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ASSESSMENT OVERVIEW

Assessment Instruments

Formative Assessment

The Formative Assessment consists of assessments at the end of each chapter in the Learner PoE Workbook for you to complete and submit as part of your Portfolio of Evidence. These activities have been designed around the specific outcomes of your unit standards and will assist in showing areas where you may need more help, as well as where your strengths are. Upon completion of these tests, submit them as your Formative Assessment. 

Summative Assessment

The Summative assessment is the assignment and or project to be completed after the contact session and is attached to this page.   The Summative assessment must often be completed in consultation with your Line Manager / Coach. You may also consult with work colleagues.   This is not “cheating” and it is the responsibility of the line-manager or coach to ensure that the project you have tackled is realistic and that the assignment adds value to yourself (in terms of your learning) and to the organisation.

Please note that the questions asked in the Summative assessment may not deal DIRECTLY with the outcomes listed in the unit standards linked to the assignment.   It is your responsibility, as you complete the assignment, and the formative assessment, to ensure that you provide the assessor with sufficient evidence of competence against ALL the outcomes of the programme provided.

The recommended process of learning and applying your learning is as follows:

a) Workshop/ Contact time: Deepen your knowledge in the subject area and explore how the theories, concepts and ideas apply to your role within the organisation. Ask questions and share ideas with other learners.

b) Formative Assessment: Upon completion of the workshop, complete and collate all the activities, case studies and exercises that were covered during the workshop (including additional ones provided by the facilitator).
c) Summative Assessment: Draft an outline of the assignment answer; check it against the unit standard outcomes and assessor guidelines. Ensure that all the outcomes have been covered in your assignment and/or the formative assessment.   Now complete the final draft of your assignment. 

Portfolio of Evidence

Your portfolio of evidence is the combination of the Formative and Summative assessment.   It is critical that you keep a copy of the whole portfolio as the assessor’s comments will refer to specific page numbers of the portfolio.

INSTRUCTIONS TO THE LEARNER:

1. This Learner POE Workbook is designed to assist you in compiling your Portfolio of Evidence.

2. Learners must comply with the following Code of Conduct during facilitation sessions:

· Learners will abide by the time frames for training as contracted with them by the facilitator/assessor.

· Learners will sign the attendance register on each day of training.

· Learners must complete the Learner Registration Form and evaluate the training after completion on the Learner Feedback Form.

· Learners that are assessed to obtain credits towards a qualification, have to sign the assessment contract and have to complete all assessments as instructed by the assessor.

· If a learner cannot attend the training/assessment opportunity, the reasons for his absence must be registered with the responsible person(s) of the contracted client.

· Learners will treat each other and the facilitator with respect during the training/assessment opportunity.

· Learners must ensure that cell phones must be switched off during training.

3. Ensure that you initial every page of your Portfolio of Evidence in the space provided on the bottom of each page.  This is important to ensure authenticity.

4. Learner must sign all documents required in sections A and D.

5. ALL formative and summative activities must be completed in order to be deemed competent against the unit standard.

6. The declaration of Authenticity form MUST be signed and if evidence was collected in group activities, it should be declared on this form.

7. The learner must take note that he/she will have three assessment opportunities to show competence against the outcomes of the unit standard.  

8. The learner must make himself aware of the Re-assessment and Appeals Procedure.

Section A

CV and CERTIFIED COPY OF ID of Learner

Complete the CV below or attach a copy of your own CV.

	NAME AND SURNAME
	

	HIGHEST SCHOOL QUALIFICATION
	

	OTHER QUALIFICATIONS
	

	POSITION IN ORGANISATION
	

	HOW LONG HAVE YOU BEEN IN THIS POSITION
	

	GIVE A BRIEF DESCRIPTION OF YOUR WORK EXPERIENCE:



	SIGNATURE
	


Assessment Information

Assessment Details

	LEARNER INFORMATION

	Name
	

	Identity number
	

	Telephone no
	

	E-mail address
	

	Postal address


	

	ASSESSOR INFORMATION

	Name
	

	Identity number
	

	Telephone no
	

	E-mail address
	

	MODERATOR INFORMATION

	Name
	

	Identity number
	

	Telephone no
	

	E-mail address
	


DECLARATION OF AUTHENTICITY

I, .............................................................................(Full names of Learner), declare that the contents of this portfolio are entirely my own original work.  I understand that any evidence I submit needs to be my own product and if evidence were found to be fake or a duplicate of another Learner’s work, I may forfeit the opportunity to be assessed.

The following are items or documents that are not entirely my own original work.

	Name of document
	Page nr/Section in portfolio

	
	

	
	

	
	

	
	

	
	

	
	


____________________                                                   
________________

Signature of Learner                                                        
Date

[image: image1.png]PRE-ASSESSMENT

MEETING CHECKLIST
Learner Unit standard Credits
Number
Assessor Unit standard Level
Title
Moderator
Nr___| Points to be Covered
1 ‘Welcome the Learner and put them at ease.
2 Explain the purpose and objectives of the meeting.
3 Provide clear explanations of the key elements and implications of standards
based assessments within the context of the NQF.
2 Explain the assessment process and the principles of good assessment
practice.
5 Explain the roles and respon: 5 ofthe Learner, assessors and
moderators.
6 Explain the Learner's rights, discuss the appeal process and reassessment
policies.
7 Provide Learner with a copy of the relevant unit standard and criteria against
which they will be assessed.
8 assessments needs of the Learner.
3 iers e.g, language, disabi
10| Discuss the evidence requirements with the Learer, and agree on evidence
the Learner must sub
11 | Explain and agree the best assessment methods, instruments and activities
tobe used
12 | Ensurethe assessment environment and activities are aligned with
d codes of practice, health and safety procedures and standards
operating procedures
13| Agree on an assessment schedule with the Learner, which reflects:
assessment crteria, ypes of evidence to be collected, assessment methods,
1 of assessments, sequence of activities, deadlines and arrangements
for reviewing the assessment plan.
14| Discuss the importance of confidentiality of all information.
15| Discuss the moderation and certification process.
16| Givethe Learner opportunity to seek clarification on any items discussed.
17 | Provide the Learner with a copy of the assessment contract which is signed
and safely stored away.
18| Explain howthe eamerwil be supparted during the assessment pracess

Declaration of understanding

Tunderstand the purpose of the meeting.

