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This handbook and the accompanying website 
were created by James Greenwood of Royds 
Hall High School, and have been made 
available to schools, colleges & individuals for 
free.  

You are welcome to copy, distribute & display 
this work, as well as to make derivative works 
provided the original author is credited. This 
work cannot be used for commercial 
purposes, and any derivative works must also 
be made available for free. 

www.somerights.org.uk 

james@somerights.org.uk

With thanks to: 
Chris Allan   St Robert of Newminster School 

Saeed Asghar   Royds Hall High School 
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Andrew Field   Neale-Wade Community College 
Ben Gristwood   Wade Deacon High School 

Lee LeFever   CommonCraft 
Nick Morgan   Budehaven Community School 

Tony Phillips   Royds Hall High School 
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Introduction 

Some Rights Reserved is now being used in several schools around the UK, and as such is constantly 
being updated & improved. In addition to the somerights.org.uk website, there is now a Moodle 
course packed with the resources missing from the original release, all available from my website. 

Thanks to everyone who has contributed – I hope it continues to be a valuable resource. 

James Greenwood 
9th April, 2010 

 

This assignment was written to allow students to meet the criteria of unit 1 of the OCR Nationals 

GCSE course while examining the impact of copyright & Creative Commons licensing on the wider 

world. 

A potentially dry subject, the assignment is supported by high quality graphic & video materials to 

use in class. This should lead to a more professional feel to completed coursework, within the 

parameters set by the specification. 

The Some Rights Reserved website is available at http://www.somerights.org.uk, and the 

corresponding Moodle course can be found at http://resources.james-greenwood.com 

Google Spreadsheet-based tracking sheets are available, and map exactly to the scheme of work. 

Details on how to use them are available here. Tracking sheets for OCR Nationals units 3, 8, 21 & 23 

are also available. 

 

This assignment is not endorsed by OCR, and was created by James Greenwood for Royds Hall High 

School. It is currently being used with Key Stage 4 groups to good effect, and is being shared for free. 

If you have resources you would like to share, follow James on Twitter or contact him on his site. 

Version 1.1, released 09/04/10

http://www.james-greenwood.com/2009/08/06/ocr-nationals-markbooks-updated/
http://www.james-greenwood.com/
http://www.roydshall.org/
http://www.roydshall.org/
http://www.twitter.com/jpgreenwood
http://www.james-greenwood.com/contact
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AO1: Working practices 

Pass Merit Distinction 
Save some files in appropriate 
locations with appropriate filenames 

Set up two directories 

Password protect a file 

Locate and open files in own folders 

Backup files to removable medium 

Create shortcuts to directory 

Create shortcuts to file 

Save most files in appropriate 
locations with appropriate filenames 

Set up two subdirectories in two 
directories with appropriate names 

Open existing files from different 
sources 

Delete directory 

Delete file 

Copy directory 

Copy file 

Move directory 

Move file 

Restore files from removable medium 

Create shortcut to program 

Save all files in appropriate locations 
with appropriate filenames 

Use Windows search facility 

Rename file 

Rename directory 

Delete shortcut to directory 

Delete shortcut to file 

Delete shortcut to program 

Edit shortcuts to directory 

Edit shortcuts to file 

Edit shortcuts to program

This AO should be completed using the files & folder structure created through the course of 

completing the coursework.  

Students are advised to create a copy of their AO4 folder (containing business card, flyer, letter & 

newsletter) inside their AO1 folder in order to complete the merit criteria deleting, copying & 

moving files and folders in order to avoid accidentally deleting work. 
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AO2: Using the web 

Pass Merit Distinction 
Use two different search engines to 
find information 

List addresses of sites that contain the 
information 

Send email 

Receive email 

Forward email 

Reply to email 

Send email to multiple recipients 

Open attachment 

Save attachment 

Comments on risks of opening email 
attachments

Locate information on local media 

Used searches with key words 

Comments on trustworthy sites 

Used bookmarks 

Comments on copyright legislation 

Copy and paste in compliance with 
copyright law 

Send multiple attachments 

Appropriate subjects and message 
body 

Set message to high or low priority 

Use of CC 

Summarize risks of opening email 
attachments 

Used searches with Boolean operators 

Comments on validity of site 

Date of information on sites 

Bookmarks in folders 

Download graphics and text files 

Use of BCC, showing you understand 
privacy issues 

Use of personal contacts list 

E-mail signature 

Appropriate subjects and message 
texts 

Suggest actions to minimize risks of 
attachments

Web search 

 

By virtue of the subject material, there are plenty of opportunities for students to hit the higher level 
criteria in this AO, especially in their comments on copyright legislation, Boolean searching and 
copying & pasting in compliance with copyright law. 

