Gr 10 PAT for CAT
The PAT is a showcase of your skills and knowledge. This is the opportunity to show what you are capable of: use it! 

The assignment is done from the 3rd term and must be completed before the final exam. To facilitate the process it is completed in phases. For each phase you must hand in various documents. Each phase is assessed as you hand it in. 

You may improve each phase with your teacher’s help after handing it in in order to do the next phase better, but the marks obtained for each phase will not be changed. 

 
Being part of a family is one of the best things in our lives. Families are comprised in very many different forms, conventional large families, nuclear families, one-parent families or even friends or co-workers who become like your 'family'. One thing they have in common, is that they like to celebrate! 
Celebrations are joyful occasions of remembrance of a person or an event. You can celebrate a wedding anniversary, birthday, graduation, a family reunion, passing your exams, the life of a person, being selected for a sports team, etc. 
Task description

You have been asked to help your family arrange a celebration. However, as celebrations can be very costly you must present your plans to your family and give them examples of any documents you have created for the celebration, as well as a budget. This will enable your family to decide how they will apply your ideas and whether or not they can afford a celebration on the scale you suggest.
Your family has asked for some specific details:

1. In order to emphasise the importance of the celebration to the younger “TV”-generation, your family want to display sayings, motto’s or words of wisdom from famous people about the event. Examples: 

· If your celebration is your parents’ wedding anniversary, you could display ideas about marriage on the walls of the venue as well as on the invitations and menus.

· For an 18th birthday, ideas about becoming an adult could be displayed. You might even have a little brochure about “coming of age” in various cultures.
· Ideas about success and education could be presented when celebrating a family member’s graduation.
2. Examples of documents such as menus, invitations, seating plans, etc. must be created by you. You must create at least 5 documents in Microsoft Word.

3. A preliminary budget for the event must be done. (The document must be created in Excel.) 
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The table below gives an overview of what is required:

	Phase
	Overview

	1
	1. Planning document - Include 
· description of task
· description of 5 documents which will be created
· description of calculations which need to be made
· table showing type of information to be found, where you intend to look for information and search words.
2. Found information 
· must be organised

· show where the information is found, e.g. Internet, books, Pick ‘n Pay, Shoprite

	2
	1. Examples of the five documents 

Concentrate on word-processing skills learned in gr 10
2. Quotations

	3
	
Main document 
a. Main document includes 

· a title page

· a description of the celebration which you have planned
· details of what, where, when, how, etc. the celebration will take place

· a description of the 5 documents you created
· references of where you found the information
· a description of the financial implications of the celebration giving a summary of the expenses
· summary calculations from the spreadsheet copied into the document

· references to where you found the prices for the goods/food/products used in the celebration


Attached to the main document 

· Five documents which you created 
· Printout of the spreadsheet 

All work must be submitted in print and in digital format, in one folder. 

All files must have descriptive names.


	Phase
	What is required
	No of docs
	Date

	1
	Planning documents
	1 Planning document
	

	
	Found information
	Many - printouts, notes, photocopies etc.
	

	2
	Examples of documents
	5 Examples 
Quotes
	

	3
	Present the information 
	1 Main document
5 Examples attached

1 Spreadsheet attached
	


Phase 1 : Plan the task and find the necessary information
Read the assignment again and write down what is expected of you in your own words. Decide on a type of family celebration. (You can search the Internet for ideas.) To be able to complete your task, you will need to find information. Write down your ideas. Make a type of ‘to-do’ list of all the things that must be done and arranged if you want to organise something like this. From this you will be able to see what type of documents you need to make and what type of information you must find. 
The following must be handed in: 

· A planning document 

· The information you’ve found.

Your planning document should contain the following: 

· A description of the assignment – i.e. exactly what is expected. Indicate, among other things, what type of celebration you will manage. 

· Include, in your planning document, a table in the following format:
	Document to be made
	Description and content of the documents to be made
(Include the type of calculations for the budget document)
	Where I am going to look for the information for the documents?
(Search words for electronic sources included)

	
	
	

	
	
	


Use formatting and spacing to make your table appear neat and easy to read. 
· In the last section you need to include the information you have found. This may be in the form of printouts, photocopies or notes from books and other sources. Group the information in logical “sections”, i.e. everything that contributes to the sayings in a group, all the information of venues in a group, all the information that will help make the budget in a group, etc.

Use the assessment sheet to make sure you have covered the minimum requirements, but make sure to aim higher. Let your imagination go and show the world what you are capable of!

Assessment: Phase 1 
	Criteria
	Possible mark
	Mark

	Content of planning document 

	The description of the task states exactly what is expected in the assignment (in own words).

	3


	

	The expectations for the task are properly defined: clear, unambiguous and complete. 
	The expectations for the task are vaguely defined and leave the reader unsure of what is expected.
	
	

	3
	1
	
	

	There is an exact indication of the documents to be created.
	6
	

	5X suitable Word documents



(5)
There is an indication of exactly how the spreadsheet will be used. (1)
	
	

	The description gives the indication of the type of information needed to complete the task.
	3
	

	The indication is precise and complete.
	The definition shows some of the information that must be found.
	No indication of information needed.
	
	

	3
	1
	0
	
	

	Possible sources for the information needed are indicated for each piece of information needed.
	3
	

	A source is indicated for each bit of information needed.
	Sources are indicated for most of the information needed.
	No sources are indicated.
	
