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 Make sure that Your Name , Your Student  Number, Your Module Title, 

Assignment Title and Your Module Lecturer’s Name are clearly shown on the front 

page of your assignment 

 

 All assignments must be submitted electronically to Moodle. 

 

 DO NOT put this form into Turnitin or it will match many similarities with other 

students’ submissions. 
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CERTIFICATE OF HIGHER EDUCATION ASSIGNMENT SPECIFICATION (SOAC) 

 

Programme: 
Certificate of Higher Education in Skills for the Workplace 

Assignment Title: Researching and Analysing Data 

Hand Out Date: The 2ND Week of Term Submission 
deadline: 

Please refer to the assessments schedule 
published on Students’ Hall in Moodle and 
the Assessment Board on campus 

 
Late submission will result in a late penalty mark, as follows:  
Up to one week late, maximum mark of 40% for first attempts and 0% for resubmissions. No work will be 
accepted more than one week after the submission deadline 
(Academic Quality Handbook 2016/17 7.5 (5)) 
 

 
MODULE AIM 

 To develop skills in the analysis of information and its translation into knowledge  

 
LEARNING OUTCOMES 
 

By the end of this module students should be able to: 
 

 Identify and evaluate appropriate sources of information; 

 apply an appropriate level of competence with workplace data handling; 

   interrogate primary and secondary sources of information to construct an   argument/ resolve 

a problem; 

   demonstrate the effective use of various IT approaches, key mathematical and statistical 

skills necessary for gathering and handling information. 

 

 

 

 

 Referencing: In the main body of your submission you must give credit to authors on whose research your work is based. Append 
to your submission a reference list that indicates the books, articles, etc. that you have read or quoted in order to 
complete this assignment (e.g. for books: surname of author and initials,  year of publication, title of book, edition, 
publisher: place of publication).  
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INDICATIVE CONTENT 
 

Through task-based study, students will explore: 
 

 potential sources of information to solve workplace problems; 

 The ways in which maths skills, knowledge and reasoning are integral to most employment 

areas; 

 Statistics in the interpretation and analysis of data – averages, types of graph, arithmetic 

mean, standard deviation 

 Basic computer use for numerical handling – excel spreadsheets, databases 

 the development of skills needed to utilise information gathered in a critical and analytical way; 

 Prof. Russell Ackoff’s definitions of data, information, knowledge, understanding and wisdom; 

 

TASK DESCRIPTION 
 

ASSESSMENT 
 

 
Module Assignment:  
 
 
The assignment for this module consists of a short research project: 
 

 
Choose ONE of the following topics (and associated articles):  
 

 
 

WORKING FROM HOME  
 

NHS AND THE MARKET ONLINE SHOPPING AND 

THE HIGH STREET  

 
Article 1 
 
Article 2 
 
Article 3 
 
Article 4 

Article 1 
 
Article 2 
 
Article 3 
 
Article 4 

Article 1 
 
Article 2 
 
Article 3 
 
Article 4 

 

 

 

http://www.guardian.co.uk/money/2013/mar/02/alexandra-shulman-working-from-home
http://www.guardian.co.uk/money/2013/mar/02/working-from-home-heather-mcgregor/print
http://www.guardian.co.uk/money/2013/mar/02/working-from-home-heather-mcgregor/print
http://www.bbc.co.uk/news/magazine-21588760
http://www.guardian.co.uk/commentisfree/2013/feb/26/yahoo-ceo-marissa-mayer-memo-telecomute/print
http://www.guardian.co.uk/society/2013/mar/02/doctors-bemoan-nhs-privatisation-by-stealth?INTCMP=ILCNETTXT3487
http://www.guardian.co.uk/commentisfree/2013/mar/03/government-created-nhs-market
http://www.guardian.co.uk/healthcare-network/2013/mar/04/happier-nhs-staff-better-patient-care?INTCMP=ILCNETTXT3487
http://www.guardian.co.uk/commentisfree/2013/mar/03/nhs-privatisation-failure-in-patient-care
http://www.guardian.co.uk/business/2013/feb/21/john-lewis-online-shopping-collect?INTCMP=ILCNETTXT3487
http://www.guardian.co.uk/business/2013/feb/21/john-lewis-online-shopping-collect?INTCMP=ILCNETTXT3487
http://www.guardian.co.uk/business/2013/mar/04/kingfisher-warns-of-store-closures
http://www.pwc.co.uk/retail-consumer/total-retail/uk-total-retail-survey-findings-2013-overview.jhtml
http://www.guardian.co.uk/business/2013/mar/01/city-wake-up-digital-investor
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Using these articles as a starting point, you are required to complete the following tasks: 
 
 

 Articulate a question 
  

 Gather information 
 

 Interrogate the data and draw some conclusions based on this data 
 
 
You should present your findings in a written report on your chosen topic. 
 
