting with the phrase: I am going to…
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Example of a task definition

I am going to investigate the habits of learners in my class regarding social websites. From this investigation I will report to the school management team. I will indicate what the trend is and make suggestions to recommend some ideas to encourage good habits and safe practices and to convince them not to block these sites. In order to produce a quality report I will apply quality control to find information and analyse this considering several relevant factors. I will use the Office package as a tool to achieve my objective.

3
Main Question:

· Write down your main question by determining the essence and focus of the investigation and putting that into a question format:
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Note: Rather do something simple and do it right, than try to go overboard.

Example of a main question

What is the trend regarding social websites among learners in my class and what will the implications be for good and safe practices?
Checkpoint

Ask one or two of your peers to check your task definition and your main question

Also, ask your teacher to check these.
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4
Identify the main aspects

· Look at your initial brainstorming

· Determine the sub-topics that you are going to address
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Example of sub-topics (sub-headings)

· Uses of social websites

· Dangers of social websites

· Advantages of social websites.  
5
Setting questions

· Write down questions that will help you do your investigation 

· You can write questions under each sub-topic or

· simply write down questions and arrange them under each sub-topic at a later stage.

· You may even identify a new sub-topic/heading at this stage when writing down your questions or find that some sub-topics/headings might not work

· Try to have questions starting with phrases such as:

Level 1:
Questions that can be answered explicitly by facts, e.g. questions starting with words such as What? When? Where? Who? How many? etc.

Example: How many hours do learners in my class spend on Facebook?
Level 2:
Questions that will help you to examine, explore, query, e.g. questions starting with words such as Why? How? etc.

Example: Why do learners visit Facebook?
Level 3:
Questions that will help you to adjust alter or predict, e.g. questions starting with words such as If? What if? etc.

Example: What will happen if the school blocks access to Facebook?

Level 4:
Questions that will help you to make a judgment, critique, review or find meaning of some sort, e.g. questions starting with words such as Would it be better if? What recommendation? How can I determine? What would be the best way? etc.

Example: What recommendation could I make to the SMT that will benefit all parties?
· Label questions according to type/level. This will help you to adjust questions if necessary.

· Arrange questions according to headings/topics or subheadings /subtopics.

6
Rationale behind questions

· Indicate for each question how answering that question will help you to conduct the investigation by finding relevant information and data for processing – i.e. do not just add any question, make sure that you need it for your investigation
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Example: 
Obtaining the type of information learners share on these websites will indicate whether they may fall prey to online villains.
7
Sources

· Identify a possible source for each question

· Consider the different sources / tools.
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· Plan on where you will find information/data to help you to answer the questions. Possible sources to consider (other than the Internet): electronic encyclopaedia such as Encarta, printed media such as magazines, brochures, newspapers, books, etc., opinion polls/surveys, interviews, e-mails, SMSs, telephone calls, etc.

· Plan on how you are going to find the data/information from the Internet that will answer the questions to help you to complete the task, e.g. using key words/phrases for Internet searches.

· Plan on how you are going to find information/data from other sources (such as printed media, etc.) that will answer the questions to help you to complete the task/solve the problem.

Example: Popularity of social websites, etc.
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7.1
Note about questionnaires/surveys and interviews

You will also need a survey/questionnaire or want to conduct an interview

You will need to set questions for your questionnaire/survey or your interview

Remember:

· ‘Closed’ questions are better for a questionnaire/survey, e.g. questions with only one answer or where people can select an answer from a list provided – open ended questions are sometimes difficult to analyse

· Try to do a trial run before doing a survey to make sure it can be analysed (calculations, graphs, etc.)

· You will have to decide what questions to ask in the interview and decide how you will use these answers.

Example: If you want to answer the questions posed in the given examples, you need to ask questions such as the following in the questionnaire or during the interview:

How many hours do you spend on social websites?

Do you think school(s) should allow access to social websites?

Where do you access social websites? (Provide list to choose from)

List the social websites that you visit

Which social website do you like most?

Which information are you sharing on the site? 