Tdedlare that the points of the Pre-Assessment Me

assessor.

& Checkiist were explained by the

I declare that 1 have received copies of the Uit standards, assessment plan/schedule and
copies ofthe relevant policies and procedures pertaining to my assessmernt.

ASSESSOR'S SIGNATURE DATE

LEARNER'S SIGNATURE DATE





Learner Assessment Contract

	Learner name:

	

	Assessor name:
	

	Unit standards assessed:
	110003; 110026; 110009; 242820; 242840

	Date:
	

	Your rights as a learner:

· You have the right to appeal against any judgement given as a result of any assessment.  You must have a valid reason for doing this.

· You have the right to an interpreter if you need one to perform this function.  However, if one of the learning assumptions for the standard is that you are competent within the language of assessment you may not have an interpreter.

· You can ask that an impartial observer attend any assessment.  This observer may not take part in the assessment.

· If you do not agree with the assessment you have the right to have your assessment internally moderated.  If you still do not agree with the result of the assessment you can ask that the ETQA perform an external moderation on the assessment.  If any verification upholds the assessment findings you will be held liable for all costs of the verification.  If any verification rules that you have been aggrieved as a result of the assessment, your assessor will be liable for all cost of verification.

· If you are found NOT YET COMPETENT, your assessor will encourage you to master the areas where you have not reached competency.  You are required to arrange a new assessment date with the assessor.  The assessor can only permit two re-assessments.  If you as the learner has not reached competence after the three assessment attempts, your assessor may remove you from the programme and will direct you towards another learning path.

	Confidentiality

Each assessment application, the outcomes, results and reviews will be treated as a confidential matter by learners, assessors and moderators.  No references will be made to anyone or any organisation outside the SETA about the status of an application during the assessment process.

	Consent

I, ____________________________________, the learner, hereby state that I have read the above and understood the content thereof.  I was given the opportunity to clarify any issues relating to the assessment process and my assessment plan.  

Learner signature: ________________________________   Date: ___________________

Assessor signature: _______________________________    Date: __________________




Section B: Formative Assessments
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Group Formative Exercise 1: Filing System

	Instruction: Discuss in the group:  

1. List all the administrative systems in your company.

2. Identify and explain 2 advantages and 2 disadvantages for each identified filing system.       

Write the answers down.  

Place the answers sheet in your PoE. Ensure that all the group members sign the answer sheet. 

	Time Frame:  3 hours

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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Group Formative Exercise 2:  Administrative Systems


	Instruction: 
· Identify any 4 of the Administrative Systems that are used in your organisation. 

· Then indicate the characteristics of each of these Administrative Systems.  

· Also evaluate the characteristics of each system.  

Draw a table listing the relevant Administrative Systems.  Use the second column to indicate the characteristics of these Systems in your organisation.  Evaluate whether these characteristics are applicable and supports the effective functioning of your organisation.  
Ensure that all the group members sign the answer sheet.

	Time Frame:  4 hours

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent

	 
	
	
	
	
	


	Administrative system presents in the organisation 
	Characteristics present in these systems 
	Evaluation of the effectiveness of this specific system 
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 Individual Formative Exercise 3: A system in workplace

	Instruction: 
1. Identify a system in your department, with which you are familiar.
2. Complete the following list to describe the functioning of the system.
3. Identify the access to this system by the various staff members. (Who has access to what and how).
4. Ask your manager/supervisor/superior to complete the attached feedback form.
To be completed by learner: 

Name of system: ___________________________
Input

Processing

Storage

Output

Feedback

Control

Access to this system:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Feedback Form 

Name of person completing this assessment form:  

Date: 

System discussed: 

Yes 

Maybe

No

1.  Input 

The data required for this system includes both internal and external sources. 

2. Processing 

Data is analyzed, classified, counted, compared, sorted, categorized.  Data was therefore clearly processed.  

3. Storage 

Processed input needs are stored in a practical and satisfactory manner. 

4. Output 

Specific formats, guidelines and requirements are met.  Information that is collected serves the purpose that was identified.  

5. Feedback 

The system met the standards and expectations set.  The data that was collected addressed the specific objective.  

6. Control 

The data collected and interpreted serves a purpose.  The application of this interpreted data is functional and contributes to the specific department. 

Recommendations for changes:


	Time Frame:  6 hours


	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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Individual Formative Exercise 4:  Confidentiality in your workplace



	Instruction: 

1. Obtain the confidentiality policy in your organisation.  Evaluate it according to the applicability to four of the systems you identified.  Also mention if the policy identifies mandates for staff access to confidential information according to positions in the company.  Also explain what control measures are in place to deal with non-conformances, including authorities and corrective action. Explain how you will inform staff of the policy.  Attach the policy and your evaluation in the PoE.
OR

2. Develop a confidentiality policy for your organisation, with specific reference to your department.  Make sure that you identify which employees may have access to what information.  Also ensure that you include control measures to deal with non-conformances, including authorities and corrective action. Ask a peer group member to evaluate it and provide comments.  Evaluation and comments must be included. 
Attach your policy and your evaluation with comments in the PoE.

	Time Frame:  3 hours

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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Individual Formative Exercise 5:  Policies and procedures



	Instruction: 

Follow the guidelines to write a Policy and Procedure document for your working environment.  

1. Decide on a specific Administrative System (e.g., Marketing, Human Relations, Finance or Public Relations).  Motivate your reason for choosing that specific system.  

2. Write a one-page policy on a topic of your choice, within that Administrative System.  

3. Write a Procedure document, also explaining how the policy will be implemented. 

4. Ensure that your procedure for each element of the administrative system is explained to the employees reading the policy and procedure.
5. Evaluate your own document.  
Place all the documents here in your PoE.