 

 This report should examine two sides of an argument (as defined by the topic and supporting 

articles) and provide supporting evidence for both points of view.  

 

 The evidence should include some simple statistical data and your analysis and interpretation 

of that data.  

 

 Statistical data may be added as appendices and referred to in the report (See Appendix A) or 

woven into the report itself (Figure 1 below shows…)  

 

 You should broaden your research to include additional articles and/or published reports or 

commissioned research to further illustrate your findings. 
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Assessment Criteria (100% of module marks) 
 
 

Assessment Criteria 

 

Learning Outcome(s) % of Marks 

Identify and evaluate appropriate 

sources of information 

 

1 20% 

Apply an appropriate level of 

competence with workplace data 

handling; 

 

2 20% 

Interrogate secondary sources of 

information to construct an 

argument / resolve a problem; 

 

3 30% 

Demonstrate the effective use of 

various IT approaches, key 

mathematical and statistical skills 

necessary for gathering and 

handling information 

 

4 30% 

 
 
 
Any questions should be addressed to your module tutor. 

 

Please note that feedback will be provided as soon as possible. 
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COMMON ASSESSMENT AND GRADING CRITERIA 
 

 OUTRIGHT FAIL UNSATISFACTORY SATISFACTORY GOOD VERY GOOD EXCELLENT EXCEPTIONAL 

Assessment Criteria REFER (equivalent 
to 0-29% 

REFER (equivalent 
to 30-39%* 

PASS (equivalent 
to 40-49%) 

PASS (equivalent 
to 50-59%) 

MERIT (equivalent 
to 60-69% 

DISTINCTION 
(equivalent to 70-

79% 

DISTINCTION (equivalent to 80-
100% 

1. Research-informed 
Literature  
Extent of research and/or 
own reading,  selection of 
credible sources, 
application of appropriate 
referencing conventions  

Little or no 
evidence of 
reading. 
Views and findings 
unsupported and 
non-authoritative. 
Referencing 
conventions largely 
ignored. 

Poor evidence of 
reading and/or of 
reliance on 
inappropriate 
sources, and/or 
indiscriminate use 
of sources. 
Referencing 
conventions used 
inconsistently. 

References to a 
limited range of 
mostly relevant 
sources. Some 
omissions and 
minor errors. 
Referencing 
conventions 
evident though not 
always applied 
consistently. 

Inclusion of a range 
of research-
informed literature, 
including sources 
retrieved 
independently. 
Referencing 
conventions mostly 
consistently 
applied. 

Inclusion of a wide 
range of research-
informed literature, 
including sources 
retrieved 
independently. 
Selection of 
relevant and 
credible sources.  
Very good use of 
referencing 
conventions, 
consistently 
applied. 

A comprehensive 
range of research 
informed literature 
embedded in the 
work. Excellent 
selection of 
relevant and 
credible sources. 
High-level 
referencing skills, 
consistently 
applied. 

Outstanding knowledge of 
research-informed literature 
embedded in the work. 
Outstanding selection of relevant 
and credible sources. High-level 
referencing skills consistently and 
professionally applied. 

2. Knowledge and 
Understanding of Subject 
Extent of knowledge and 
understanding of 
concepts and underlying 
principles associated with 
the discipline. 

Major gaps in 
knowledge and 
understanding of 
material at this 
level. Substantial 
inaccuracies. 

Gaps in knowledge, 
with only 
superficial 
understanding. 
Some significant 
inaccuracies. 

Evidence of basic 
knowledge and 
understanding of 
the relevant 
concepts and 
underlying 
principles.  

Knowledge is 
accurate with a 
good 
understanding of 
the field of study. 

Knowledge is 
extensive.  Exhibits 
understanding of 
the breadth and 
depth of 
established views.  

Excellent 
knowledge and 
understanding of 
the main concepts 
and key theories. 
Clear awareness of 
challenges to 
established views 
and the limitations 
of the knowledge 
base. 

Highly detailed knowledge and 
understanding of the main 
theories/concepts, and a critical 
awareness of the ambiguities and 
limitations of knowledge. 

3.  Analysis 
Analysis, evaluation and 
synthesis; logic, argument 
and judgement; analytical 
reflection; organisation  
of ideas and evidence 

Unsubstantiated 
generalisations, 
made without use 
of any credible 
evidence. Lack of 
logic, leading to 
unsupportable/ 
missing 
conclusions. Lack of 
any attempt to 
analyse, synthesise 
or evaluate. 

Some evidence of 
analytical 
intellectual skills, 
but for the most 
part descriptive. 
Ideas/findings 
sometimes illogical 
and contradictory. 
Generalised 
statements made 
with scant 
evidence. 
Conclusions lack 
relevance. 

