
Section 1: Be able to identify and select information and 
resources to meet personal and organisational needs

Using and managing information

NCFE Level 2

Certificate in Digital Skills for Work

SEARCH ENGINES

WEBSITES

HEALTH AND SAFETY

SOFTWARE

STORE INFORMATION

DATA PROTECTION

SAM
PLE



2 © LCG 2019 

This course is delivered on a flexible learning basis. This means that most of your 
study will take place away from your Assessor/Tutor. It helps to carefully plan your 
studying so that you get the most out of your course. We have put together some 
handy tips for you below.

Study Guidance

   Try to plan an outline timetable of when and where you will study.

   Try to complete your work in a quiet environment where you are unlikely to  
be distracted.

   Set realistic goals and deadlines for the various elements of your course. 

   Plan what you are going to study during each session, and try and achieve  
this each time.

   After each session, reflect on what you have achieved and plan what you hope to 
complete next time. 

   Remember that not only do you have the support of your Assessor/Tutor, but it is 
likely that your family, friends and work colleagues will also be willing to help.

Assessor/Tutor Support

   Your Assessor/Tutor will be available to support and guide you through the 
programme. They are experts in your area of study and are experienced in 
helping many different types of learners. 

   They can help you to improve the standard of work you submit and will give  
you useful feedback on areas in which you have excelled, as well as where  
you can improve. 

   Remember to listen to, or read, their feedback carefully. Ask if you are unsure 
about any of the feedback you receive, as your Assessor/Tutor is there to help.

   Make note of any tips they give. Refer to the learning materials, as they contain 
the information you need to complete the end-of-unit assessments.

   Look out for areas in which you can improve, and set yourself an action plan to 
make sure you complete the required work.

   Take positive feedback on board; this demonstrates you are doing things right 
and have a good understanding of the subject area. 

   Use the feedback to avoid repeating any mistakes you may have made.

Enjoy your studies!

How to use your learning materials
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Workbook Contents

In this workbook, you will learn about search engines and how to conduct an 
advanced search for information. You will also explore how to evaluate information 
that you find in a search to make sure it is suitable for use. Finally, you will learn 
about organisational standards and procedures for storing information.
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Using and managing information 

Each section has a corresponding assessment that must be completed in order to 
achieve this part of the programme.

Your online assessments for this workbook can be found below.

When you have completed this workbook, you should attempt the assessment. Your 
Assessor/Tutor will then give you detailed written feedback on your progress.

Remember that your assessment answers should be written in your own words. You 
should not copy answers directly from the workbooks.

NCFE Level 2 Certificate in Digital Skills for Work

Upon successful completion of this qualification, learners will be awarded the NCFE 
Level 2 Digital Skills (QRN: 603/3114/8). This qualification is certificated by the 
Awarding Organisation, NCFE.
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Section 1: Be able to identify and select information and 
resources to meet personal and organisational needs

During completion of this qualification, you should ensure that any evidence you 
gather to demonstrate your skills doesn’t contain personal information such as 
names, addresses or dates of birth. This includes photographic evidence such as 
screenshots. 

Being able to find and choose accurate, reliable information and resources is an 
essential personal and professional skill. In this section, you will learn about using 
advanced search techniques, identifying sources of information and using various 
facilities to make finding and keeping information easier. 

How search engines work
Please read the following as it will help you to answer question 1.

The Internet is a vast source of information made up of billions of web pages, like a 
virtual library. Because the amount of information available on the Internet is almost 
limitless, search engines were created to help you find exactly what you’re looking 
for. 

A search engine is an online database of web pages that finds information to 
match words or phrases you’re looking for. Computer programs called web crawlers 
automatically browse the Internet and every time they visit a web page, they copy 
it and add its Unique Resource Locator (URL), the page’s web address, to the 
database. Like a spider building a web, the crawlers then visit each link on the page 
and copy and index them as well. It is this information that search engines use 
when you search for something. 

