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Part 1

SECTION 1
INTRODUTION, SUPPORTING DOCUMENTS AND PROGRAMME
INFORMATION

	[bookmark: _Hlk16148490]INSTRUCTION FOR PART 1
BEFORE COMMENCEMENT, You are required to read through and complete and provide the following documents in Section1
· Student profile and contact information.
· Certified Copy of ID
· Current CV of Learner
· Certified copy of Highest Qualification Achieved
· Assessment Strategy explained
· Pre-Assessment Interview completed for RPL or CAT purposes.
· Completed minutes of meeting held with Facilitator/Assessor on what is expected of you throughout your assessment.
· Learner Commitment signed






STUDENT PROFILE AND CONTACT INFORMATION 
	Full Name
	

	Contact number
	

	ID number
	
	Age
	

	Name of medical aid (if you have one)
	
	Medical aid no
	

	Driver license
	yes
	
	no
	
	Means of transport
	

	Last institution attended
	
	Highest Qualification
	

	Qualification Title

Qualification ID:
	

	
	

	Why I choose to study this programme
	

	My future goals
	

	What I would like to learn during my in-service training
	





Instructions to Learner

Please go through your qualification orientation guide and induction, course books, in-service training logbook and your student assessment with your Facilitator and/or Assessor. 
You will be required to hand in a Portfolio of Evidence file that will consist of the following:
· Student Assessment Workbook
· In-Service Training Log Book
· Student Final Summative Assessment
Make sure you understand how to complete your portfolio of evidence file and activities and file them in sequence. 
Make sure you have a copy of the unit standards you are going to be assessed on and that you understand the specific outcomes and assessment criteria.
Read through the assessment strategy to ensure you understand the requirements of the assessment as well as the strategy that will be followed.
You will be required to sign the Pre-Meeting Minutes provided in this section.
Assessment Strategy  

The purpose of this Assessment Strategy is to provide the Learner as well as the Assessor with guidelines on the assessment as well as on how to prepare the Portfolio of Evidence which must be submitted by the candidate for assessment purposes.
Assessment Guide

The Assessor will be provided with an Assessment Guide which outline the assessment strategy, planning and preparation that the assessor and the learner must complete before attempting the assessments process.
The Assessment Guide acts as generic overview to the evidence plan. There are various Assessment Recording Tools that is used for the actual assessment and recording of evidence. 
Portfolio of Evidence 

The learner is required to plan, prepare, compile and present the evidence required of him/her to be declared competent against the exit level outcomes and assessment criteria contained in this qualification.
The fact that you have attended training, however, is not enough evidence of your competence for us to award you a certificate and the credits attached to this qualification. 
You are required to undergo assessment in order to prove your competence to achieve credits leading to a national qualification.   
[bookmark: _Toc164745687][bookmark: _Toc428128328][bookmark: _Toc483580045]Being Declared Competent 

Competence is the ability to perform whole work roles, to the standards expected in employment, in a real working environment.

There are three levels of competence:
· Foundational competence: an understanding of what you do and why.
· Practical competence: the ability to perform a set of tasks in an authentic context.
· Reflexive competence: the ability to adapt to changed circumstances appropriately and responsibly, and to explain the reason behind the action.

To receive a certificate of competence and be awarded credits, you are required to provide evidence of your competence by compiling a portfolio of evidence, which will be assessed by a SETA accredited assessor.
[bookmark: _Toc164745688][bookmark: _Toc428128329][bookmark: _Toc483580046]You Have to Submit a Portfolio of Evidence
A portfolio of evidence is a structured collection of evidence that reflects your efforts, progress and achievement in a specific learning area, and demonstrates your competence.
We have already set this out for you in the following order and consists of the following sections:
· Your Personal Information (Verification Purposes)
· Signed Declarations (Authentication Purposes)
· Student Assessment Workbook (Knowledge and Comprehension Testing)
· In-Service Training Logbook and Workplace Activities through Observation (Application, Analysis, Synthesis, Evaluation Testing). 
· Final Summative Assessment (Integrated Assessment based on the Exit Level Outcomes)

[bookmark: _Toc164745689][bookmark: _Toc428128330][bookmark: _Toc483580047]The Assessment of Your Competence
Assessment of competence is a process of making judgments about an individual's competence through matching evidence collected to the appropriate national standards. 
The evidence in your portfolio should closely reflect the outcomes and assessment criteria of the unit standards of the learning programme for which you are being assessed.
To determine a candidate’s knowledge and ability to apply the skills before and during the learning programme, formative assessments are done to determine the learner’s progress towards full competence. 
This normally guides the learner towards a successful summative (final) assessment to which both the assessor and the candidate only agree when they both feel the candidate is ready.
Re-Assessment
Should it happen that a candidate is deemed not yet competent upon a summative assessment, that candidate will be allowed to be re-assessed. The candidate can, however, only be allowed two reassessments. 
When learners have to undergo re-assessment, the following conditions will apply:
· Specific feedback will be given so that candidates can concentrate on only those areas in which they were assessed as not yet competent.
· Re-assessment will take place in the same situation or context and under the same conditions as the original assessment.
Only the specific outcomes that were not achieved will be re-assessed.
Candidates who are repeatedly unsuccessful will be given guidance on other possible and more suitable learning avenues.
In order for your assessor to assess your competence, your portfolio should provide evidence of both your knowledge and skills, and of how you applied your knowledge and skills in a variety of contexts.
This Portfolio Guide directs you in the activities that need to be completed so that your competence can be assessed and so that you can be awarded the credits attached to the programme. 
Learner Support
Please remember that as the programme is outcomes based – this implies the following:
· You are responsible for your own learning – make sure you manage your study, practical, workplace and portfolio time responsibly. 
· Learning activities are learner driven – make sure you use the Learner Guide, Resources Provide, Handbooks Identified and Assessments in the manner intended, and that you are familiar with the assessment requirements.  
· The Facilitator is there to reasonably assist you during contact, practical and workplace time of this programme – make sure that you have his/her contact details.
· The Assessor is there to assist you during your assessment process and will give you feedback on the portfolio of evidence you have presented for assessment.