Note: 
You will need about 20 – 30 completed questionnaires/survey forms

7.2
You should now 

· have decided on your sub-topics

· have questions for each sub-topic

· have reasons for asking the questions

· have identified a possible source for each question

· have set questions for your questionnaire / survey / interview

· create your questionnaire / survey form

· be ready to access the sources and find the information you need
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You could use the following table to write down what you have done so far:

	Sub-topic
	Question
	Level
	Rationale

(Why did I ask this question?)
	Possible Source

(Where will I find the information?)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Checkpoint

Ask one or two of your peers to check your questions, reasons and your sources

Also, ask your teacher to check these.

[image: image12.wmf]Do my  questions 

make sense?

Reasons?

Sources?

Name: 

Checked by: 

Strong points 

What do you 

like? What is 

clear?

What is missing?

What is not clear?

Areas to develop

Ask one or two of your classmates to 

check your questions, reasons and 

sources and ask you some questions 

about them

Ask your teacher to check  questions, 

reasons and sources and ask you 

some questions about them

Do my  questions make sens...

Will my questions lead me to the 

information and data that I will need 

for my investigation?

Should some questions be 

rephrased?

Should I add some questions?

Should I delete some questions?

Do they cover all aspects that I want 

to address?

Do you understand the reason for 

asking this question?

Am I likely to find the information in 

the source identified?


8
Find, access and collect the information

· Use the information finding strategies from previous steps to find, access and collect the information and data that you will need, e.g.

· Hand out questionnaires / survey forms and collect after completion

· Conduct interviews

· Access Internet and other sources and collect relevant information – make notes

· Save documents and evidence electronically in the Phase 1 folder created
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9
Provide evidence

· Provide evidence of the data/information found, e.g. notes taken from books, clippings from magazines, newspapers, copies of printed material, brochures, screen shots from electronic material, printouts of websites, your survey or opinion poll, etc. Make a summary, highlight important facts, add comments, etc.

· Provide evidence that the data/information found is linked/cross-referenced to questions, e.g. highlight a question and all information related to that question in the same colour, insert comments, etc.

10
Evaluate sources and information

· Check if the information is trustworthy

· Evaluate the sources 
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Write down how you will determine whether the information is trustworthy and of good quality for the different types of sources, e.g. look at accuracy, authority, objectivity, currency and coverage.

10.1
Keep track
· Maintain an appropriate electronic file structure, with sub-folders, that is clearly labelled to organise and store documents and evidence.

· Keep details of all bibliographic information for later use when compiling your final report.

10.2
Finalise

· Finalise your document to be handed in for Phase 1

You could expand your table to provide for all the information:
	Heading / sub-topic
	Question
	Level
	Rationale

(Why did I ask this question?)
	Possible Source

(Where will I find the information?)
	Is this information trustworthy? 

Write motivation
	Evidence of information

(Hyperlink, screen dump, reference, etc)

and bibliographic information

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


· Insert a screenshot of your folder structure 

· Provide a list of evidence.

Checkpoint

Check if you have done all that is required before you hand in your document for Phase 1. 

Also, ask a peer to check these.

	Task
	Self
	Peer
	Comment

	Task definition?
	
	
	

	Makes sense?
	
	
	

	According to scenario?
	
	
	

	Main question?
	
	
	

	Makes sense?
	
	
	

	Focused?
	
	
	

	Directs investigation?
	
	
	

	Sub-topics?
	
	
	

	Questions
	
	
	

	Enough?
	
	
	

	According to topic/heading?
	
	
	

	Labeled according to level?
	
	
	

	Reason?
	
	
	

	Possible source?
	
	
	

	Sources and information
	
	
	

	Evaluated?
	
	
	

	Bibliographic information?
	
	
	

	Answer questions?
	
	
	

	Variety?
	
	
	

	Tools, e.g. questionnaire/survey
	
	
	

	Evidence
	
	
	

	Available?
	
	
	

	Hyperlinked / cross-referenced?
	
	
	

	File structure?
	
	
	

	Well organised?
	