	Time Frame:  4 hours

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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Individual Formative Exercise 6:  Presentation skills


	Instruction: 

You have to prepare a presentation for the class on your policy and procedure developed in exercise 5. 50% of the presentation must be in a 2nd language.
Attached is a checklist that your group will use to evaluate your presentation and give you feedback. 
In your preparation, please ensure that you use this checklist to ensure you adhere to all the requirements. 
You must do the presentation back at the workplace. Arrange a date with your supervisor.
For your POE you need to hand in the following:

· The Power Point Presentation

· All your notes for your presentation

· Evaluation sheets of two peers and the supervisor at the workplace – see attached.

	Time Frame:  4 hours


	First attempt

	Second attempt

	Third attempt


	Competent

	Not yet competent

	Competent

	Not yet competent

	Competent

	Not yet competent


						

	PRESENTATION CHECKLIST

CRITERIA

YES

NO

Use verbal/oral communication skills to make an effective presentation. 
The voice intonation is used effectively to create clarity and to reach 

audience
Words are clearly spoken with confidence and with conviction, and 

pronounced correctly to allow the audience to be focused on the message. 
Vocal aids are used correctly to amplify voice to reach audience and be 

heard clearly by following relevant guidelines. 
An appropriate conversational style is used to put the audience at ease 

and help them to become receptive of the message. 
A natural delivery style is used and appropriate words and ideas are 

expressed clearly. 
A rapport is built with the audience to establish trust during the presentation. 
A message is presented and expressed naturally focusing on ideas 

to be delivered. 
A message is delivered with an appropriate and natural modulation to 

make it appealing to the audience. 
Use non-verbal communication effectively to reach audience.
Body language is used effectively to express ideas, opinions, and 

message to audience. 
Personal space is used to meet individual or group preferences and/or 

cultural preferences. 
Eye contact is used effectively to show interest in the audience
Head is well positioned to reinforce the spoken words and convey feelings. 
Nervousness and other distracting habits are controlled effectively by

 being calm. 
Use and maintain good poise during a presentation. 
Composure is expressed appropriately to the occasion. 
Delivery is practised repeatedly to build memory patterns that can be 

readily activated when a presentation is delivered. 
A proper image is projected, assessed and re-shaped to ensure 

confidence and credibility to audience. 
Bold and deliberate movements, displaying conviction, are expressed. 
Personal image in terms of appearance, manner of dress and 

grooming is projected appropriately and purposefully for the 

occasion/ or presentation. 
Handle questions and overcome any objections effectively
A list of every fact or opinion that may be regarded as a possible challenge

 to the presenter's position is developed and handled appropriately beforehand. 
Assertion skills are applied in a given context. 
Relevant conversational style is used to show interest, politeness and appropriateness when handling questions during or after a presentation
Resistance and objections to the presenter's ideas or concepts or that of the member of the audience are overcome with solid justification and conviction. 
Questions and concerns are responded to in a friendly manner and understanding by the audience is clarified to build goodwill. 
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  Individual Formative Exercise 7:  Stationary management

Instruction: 

A new employee has been appointed to your department. Part of his/her duties is to manage the stationary of your department. Draw up a checklist for the employee, to ensure that all essential steps are followed in the management of stationary. Use the Gray block at the end of module 2 to assist you with this task. 
Time Frame:  3 hours

First attempt

Second attempt

Third attempt

Competent

Not yet competent

Competent

Not yet competent

Competent

Not yet competent
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  Individual Formative Exercise 8:  Fraud in the workplace

	Instruction: 

Study the 4 case studies - attached at the back of this Poe - related to Fraud in the workplace. Answer the following questions for each of the case studies: 

1. Describe the type of fraud that occurred in this instance.
2. Is this type of fraud specific to your business environment? If not, name 2 other types of businesses where similar fraud can occur.

3. Describe how this fraud has been detected? Name two other ways in which this type of fraud can be detected.
4. List all internal policies, procedures and codes in your department which are aimed at fraud prevention. This could include procedures for appointing of employees (reference checks, qualification checks etc), finance policies/procedures, ethical procedures etc. Make sure you have access to all these policies.

5. Now indicate which of the documents listed in (4) are applicable to this case study. Are there other policies/procedures/codes that you would suggest that should added in your department to prevent/manage similar cases?

6. What consequences are appropriate for this specific case of fraud. Why? (Please consider your company policies and procedures)

7. How will this fraud case impact a business unit?  Name at least three parties in the business unit who will be affected by this case of fraud.

8. Describe how you would investigate a similar case of fraud if it occurred in your department. Ensure to include: 

a. Policies and procedures, you would consult

b. The steps you would follow to investigate (refer to applicable procedure)

c. Also include tools available as well as confidentiality

9. What control measures does your business have in place to manage this specific type of fraud? What additional control measures would you suggest? 

10. What is the risk if the control measures described above are not implemented?

11. What assistance would you need in your position to implement the suggested control measures?

12. Discuss the statistics you can find regarding this specific type of fraud. Use the statistic documents provided by the facilitator for this answer. 

Place all the documents here in your PoE.


	Time Frame:  8 hours

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent

	 
	
	
	
	
	


Section C:  Summative Assessment
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 Summative Exercise1: 


	Instructions: Do a workplace investigation to answer the following questions. Describe how you gathered information (interviews, document search)

1. Identify the different Administrative Systems in your organisation. 

2. In detail describe the role and function of each system.  

3. Evaluate the efficiency of each system, taking into account the following:  Input, Processing, Storage, Output, Feedback and Control.  

4. List 10 techniques on how confidentiality can be improved in your organisation as a whole.  

5. Make at least 5 suggestions on the improvement of your organisation’s administrative systems. 

6. Also describe how these improvements must be implemented.

7. Explain the access to specific documents of the systems by staff members. 

All information must be included in this PoE.  

