CiDA / Make Space Planner CIDA 3 hour class

Name:


	Task
	Description of activity
	Start Date
	End Date

Planned date in bold
	Notes

	Familiarise with project
	Read project brief

Make notes
	3/1/06
	4/1/06
	Use Internet edexcel / Make Space booklets

	Familiarise with project
	Read project brief

Make notes
	4/1/06
	4/1/06
	Research – Make Space project

	Research 
	Research ideas for project/plan folder and file structure
	9/1/06
	10/1/06
	Set up files and folders in My Work

	Research
	Research ideas for project/plan primary and secondary sources of information.

Think about what I can collect myself.
	10/1/06
	10/1/06
	What’s needed for project.

Local youth provision – what’s on.

Sources of information.

	Questionnaire / survey
	Think about 3 activities for new Make Space project. Think about suitable questions
	11/1/06
	17/1/06
	Open / closed questions. What I need from the survey?

	Questionnaire / survey
	Think about 3 activities for new Make Space project. Think about suitable questions
	16/1/06
	16/1/06
	Plan questions.

Discuss draft questionnaire. Do the questions make sense? Will I be able to use the data for analysis?

	Questionnaire / survey

Update folder / files
	Draft survey / discuss with other pupils. Think about the three activities that I am going to offer.
	17/1/06
	17/1/06
	Need information about the three activities.

Review survey questions and update as necessary.

	Questionnaire / survey
	Final draft, Print off 40 surveys and distribute to target group. Methods of obtaining responses? Carrying out the survey?
	18/1/06
	18/1/06

More time required for this part of the project than planned
	Think about the data collection and analysis. Need to collect the surveys for next lesson.

One to one interview /  telephone / e-mail / fax / post.

	Spreadsheet analysis

Update folder / files
	Plan spreadsheet, create using excel and enter survey results
	23/1/06
	26/1/06
	Think about use of formulas and functions. What do I need to analyse?

	Spreadsheet analysis
	Complete data entry
	24/1/06
	24/1/06
	

	Spreadsheet analysis
	Analyse data
	25/1/06
	25/1/06
	Totals / sub-totals and percentages

	Spreadsheet

Analysis

Update folder / files
	Analyse data
	26/1/06
	26/1/06
	Graphs / charts

	Spreadsheet

Analysis
	Analyse / check data

1 extra hour needed to analyse the data using excel
	30/1/06
	30/1/06
	Correct errors

Ask test users to check the spreadsheet

	Gathering Information
	Additional information required for the leaflet and information point.
	31/1/06
	1/2/06
	Think about primary sources of information.

Survey analysis.

Photo’s.

Interviews – Mr Colley

Extended school.

	Gathering Information
	Additional info required. Data collection. Primary and secondary sources.
	1/2/06
	1/2/06
	Keep a record of copyright. Where I found my information.

	Newsletter
	Plan design ideas for the leaflet
	6/2/06
	8/3/06
	Draft design drawings

	Newsletter
	Discuss ideas – update drawings / feedback
	7/2/06
	7/2/06
	

	Newsletter
	Use Publisher, start leaflet
	8/2/06
	8/2/06
	House style / layout / page format / text format / images / logo etc

	Half – Term week
	
	13/2/06
	17/2/06
	

	Newsletter
	Develop leaflet
	20/2/06
	20/2/06
	

	Newsletter
	Develop leaflet
	21/2/06
	21/2/06
	

	Newsletter
	Develop leaflet
	22/2/06
	22/2/06
	Draft printout. Spell scheck / proof read / ask user feedback

	Newsletter
	Update leaflet
	27/2/06
	27/2/06
	2nd draft / user feedback

	Newsletter
	Update leaflet
	28/2/06
	28/2/06
	3rd draft / user feedback

	Newsletter
	Update leaflet
	6/3/06
	6/3/06
	Checklist and review sheet

	Newsletter
	Update leaflet
	7/3/06
	7/3/06
	Checklist and review sheet

	Newsletter
	Update leaflet
	8/3/06
	8/3/06
	Leaflet completed

	Update folder / files
	
	13/3/06
	13/3/06
	

	Create database, import data / form view / database demonstration / queries and reports
	Look at dataset / design database for import of data
	14/3/06
	29/3/06
	

	Design view / import data 
	Reject records
	15/3/06
	15/3/06
	Log rejected records

	Create form view
	Use design view to create the form view
	16/3/06
	16/3/06
	

	Create form view / test form / update form
	Test data entry / update form as necessary
	20/3/06
	20/3/06
	Ask others to enter test data / check that data entry is correct / labels make sense

	Update form 
	
	21/3/06
	21/3/06
	

	Create queries for database demonstration
	
	22/3/06
	22/3/06
	Create four queries

	Create reports for database demonstration
	Layout reports in design view
	27/3/06
	27/3/06
	

	Create reports for database demonstration
	Layout reports in design view
	28/3/06
	28/3/06
	

	Save reports as HTML files
	
	29/3/06
	29/3/06
	Complete database work
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