Examples of search engines include Bing, Google and Yahoo. The things you can 
find using a search engine are limited only by your imagination, and examples 
include:

 • finding a website 

 • finding images

 • finding videos

 • finding a product or service you’re looking for

 • finding a business specialist

 • learning more about a certain subject

 • finding information, e.g. about your ancestry or a period of history

 • getting directions
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Section 1: Be able to identify and select information and 
resources to meet personal and organisational needs

There are tricks to making a website appear on the first page of search results, 
known as search engine optimisation (SEO) – which is a huge industry on its own. 
For example, a company can:

 • Lay out its website so that it is divided into sections that each focus on one 
keyword (which customers will use when searching for information), e.g. a holiday 
website could have one section dedicated to budget holidays and another to 
luxury holidays.

 • Ensure content is ‘search engine friendly’, e.g. has the optimal number of words 
(some experts say articles with 2000+ words of content rank higher in search 
results). 

 • Create unique ‘title tags’ for each page: search engines log this information and 
it appears in the user’s browser, so it should clearly describe the page content 
and include a specific keyword.

 • Have links to other companies and have relevant, good-quality companies link 
back – this suggests that the website is well regarded, which can help it to 
appear higher in search results. 

Online search facilities used to find information
Please read the following as it will help you to answer questions 2, 3, 4, 5 and 6.

When you’re looking for information online, to improve your success and reduce the 
amount of time wasted on inefficient searches, you should know about the online 
search facilities available to you and when to use each.

What makes a search facility appropriate?

If you need to find a work file, you wouldn’t search for it on Pinterest. Similarly, if 
you’re looking for a hilarious meme everyone’s been talking about, it’s likely that the 
best place to look would be on social media. It is important to choose the search 
facility that is most suited to the content you’re looking for.

What online search facilities are there?

The most obvious one is search engines, e.g. Google, Bing, Yahoo. You enter 
the term or terms you want information on and filter the results by their 
appropriateness. 
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Section 1: Be able to identify and select information and 
resources to meet personal and organisational needs

Social media is another great source of information – not all of it verified, accurate 
or useful, but definitely able to keep you up to date on what’s happening as it 
happens. 

At work, you will probably have access to shared file platforms, such as OneDrive 
and Dropbox. You will also have access to shared internal drives, which may be 
open access or may require a password. These allow you to enter search terms to 
find a document or file you’re looking for. 

Using advanced search techniques to find information

A simple search using a search engine is likely to produce millions of results, which 
can be frustrating, off-putting and ultimately impossible to read through. To narrow 
the results of your search, there are advanced techniques you can use to find 
information.

Note: these are general guidelines; it is important to check the guidelines for your 
chosen search engine to see if they use different advanced search techniques.

Broadening searches

In some instances, your search terms might not bring up enough information, or 
any information at all. In these cases, you could try using other keywords associated 
with the topic you’re searching for, or try different spellings of the word. If you 
include ‘and’ or ‘or’ in your search, you will link the terms together. For example, 
you could search for ‘shoes and footwear’.

Narrowing searches

To reduce the number of records related to the information you’re looking for, you 
can add more search terms. For example, rather than looking up ‘shoes’, you could 
look up the specific type of shoes you would like to find, e.g. ‘blue size 5 shoes’.
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Section 1: Be able to identify and select information and 
resources to meet personal and organisational needs

Using the asterisk wildcard

An asterisk * tells the search engine that you don’t know one or more words of your 
search term, e.g. if you’re looking up the title of a book but don’t remember the 
whole thing. The search engine will then look for the search term knowing that each 
asterisk can be any word. 

Using quotes

To help a search engine locate something specific you can place your search term 
in quotes, e.g. “blue shoes”. The quotes tell the search engine to search for the 
whole phrase exactly as it is typed instead of looking for ‘blue’ and ‘shoes’. 

Using hyphens

If you believe that a word you’re searching for has multiple meanings you can use a 
hyphen to ensure the search engine focuses on the correct meaning of the word. 

Knowledge Activity 1: Do an advanced search for a new metal kitchen 
lightshade. Try each of the following techniques and make a note of the 
results you get:

 • broadening

 • narrowing

 • proximity

 • wildcard

 • truncation
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Section 1: Be able to identify and select information and 
resources to meet personal and organisational needs

Identifying sources of information to meet your own or 
business needs

When you’re looking for information, it is important to choose sources that meet 
your own needs. For example, if you never buy or read newspapers, then it may 
be more appropriate for you to read the news using an app, or to follow specific 
hashtags related to the topic. You might also want to search out sources that are 
suited to constantly changing information, such as social media and email.