	                                                                                                          Time Frame:  50 hours

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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 Summative Exercise 2: 


	Instructions: 
Do a workplace investigation to answer the following questions. Describe how you gathered information (interviews, document search)

1. List all records you need to keep in your department, including team records.

2. List the procedures in your department which governs the above record-keeping. Also list the procedures that you would suggest being developed for record keeping.

3. Describe the purpose of your department.

a.  List the tasks related to the purpose. 

b. How do you measure the effectiveness of your department?

All information must be included in this PoE.  

	                                                                                                          Time Frame:  50 hours

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent

	 
	
	
	
	
	


Section D:  Assessor Mark Sheets

Assessor Declaration of Learner Competence

	Outcomes of each unit standard
	Assessment criteria
	Delineation of method of assessment

(Formative / Summative)
	Assessed
	Competency

	
	
	
	Date
	Initial of assessor
	C
	NYC

	US 110003

	SO 1:  Demonstrate an understanding of the administrative systems required

	AC 1:  A list of all administrative systems required in a selected business environment is compiled including client-filing systems, staff administrative systems and business systems
	Formative 1

Formative 2

Summative 1
	
	
	
	

	
	AC 2:  The elements and usage of each system is described in relation to company and legal requirements
	Formative 1

Formative 2

Summative 1
	
	
	
	

	
	AC 3:  Resources such as staff, information technology, office space and management requirements for the development of these administrative systems are listed and ways of finding these resources are identified in a specific business institution
	Formative 1

Formative 2

Summative 1
	
	
	
	

	SO 2:  Develop and update administrative systems in a specific business environment
	AC 1:  The administrative requirements are identified to meet the specific needs of a selected business organisation
	Formative 3
	
	
	
	

	
	AC 2:  The identified administrative systems are developed in accordance with the organisational and legal requirements
	Formative 3

Summative 1
	
	
	
	

	
	AC 3:  The administrative systems and procedures identified are presented to management and staff for approval
	Formative 3

Summative 1
	
	
	
	

	
	AC 4:  Feedback is obtained from management and staff regarding the suitability of the systems on specifically designed feedback forms
	Formative 3

Summative 1
	
	
	
	

	
	AC 5:  Agreed changes are made to the systems
	Formative 3

Summative 1
	
	
	
	

	SO 3:  Develop systems to keep administrative information at the required level of confidentiality
	AC 1:  Administrative information, which should be kept confidential, is identified in accordance with legal, company and industry requirements and practices
	Formative 4

Summative 1
	
	
	
	

	
	AC 2:  Systems are developed to keep administrative information and records confidential and maintain secrecy of such information as required legally and by the company
	Formative 4

Summative 1
	
	
	
	

	
	AC 3:  Mandates of access to confidential information are identified for administrative and other staff according to their job role
	Formative 4

Summative 1
	
	
	
	

	SO 4:  Develop policies and procedures on administrative systems and write them into a manual
	AC 1:  Procedures, which are in alignment with legislative and organisational requirements, are developed for the administrative systems
	Formative 5

Summative 1
	
	
	
	

	
	AC 2:  The procedure for each element of the administration system is explained to employees in line with policies developed
	Formative 5

Summative 1
	
	
	
	

	
	AC 3:  The policies and procedures are collated into a written manual in company specific format
	Formative 5

Summative 1
	
	
	
	


	Outcomes of each unit standard
	Assessment criteria
	Delineation of method of assessment

(Formative / Summative)
	Assessed
	Competency

	
	
	
	Date
	Initial of assessor
	C
	NYC

	US 110009

	SO1: Control and deal with confidential information and documents
	AC1: Confidential information is defined and described for a specific organization
	Formative 4

Summative 1
	
	
	
	

	
	AC2: The system and procedures used for dealing with confidential information is explained with examples. 
	Formative 4

Summative 1
	
	
	
	

	
	AC3: Documents are secured in an appropriate manner and within an agreed time frame. 
	Formative 4

Summative 1
	
	
	
	

	
	AC4: Utmost care is taken to avoid compromising any relevant stakeholder. 
	Formative 4

Summative 1
	
	
	
	

	SO2: Control and evaluate ordering and distribution of office stationery. 
	AC1. A plan is presented to effectively control office stationery policies, procedures and strategies

	Formative 7


	
	
	
	

	
	AC2. Plans are developed on how to monitor, maintain and improve stock levels in accordance with organisational requirements. 
	Formative 7


	
	
	
	

	
	AC3. Effective shrinkage controls are developed and implemented for an organisation. 
	Formative 7


	
	
	
	

	
	AC4. Evidence of accurate reports are produced reflecting stationery movements for a given period. 
	Formative 7


	
	
	
	

	
	AC5. The control of the administration system and procedures is explained and applied to ensure effective administering of stationery. 
	Formative 7


	
	
	
	

	
	AC6. Documentation used for the control of stationery in an accurate, complete way, which complies with requirements is explained to employees. 
	Formative 7


	
	
	
	

	
	AC7. Effective stationery control procedures, systems and follow up actions are evaluated and explained
	Formative 7


	
	
	
	

	SO3: Implement control measures with individuals. 
	AC1. Contracted control measures are implemented, and non-conformances are identified for reporting to person with the authority to deal with them

	Formative 4

Summative 1
	
	
	
	

	
	AC2. Non-conformances are recorded, and corrective actions negotiated according to organisational requirements. 
	Formative 4

Summative 1
	
	
	
	

	
	AC3. Reported non-conformance is handled in accordance with organisational policies and procedures and is duly recorded.
	Formative 4

Summative 1
	
	
	
	


	Outcomes of each unit standard
	Assessment criteria
	Delineation of method of assessment

(Formative / Summative)
	Assessed
	Competency

	
	
	
	Date
	Initial of assessor
	C
	NYC

	US 242820

	SO 1: Explain why organisations record and keep information. 
	AC 1. The reasons for recording information are explained according to organisational requirements. 
	Formative 1 and 2

	
	
	
	