A good way to combine the Boolean search criteria with date of information on sites is by using 
Google’s advanced search features covering date & licensing: 

  

Searching by usage rights Searching by date 
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Resources for the web search part of this assessment objective are available from the Finding 

resources page. Commoncraft’s excellent Searching The Web In Plain English is an excellent primer 

on how to use search engines to find information. 

Email 

 

Students can email contact@somerights.org.uk for an instant autoresponder message they can use 

to evidence that they have received a message. They should then reply to it and forward it on to at 

least two other students for the remaining criteria. 

As autoresponders cannot be set up to send attachments, a document on the problems with viruses 

is available for download. A link to this document is included in the autoresponder. Email this 

document to students to evidence downloading & opening an attachment.  

http://www.somerights.org.uk/finding-resources/
http://www.somerights.org.uk/finding-resources/
http://www.commoncraft.com/
http://www.somerights.org.uk/videos/searchingtheweb.mp4
mailto:contact@somerights.org.uk
http://www.somerights.org.uk/attachments.pdf
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AO3: Presentation 
Mark scheme 

Pass Merit Distinction 
Three slide presentation 

Text and graphics 

Error checked (fix spelling errors) 

Largely fit for purpose 

Four slide presentation 

Appropriate text and graphics 

Consistent page styles 

Slide transition used 

Error free (spellcheck + proofreading) 

Printed handouts 

Five slide presentation 

Animations used 

Appropriate speaker notes - printed 

Near professional quality 

Presentation fit for purpose and 
audience

In this assessment objective, students should create a simple PowerPoint presentation about Some 

Rights Reserved, Creative Commons, and copyright. They are free to include images & text from the 

website, and embed video if software will allow it – every video on the website can be downloaded 

and run from a local drive.  

Note that if students do embed video and submit their work electronically the video file must also be 

submitted otherwise it will not play. 

Due to the size of the graphics, if students choose to use the paint splash PNG images as a 

background for their slides, they should do so using the slide master, rather than copying & pasting 

the set from slide to slide to keep file size down. This also ensures 100% consistency throughout. 

Alternatively, students could create a master background image in a graphics package and use it in 

their presentation, documents & evidence. 
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AO4: Business documents 
Mark scheme 

Pass Merit Distinction 
Create business letter 

Create business card 

Create business flyer 

Graphics included 

Two sources of graphics 

Some suitable formatting; e.g. font, 
size, justification 

Spell check used (may be some errors 
however) 

Create two page newsletter 

Three sources of graphics 

Newsletter formatted and positioned 
appropriately 

Table included 

Graph included 

Chart included 

Graphs and charts created in other 
software 

Range of tools used appropriately 

Mostly consistent layout of documents 

Spell and grammar checks (maybe a 
few errors left) 

Correct documents so few errors 
remain

Create mail merge document 

Create four page newsletter 

Four sources of graphics 

Extensive range of tools used 

Consistent house style throughout 

Spelling and grammar (virtually error 
free, near professional) 

Insertion of fields, including date and 
document information 

Most materials for AO4 are located on the Spread the Word! page. This includes hi-res PNG images 

of paint splashes in the Some Rights Reserved theme colours (as used on the website), as well as 

black silhouettes. These images can be used in formatting the letter, business card, flyer & 

newsletter consistently while avoiding use of templates. These images can be used as one of the 

required sources of graphics. Other graphics are available in the Photo Gallery, from Flickr or the 

Stock Exchange if your school has access to these sites. Distinction students should be encouraged 

to include graphics of their own making & digital photos they took themselves as examples of 

different sources of graphics. 

Students should be encouraged to choose appropriate colours to correspond with the theme of their 

documents, and use appropriate fonts. The standard font used for headings on the website is 

Helvetica, though Arial is very similar.  

Business letter 

The business letter should be an invitation to a conference aimed 

at promoting creative commons licensing. This should include a 

musical performance by one of the musicians listed on the MP3 

Jukebox page, a showing of the animated movie Sita Sings the 

Blues and an exhibition of creative commons artwork and 

photography. 

Also included should be a venue, date, cost (free!) and contact 

details to register interest. Students can either direct the recipient 

to the website, or provide a tear-off slip at the bottom to reply. 

http://www.somerights.org.uk/spread-the-word/
http://www.somerights.org.uk/photo-gallery/
http://www.flickr.com/search/advanced/
http://www.sxc.hu/
http://www.somerights.org.uk/mp3-jukebox/
http://www.somerights.org.uk/mp3-jukebox/
http://www.sitasingstheblues.com/
http://www.sitasingstheblues.com/
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The letter can include information from the website, and should give an address for Some Rights 

Reserved. As the charity doesn’t exist, either give the address of your school or use the following: 

 
Address: Some Rights Reserved 

 Luck Lane 
   Paddock 
   Huddersfield 
   HD3 4HA 
Email:   contact@somerights.org.uk 
Tel:   (01484) 444443 
Fax:   (01484) 444445 

 

 

 

 

 

 

 

 

 

Students should sign off the letter using their own name, and the title Director of Communications. 