	

	3
	1
	0
	
	

	Search words are specified for finding information using electronic sources.
	3
	

	There are search words for all specified electronic sources. 
	Search words are specified for most electronic sources.
	No search words are given / no electronic sources are specified
	
	

	3
	1
	0
	
	

	Layout of the planning document

	The layout of the document increases readability. (Suitable fonts, main and sub headings are formatted consistently, line spacing, correct use of indentation and correct formatting techniques e.g. tabs in stead of space bar) [Is marked negatively up to 0]
	4
	

	Appearance of the table in which content and sources of information are shown:

Use of borders: 1

Spacing of text in cells centred from top to bottom: 1

Character formatting: 1

Suitable width of columns: 1
	4
	

	The document is handed in without any typing, spelling or language errors.
	3
	

	Gathering information

	Learner provided evidence of the information collected: electronic copies, notes or summaries made from books or encyclopaedias, etc.
	2
	

	The information is arranged neatly so that it is clear what it is meant for.
	2
	

	Learner shows where he found the information.
	3
	

	The reference is given for each piece of information.
	References are given for more than half of the pieces of information.
	References given for less than half the pieces of information.
	
	

	3
	2
	1
	
	

	Subtotal
	36
	


Phase 2: Process and use the information to create the documents
· Consider all the information you have found and throw away the information that has nothing to do with your definition of the task.

· Highlight all the relevant facts and keep a good record of where you found them.

· Decide on the tools and techniques you will use to present the information. 

· Check with your assessment sheet to make sure that you have covered all the minimum requirements.

· Start with your calculations in Excel which will be included in the next phase.
Create and hand in the 5 Word documents needed before/during/after the celebrations. 
	Criteria
	Possible Mark
	Mark

	Content of the documents 

	The document that is specifically about the type of celebration in terms of quotes and wise words, has suitable content (5) and the appearance is appropriate (1).   
	6
	

	Each of the other documents has suitable content (2) and formatting (1)


3 marks x 4 documents

	12
	

	Word processing skills

	The following skills are correctly used anywhere within the 5 Word documents
	17
	

	AutoShapes: 
1 marked for basic use


2 marks for changes to AutoShape
	3
	
	

	Word Art
2 marks
	2
	
	

	Photo’s or ClipArt

2 marks for suitable ClipArt
	2
	
	

	Page border



	2
	
	

	Bullets:

1 marks for basic simple use


2-3 marks for changes to bullets
	3
	
	

	Tabs:

2 types of tabs (2 marks each)

	2
	
	

	Correct appropriate use of different types of fonts
	3
	
	

	Subtotal
	35
	


Phase 3: Present the information

Complete your calculations in Excel and prepare your proposal to your parents.

Create a main document in which you describe the celebration which you have planned. Describe what, where, when, how, etc. the celebration will take place. Describe the 5 documents you created and refer to them as attachments. Indicate where you found any information you used for your documents. 
Describe the financial implications of the celebration giving a summary of the expenses. Copy and paste the summary results from the spreadsheet into the document. Give your final document a title page.
Proofread all the documents carefully and correct all the mistakes. Look critically at your layout and make improvements and corrections. Attach the 5 documents which you created to the main document. Attach a printout of the spreadsheet to the main document.

Use the assessment sheet as a checklist to make sure that you have covered all the minimum requirements. Submit your final project in print and in digital format. Make sure that all files have descriptive names.

	Criteria
	Possible Mark
	Mark

	Create a main document

	A title page for the main document has been included.
	1
	

	Celebration is described in the main document in detail. 
	1
	

	A description of what, where, when, how, etc. the celebration will take place is included.  
	2
	

	A description of the 5 documents created is included in the main document and they are referred to as attachments.
	2
	

	The financial implications are presented as a summary of expenses in the main document. 
	2
	

	The document is free of spelling, grammar and typing errors. 
	2
	

	The document has been structured and contains subsections with paragraph headings.
	1
	

	The five word processing documents are attached.
	1
	

	A printout of the spreadsheet is attached.
	1
	

	Digital format of the presentation

	The task is also submitted in digital format (on the network / disk / CD).
	2
	

	All the files have descriptive names.
	2
	

	Subtotal
	17
	


	 Excel application

	The spreadsheet is constructed in such a way that it is possible to see what it is about and what it can be used for at the first glance.  
	2
	

	The formatting improves the readability and makes it possible to understand the spreadsheet easily.
	2
	

	Number values are stored in the correct format.
	2
	

	Functions and/or formulae were used to calculate the values.
	4
	

	Three or more
	Two 
	Only one type of function or formula was used
	
	

	4
	2
	1
	
	

	A summary of the costs of the celebration is clearly included in the spreadsheet.
	2
	

	Subtotal
	12
	



Total: 100
The following Word skills will be assessed in the different phases of this PAT. 


Formatting of characters – this will be checked in all the phases.


Graphics – make sure that you use different types of graphics in one or more of the 5 documents that you will make in this project.


Bullets and indentation – make sure that you use different types of bullets and indentation in one or more of your documents.


Tabs – ensure that you use at least two different types of tabs in one or more of the 5 documents you will create for the task.


Tables – make sure that there is a table in at least the planning document – but you may also use tables in some of the other documents if you want to. 


Page numbers, headers and footers must be shown in the last document of the final phase. 
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