	
	AC 2. The methods of creating and storing records in the organisation are explained according to Standard Operating Procedures. 
	Formative 1 and 2


	
	
	
	

	
	AC 3. The purpose for which records are used is described with examples. 
	Formative 1 and 2


	
	
	
	

	
	AC 4. The reporting requirements of a team leader are identified in accordance with Standard Operating Procedures. 
	Formative 1 and 2


	
	
	
	

	SO 2: Identify and describe the type of records used to manage the team. 
	AC 1: Information about team members that a team leader is required to keep is described with examples. 
	Summative 2
	
	
	
	

	
	AC 2: Documents relating to the operational requirements of the team are kept in accordance with Standard Operating Procedures. 
	Summative 2
	
	
	
	

	SO 3: Record and report team performance against team output
	AC 1: Information relating to team outputs against agreed targets is recorded according to Standard Operating Procedures. 
	Summative 2
	
	
	
	

	
	AC 2: Reasons for variances between agreed and actual output are recorded according to Standard Operating Procedures. 
	Summative 2
	
	
	
	

	
	AC 3: A report on a team's output is formulated and distributed according to Standard Operating Procedures. 
	Summative 2
	
	
	
	


	Outcomes of each unit standard
	Assessment criteria
	Delineation of method of assessment

(Formative / Summative)
	Assessed
	Competency

	
	
	
	Date
	Initial of assessor
	C
	NYC

	US 110026

	SO 1: Describe fraud as it occurs in an office environment. 
	AC 1. The concept of fraud is explained with authentic examples. 
	Formative 8
	
	
	
	

	
	AC 2. Areas in the industry where fraud could be committed are identified for a selected business sector and an indication is given of the parties who could be involved in fraud for each possible area.
	Formative 8
	
	
	
	

	
	AC 3. Three possible indicators of fraudulent activity are listed, and an indication is given of how these could be identified in practice. 
	Formative 8
	
	
	
	

	
	AC 4. A portfolio of evidence of fraud is collected for three case studies involving at least three different parties. 
	Formative 8
	
	
	
	

	SO 2: Demonstrate knowledge and understanding of legal aspects relating to fraud in a selected business
	AC 1. Legislation governing fraud is identified as it applies to a selected business sector. 
	Formative 8
	
	
	
	

	
	AC 2. The legal recourse available to employers in cases of fraud is identified with authentic examples of each. 
	Formative 8
	
	
	
	

	
	AC 3. The consequences of committing fraud are explained for at least three different parties. 
	Formative 8
	
	
	
	

	
	AC 4. The impact of fraud is explained in relation to the impact that it has on a selected business sector.
	Formative 8
	
	
	
	

	SO 3: Demonstrate knowledge and understanding of internal processes around the investigation of fraud. 
	AC 1. The internal policy relating to fraud is described for a selected organisation or case study. 
	Formative 8
	
	
	
	

	
	AC 2. The procedure followed if fraud is suspected is explained with reference to a particular incident or case study. 
	Formative 8
	
	
	
	

	
	AC 3. The process followed in order to gather evidence and present a case is described with reference to a particular incident or a case study. 
	Formative 8
	
	
	
	

	
	AC 4. Tools that are available for information management are described with reference to a particular organisation or a case study. 
	Formative 8
	
	
	
	

	
	AC 5. The importance of confidentiality in an assessment investigation is explained and an indication is given of the possible consequences if there is a breach of confidence. 
	Formative 8
	
	
	
	

	SO 4: Analyse trends and the impact of fraud in a selected business sector. 
	AC 1. A case study of a data set is compiled and trends in the data are identified to provide a benchmark against which to measure suspicious incidences in own work situation. 
	Formative 8
	
	
	
	

	
	AC 2. Data is analysed to establish trends in fraud generated by an organisation within a selected business sector. 
	Formative 8
	
	
	
	

	
	AC 3. A recommendation for possible corrective measures is made based on an identified trend or suspicious incidence. 
	Formative 8
	
	
	
	

	
	AC 4. The potential impact if fraud is not identified and managed is described for a particular incident or case study. 
	Formative 8
	
	
	
	

	SO 5: Explain and assist with control mechanisms used to contain fraud in a selected business sector
	AC 1. Possible control measures that could be used to manage fraud are listed for at least three parties. 
	Formative 8
	
	
	
	

	
	AC 2. The risk, if an organisation within a selected business sector does not implement adequate control measures, is explained with reference to specific examples. 
	Formative 8
	
	
	
	

	
	AC 3. Assistance is given with the implementation of antifraud measures, where possible at the level of authority of the learner. 
	Formative 8
	
	
	
	


	Outcomes of each unit standard
	Assessment criteria
	Delineation of method of assessment

(Formative / Summative)
	Assessed
	Competency

	
	
	
	Date
	Initial of assessor
	C
	NYC

	US 242840

	SO1: Use verbal/oral communication skills to make an effective presentation. 
	AC 1: The voice intonation is used effectively to create clarity and to reach audience. 
	Formative 6
	
	
	
	

	
	AC 2: Words are clearly spoken with confidence and with conviction and pronounced correctly to allow the audience to be focused on the message. 
	Formative 6
	
	
	
	

	
	AC 3: Vocal aids are used correctly to amplify voice to reach audience and be heard clearly by following relevant guidelines. 
	Formative 6
	
	
	
	

	
	AC 4: An appropriate conversational style is used to put the audience at ease and help them to become receptive of the message. 
	Formative 6
	
	
	
	

	
	AC 5: A natural delivery style is used, and appropriate words and ideas are expressed clearly. 
	Formative 6
	
	
	
	

	
	AC 6: A rapport is built with the audience to establish trust during the presentation. 
	Formative 6
	
	
	
	

	
	AC 7: A message is presented and expressed naturally focusing on ideas to be delivered. 
	Formative 6
	
	
	
	

	
	AC 8: A message is delivered with an appropriate and natural modulation to make it appealing to the audience. 
	Formative 6
	