Evidence of some 
logical, analytical 
thinking and some 
attempts to 
synthesise, albeit 
with some 
weaknesses. 
Some evidence to 
support findings/ 
views, but evidence 
not consistently 
interpreted. 
Some relevant 
conclusions and 
recommendations, 
where relevant 

Evidence of some 
logical, analytical 
thinking and 
synthesis. Can 
analyse new and/or 
abstract data and 
situations without 
guidance. 
An emerging 
awareness of 
different stances 
and ability to use 
evidence to support 
the argument. 
Valid conclusions 
and 
recommendations, 
where relevant 

Sound, logical, 
analytical thinking; 
synthesis and 
evaluation. Ability 
to devise and 
sustain persuasive 
arguments, and to 
review the 
reliability, validity & 
significance of 
evidence. Ability to 
communicate ideas 
and evidence 
accurately and 
convincingly. 
Sound, convincing 
conclusions / 
recommendations. 

Thoroughly logical 
work, supported by 
evaluated evidence. 
High quality 
analysis, developed 
independently or 
through effective 
collaboration. 
Ability to 
investigate 
contradictory 
information and 
identify reasons for 
contradictions. 
Strong, persuasive, 
conclusions, 
justifiable 
recommendations. 

Exceptional work; judiciously 
selected and evaluated evidence. 
Very high quality analysis, 
developed independently or 
through effective collaboration. 
Ability to investigate 
contradictory information and 
identify reasons for 
contradictions. 
Highly persuasive conclusions 

4. Practical Application 
and Deployment 
Effective deployment of 
appropriate methods, 
materials, tools and 
techniques; extent of skill 
demonstrated in the 
application of concepts to 
a variety of processes 
and/or contexts; 
formulation of innovative 
and creative solutions to 
solve problems.  

Limited or no use of 
methods, materials, 
tools and/or 
techniques. 
Little or no 
appreciation of the 
context of the 
application. 

Rudimentary 
application of 
methods, materials, 
tools and/or 
techniques but 
without 
consideration and 
competence. 
Flawed 
appreciation of the 
context of the 
application. 
 
 

An adequate 
awareness and 
mostly appropriate 
application of well 
established 
methods, materials, 
tools and/or 
techniques. 
Basic appreciation 
of the context of 
the application. 
 

A good and 
appropriate 
application of 
standard methods, 
materials, tools 
and/or techniques. 
Good appreciation 
of the context of 
the application, 
with some use of 
examples, where 
relevant. 
 

A very good 
application of a 
range of methods, 
materials, tools 
and/or techniques. 
Very good 
consideration of 
the context of the 
application, with 
perceptive use of 
examples, where 
relevant. 
Evidence of some 
innovation and 
creativity.  

An advanced 
application of a 
range of methods, 
materials, tools 
and/or techniques. 
The context of the 
application is well 
considered, with 
extensive use of 
relevant examples. 
Application and 
deployment extend 
beyond established 
conventions.  
Innovation and 
creativity evident 
throughout. 

Outstanding levels of application 
and deployment skills. 
Assimilation and development of 
cutting edge processes and 
techniques. 

5. Skills for Professional 
Practice  
Demonstrates attributes 
expected in professional 
practice including: 
individual initiative and 
collaborative working; 
deployment of 
appropriate media to 
communicate (including 
written and oral); clarity 
and effectiveness in 
presentation and 
organisation. 

Communication 
media is 
inappropriate or 
misapplied. 
Little or no 
evidence of 
autonomy in the 
completion of 
tasks. 
Work is poorly 
structured and/or 
largely incoherent. 

Media is poorly 
designed and/or 
not suitable for the 
audience.  
Poor independent 
or collaborative 
initiative. 
Work lacks 
structure, 
organisation, 
and/or coherence 

Can communicate 
in a suitable format 
but with some 
room for 
improvement.  
Can work as part of 
a team, but with 
limited involvement 
in group activities.  
Work lacks 
coherence in places 
and could be better 
structured. 

Can communicate 
effectively in a 
suitable format, but 
may have minor 
errors. 
Can work 
effectively as part 
of a team, with 
clear contribution 
to group activities.  
Mostly coherent 
work and is in a 
suitable structure. 

Can communicate 
well, confidently 
and consistently in 
a suitable format. 
Can work very well 
as part of a team, 
with very good 
contribution to 
group activities.  
Work is coherent 
and fluent and is 
well structured and 
organised. 

Can communicate 
professionally and, 
confidently in a 
suitable format. 
Can work 
professionally 
within a team, 
showing leadership 
skills as 
appropriate, 
managing conflict 
and meeting 
obligations. 
Work is coherent, 
very fluent and is 
presented 
professionally. 

Can communicate with an 
exceptionally high level of 
professionalism.  
Can work exceptionally well and 
professionally within a team, 
showing advanced leadership 
skills. 
Work is exceptionally coherent, 
very fluent and is presented 
professionally. 

 