You also need to take into account any constraints you may face, such as the type 
of equipment you have access to – i.e. slow broadband and an old laptop, or bad 
radio signal. 

In a business context, sources that don’t keep up with rapidly changing information, 
e.g. books, can be of limited use, as part of being a good business is staying up 
on – if not keeping ahead of – industry news and trends. Keeping the news channel 
on may be useful for a business, as will ‘following’ industry leaders and setting up 
alerts when specific keywords appear online. 
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Section 1: Be able to identify and select information and 
resources to meet personal and organisational needs

Using bookmarking, searching and filtering facilities

Bookmarking

If there are web pages that you use frequently, for work or at home, you can 
‘bookmark’ them. Bookmarking a page allows you to save a link to your bookmark 
list and each time you need it, you just click on the link. This can also be useful if 
you find a website you like and don’t want to forget or lose it.  

Where to find the bookmark tab will depend on which web browser you use. For 
these examples, we will use Google Chrome. 

Step 1. Go to the web page you would like to save.

Step 2. To the right of the search bar, there is a star. When you hover over it, it 
says ‘Bookmark this page’. Click on the star.

Step 3. A box will open that says ‘Bookmark added’. The browser will automatically 
name the page and save it into the bookmarks folder, but you can change the 
name of the website and choose a different folder if you want to. When you’re 
happy with the information, click ‘Done’.

The bookmark you have added will now appear in your Bookmarks list. To see the 
list, click on the three vertical dots to the right of the bookmark star. From the drop 
down, choose ‘Bookmarks’, and that will show you all of the bookmarks you’ve 
saved.

Searching

When you want to find information, you need to follow certain steps:

1. open your web browser, e.g. Google Chrome

2. type in the search engine you would like to use, e.g. Google

3. click in the search bar

4. type in what you’re looking for

5. press return
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PLE



10 © LCG 2019 

Section 1: Be able to identify and select information and 
resources to meet personal and organisational needs

Filtering results

When you type in a simple search term (or terms), the search engine will present 
you with all of the sites that have matching content. Often, you will get hundreds of 
thousands, or even millions, of results. 

No one has time to look through that number of results, so search engines give you 
tools known as ‘filters’ that will help you to narrow them down to focus on exactly 
what you’re looking for. 

Filters sift out irrelevant results so that you see only information that is specific to 
what you’re looking for. 

Most search engines provide a range of options that will help you to refine your 
search, which may look like the image below. It is important to remember that 
search engines will all be different, so it is a good idea to familiarise yourself with 
the options offered by the one you use most often.

You can click on any of these options and it will link you straight to the type of 
content you’re looking for, e.g. if you only want to see images, click on ‘Images’.

If you want to add more filters to your search results, you can refine by a range of 
other filters, including:

 • Date: e.g. information that was published today or within the last week or month. 
Some search engines allow you to set your own time frame.

 •  Language: e.g. only content that is written in your native language, another 
language, or all languages.

 • The region the content originated from: e.g. you can limit the results to the 
United Kingdom.

 • The type of file you are looking for: e.g. PDF, Excel, Word, PowerPoint or Rich 
Text Format.

 • Exact words: e.g. if you are looking for something specific and only want results 
that match the words you use exactly.

Knowledge Activity 2: If you wanted up-to-the-minute news about a 
developing story, which sources of information would you use and why?
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Section 2: Be able to evaluate researched information, 
adhering to procedures and copyright

In this section, you will explore how to figure out whether or not the information you 
have found is reliable and credible. You will also learn how to evaluate the quality of 
the information you have found and how to avoid plagiarism.

Demonstrating that information gathered is from reliable 
and credible sources

The internet should have a blanket warning of ‘Proceed with caution’. It is a truly 
vast source of information, but it is also open to anyone, and it is impossible to 
know their motives for publishing information. It is easy to manipulate videos, 
images and written content to meet individual needs, which range from making 
people laugh to inciting racial hatred and influencing voters’ actions. The following 
image shows a good example of a silly (fake) story that keeps being recycled: 

If information is ‘reliable’, it means that it can be trusted. ‘Credible’ information is 
convincing or believable. But how do you check that information is either (or both)?
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Section 2: Be able to evaluate researched information, 
adhering to procedures and copyright

For example, if you want to check the source of an image, you can do a reverse 
image search – drag the image into the Google Images search bar, and it will show 
you all of the times the image has been used – including the original source. 