Should you not know what is expected of you during assessment – please make sure that you notify the provider before assessment takes place in order for them to assist you.
Also make sure you do research on the internet and use the identify handbooks and provided resources with regards to related topics. It is not the facilitator nor the assessor or the providers job to solve the problems for you – only to guide you in making your own observations and conclusions.
Look at various study groups and tutors that can assist you throughout your learning experience.
[bookmark: _Toc346787516][bookmark: _Toc357943305][bookmark: _Toc377920362][bookmark: _Toc483580049]Appeals Procedure

In order to conduct the NQF system in an equitable & transparent manner, it is important that there is a mechanism by which a learner can appeal against the assessment conducted by the person who has been given the task of assessing him / her.
A learner may appeal against an assessment decision if he / she feel that the assessment was not:
· Valid
· Fair
· Reliable
· Practicable
The candidate should follow the following appeals process: 
1. Attempt to resolve dispute with assessor
2. Submit formal request for dispute resolution to the complaints department of the provider.
3. The company will appoint a different assessor to re-assess or appoint a moderator to moderate the assessment or request the learner to submit additional information for assessment.
4. If, after a second assessment and moderation, the learner is still dissatisfied, he / she may fill in the Appeal Form and submit to the Moderator. This form is available upon request from our offices.
5. The Moderator will appoint an Appeals Committee within the organization to review the appeal, during which both learner and assessor will have the opportunity of stating their case to the Appeals Committee. 
6. The Appeals Committee will make a decision of upholding or overthrowing the appeal, and communicate the decision to all relevant parties.
[bookmark: _Toc483580070]Appeals Procedure
Learners may appeal against assessments results based on the following grounds:
· Unfair assessments
· Victimization by the assessor
· Inappropriate assessments
· Discrimination
· Failure to prepare a learner for assessments 
· No feedback is provided to the learner
[bookmark: _Toc483580071]Procedure:                 
[bookmark: _Toc483580072]Stage 1: Appeal
a) Where the candidate disagrees with the assessment given (s) he must explain the reasons for this to the assessor concerned as soon as possible. In most circumstances this will be immediately after receiving the assessment decision.
b) The assessor should consider the candidate’s explanation and provide a response through:
· A clear explanation or a repeat explanation of the assessment decision following a re-evaluation of the evidence
· Completion of section 1 of the candidate appeal form
· Amendment of the candidate’s assessment record, if appropriate.
c)   this should take place as quickly as possible and within 3 working days.
d)   if the candidate agrees with the outcome at this stage then the appeal will not proceed any further.
e)  if the candidate is not happy with the outcome then the appeal will proceed to stage two.
[bookmark: _Toc483580073]Stage 2: Assessor Investigation

a) The assessor forwards to the moderator for the relevant section (i.e. Construction) within 3 working days of stage one
-The original assessment record and candidate evidence, where appropriate
	-The candidate appeal form, with section 1 completed
b) The moderator will reconsider the assessment decision, normally involving an evaluation of:
· The candidate’s evidence and associated records
· The assessor’s rationale for the decision
· The opinion of another assessor
· The opinion of the candidate
c) The RPL moderator should complete section 2 of the candidate RPL appeal form and provide the candidate with the reconsidered decision within 5 working days of receiving the appeal.
d) Where the candidate remains unhappy with the reconsidered RPL assessment decision, the RPL appeal must proceed to stage three
[bookmark: _Toc483580074]Stage 3 – Investigatory Panel
a) If no resolution has been reached, the stage two moderator will forward details to the unit assessor (UA). These should include:
-RPL candidate appeal form, appropriately completed
-RPL assessment records
-Any written comments from the stage two moderator (e.g. Background details)
b) The unit assessor will then, within 10 working days, convene a panel comprising:
· The unit assessor
· The stage two moderator
· Another assessor from the relevant discipline
c) The panel will evaluate the situation and complete section 3 of the candidate appeal form and the candidate of its decision within 5 working days.
d) If the candidate is still not satisfied with the outcome (s) he has the right to take the appeal to the appeal panel.
[bookmark: _Toc483580075]Stage 4 – Appeals Panel
a) The unit assessor will forward relevant details to the group assessor (ga) and these should include:
· Candidate appeal form, appropriately completed, (including the reason for the decision of the investigatory panel)
· Assessment record sheets
· Written comments from the moderator (as supplied to stage three panel)
b) The group assessor will convene, within 10 working days notification, a panel comprising:
· The group assessor or the appropriate senior post holder
· The stage two moderator
· The original assessor
The candidate should be invited to attend with a friend/colleague of the candidate if they wish. The panel will reconsider the assessment evidence, led by the group assessor.
c) The panel must reach a decision and inform the candidate of the result within 5 days, in writing
d) The decision of the panel is final
e) Records of all appeals should be logged and made available as appropriate to:
· The external verifier
· The quality assurance group with responsibility for assessment
Submission of Evidence
Do your part in submitting your evidence by doing reasonable and accurate research and applying your full commitment to providing a good portfolio of evidence. Complete your activities and submissions on the due dates provided.
“Good” evidence is, as per the SAQA requirements:
· Valid (related to what is being assessed)
· Authentic (in one’s own hand)
· Current (as recent as possible)
· Sufficient (enough evidence to prove the competence)
· Authentic (conducted by the candidate him/herself, in a real-life work environment, or acceptably simulated environment).
There are FIVE key steps in creating a portfolio that will reflect your competence.
Plan Your Portfolio

Plan and document the sequence, graphics and layout of your portfolio. 
This will assist you in following a logical sequence, which makes the assessment more user friendly and understandable for the assessor. 
The assessor wants to see your ability to be organised when providing your evidence. An assessor does not want to go and fish for your answers.
It will also reflect your professional approach and attitude towards the subject matter, your work and your life. Impact and appearance always contribute to or affect your chances of being taken seriously and declared competent!
Gather the Evidence
An evidence checklist has been provided to tell you what evidence needs to be gathered for assessment purposes. However, there are four broad categories of evidence that you should include:
· Knowledge evidence (your knowledge questionnaire).
· Direct performance evidence (actual samples of your work or records of
· activities captured on audio or video tape).
· Indirect performance evidence (documentary records of your performance e.g. appraisals, photographs, testimonials, self-assessments, customer ratings etc.).
· Supplementary evidence (to confirm the authenticity of your evidence).
Evaluate Your Evidence

Once you have collected your evidence, evaluate each piece by ensuring that it is:
· Valid (relevant to the unit standard/s being assessed).
· Authentic (clearly your own work).
· Current (not more than 2 years old).
· Sufficient (adequate to prove your competence against all of the assessment criteria and range statements in the unit standard/s).
Cross-Reference Your Evidence 

Evidence for assessment against unit standards must be linked to the outcomes of the unit standard in question. 
An evidence locator grid has been provided for this purpose within the Student Assessment Workbook as well as the Workplace Activities Book.
Assessment of your Portfolio