	
	


11
Hand in:

Submit an appropriate file structure that contains:
1. An electronic and hard copy of your planning document (± 2-3 pages) prepared in an appropriate application containing: 

1.1. The description of the task and the problem in your own words.

1.2. The main question.

1.3. The set of questions posed (at least 15 - 20 questions) 

· labelled according to level 

· arranged according to topics/headings or subtopics/subheadings 

· with sources of data/information for each question,

· indicate for each question how the information/data will answer the question and how it will assist in finding a solution to the problem.

2. Evidence of sources and information (folder containing electronic documents with single electronic document containing links to evidence and a paper folder for hard copy evidence such as completed surveys/questionnaires) found such as 

· Completed questionnaires and surveys

· Summaries of completed surveys and questionnaires

· Notes on interviews conducted

· Clippings, photocopies, and scanned documents

· Printouts, screen shots and disk/folder with electronic copies, etc.

3. Evidence that the different types of sources and information have been checked for trustworthiness and quality. 

[45]

Phase 2
Due date:


Name:

Class:


Task 1:  Use information – Planning



1
Planning / overview Phase 2

· Get a clear overview of the following step in the process and due dates
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Phase 2
2
Use information – Planning the report

· Create a framework to show how you are going to use the information and data in your report

· Which headings and sub-headings will you use? Refer to sub-topics in phase 1.

· How and where will you use the answers to the questions?

· How will you integrate the different packages?

· Which evidence will you use to support your findings and recommendations?

· How will you use the evidence?

· What will the order be?
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· Plan each section and each paragraph
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Note:  Your framework could take the form of a mindmap, diagram, word outline or storyboard

Example: Report Outline
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Key notes

Checkpoint

Ask one or two of your peers to check your planning. 

Also, ask your teacher to check these.
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Task 2:  Use information – Processing/analysing



3
Use information – Process and analyse information and data


3.1
Create spreadsheet

· Type in data from questionnaire/survey, transfer or import data gathered elsewhere

· Use functions and formulae to process the data into meaningful information – to help answer the questions and support your findings

for example:  calculating the average time spent on Facebook
· Make summaries

· Create meaningful graphs – to help answer the questions and support your findings/recommendations

3.2
Create database

· Type in, transfer or import information gathered

· Create meaningful queries – to help answer the questions and support your findings/recommendations

for example:  social websites, their purpose, number of members, etc.
· Create meaningful reports – to help answer the questions and support your findings/recommendations

· Integrate with other programs, if applicable


Checkpoint

Ask one or two of your peers to check your processing. 

Also, ask your teacher to check these.


Checkpoint

Check if you have done all that is required before you hand in your document for Phase 2. Also, ask a peer to check these.

	Task
	Self
	Peer
	Comment

	Planning
	
	
	

	Each section?
	
	
	

	Introduction
	
	
	

	Body
	
	
	

	Conclusion
	
	
	

	Headings / sub-headings?
	
	
	

	Paragraphs?
	
	
	

	Key notes on what will be in each paragraph?
	
	
	

	How questions will be answered?
	
	
	

	How packages will be used?
	
	
	

	Where supporting evidence will be placed?
	
	
	

	Organisation?
	
	
	

	Analysis
	
	
	

	Spreadsheet
	
	
	

	Calculations (formulae and functions)?
	
	
	

	Graphs?
	
	
	

	Easy to interpret?
	
	
	

	Meaningful?
	
	
	

	Provides answers?
	
	
	

	Easy to read and interpret?
	
	
	

	Database
	
	
	

	Design?
	
	
	

	Table – number of records?
	
	
	

	Queries?
	
	
	

	Reports?
	
	
	

	Calculations?
	
	
	

	Meaningful?
	
	
	

	Provides answers?
	
	
	


4
Hand in:

· Planning document with the report outline and key information

· on how you intend to use the information

· where you intend to use it

· how it will be organised

· Completed spreadsheet together with electronic files where you processed and analysed the information and data

· Completed database together with electronic files where you analysed the information and data


[46]

Phase 3
Due date:



Name:

Class:


Task 1:  Use information – Final presentation/synthesis



1
Planning / overview Phase 3
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Phase 3: Use information 

2
Put it all together, complete the puzzle

· Use your word processor to finalise the report

· Use the outline and capture the report using the information, data and supporting evidence from previous phases.