	
	
	

	SO 2: Use non-verbal communication effectively to reach audience. 
	AC 1: Body language is used effectively to express ideas, opinions, and message to audience. 
	Formative 6
	
	
	
	

	
	AC 2: Personal space is used to meet individual or group preferences and/or cultural preferences. 
	Formative 6
	
	
	
	

	
	AC 3: Eye contact is used effectively to show interest in the audience
	Formative 6
	
	
	
	

	
	AC 4: Head is well positioned to reinforce the spoken words and convey feelings. 
	Formative 6
	
	
	
	

	
	AC 5: Nervousness and other distracting habits are controlled effectively by being calm. 
	Formative 6
	
	
	
	

	SO 3: Use and maintain good poise during a presentation. 
	AC 1: Composure is expressed appropriately to the occasion. 
	Formative 6
	
	
	
	

	
	AC 2: Delivery is practised repeatedly to build memory patterns that can be readily activated when a presentation is delivered. 
	Formative 6
	
	
	
	

	
	AC 3: A proper image is projected, assessed and re-shaped to ensure confidence and credibility to audience. 
	Formative 6
	
	
	
	

	
	AC 4: Bold and deliberate movements, displaying conviction, are expressed
	Formative 6
	
	
	
	

	
	AC 5: Personal image in terms of appearance, manner of dress and grooming is projected appropriately and purposefully for the occasion/ or presentation. 
	Formative 6
	
	
	
	

	SO 4: Handle questions and overcome any objections effectively.
	AC 1: A list of every fact or opinion that may be regarded as a possible challenge to the presenter's position is developed and handled appropriately beforehand. 
	Formative 6
	
	
	
	

	
	AC 2: Assertion skills are applied in a given context. 
	Formative 6
	
	
	
	

	
	AC 3: Relevant conversational style is used to show interest, politeness and appropriateness when handling questions during or after a presentation. 
	Formative 6
	
	
	
	

	
	AC 4: Resistance and objections to the presenter's ideas or concepts or that of the member of the audience are overcome with solid justification and conviction. 
	Formative 6
	
	
	
	

	
	AC 5: Questions and concerns are responded to in a friendly manner and understanding by the audience is clarified to build goodwill. 
	Formative 6
	
	
	
	


	Assessment decision:
	Name and signature of Assessor:

	Assessment result
	YES
	NO

	
	Name and signature of moderator:


	Assessment result confirmed:
	YES
	NO

	Moderator comments




CCFO Marksheet

	Critical Cross-fields


	Competent/ Not Yet Competent
	Assessor Comments - detail

	Identifying
	
	

	Organising
	
	

	Collecting
	
	

	Communicating
	
	

	Demonstrating
	
	

	Contributing
	
	

	Science
	
	

	Working
	
	


	Assessor Signature
	
	Date
	

	Moderator Signature
	
	Date
	


Assessment Decision

	OVERALL ASSESSMENT SCORE

	1. Meets all the criteria for all the specific outcomes of the unit standard. 
	

	2. Meet some, but not all the criteria for the specific outcomes of the unit standard.
	

	3. Clearly do not meet the criteria for the specific outcomes of the unit standard.
	

	4. More evidence is required in order to make a judgement of competence.
	


VACS Analysis

	Assessor Name
	

	Date of Evaluation
	

	
	PRINCIPLE
	
	ASSESSOR REPORT
	MODERATOR REPORT

	Validity of evidence
	Is the evidence appropriate and related to the specific outcomes?
	Y/N
	Yes
	Yes

	
	Was there any evidence that prohibited the learner from meeting the assessment criteria?
	Y/N
	No
	No

	Authenticity of evidence
	Is there proof that the evidence is the learner’s own work?
	Y/N
	Yes
	Yes

	Currency of evidence
	Currency refers to the applicability of skills, knowledge and understanding in the present circumstances.  Is the evidence current to the situation?
	Y/N
	Yes
	Yes

	Sufficiency of evidence
	Is there enough evidence to meet all the criteria of the specific outcome to certify competency?
	Y/N
	Yes
	Yes

	
	Will the learner be deemed competent if the learner’s performance is to be reported?
	Y/N
	Yes
	Yes

	Moderator Signature
	
	Date
	

	Assessor Signature
	
	Date
	


Re-assessment and Appeal Procedure

Learner completes the re-assessment and appeals application and delivers to the assessor. Assessor decides on actions to be taken:

· Discuss reasons and appropriate actions with learner

· Learner accepts and follows actions

· Assessor re-assess

Assessor or learner still not satisfied

· Appeals application together with actions taken and complete assessment portfolio to the internal moderator

Internal moderator discusses with assessor and learner together next steps and recommendations

· Re-assessment by moderator

Learner still not satisfied with results

· Appeals application, actions taken and complete assessment portfolio to the ETQA for verification

The assessor has to provide the moderator with all appeals and re-assessment applications regardless if the learner accepts the results of the re-assessment or not!

Reassessment should comply with the following conditions:

· Reassessment should take place in the same situation or context and under the same conditions

· The same method and assessment instrument may be used, but the task and materials should be changed. However, they should be of the same complexity and level as the previous one(s). 

· Where the methods and instruments are changed, they must be appropriate for the outcomes specified.

· On Appeal the learner must complete and sign the appeals application (see appendix B)

· On reassessment the initial assessment plan should be extended and accepted by the learner. 

NOTE:

Where several outcomes have been assessed and some, but not all, were achieved successfully, a decision has to be made about the credits for the successful outcomes, i.e. will the learner be able to retain these credits without having to be reassessed? If so, what would the assessment consist of then? 

Care should be taken regarding how often reassessment can be taken, and the length of time between the original assessment and the reassessment. At the initial discussion of the assessment process and appeals procedure the learner and assessor agree on the number of re-assessments.  A learner who is repeatedly unsuccessful should be given guidance on other possible and more suitable learning avenues.

Learners should be secure in the knowledge that they can appeal against an unfair assessment. 