Within three months of submitting your portfolio:
· The assessor will verify the evidence presented
· The assessor may contact you to ask for further evidence, to clarify anything and/or to conduct an oral assessment
· The assessor will provide a written assessment report as per the assessment guide in Part I of your file.
· The assessment results will be moderated
· If assessed as competent, you will be issued with the credits applicable to this learning unit against the unit standards of the programme.
· This must firstly be endorsed by the ETQA or SETA through a verification visit.
· If assessed as not yet competent, you will receive detailed guidance on what you need to be before you can be assessed as competent.
· The verification process can take up to 6 months with the SETA, so be prepared to be patient.
[bookmark: _Toc346787521][bookmark: _Toc357943310][bookmark: _Toc377920367][bookmark: _Toc483580054]

Assessment Strategy

We promote practices and procedures that ensure proper learner support. These include advice, support and guidance to the learner.   Development needs are matched against unit standard requirements regularly but not unlimited assessment (limited to two attempts) of the learner in terms of the unit standards outcome requirements, the identification and support of special requirements and an appeals procedure. 
The choice of assessment method and the design of the assessment tools or instruments within Future Performance Training are according to credible assessment principles (e.g. validity and sufficiency) ensuring that the assessment meets the evidence requirements within the required Unit Standards.  Assessment design is furthermore integrated in terms of ensuring that assessment is an integral part of the learning programme, formative assessment is conducted, assessment targets applied competence and the critical cross-field outcomes are integrated into the assessment. 
Formative Assessment

This Student Assessment Workbook contains various activities that will test your Knowledge on what you have learned.
The Formative Assessment activities will be completed throughout your period of study and will be provided to you in-class or in the form of homework.
The assessment provides an indication on your ability to complete this course to the Facilitator and the Assessor.
You will be required to pass this section with at least 80% before you will be allowed to continue to your Summative Assessment.
The Marks that you achieve during this assessment will count 10% towards your Final Mark.

Summative Assessment

This Student Assessment Workbook contains various activities that will test your Comprehension and Application of what you have learned throughout your study.
The Summative Assessment activities will be completed at the end of your study.
This assessment provides an indication of your ability to apply what you have learned through assignments.
You will be required to pass this section with at least 80% before you will be allowed to continue to your Final Summative Assessment.
The Marks that you achieve during this assessment will count 40% towards your Final Mark.
Workplace Activities

This In-Service Training Logbook and Workplace Activities contains various activities that will test your ability to Apply, Analyse, Synthesise, Evaluate what you have learned throughout your study.
The Workplace Activities will be completed during your period of In-Service Training and will be observed through a Supervisor or Workplace Mentor. 
You will be required to complete these activities during the time period provided to you and must be evaluated and signed off by your Supervisor or Workplace Mentor. 
This assessment provides an indication of your ability to apply, create, analyse and evaluate what you have learned in real life situations.
You will be required to pass this section with at least 80% before you will be allowed to continue to your Final Summative Assessment.
The Marks that you achieve during this assessment will count 40% towards your Final Mark.
Final Summative Assessment

Once you have completed all of the above assessments you will be required to complete a Final Summative Assessment which will be an integrated assessment based on the Exit Level Outcomes of your study.
The Final Summative Assessment will be completed at the end of this Qualification in the form of an examination which will consist of Knowledge Questions and Practical Questions.
The Marks that you achieve during this assessment will count 10% towards your Final Mark.
Tip To Learner
DO NOT WAIT until the end – the programme is designed to assist you in evidence preparation as you go along – make use of the opportunity!
Remember: If it is not documented, it did not happen!
In some evidence, the process you followed is more important than actual outcome / end-product.
Therefore …
Please make sure all steps when completing the activities are shown where required.
Rules of submitting your Portfolio of Evidence

Your evidence must be a result of your own work and therefore you are required to sign a declaration of authenticity. 
You will find this in this document – make sure you complete and sign it.
Your evidence must be posted or delivered to the assessor or the provider in order for it to be marked. No electronic assignments may be accepted as per rule of the ETQA now implemented.
So please make sure that you sign all of the requested documents so as to ensure that you save costs on re-submitting documents.
We have gone the extra mile and gave you a file that contain the Guides, Activities, Sequence of Activities, Checklists, Grids, Labels under which certain evidences needs to be filed.  So please follow all of these instructions carefully.
Go through your Portfolio of Evidence File which was provided to you, and make sure that each and every page is signed, completed; each and every activity has been done and evaluated before you submit your file.
Make sure that the Certified Copies requested are in your file and that you have your CV and forms filed under the Personal Details section.
You must submit the Workbooks provided to you for completion in full.
Failing to complete your portfolio of evidence in this order will result in your portfolio of evidence not being marked.
[bookmark: _Toc428128332][bookmark: _Toc483580061]

ASSESSMENT PROCESS FLOW
Assessment Activities conducted as per the Assessment Plan
Assessment Plan agreed by candidate & completed by the assessors before the actual assessment

CANDIDATE



Detailed Assessor Report compiled & forwarded for Moderation
ASSESSMENT
Assessment Guide submitted to Training Provider as per Assessment Plan



Feedback Report Completed by Assessor & individual feedback given to candidate


Appeal form completed by the candidate in event of dispute

Record of Learning Updated
Assessment Results Moderated




Action Plan completed by Assessor




All records & evidence filed

SETA
Completed Assessor report/Moderator report/Record of Learning forwarded to SETA
Approval and Certification obtained from SETA

SETA to register on National Learner Database



Certificate of Competencies issued to successful candidates









Control Sheet for Portfolio of Evidence of Learner
	Document
	[bookmark: _Toc483580042]/
	Comment

	Student Assessment Workbook
	
	Original completed and signed by the learner and completed by the assessor
All SO’s and AC’s covered

	In-Service Training Logbook and Workplace Activities 
	
	Original completed and signed by the learner and supervisor or workplace mentor.
All SO’s and AC’s covered

	Checklist of initial meeting with the learner, signed by learner and assessor. 
	
	Original Pre-Assessment Evaluation Document signed by learner and assessor

	Learner’s authenticity is checked?
	
	Original confirmation of authenticity signed by the learner.
Certified copy of ID, Certificates
CV

	Does the learner meet the access requirements to this qualification?
	
	The learner has indicated his/her readiness to be assessed.
Certified copies of Qualifications and a Copy of CV in the PoE

	Evidence that the learner was given constructive feedback after the assessment, signed by learner and assessor.
	