For a distinction, students should create a mail merge on this letter, inserting addressee name & 

address as well as the current date. A list of addressees is available in Microsoft Excel (.xls) format 

and Comma Separated Value (.csv) format on the website. These formats should be accessible in any 

software. 

Mailmerge details 
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Business card 

The business card is one of the simpler tasks in this assessment objective. Students should combine 

the graphics on the website, using their own details as well as the contact information above to 

complete their business card. Email address and mobile numbers can be made up, provided they 

remain consistent throughout all of the documents created. 

 
Exemplar business card 

Flyer 

The flyer should aim to promote the conference described 

in the business letter. It should include the date, venue, 

information about the events, and fit with the Some Rights 

Reserved theme. Images of musicians can be used from the 

web, and if students wish to use a movie poster from the 

film Sita Sings the Blues, all artwork is available as creative 

commons licensed material (and will count as a second 

source of graphics).  

Remind students to record the sources of their graphics. 
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Newsletter 

For a distinction, the newsletter must contain a chart, a graph, a table and a selection of other 

information (some of which can be taken directly from the website). The chart, graph & table should 

be created using data from the AO5 spreadsheet. 

Line graph: use dates & visit/click/from Google information 

Pie chart: donations with Gift Aid (yes/no), or use =COUNTIFs to create another table adding 

up totals for standard donations (A-E) and create a pie chart based on these. 

Table: standard donations or average visits per month 

The newsletter should contain information about what creative commons is (creativecommons.org 

is an excellent source of information), how Some Rights Reserved aims to promote the message in 

schools, and how people are already sharing their creativity online. 

Students should also include some news stories based on Creative Commons licensing. A selection of 

these is available on the website front page.
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AO5: Spreadsheet 
Mark scheme 

Pass Merit Distinction 
Simple spreadsheet created 

Simple functions & formulas that work 

Use of headings: reasonably easy to 
understand 

Some evidence of formatting 

Data changed to obtain different 
results 

Printout of spreadsheet

Effective spreadsheet with accurate 
figures 

Title and effective column/row 
headings 

Range of formatting techniques 

Different formulas and a function used 

Insertion & deletion of rows 

Formula view printout of spreadsheet 

Printouts with appropriate formatting

Efficient use of formulas and more 
than one function 

Effective spreadsheet 

Effective formatting 

Use of headers & footers and other 
layout features 

 

This assessment objective should be completed solely in a spreadsheet program, taking screenshots 

for the accompanying evidence document. The files needed to complete the tasks are available for 

download on the Data page, or visit this direct link. 

While IF statements and VLOOKUPS are not implicitly mentioned in the mark scheme, there is scope 

to use them in the spreadsheet. They do not have to be done in order to hit a distinction, but a 

student who does use IF statements or VLOOKUPS would have made better use of functions & 

features than one who hadn’t. There is the scope (but not the requirement) in this exercise to go 

beyond the requirements of the specification.  

Students should complete the worksheet on the 

Data page, located here. This worksheet breaks 

down tasks by grade criteria. If you prefer not to 

do this, copy & paste the list of tasks into a 

blank document. 

Screenshots of the spreadsheet in progress 

follow. A completed spreadsheet (including 

VLOOKUPS and IF statements) is available here. 

The password to open the file is “lessig”. 

  

http://www.somerights.org.uk/data/
http://www.somerights.org.uk/resources/somerightsreserved-data.xls
http://www.somerights.org.uk/resources/ao5-tasks.pdf
http://www.somerights.org.uk/teacher/ao5-complete.xls
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Completed traffic data table. 

 

 
Completed donation data table. 
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Completed traffic data table in formula view. 

 

 Completed traffic data table in formula view. 
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AO6: Database 

Pass Merit Distinction 
Enter data into a database 

Edit data in a database 

Delete data in a database 

Simple query with a single criterion 

Simple query with single criterion, 
sorted on one field 

Create report for selected data for 
specific need 

Use of data for wide range of business 
purposes 

At least two queries using more than 
one criterion 

Create two reports, printing in 
different formats 

 

As with the spreadsheet task, all materials for this 

AO are available on the Data page. Students need 

the resources database and the tasks list. The tasks 

are largely self-explanatory, but some students may 

need guidance with creating a query & a report.  

http://www.somerights.org.uk/data/