Checkpoint

At this point, you will have to check if you have done all that is required for the report in phase 3. Also, ask a peer to check these.

	Task
	Self
	Peer
	Comment

	Title Page? 
	
	
	

	Table of contents? 
	
	
	

	Introduction
	
	
	

	Context of investigation?
	
	
	

	Clear overview?
	
	
	

	Body
	
	
	

	Headings and sub-headings?
	
	
	

	Organisation:
	
	
	

	Sequence?
	
	
	

	Supporting evidence?
	
	
	

	Unity? related info together?
	
	
	

	Coherence?
	
	
	

	No duplication?
	
	
	

	New knowledge and insight?
	
	
	

	Graphics / images
	
	
	

	Support text?
	
	
	

	Correctly placed?
	
	
	

	Captions?
	
	
	

	Conclusion
	
	
	

	Main points?
	
	
	

	Recommendation?
	
	
	

	Integration of packages
	
	
	

	Page numbers?
	
	
	

	Reference?
	
	
	

	APA or Harvard method?
	
	
	


4
Final check!  Make sure that you …

1. Finalise your report (± 10 pages) using the word processor
2. Prepare the report 

· Decide which of the information manipulated/processed will support your discussion/proposal and will be used in your final report and presentation

· Present the findings/solution/recommendation supported by evidence collected/ processed in previous tasks

3.  The report must include:

· Title page

· Table of contents

· List of references 

· Hyperlinks to documents/evidence from previous phases

5 Hand in:

Submit an appropriate file structure that contains 

​- An electronic copy of the report (± 10 pages) using the word processor containing the following:

· Title page

· Table of contents

· Introduction

· Body/Paragraphs discussing the task and the solution including information, graphics/images, tables, graphs, queries, reports created in Phase 2 to support the recommendation or findings

· Conclusion – give the solution/make a proposal/present your findings/idea

· List of references (bibliography) 

· Hyperlinks to documents/evidence from previous phases 

-  Also hand in a printed copy of the report.

[
Task 2:  Use information – Final presentation/synthesis


6
Prepare the presentation
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Prepare a summary of the report or create a presentation on any related matter

6.1
The presentation

Your presentation must be done using the fourth package that you have studied and could be a summary of the report or a visual presentation on any related matter pertaining to this year’s PAT scenario

Checkpoint

At this point, you will have to check if you have done all that is required for phase 3. Also, ask a peer to check these.

	Task
	Self
	Peer
	Comment

	Presentation?
	
	
	

	Readable?
	
	
	

	Good taste? / suitable to target audience?
	
	
	

	Not too busy?
	
	
	

	Outlines are used?
	
	
	

	Slide structure?
	
	
	

	
Title slide?
	
	
	

	
Menu or table of contents?
	
	
	

	
Introduction?
	
	
	

	
Body?
	
	
	

	
Conclusion/findings?
	
	
	

	Font?
	
	
	

	Alignment / styles?
	
	
	

	Colour?
	
	
	

	Background?
	
	
	

	Graphs / graphics / images ?
	
	
	

	Multimedia effects?
	
	
	

	Action buttons / hyperlinks / hotspots?
	
	
	

	Integration?
	
	
	

	Transitions / animations?
	
	
	

	Spelling and grammar?
	
	
	


7
Hand in

A summary of the report/findings/plan/proposal/solution/recommendation or a visual presentation on any related matter, using the fourth package that you studied, e.g. slideshow(s) using a presentations program such as PowerPoint 


Total for Phase 3  =  (Report 32) + (Presentation 22)  = [54]

END!

Reports show that two-thirds of the world’s Internet population belongs to a social network


Millions of people are making themselves vulnerable by recklessly posting information on social websites.


Electronic “footprints” could damage people’s future prospects


Social networking is really for the people!


Stay in touch – visit social networks!














Note: 	Your main question and sub-topics should keep you from getting lost or off-track when asking other questions or when looking for information
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