	Original Assessors Decision Record to be signed by the learner and assessor. 

	Completed learner feedback form on the assessment
Completed assessor feedback form on the assessment
	
	Original Post Assessment Evaluation to be signed by the learner and assessor.

	All the evidence is well organised into a file, which is clearly referenced; includes the Learner’s contact details (phone, e-mail, etc.) 
	
	To be signed by the learner and assessor.



	Signature
	X
	
	Date
	

	Learner Name
	
	
	Learner ID 
	



	Signature
	
	
	Date
	

	Assessor Name
	
	
	
	


PRE-COURSE INTERVIEW
The purpose of the interview is two-fold:
· A type of self-assessment for the candidate.  It should assist the assessor in deciding the approach towards assessment in terms of making competence decisions where candidates are successful in proving their prior learning.
· To determine candidate preparedness for prior learning conducted and sensitize candidates to re-assessment.
Interview Questions
Have you attended any courses that are similar to the courses you have to complete in this qualification? 
	


What was the name of these courses? List them here
	

	


Through which institution did you study these courses?
	


When did you complete these courses? How many days did it take?
	


Which method did you use to complete this course? Workplace Workshop, Distance Learning, On-line Learning, Public Course Attendance.
	

	


Did you attend an accredited provider’s course relating to this course, or was it an inhouse arrangement through your company?
	

	


Were you required to hand in a portfolio of evidence when you conducted this course?
	


If so, did you? And were you found competent or not yet competent?
	



Do you have a relevant certificate from the institution?
	


Did you obtain a statement of results or any credits relating to this qualification? List these here.
	

	


How many years have you spent gaining experience in this field relating to this course?
	


Do you have samples of work or other forms of evidence that can prove your competence?
	


Do you have a Grade 12 (Matric) with English and Math’s or Mathematical Literacy?
	


What is your highest qualification or educational achievement?
	


What year did you achieve this qualification at what institution? Do you have a certificate?
	

	



Any evidence of competence provided during the course of the above interview must be considered during the planning phase of assessment and when making a judgement on candidate competence.
 
	Signature
	X
	
	Date
	

	Learner Name
	
	
	Learner ID 
	




PRE-ASSESSMENT MINUTES OF MEETING

The minutes of meeting serves to confirm that a pre-assessment meeting was held with the learner as follows:
Venue: ___________________
Date:    ___________________

The topics that were discussed includes:
1. Background information on SAQA and the NQF.
2. The purpose of the assessment
3. The process of assessment
4. The principles of assessment
5. The assessment strategy
6. Assessment criteria
7. The time-frames for assessment
8. Policies which coven the process
9. Assessment appeals process



_________________________________			_____ / _____ / _____
ASSESSOR’S SIGNATURE				DATE

I _______________________________ (name and surname of candidate) hereby declare that the above topics were discussed and that I understand the context of it.

______________________________				_____ / _____ / _____
LEARNER SIGNATURE					DATE


[bookmark: _Toc483580067]The Pre-Assessment Interview Evaluation 
	WAS THE FOLLOWING EXPLAINED?
	YES
	NO

	The assessor explained to me how the national ETD structure works including:-
	
	

	· The SAQA structure
	
	

	· The national qualifications framework (NQF)
	
	

	· How my assessment is linked to the NQF
	
	

	· The National Learners Record Database (NLRD)
	
	

	· My career options after this assessment
	
	

	A Pre-assessment meeting was held
	
	

	The assessor explained to me the assessment process including:-
	
	

	· Assessment Criteria I am to be assessed against
	
	

	· The use of Unit standards and their structures
	
	

	· The sequence of activities-time frames
	
	

	· The assessment methods for the assessment
	
	

	· The feedback process
	
	

	The assessor informed me of the following
	
	

	· Any barriers that could affect the fairness of the assessment
	
	

	· Any special assessment requirements with regard to language preference or disabilities
	
	

	· The appeals procedure to follow if I am not satisfied with the way the assessment is done or the results thereof
	
	

	· The process to be followed for reassessment 
	
	

	WAS THE FOLLOWING EXPLAINED? 
	YES
	NO

	The assessor gave me:
	
	

	· A copy of the US to be assessed against
	
	

	· The assessment instruments to be used for the assessment and the assessment plan with time frames
	
	

	· An opportunity to contribute to the process by suggesting other methods of assessment and pointing out any special needs I may have
	
	


	Declaration by Candidate

	
	

	Learner                                       Date
	Assessor                              Date


[bookmark: _Toc483580064]
LETTER OF COMMITMENT FROM THE LEARNER


Dear learner 

You have requested to be assessed through our organisation. To ensure effective assessment, there needs to be a commitment from you, that you will attend training if required and submit evidence of workplace application as required by the assessor.
Declaration of commitment:

I ________________________________(Name and Surname) undertake to fulfil all the requirements of the assessment practices as specified by Training Provider.

I _________________________________(Name and Surname) understand that should the Assessor, Training Provider or ETQA/SETA require additional information that I will provide it to them in the time frames provided.

I __________________________________(Name and Surname) understand that the ETQA/SETA can override any decisions made by the Assessor or Training Provider and that I fully acknowledge that should the ETQA/SETA require additional information I will provide this willingly and without delay.


	Signature
	X
	
	Date
	

	Learner Name
	
	
	Learner ID 
	




Part 1
SECTION 2:
PROGRAMME OVERVIEW
	INSTRUCTION FOR PART 2
You are required to read through the structure of the qualification before you attempt to complete the activities in this Student Assessment Workbook






[bookmark: _Hlk16243585][bookmark: _Hlk32159420][bookmark: _Hlk23724400]Unit Standard Alignment
	ELO
	· Interpreting current affairs related to a specific business sector
· Explaining the structure of an organisation

	Study Guide
	Principles of Business – Fundamental (BUSFUN)
	Guide
	2
	NQF
	3
	Total Credits
	35
	Notional Hours
	350

	Chapter
	Chapter Title
	US Title
	US
	NQF
	Credit
	Type
	Notional Hours
	Theory Hours
	Assessment Hours
	Workplace Hours

	1
	Business Structure
	Investigate and explain the structure of a selected workplace or organisation
	13919
	3
	10
	Core
	100
	4
	26
	70

	2
	Business Sector
	Interpret current affairs related to a specific business sector
	14665
	3
	10
	Core
	100
	4
	26
	70

	3
	Management Functions
	Describe and apply the management functions of an organization.
	14667
	4
	10
	Core
	100
	4
	26
	70

	
	
	Describe the relationship of junior management to the general management function
	13944
	4
	5
	Elective
	50
	4
	18
	24







PART 2
DECLARATIONS

	INSTRUCTION FOR PART 2
You are required to complete all of the declarations provided in this section as this section provides evidence of authenticity.