To check if information from a website is credible, you should do the following:

Check How to evaluate information quality
The website’s web address 
(Uniform Resource Locator or 
URL)

Is it published by a well-known, reputable 
domain, e.g. .ac.uk (a British university) or .gov.
uk (the UK government)? These sources produce 
credible information.

Is the author identified? If the author isn’t identified, you should wonder 
why not, e.g. do they not want to be associated 
with what they’ve written? 

If the author is identified, are they an expert 
in their field? You can find this out by doing a 
separate search using their name, which will also 
help you to figure out if the author is qualified in 
the subject they are writing for and if they work 
for a well-known organisation.

Has the information come from a 
reputable publication?

If a journal or online publication has a clear 
name, contact details, looks professional and 
comes from a publisher you recognise, then it 
is probably credible. If you aren’t certain, you 
should do a search online to see if the publisher 
comes up and if the journal is referenced 
anywhere else.

Has the information come from a 
personal website?

In a world of blogs, comment boards, Twitter and 
Facebook, it is easy to forget that not everyone 
is an expert. There is a big difference between 
Joe Bloggs’s opinion on a subject and an expert’s 
research findings or opinion on a subject. If 
information was mentioned on a blog, keep in 
mind that it is likely that the writer used it to 
support their own point of view – or may have 
shaped it to match their point of view.

Has the information come from a 
website associated with a certain 
group, e.g. a political party?

If it does, you will have to decide why you think 
the information was published, e.g. was it to 
sway voters or discredit a political rival?

Is the information obviously 
biased?

If the information is clearly pushing a point of 
view or agenda, you should take care using it. 
It could be useful as a snapshot of the way a 
certain group thinks, but it shouldn’t be relied on.

SAM
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Section 2: Be able to evaluate researched information, 
adhering to procedures and copyright

Reliability and evaluating the quality of information

It can be difficult to tell the difference between reliable and unreliable information, 
and sometimes even professional news organisations are caught out. But there are 
some checks you can do. Look at the information in the following table to see what 
you can do.

Check Rationale
Does the content have a lot 
of spelling and punctuation 
mistakes?

Well-researched information takes a long time 
to put together, and is checked very carefully 
for mistakes. Information that was put together 
quickly will have a lot of mistakes.

Is the information well written? Professionally created information will have been 
edited or peer reviewed, so it will read well and 
will make sense.

Is the website regularly 
maintained?

This can help you to identify how current 
the information is. If the source hasn’t been 
updated for two years, the information could 
very well be outdated, and there may have been 
advancements and new information that would 
be more useful to you. If all of the links work and 
there is a note stating when it was last updated, 
you can be fairly certain it is being regularly 
maintained, which means the information should 
be current.

Remember that some research can be decades 
old and still be the foundation for research for a 
subject, e.g. the work of Freud and Einstein. SAM
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Section 2: Be able to evaluate researched information, 
adhering to procedures and copyright

Did you know?

Wikipedia’s content can be edited and added to by anyone. If you can’t verify 
that the person who contributed content on Wikipedia is an expert in that 
particular field, then it is advisable not to use it.

Regulations surrounding copyright of information
Please read the following as it will help you to answer question 7.

When someone creates certain types of work, they are seen in law as having 
intellectual property rights over that work. This means that whatever they produce 
belongs to them and no one is allowed to use it or copy it without their permission. 

Regulations, or laws, have been created to protect intellectual property rights and 
ensure they are enforced. In this section, you will explore the different regulations 
currently in use.

