File management rubric
	Rating Code
	6
	5
	4
	3
	2
	1

	Description of Competence
	Outstanding
	Meritorious
	Satisfactory
	Adequate
	Partial
	Inadequate

	Creation of organisational structure (process and product)
	· Works independently to create an appropriate multi-level file organisational structure with insight and excellent understanding of concepts.
	· Works independently to create a multilevel file organisational structure with insight and good under​standing of concepts
	· Creates a multilevel file organisational structure with understanding of concepts.
	· Creates a given multilevel file organisational structure 
	· Knows what a file organisational structure is but needs guidance to create structure.
	· Is aware of file organisational structures but has difficulty in understanding concepts and needs assistance to create file structure.

	Location and manipulation of files and folders
	· Masters manipulation and works independently to:

· Create folders.

· Delete and rename files and folders.

· Move or copy files and folders to any appropriate location.

· View or list files and folders according to specified criteria (date, name etc).

· Works independently to locate files and folders using the appropriate tools and techniques.

· Works with wildcards.
	· Uses Windows Explorer or any appropriate method to:

· Independently

· Create folders.

· Delete and rename files and folders

· Move or copy files and folders to specified location.

· View or list files and folders according to specified criteria (date, name etc).
	· Creates folders.

· Deletes and renames files and folders.

· Moves or copies files and folders to specified location.
	· Creates folders.

· Deletes and renames files and folders.

· Moves or copies files and folders to specified location.

· Finds files and folders
	· Locates files and folders with guidance.

· Manipulates files and folders with guidance.
	· Locates files and folders with assistance.

· Manipulates files and folders with assistance.
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