ASSESSMENT APPLICATION

I __________________________ (Name and Surname) hereby apply to be assessed against the above mentioned qualification.

I __________________________ (Name and Surname) declare that I am ready for assessment and that I am presenting my own work and have referenced where someone else was involved.  
The following was communicated to me and I understand the contents of everything discussed with me by the assessor.
	The following is noted:
	No
	Yes

	I have attended/studied the courses within this qualification.
	
	

	I understand the purpose of this assessment.
	
	

	I understand the assessment process that will be followed.
	
	

	I understand the assessment criteria against which I am being assessed.
	
	

	I understand the assessment instruments (how I will be assessed).
	
	

	I understand my own as well as the roles and responsibilities of the Facilitator/Assessor.
	
	

	I have had the opportunity to request assistance and input.
	
	

	I understand the confidentiality of the assessment process, records and results.
	
	

	I have had the opportunity to communicate any special needs (for example disability, language etc) and / or requirements I have. 
	
	

	I know when and where the assessment will take place.
	
	

	I have been informed when and how feedback and results will be communicated.
	
	

	I understand the process of re-assessment should the result of this assessment be ‘not yet competent’.
	
	

	I understand the Appeals procedure.
	
	



	Signature
	X
	
	Date
	

	Learner Name
	
	
	Learner ID 
	





Declaration of Preparation and Authenticity
	Declaration of Learner Preparation:

	I hereby declare that I have been prepared for all assessment activities.  I am aware of the requirements and time frames of this assessment, and undertake to complete any remedial work required for assessment of the submitted course, where required. 

	Declaration of Authenticity:

	I hereby declare that the evidence presented in this Portfolio is my own work, and that I have participated in preparing the evidence in the case of group work activities. Where applicable, I have recognized sources of information used in the preparation of this Portfolio of Evidence.

	

	Learner Name
	

	Learner Signature
	
X

	Learner ID Number
	

	Date
	

	

	Assessor Declaration
I ___________________________________________________________________ hereby declare that I have checked the learner preparation for this assessment, have familiarized myself with the Assessment Strategy and unit standard requirements, portfolio requirements, and Assessment Plan. 

I have checked the Portfolio of Evidence for completeness, and undertake to inform the candidate of outstanding documents and evidence. 

	
	

	Assessor Signature
	Date 




APPEALS APPLICATION
This form is only to be used in the case of an appeal.
	Candidate
	
	Application Date
	

	Assessor
	
	Assessment Date
	

	Assessment Venue
	
	

	Qualification against which you were assessed
	

	
	
	
	

	What was the purpose of the assessment?
	

	Explain how you were assessed?
	

	List the reasons why you disagree with the assessment decisions.
	


	Which one of the following options could resolve the matter?
	|_|  	Another Assessor
|_|	Different Assessment Instrument
|_|	Different Assessment Method
|_|	Different Venue for Assessment
|_|	Different Time

	List any special needs you may have.
	



	Candidate signature
	
	Date
	

	Moderator signature
	
	Date
	





PART 3 
SECTION 1
FORMATIVE ASSESSMENT

	INSTRUCTION FOR PART 3

· In the following section you have been provided formative activities relating to your study.
· This is to test your knowledge and comprehension of what you have learned.
· These activities relate to the exit level outcomes as well as specific outcomes and assessment criteria involving your study.
· You are required to complete all of the activities within this section in your own handwriting during your period of learning. 
· Please write legibly so that the assessor is able to read and understand what you wrote.
· Use a Black or Blue pen to complete the activities.
· The facilitator will discuss the submission time frames of each section. Make sure you write this down in the section provided.






Study Unit 2 – Principles of Business - Fundamental
	
Chapter

	1

	
Exit Level Outcome
	-	Interpreting current affairs related to a specific business sector
-	Explaining the structure of an organisation


	
Course Name

	Investigate and explain the structure of a selected workplace or organisation
	
Course Code
	
13919
	
NQF Level
	
3
	
Credits
	
10

	
Assessor
Signature
	
	
Submission Date
	
	
Competent 
	
	
Not Yet Competent

	

	
Assessor Feedback


	



	
SO

	
Question
	
Answer

	SO 1
	Explain the core concept of business

(3) Marks
	


	SO 1
	Identify and name at least 4 departments within any business

(4) Marks
	



	SO 2
	Select one department in a business and list at least 4 core functions or activities within the business.

(4) Marks
	




	SO 3
	Explain the concept of a support function in a business. Give examples

(6) Marks

	



	SO 3
	List at least 3 support functions in a business within a selected department.

(4) Marks
	



	SO 4
	Define a team.

(3) Marks
	







	
Chapter

	2

	
Exit Level Outcome
	-	Interpreting current affairs related to a specific business sector
-	Explaining the structure of an organisation


	
Course Name

	Interpret current affairs related to a specific business sector
	
Course Code
	
14665
	
NQF Level
	
3
	
Credits
	
10

	
Assessor
Signature
	
	
Submission Date
	
	
Competent 
	
	
Not Yet Competent

	

	
Assessor Feedback


	



	
SO

	
Question
	
Answer

	SO 1
	Define macro business environment

(3) Marks
	



	SO 1
	Define market business environment

(3) Marks
	



	SO 1
	Define micro business environment

(3) Marks
	



	SO 2
	Identify and list at least four events in the physical environment that could impact a business.

(4) Marks
	




	SO 3
	Identify and list at least five events in the socio-political environment that could impact a business.

(5) Marks
	





	SO 4
	Identify and list at least five events in the economic environment that could impact a business.

(5) Marks
	





	SO 5
	Identify and list at least four events in the technological environment that could impact a business.
(4) Marks
	











	
Chapter

	3

	
Exit Level Outcome
	-	Interpreting current affairs related to a specific business sector
-	Explaining the structure of an organisation


	
Course Name

	Describe and apply the management functions of an organization.
	
Course Code
	
14667
	
NQF Level
	
4
	
Credits
	
10

	
	Describe the relationship of junior management to the general management function
	
	13944
	
	4
	
	5

	
Assessor
Signature
	
	
Submission Date
	
	
Competent 
	
	
Not Yet Competent

	

	
Assessor Feedback


	





	
SO

	
Question
	
Answer

	SO 1, 2,5
	Identify and explain the four basic activities involved in the management process.


