ADMINISTRATION & IT COMMAND WORDS

	N4
	N5
	HIGHER
	EXPLANATION
	COMMENTS

	List 


	List
	
	Present in brief form. 
	List/single point would be acceptable 

One mark awarded per point. 

	Name
	Name
	
	Present in brief form
	List/single point would be acceptable. 

One mark awarded per point. 

	Identify 


	Identify
	Identify
	Present in brief form
	List/single point would be acceptable.

At Higher identify would usually be used with another command word. 

One mark awarded per point. 

	State
	State
	State
	Present in brief form
	List/single point would be acceptable. 

State may be used rather than identify to suit the wording/context. 

One mark awarded per statement.

	 Suggest
	Suggest
	Suggest
	More than naming/give ideas/propose/put forward recommend/advise on a course of action. 
	One mark per suggestion at Intermediate 1. 

At Int 2 and Higher this may be linked with another instruction to justify suggestion/s. 

	Outline 


	Outline
	Outline
	A brief sketch of content. More than naming, but not a detailed description. 
	Candidate will not be expected to develop their answers eg no credit will be given for examples. 

One mark awarded per point. Marks indicate the number of different points expected. 

	Describe
	Describe
	Describe
	A statement which shows understanding of a statement or concept.  

Outline plus an example/explanation or expansion.
	At Int 2 and Higher this may be linked to advantages and disadvantages.

No marks for simply naming/identifying.

At Int 1 one mark per description

At Int 2 and Higher one mark for outlining plus one for additional comment. 



	
	Justify
	Justify
	State why a course of action has been chosen. 

Give good reasons for …..
	This could be linked to a number of other command words. 

One mark per justification.

	
	Compare
	Compare
	Demonstrate knowledge and understanding of the similarities and/or differences between methods/choices.
	Answer should be structured in such a way that each statement compares a similarity or a difference. 

One mark per complete statement of comparison.

	
	
	Discuss 
	Communicate ideas and information on a subject. 

May be possible to debate two sides of the statement. 
	Will not be possible to gain full marks unless the candidate has an answer that is organized, well-reasoned, cohesive. 

Examples/illustrations could be used. 

Within some contexts conclusions may be required and/or the best course of action suggested. 



	
	
	Consequences
	How the issue identified initially affects the organization or employee
	The initial impact. What might happen as a direct result of failing to do or take account of something. 

This word will be linked with other command words.

	
	
	Implications
	How the issue identified subsequently affects the organization or employee.
	Far reaching effects of a course of action.

This word will be linked with other command words.