Appeals can be brought against:

· Unfair assessment

· Invalid assessments

· Unreliable assessments

· The assessor’s judgment, if considered biased

· Inadequate expertise and experience of the assessor if it influenced the assessment.

· Unethical practices.

Appeals Procedure
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Appeals Application

	Unit Standard Title
	
	Unit Standard number
	

	NQF level
	
	Credits
	

	Venue
	
	Date
	

	Learner Name 
	
	Learner ID number
	

	Assessor Name and Surname
	
	Assessor Registration number
	

	1. Please explain how you were assessed:

	

	

	

	

	

	2. Please list the reason(s) for your appeal:

	

	

	

	

	

	

	3. Please indicate what course of action you would find acceptable in order to resolve this issue. (For example another assessor, a different assessment method, etc)

	

	

	

	

	

	4. Please specify any additional requirements or needs you may have:

	

	

	

	

	

	Learner Signature
	
	Date
	

	Moderator

Signature
	
	Date
	


	Assessor Feedback to learner

	Assessor Declaration of Competence
	1st Attempt
	2nd Attempt
	3rd Attempt

	
	Competent
	NYC


	Competent
	NYC
	Competent
	NYC

	
	
	
	
	
	
	

	Date of declaration
	
	
	

	Feedback
	
	
	

	Action Plan for Competence and Re-assessment

	The learner was assessed on the following date:


	

	The learner has not submitted sufficient evidence and is therefore not yet competent.

	The learner is required to submit additional evidence against the following:
(List the specific outcome and assessment criteria relevant below)
	The learner is required to improve in the following areas:

	
	

	
	

	Learner Declaration
	I, ………………………………………………………………. declare that I am satisfied that the feedback given to me by the Assessor was relevant, sufficient and done in a constructive manner.  I accept the assessment judgment and have no further questions relating to this particular assessment instrument.

	Learner’s Signature
	
	Date:


	

	Assessor’s Signature
	
	Date:
	

	Moderator’s Signature
	
	Date:
	


Learner: Assessment Review

	Learner name


	

	Assessor name


	

	Date of assessment
	

	Question
	Yes
	No

	Was the assessment process explained to you before the assessment?
	
	

	Did the assessor have a pre-assessment meeting with you?
	
	

	Did you receive feedback after the assessment? 
	
	

	Was the assessment feedback clear enough?
	
	

	Did you receive your feedback within the agreed time-frames?
	
	

	Do you feel that the assessment was fair?
	
	

	Do you feel that you received enough opportunities during the assessment to provide evidence to the assessor?
	
	

	Did the assessor explain all the evidence requirements to you?
	
	

	Were you given the chance to give your input in terms of the assessment process?
	
	

	Was the evidence judged in accordance with the requirements outlined to you?
	
	

	Was the feedback provided constructive? 
	
	

	Was the assessment documentation clear and user-friendly?
	
	

	Learner Signature
	
	Date
	

	Assessor Signature
	
	Date
	

	Moderator Signature
	
	Date
	


Assessor: Assessment Review

	Assessor name
	

	Date of assessment
	

	Assessment Review
	Agree
	Disagree

	The learner provided inputs into the assessment process.
	
	

	Before the assessment was conducted the learner understood what criteria and evidence will be used in the assessment process.
	
	

	The assessment process was conducted in the learner’s work environment. 
	
	

	The assessment instruments were clear and easily understood by the assessor.
	
	

	In similar circumstances the assessor will make the same judgment again. 
	
	

	The evidence requirements are relevant to the unit standards.
	
	

	The evidence identified for this portfolio is sufficient.
	
	

	The evidence produced by the learner can be verified as being authentic.
	
	

	The assessment methods are suitable for the outcomes being assessed.
	
	

	The assessment does not present any barriers for the learner.
	
	

	All special needs have catered for and considered during the assessment.
	
	

	The assessment instruments were manageable and user-friendly.
	
	

	General Comments:

	Assessor Signature
	
	Date
	

	Moderator Signature
	
	Date
	


Assessment Review Report

	Unit Standard Title
	
	Unit Standard Number
	110003; 110026; 110009; 242820; 242849

	NQF Level
	4
	Credits
	22

	Venue
	
	Date
	

	Learner Name 
	
	Learner ID Number
	

	Assessor Name 
	
	Assessor Registration Number
	


Assessment Guide

	Strengths

	The assessment guide is user friendly and easy to manage.

	Weaknesses:

	None.

	Recommendations:

	None.


Assessment Process
	Strengths

	The process is according to the principles of assessment.

	Weaknesses:

	None.

	Recommendations:

	None.


Assessment Methods Used

	Strengths

	The assessment methods address the assessment criteria of the unit standards and is open and fair.

	Weaknesses:

	None.

	Recommendations:

	None.


Assessment Instruments Used
	Strengths

	Easy manageable, cost effective and gives the learner a fair opportunity to proof competence.

	Weaknesses:

	None.

	Recommendations:

	None.


Learner's Readiness for Assessment 
	Strengths

	The learners attended the pre-assessment meeting and signed the checklist.

	Weaknesses:

	None.

	Recommendations:

	None.


Unit Standard
	Strengths

	The unit standards give guidance of what is expected from the learners.

	Weaknesses:

	None.

	Recommendations:

	None.