The Copyright, Designs and Patents Act 1988
(amended September 2017)

This legislation was created to protect intellectual property rights in the United 
Kingdom and covers:

 • song lyrics, manuscripts, manuals, computer programs, commercial documents, 
leaflets, newsletters, articles

 • plays, dance

 • musical recordings and scores

 • photography, painting, sculptures, architecture, technical drawings/diagrams, 
maps, logos

 • the style and appearance of magazines and periodicals

 • video footage, films, broadcast programmes

Source: https://www.copyrightservice.co.uk/copyright/p01_uk_copyright_law

Copyright is described as “an automatic right” that happens whenever a person or 
company creates original work. Under the legislation, it is an offence to copy, rent, 
perform or adapt copyrighted work without the owner’s consent. 
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Section 2: Be able to evaluate researched information, 
adhering to procedures and copyright

The legislation also says that you are allowed to use copyrighted work for certain 
reasons without breaking the law. The reasons include:

 • when doing research

 • private purposes, i.e. the information will not be made public

 • news reporting

 • parody

 • producing a backup copy of a program for personal use

Once something has been copyrighted, it is protected for between 25 and 125 
years.

The Copyright (Computer Programs) Regulations 1992

This legislation was created to protect the copyright of computer programs and 
states that board directors will be prosecuted if they allow software to be illegally 
copied or used in their organisation.

The importance of producing quality information
Please read the following as it will help you to answer question 8.

Good-quality information:

 • comes from a reliable and verifiable source: e.g. the author is known and has 
experience in whatever field they’ve created information for

 • comes from a reputable website

 • is accurate

 • is well written and makes sense

 • is error-free

Information is often used to help people and businesses make decisions and inform 
people’s understanding of a topic or situation. Good-quality information is well 
researched, checked and usually written by someone with expert knowledge, which 
means that it can be trusted and relied on as being accurate by anyone who uses 
it.
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Section 2: Be able to evaluate researched information, 
adhering to procedures and copyright

Example of the consequences of poor-quality information

An example of the importance of producing good-quality information is the 
British doctor, Andrew Wakefield, who created fake research results to show that 
there was a link between the MMR (measles, mumps and rubella) vaccination 
given to children and autism. As a direct result of his ‘findings’, and the media’s 
representation of the information, immunisation rates dropped and didn’t recover 
for 20 years: three children died, thousands were left unprotected from three 
potentially life-threatening diseases and the number of children hospitalised 
increased by over 12,000. Eventually, other scientists found Wakefield’s research 
couldn’t be repeated and that there is absolutely no link between the MMR and 
autism. Wakefield was struck off the medical register and is no longer a doctor.

Knowledge Activity 3: Go online and find three sources of information about 
how many businesses have been opened in the UK in the last 10 years. For 
each source, make notes and answer the following questions:

 • Is the information reliable and credible? Explain why.

 •  Is the information good quality? Explain why.
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Section 3: Be able to store information in line with an 
organisation’s agreed procedures 

In this section, you will learn the purpose of standards and procedures for storing 
information and about file housekeeping. You will also understand how to store 
information according to certain procedures.

The importance of routine file housekeeping for 
efficient handling and retrieval of information

Please read the following as it will help you to answer question 9.

‘Housekeeping’ refers to the process of managing information by performing regular 
checks, deleting old and unused versions of files and software and backing up data 
on an external hard drive. 

For example, if there are three versions of a document but only one is complete, 
the other two should be deleted. By doing this, you will remove the possibility of 
someone working on the wrong version or of incorrect information being sent out. 

It is important to perform housekeeping on a frequent basis for the following 
reasons:

 • it will be faster and easier to retrieve specific information

 • it will reduce errors

 • it will increase productivity
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Section 3: Be able to store information in line with an 
organisation’s agreed procedures 

Why an organisation might have standards and 
procedures in place for storing information

Please read the following as it will help you to answer question 10.

All organisations deal with and store (keep) information, such as supplier bank 
account details and personal employee data. Information can be stored physically, 
e.g. in filing cabinets, or electronically, e.g. in a cloud, external hard drive, email 
system or online filing site such as Dropbox.

It is each organisation’s legal responsibility to keep electronic information safe, 
secure and easy to find. 

Organisations might have standards and procedures to store information to:

 • Increase efficiency: if everyone in an organisation labels and stores information 
in the same, uniform way, it will make it much easier to find when it is needed. 
This saves time, effort and money.

 • Increase accessibility: by putting standards and procedures in place for storing 
information, it can be shared and edited quickly and, if it is online, by anyone in 
the world who has the password.

 • Maintain security: by following standards and procedures, information will be 
kept safe and opportunities to lose information will be reduced.