(8) Marks
	





	SO 3, 4
	Briefly discuss the steps in the decision-making process.

(6) Marks
	




	SO 3
	Why is it important to motivate a team?


(3) Marks
	









PART 3
SECTION 3
SUMMATIVE ASSESSMENT

	[bookmark: _Hlk22540023]INSTRUCTION FOR PART 3 – SECTION 3

· In the following section you have been provided summative assessment activities relating to your study.
· This is to test your ability to apply, create, analyse and evaluate what you have learned.
· These activities relate to the exit level outcomes as well as specific outcomes and assessment criteria involving your study.
· You are required to complete all of the activities within this section.
· Each activity will require you to provide detailed and fully completed documents which will prove to be evidence that you are able to complete a project from start to finish.
· Attach the completed activities and documents to this workbook – carefully labled.
· You may simulate a project or based the evidence on an actual project at work.
· Please do not just attached templates that are incomplete – the evidence must show an actual project planned, implemented, monitored and closed out. 
· Attach the evidence to the back of this Student Activity Workbook and make sure that each page has your name, surname, id number as well as the activity number that the evidence belongs to in order for us to reference the work completed.
· [bookmark: _GoBack]The facilitator will discuss the submission time frames of each section. Make sure you write this down in the section provided.





Study Guide 2 – Principles of Business – Fundamental (BUSFUN)
	ELO
	CANDIDATE NAME 
	

	Interpreting current affairs related to a specific business sector

Explaining the structure of an organisation
	SUPERVISOR/MENTOR
	

	
	JOURNAL PERIOD
	FROM
	TO

	US NR AND TITLE
	WORKPLACE ACTIVITY
	
EVIDENCE
	
GOOD JOB
	
AVERAGE
	
ALMOST
	COMMENTS

	13919
Investigate and explain the structure of a selected workplace or organisation
	WA SG2-1 Identify and explain the core functions of your organization.

Instructions: You are required to identify and list the core functions of your organization. Also list the core activities and responsibilities of each of the departments within your organization. Explain the relationships between the different departments within your organization.

Discuss this with your Supervisor/Mentor.
	SO 1, 3 and 5

List of Departments their functions, responsibility, activities and how their relationship between each other.

Organogram
	
	
	
	

	
	WA SG2-2 Identify your role within the department you are working in.

Instructions: See if you can identify your role within the department you are working in and how it links to the overall goals of your department.
Discuss this with your Supervisor/Mentor.
	SO 2 and 4

Identify goals of the department and your role within the department.
	
	
	
	

	14665
Interpret current affairs related to a specific business sector
	WA SG2-3 Explain the concept of the business environment you work in.

Instructions:
Discuss the Macro, Market and Micro environment your organization in which your organisation operates in.

Discuss this with your Supervisor/Mentor.
	SO 1

Identify the organizations concept of business environment.
	
	
	
	

	
	WA SG2-4 Identify events in the physical environment that could impact your organisation.

Instructions: Investigate and identify events in the physical environment that could impact your business. Provide examples as well as case studies of how this effected other businesses that operate within the same environment as your organisation.

Discuss this with your Supervisor/Mentor.
	SO 2

Examples and case studies of other businesses impacted by the physical environment.
	
	
	
	

	
	WA SG2-5 Identify events in the socio-political environment that could impact your organisation.

Instructions:
Investigate and identify events in the socio-political environment that could impact your business. Provide examples as well as case studies of how this effected other businesses that operate within the same environment as your organisation.

Discuss this with your Supervisor/Mentor.
	SO 3

Examples and case studies of other businesses impacted by the socio-political environment.
	
	
	
	

	
	WA SG2-6 Identify events in the economic environment that could impact your organisation.

Instructions: Investigate and identify events in the economic environment that could impact your business. Provide examples as well as case studies of how this effected other businesses that operate within the same environment as your organisation.

Discuss this with your Supervisor/Mentor

	SO 4


Examples and case studies of other businesses impacted by the economic environment.
	
	
	
	

	
	WA SG2-7 Identify events in the technological environment that could impact your organisation.

Instructions:
Investigate and identify events in the technological environment that could impact your business. Provide examples as well as case studies of how this effected other businesses that operate within the same environment as your organisation. You can base this on information of the 4th industrial revolution.

Discuss this with your Supervisor/Mentor




	SO 5

Examples and case studies of other businesses impacted by the economic environment.

4th Industrial Revolution
	
	
	
	

	14667
Describe and apply the management functions of an organization.
	WA SG2-8 Describe the management functions, daily tasks and decision-making process of running a successful business.

Instructions: Shadow your manager for a week and identify what functions and activities he/she has to do on a daily basis to ensure that the company and your department meets its goals. 

Interview your manager to understand his/her decision-making process throughout the day to ensure that his/her department runs effectively. Provide a report on your findings.

Discuss this with your Supervisor/Mentor.
	SO 1-4

Record and Report on the functions, activities, tasks and decision-making process of your manager on a daily basis.

	
	
	
	

	13944
Describe the relationship of junior management to the general management function.
	WA SG2-9 Describe your relationship as a junior manager to that of the general management function within your business.

Instructions: Discuss your function as a junior manager as it relates and interplays to that of your team, manager as well as the function within the different departments as well as the overall business. 

Discuss this with your Supervisor/Mentor.
	SO 1-4


Discussion of function as a junior manager.
	
	
	
	



	SUPERVISOR COMMENTS :
	

	REMEDIAL / IMPROVEMENT AREAS
	

	
	

	
	

	
	


PART 3
SECTION 3
WORKPLACE ASSESSMENT
	INSTRUCTION FOR PART 3

· The purpose of this section is to provide feedback on the learner’s ability to complete the activities as listed above through observation of a mentor.
· The mentor must provide feedback on the activities completed by the learner.