	Assessor 

Signature
	
	Date
	

	Moderator 

Signature
	
	Date
	


SPECIAL NEED ASSESSMENT

NAME OF COURSE: __________________________________________________________
DATE OF COURSE:  __________________________________________________________
NAME OF LEARNER: _________________________________________________________
ID OF LEARNER: ____________________________________________________________
NAME OF ASSESSOR:  ________________________________________________________
EXPLANATION OF SPECIAL NEED:

______________________________________________________________________________________________________________________________________________________________________________________________________________________________
ACTIONS TAKEN BY ASSESSOR TO COMPLETE THE ASSESSMENT:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
LEARNER COMPETENT                                      YES    / NO

REASONS IF NOT YET COMPETENT:

______________________________________________________________________________________________________________________________________________________________________________________________________________________________
	LEARNER SIGNATURE
	
	DATE
	

	ASSESSOR SIGNATURE
	
	DATE
	

	MODERATOR SIGNATURE
	
	DATE
	


DECLARATION BY MENTOR
Please complete the following declaration and Critical Cross-field checklist and ask your supervisor or mentor to also complete the list below

	I hereby declare that the work submitted in the Portfolio of Evidence 

	Self- Assessment
	Supervisor/ Mentor

	Is the Learner’s own work (authentic)
	
	

	Is a reflection of the learner’s current competencies
	
	

	Would you rate the learner as competent in the following Critical Cross-field Outcomes: 
	
	

	The learner has shown  the ability to Identify and solve problems
	
	

	The learner has shown the ability to Organise and manage himself or herself and his/her activities responsibly and effectively
	
	

	The learner has shown the ability to Collect, organise and critically evaluate information 
	
	

	The learner has shown the ability to Communicate effectively using visual, mathematical and language skills
	
	

	The learner has shown the ability to Demonstrate an understanding of the world as a set of related systems 
	
	

	The learner has shown the ability to act culturally and aesthetically sensitive across a range of social contexts
	
	

	The learner has shown the ability to use Science and technology effectively and critically 
	
	

	The learner has shown the ability to Work effectively with others as a member of a team, group, organisation and community
	
	

	Learner signature
	
	Date
	

	Mentor/Supervisor signature
	
	Date
	


Case Study 1: Background Investigations
A client was considering hiring a new director for their medical clinic because of the increase in business they had experienced in the recent past. Their own research led them to a seemingly well-qualified candidate. The application process and personal interviews had progressed to the point where the clinic was almost ready to make an offer. Fortunately, they decided at the last minute that they should at least conduct a basic background investigation despite the phenomenal resume they had been presented. Our investigators were able to uncover the applicant’s rather interesting past.  It appears that he had previously been hired by a state mental hospital as their administrator however after several months (and some rather unfortunate happenings) the staff questioned his capabilities and credentials. He was discharged shortly after when it was learned that he was not a physician and had no medical education. (The facility later admitted that they had never looked past the first page of his resume when they hired him.) Our investigation was able to determine that he had been convicted of fraud in two different states for deceptive practices regarding his employment and age. He has spent at least forty (40) days incarcerated in two states and was also sued by one previous employer for the compensation he received while serving as the hospital administrator. He had made fraudulent claims on multiple state applications and attempted to implement state funded programs without proper authorization from the state administration.  Without our detailed search capabilities, our client could have made a rather costly mistake. RESULT: the client terminated contact with the prospect. They were spared possible lawsuits and embarrassment and now have a qualified director in place.
CASE STUDY NO. 2 – THEFT IN THE WORKPLACE
 DESCRIPTION
Adapted from the ATO’s “Play it Again Sam” or “Judge for Yourself” Presenters’ Guides. 
Wendy, a junior administrative officer, has recently joined the University in the Tibetan Studies Department. 

She is having a discussion with a fellow worker and direct supervisor, Sharon, over a coffee at the local coffee house on campus. Discussions turn to the recent BBQ at Steven’s place, a fellow staff member in that Department. Sharon indicates to Wendy that Steven does some work for a local child-minding centre out of office hours. 

Back at the workplace while working back late, Wendy notices on a couple of occasions Steven taking stationery items from the cupboard then placing them in his briefcase. On separate evenings, she observes him taking a three-drawer filing cabinet and an older model (surplus) computer from the office. She does not say anything to Steve (or anyone else) at the time. 

Wendy is stressed about the situation, so she raises the matter with Sharon who is dismissive and warns that if she pursues it, she could damage the friendships that she is making in the Department. 

Wendy decides to take the matter one step further to John, Sharon’s manager. John washes his hands of the matter, saying that he trusts his staff and makes them responsible for their actions. John then confides in Wendy that Steve is a recent widower left with two small children who is also dealing with a personal serious illness. Any action taken against him by the University could adversely affect him physically, mentally and emotionally. 

Wendy is obviously unhappy with this outcome, and is left with a moral dilemma. 

WHAT ARE THE RISK ISSUES, AND WHAT MEASURES COULD HAVE BEEN/SHOULD BE TAKEN TO PREVENT, MINIMISE OR MANAGE THEM? 
Risk Issues: 
1. Major breach of the University’s Code of Conduct. 

2. Indicators of a poor workplace culture, where people are discouraged or prevented from addressing, pursuing or disclosing fraudulent or inappropriate behaviour. 

3. Staff may be encouraged to conduct themselves inappropriately if they see that this is the norm in the workplace and are never held to account for their behaviour. 

Case study 3: Workplace Injury
Faced with a continuing problem with employees feinting workplace injuries, a local company requested we conduct a surveillance of an employee that claimed a serious back injury and could not perform his daily duties. Our surveillance lasted 36 continual hours because of the location and inability to move around in the area. During this time, he was observed unloading a large toolbox and apartment sized refrigerator from his vehicle into a back-yard shop. Later he was observed loading several duffel bags into the vehicle. Continuing into the afternoon, he was seen leaving the house on his motorcycle and driving around the dirt roads near his house until nightfall. The employee was surprised the next day when representatives of his employer arrived at his house, retrieved the keys to his company vehicle and fired him on the spot. Result: another fraudster learns a lesson.

Case study 4: 

When two employees failed to show for work, business owners became concerned. Checking the offices, they found that the desks had obviously been cleaned out and personal effects removed. Suspicious, they checked the office computers and found that the accounting and invoicing system had been altered and many documents were missing. Our examination of the computer systems established the dates the files were accessed and deleted, coinciding with the last night the employees ‘worked late’. Faced with civil suit, the former employees admitted to stealing invoices, client lists, order history and other proprietary data with the intent of opening their own business and approaching the existing clients. Result: disaster avoided, and reputation saved. 
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