 • Meet legal requirements: e.g. the General Data Protection Regulation (GDPR). 
The GDPR sets out six main principles which govern how personal data should 
be used by organisations, and data can only be used for six specific reasons. 
Additionally, organisations must process, collect, store and maintain the accuracy 
of all data.

 • Maintain confidentiality: some organisations will deal with and store highly 
sensitive information that must be protected. Standards and procedures will help 
ensure confidentiality.SAM
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Section 3: Be able to store information in line with an 
organisation’s agreed procedures 

Storing information following agreed procedures
Please read the following as it will help you to answer question 11.

When you’re storing information, it is important to follow any organisational 
procedures that are in place, as this will help with housekeeping and allow your 
colleagues to find information quickly and easily. 

Procedures may include:

 •  Naming conventions, i.e. every file should be named the same way. For example: 
Department name_three-word content description_version number, so: IT_Digital_ 
Skills_V1.

 •  Location conventions: e.g. every file should be placed in an appropriate, well-
labelled folder that will be easy to find for someone looking for it.

 •  Security conventions: e.g. some information may be sensitive, and you may be 
required to place a password on it so access is restricted.

Knowledge Activity 4: Create a procedure for saving information. Include 
naming conventions, reasons why information should be stored and how long 
it should be stored for.
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Section 3: Be able to store information in line with an 
organisation’s agreed procedures 

Summary

In this workbook, you have learned about:

 • online search facilities used to find information 

 • how search engines work 

 • using advanced search techniques to find information 

 • identifying sources of information to meet your own or business needs 

 • using bookmarking, search and filter facilities

 • demonstrating that information gathered is from reliable and credible sources

 • evaluating the quality of information in relation to its intended purpose 

 • regulations surrounding copyright of information 

 • the importance of producing quality information

 • the importance of routine file housekeeping for efficient handling and retrieval of 
information 

 • why an organisation might have standards and procedures in place for storing 
information 

 • storing information following agreed procedures
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Section 4: Extension activity

Extension Activity 1: What standards and procedures does your employer 
have in place for storing information? Make some notes about them in the 
space below. 
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PLE



22 © LCG 2019 

Section 4: Extension activity

Extension Activity 2: Research incidences of ‘fake news’. What makes some 
news ‘fake’? How can you identify it? What impact can it have on society?

Well done!

You have now completed this Workbook and should 
attempt the assessment. If you require any help or 
guidance, please contact your Assessor/Tutor.
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Disclaimer

Every effort has been made to ensure that the information 
contained within this learning material is accurate and reflects 
current best practice. All information provided should be used 
as guidance only, and adapted to reflect local practices and 
individual working environment protocols.

All legislation is correct at the time of printing, but is liable to 
change (please ensure when referencing legislation that you  
are working from the most recent edition/amendment).

Neither Learning Curve Group (LCG); nor their authors, 
publishers or distributors accept any responsibility for any 
loss, damage or injury (whether direct, indirect, incidental or 
consequential) howsoever arising in connection with the use of 
the information in this learning material.

Whilst NCFE has exercised reasonable care and skill in 
endorsing this resource, we make no representation, expressed 
or implied, with regard to the continued accuracy of the 
information contained in this resource. NCFE does not accept 
any legal responsibility or liability for any errors or omissions 
from the resource or the consequences thereof. 

Copyright 2019 

All rights reserved. All material contained within this manual, 
including (without limitation): text; logos; icons; and all other 
artwork is copyright material of Learning Curve Group (LCG), 
unless otherwise stated. No part of this publication may be 
reproduced, stored in a retrieval system, or transmitted in any 
form or by any means (electronic, mechanical, photocopying, 
recording or otherwise), without the prior permission of the 
copyright owners.

If you have any queries, feedback or need further 
information, please contact:

Learning Curve Group 
1-10 Dunelm Rise 
Durham Gate 
Spennymoor, DL16 6FS  
info@learningcurvegroup.co.uk 
www.learningcurvegroup.co.uk

This resource has been endorsed by national Awarding 
Organisation, NCFE. This means that NCFE has reviewed it 
and agreed that it meets the necessary endorsement criteria.

LCG-DS May 2019
Version 1 (603/3114/8) 
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