[bookmark: _Hlk32165545]The learner was able to Investigate and explain the structure of a selected workplace or organisation
	Dates:

	

	

	

	Feedback:

	

	



The learner was able to Interpret current affairs related to a specific business sector
	Dates:

	

	

	

	Feedback:

	

	



The learner was able to Describe and apply the management functions of an organization
	Dates:

	

	

	

	Feedback:

	

	


[bookmark: _Hlk23686152]


The learner was able to Describe the relationship of junior management to the general management function.
	Dates:

	

	

	

	Feedback:

	

	



	
SIGNATURE OF MENTOR
                                        
	
DATE




PART 4
MENTOR OBSERVATION AND FEEDBACK
Mentor Observation and Feedback
[bookmark: _Toc483577065][bookmark: _Toc484126923]I hereby declare that I have witnessed and observed the following learner carry out activities in relation to the Life Orientation programme provided by the learner.
	NAME OF LEARNER
	

	RELATIONSHIP TO LEARNER
	

	NAME OF WITNESS
	

	DATE OF FEEDBACK
	

	NO
	AREAS OBSERVED
	[image: C:\Users\pearl\Pictures\GREEN PUPPETS\k1111888[1].jpg]

Sorted!
	[image: C:\Users\pearl\Pictures\GREEN PUPPETS\k1129706[1].jpg]

Mostly?
	[image: C:\Users\pearl\Pictures\GREEN PUPPETS\k1153245.jpg]
Needs Help!
	COMMENTS 

	1
	The learner’s ability to apply skills learnt in the workplace, and commitment to the learning process 
	
	
	
	

	2
	The learner’s ability to implement organizational procedures
	
	
	
	

	3
	The learner’s ability to solve problems that are work related
	
	
	
	

	4
	The learner’s ability to work and function in a team
	
	
	
	

	5
	The learner’s ability to communicate effectively in the workplace
	
	
	
	

	6
	The learner’s ability to use workplace equipment such as computers
	
	
	
	

	7
	The learner’s ability to make decisions related to workplace
	
	
	
	

	8
	The learner’s ability to analyze and plan workplace activities
	
	
	
	

	SIGNATURE OF WITNESS
                                       
	
DATE



Part 4 
Section 1
Assessment Reporting

	INSTRUCTION FOR Part 4 – Section 1
The following section contains the Assessment Reporting section for the purpose of recording assessment observation and results.
Complete this section for each learner.





	ASSESSMENT REPORT



	Course Name
	Principles of Business (BUSFUN)

	Unit Standards
	13919, 14655, 14667, 13944
	LEVEL
	3
	CREDIT
	35

	Learner Name and Surname
	

	Learner ID
	

	ASSESSMENT TOOLS 
	Formative Assessment 

	
	Multiple Choice Questions

	
	Knowledge Questions

	
	Practical Questions

	
	Assignments

	
	Observation Evaluation

	
	Peer Evaluation / Witness Testimony

	
	Log Book / Journal

	
	Learner Guide

	
	Unit Standard Outline



DECLARATION OF COMPETENCE
This is to certify that the above mentioned learner has been found to be competent/not yet competent on this unit standard.
	Assessor Signature:
	
	Learner Signature:
	

	Date:
	
	Date:
	





	ASSESSMENT PLAN



The unit standard name and title as well as the specific outcomes, assessment criteria and activities list as been provided above.

Please make sure that you understand the requirements of the learner as well as of the course before you continue.

	Purpose of Assessment
	The purpose of this RPL assessment is to determine the foundational, practical and reflexive competence of the candidate (insert profession) on the requirements of the unit standard stated above. 

	
Assessment Approach
	A summative assessment approach is followed in this learning programme. 

All assessment activities are based on the requirements of the Portfolio Guide. 

Candidates have been given 12 weeks from the Evidence Workshop to complete their Portfolios, and are entitled to 2 re-assessments, if required. 

Learners must receive written feedback and an assessment decision per Evidence Unit, which is each based on an exit level outcome. 

The assessment is reviewed in total to ensure that assessment practices were valid, fair, transparent, consistent and current across all evidence units. 

	Special Assessment Requirements 
	The candidate must be in possession of a valid South African Identity Document and (Insert any other industry requirements) to qualify for assessment – please check the Portfolio for these documents before starting with the assessment. 
The assessment activities require that the candidate has spent considerable time in the workplace to complete the assessment activities of this portfolio of evidence. 

	Special Needs of Candidate 
	Please check the candidate Preparation Sheet in the Portfolio – the candidate has been briefed on special needs during the Evidence Workshop – any special needs will be indicated on his preparation sheet. 
(Special needs related to the candidate to be recorded here)




Assessment Plan & Review Information

	
Strengths:


Weakness:

.





Special Needs for Learner

	







Physical and Human Resources 

	Resources Required
	Action/Person Accountable
	Date
	Confirmed

	Office Environment
	Formative Assessment (Facilitator)
	
	

	
	Workbased Evidence (Mentor/Coach)
	
	

	
	Witness Testimony (Mentor Coach)
	
	

	Peer Environment
	Peer Evaluation (Colleague/Class Mate)
	
	

	Learning Environment
	Observation Check sheet (Facilitator)
	
	



	Assessor Signature:
	
	Learner Signature:
	X

	Date:
	
	Date:
	


	BUSFUN
	Learner Assessment Workbook




Page 2 of 2

Observation Checklist 
This Observation Checklist will be completed by the facilitator/assessor based on the recorded presentation of evidence

	Learner:
	

	Assessor:
	

	Course Name
	Principles of Business (BUSFUN)

	Unit standard Title and Number:
	13919, 14655, 14667, 13944

	Date:
	



	
	Critical Cross-field Outcomes
	/
	Comments

	1
	Identify and solve problems using critical and creative thinking
	
	

	2.
	Work effectively in a team using critical and creative thinking
	
	

	3
	Organize and manage oneself and one’s activities:
	
	

	4
	Collect, analyse, organize and critically evaluate information 
	
	

	5
	Communicate effectively
	
	

	6
	Demonstrate the world as a set of related systems
	
	

	7
	Be culturally and aesthetically sensitive across a range of social context.
	
	



	Has the learner demonstrated sufficient knowledge and skill during class to proceed with the summative assessment?

	







	Signature
	X
	
	Date
	

	Learner Name
	
	
	Learner ID 
	




	Signature
	
	
	Date
	

	Assessor Name
	
	
	
	






	Assessment Result Feedback Form




	Learner:
	

	Assessor:
	

	Unit standard Title and Number:
	Investigate and explain the structure of a selected workplace or organisation US: 13919

	Date:
	

	Result of Assessment:
	Competent 
	Not Yet Competent



[bookmark: _Toc428128348]ASSESSMENT DECISION & EVIDENCE EVALUATION RECORD



	[bookmark: _Toc164745706]ASSESSMENT DECISION

	Specific Outcome
	ACs
	Description
	Yes / No
	Comments

	
	1
	
	
	

	
	2
	
	
	

	
	3
	
	
	

	
	1
	
	
	

	
	2
	
	
	

	
	3
	
	
	

	
	4
	
	
	

	
	5
	
	
	

	
	1
	
	
	

	
	2
	
	
	

	
	3
	
	
	

	
	4
	
	
	





	Learner:
	

	Assessor:
	

	Unit standard Title and Number:
	Interpret current affairs related to a specific business sector US: 14665

	Date:
	

	Result of Assessment:
	Competent 
	Not Yet Competent



ASSESSMENT DECISION & EVIDENCE EVALUATION RECORD



	ASSESSMENT DECISION

	Specific Outcome
	ACs
	Description
	Yes / No
	Comments

	. 
	1
	
	
	

	
	1
	
	
	

	
	1
	
	
	

	
	1
	
	
	





	Learner:
	

	Assessor:
	

	Unit standard Title and Number:
	Describe and apply the management functions of an organization. US: 14667

	Date:
	

	Result of Assessment:
	Competent 
	Not Yet Competent



ASSESSMENT DECISION & EVIDENCE EVALUATION RECORD



	ASSESSMENT DECISION

	Specific Outcome
	ACs
	Description
	Yes / No
	Comments

	
	1
	
	
	

	
	2
	
	
	

	
	1
	
	
	

	
	2
	
	
	

	
	3
	
	
	

	
	1
	
	
	

	
	2
	
	
	

	
	3
	
	
	

	
	1
	
	
	

	
	2
	
	
	

	
	3
	
	
	

	
	1
	
	
	

	
	2
	
	
	

	
	3
	
	
	

	Learner:
	

	Assessor:
	

	Unit standard Title and Number:
	Describe the relationship of junior management to the general management function US: 13944

	Date:
	

	Result of Assessment:
	Competent 
	Not Yet Competent



ASSESSMENT DECISION & EVIDENCE EVALUATION RECORD



	ASSESSMENT DECISION

	Specific Outcome
	ACs
	Description
	Yes / No
	Comments

	
	1
	
	
	

	
	2
	
	
	

	
	1
	
	
	

	
	2
	
	
	

	
	
	
	
	

	
	1
	
	
	

	
	2
	
	
	

	
	3
	
	
	

	
	1
	
	
	

	
	2
	
	
	

	
	3
	
	
	

	
	1
	
	
	

	
	2
	
	
	





Assessor Comments/Learning Recommendations etc.:

	



In the case of NYC

	Specific Outcome and Assessment Criteria
	Assessment Method and Activity
	Learning Intervention/Action recommended
	Date for Re-assessment

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Learner’s Comments:

	




	Signature
	X
	
	Date
	

	Learner Name
	
	
	Learner ID 
	




	Signature
	
	
	Date
	

	Assessor Name
	
	
	
	






	Learner Feedback Form on the Assessment Process



	Learner:
	

	Assessor:
	

	Course Name:
	Principles of Business (BUSFUN)

	Unit standard Title and Number:
	13919, 14655, 14667, 13944

	Date:
	


Please reflect on your assessment experience as the learner and answer the questions below.  Please be honest and constructive in your feedback to the Assessor.
	1. As the learner, how did you feel during the assessment?
	

	2. What do you think  that the Assessor did well during both the actual assessment and in the feedback session?  Why?
	

	3. Are there any areas that you feel the Assessor can develop?  Why?
	

	4. Did you feel comfortable during the assessment with the Assessor?  Why?
	

	5. Did the Assessor use language that was clear and easy for you to understand?
	

	6. Please comment on the assessment process you have just been through.
	

	7. Please comment on the design of the assessment guide.  Can anything be improved upon? What was good about the assessment guide?
	



	Signature
	X
	
	Date
	

	Learner Name
	
	
	Learner ID 
	





	Assessor Feedback Form on the Assessment Process



	Learner:
	

	Assessor:
	

	Course
	Principles of Business (BUSFUN)

	Unit standard Title and Number:
	13919, 14655, 14667, 13944

	Date:
	



Please reflect on your assessment experience as Assessor and answer the questions below.  These questions are to help you evaluate your own performance and to identify your areas of strength and identify any development needs you may have, so be honest with yourself!
	1. How did you feel about the assessment process?
	

	2. What do you think that you did well during the assessment?  Why?
	

	3. Are there any areas that you feel you can develop?  Please give some details of this, as well as how you plan to address these.  Can we offer any support for you?
	

	4. Were you comfortable with the learner during the assessment? Was anything particularly difficult for you to do?
	

	5. Please comment on the assessment process you have just conducted.
	

	6. Please comment on the design of the assessment guide.  Can anything be improved upon?  What was good about the assessment guide?
	

	7. Did the assessment guide allow for fair assessment?  If not, how will you remedy the situation?
	





[bookmark: _Toc278297776][bookmark: _Toc428128353]Assessor’s Contingency Plan

Name of Assessor: 	___________________________________________________


	Unforeseen Event
	Corrective Action To Be Taken

	Candidate:

	
	

	
	

	
	

	Equipment:

	
	

	
	

	
	

	Role Players:

	
	

	
	

	
	

	Environment:

	
	

	
	

	
	

	Assessment Process:

	
	

	
	

	
	




Part 4 
Section 2
Moderator Reporting

	INSTRUCTION FOR Part 4 – Section 2
The following section contains the Moderator Reporting section for the purpose of recording moderation observation and results.
Please complete the following section for each learner.
The Minutes of Meeting must also be recorded on the overall process of moderation between Assessor and Moderator.






	Moderator Result Feedback Form







	LIFEFUN
	Assessment Guide and Memoranda





Page 2 of 2


Moderator Comments/Learning Recommendations etc.:

	



In the case of NYC

	Specific Outcome and Assessment Criteria
	Assessment Method and Activity
	Learning Intervention/Action recommended
	Date for Re-assessment

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Learner’s Comments:

	




	Signature
	X
	
	Date
	

	Learner Name
	
	
	Learner ID 
	




	Signature
	
	
	Date
	

	Moderator Name
	
	
	
	





Meeting with Moderator

	Assessor:

	

	Moderator:
	

	Date:
	

	Venue:
	




	Points of Discussion
	Notes

	Candidate:

	
	

	
	

	
	

	Evidence:

	
	

	
	

	
	

	Environment:

	
	

	
	

	
	

	Assessment Process:

	
	

	
	

	
	




	Assessor’s Signature:
	

	Moderator Signature:
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