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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
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	Identity number
	

	Telephone no
	

	E-mail address
	

	Postal address
	

	ASSESSOR INFORMATION

	Name
	

	Identity number
	

	Telephone no
	

	E-mail address
	

	MODERATOR INFORMATION

	Name
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	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

DECLARATION
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
	



[image: image1.emf]PRE - ASSESSMENT   MEETING CHECKLIST  

Learner   Unit Standard  Number  242810, 9015,  9016 and 7468  Credits  22  

Assessor   Unit Standard  Title  Calculations and  stats  Level  4  

Moderator   

Nr  Points to be Covered   

1  Welcome the Learner and put them at ease .   

2  Expl ain 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 .   

4  Explain the assessment process and the principles of good assessment  practi ce .   

5  Explain the roles and responsibilities of the 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 agai nst  which they will be assessed .   

8  Discuss and identify any special assessments needs of the Learner .   

9  Identify and eliminate any unfair barriers e.g. language, disabilities .   

10  Discuss the evidence requirements with the Learner, and agree on eviden ce  the Learner  must submit.   

11  Explain and agree the best assessment methods, instruments and activities  to be used   

12  Ensure the assessment environment and activities are aligned with  recognized codes of practice, health and safety procedures and stan dards  operating procedures   

13  Agree on   an assessment schedule with the Learner, which reflects:   assessment criteria, types of evidence to be collected, assessment methods,  timing of assessments, sequence of activities, deadlines and arrangements  for rev iewing the assessment plan.     

14  Discuss the importance of confidentiality of all information .   

15  Discuss the moderation and certification process .   

16  Give the 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 how the learner will be supported during the assessment process.  

Declaration of understanding    

I  am ready for the assessment .   

I declare that the points of the  Pre - Assessment Meeting Checklist were explained by the  assessor .   

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

ASSESSOR’S SIGNATURE    DATE  

LEARNER’S SIGNATURE    DATE  

 

Learner Assessment Contract

	Learner name:

	

	Assessor name:
	

	Unit standard assessed:
	242810, 9015, 9016 and 7468

	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

Part 1 Module 1: 
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  1A.  Individual Formative Exercise

	Instructions:

From your learner guide, answer the following questions: 
1. In your own words, explain what is meant by the term ‘budgeting’ in the business environment. In your explanation, refer to your area of responsibility as an example. 
___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

2. Draw a flow diagram to explain where budgeting fits into the rest of the Planning Processes of a business: 

3. Explain the objectives of budgeting for a business unit?

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________


	Timeframe: 2 hours  

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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  1B.  Individual Formative Exercise

	Instructions:

From your learner guide, answer the following questions: 
1. Name and explain the different techniques a business could choose from to do its budget: 

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

2. Explain, the steps to implement the two most used budgeting techniques. Use workplace examples to further explain.  

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

3. Indicate which of the above budgeting techniques are employed by your organisation?

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________



	Timeframe: 2 hours

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


Part 1 Module2: 

	  1C Formative Exercise

	Instructions:

You must ‘invent’ a fictitious business. Describe your business in terms of:

· The name of your business and what you trade in

· Your overall goals

· Describe how these goals influence your budget
· Now identify the elements of your budget, i.e., what expenses will you budget for – fill them in on the table below.

· Lastly, if you have deviated from the budget elements in the learner guide, explain why you have added/omitted specific expenses from your budget. 

_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________

_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________

_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
Form: TR1/05

____________________ ENTERPRISES

Expenses:

Year:___________ Dates:____________________

Jan

Feb

Mar

Apr

May

Jun

Jul

Aug

Sept

Oct

Nov

Dec

R’000

R’000

R’000

R’000

R’000

R’000

R’000

R’000

R’000

R’000

R’000

R’000

TOTAL



	Timeframe: 10 hours

	First attempt

Second attempt

Third attempt

Competent

Not yet competent

Competent

Not yet competent

Competent

Not yet competent
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  1D.  Individual Formative Exercise

	Instructions:

Identify the internal and external constraints on your company (as invented in Formative Exercise 1C). 
Internal Constraints:      ______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
External Constraints: __________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________

_______________________________________________________________________


	Timeframe: 2 hours  

	First attempt

Second attempt

Third attempt

Competent

Not yet competent

Competent

Not yet competent

Competent

Not yet competent
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 1E.  Individual Formative Exercise

	DEPARTMENTAL VARIANCE REPORT: MARCH 2004

Item

Actual
R

Budget R

Variance

R                %

Last Year

Variance

R                  %

Electricity

1200

1300

100

8

1100

-100

-9%

Telephone

500

550

50

9

525

25

5%

Stationery

660

700

40

6

650

-10

-2%

Books

200

180

-20

-11%

110

-90
-82%

Insurance

240

240

0

0%

220

-20

-9%

Instructions: 

Answer the following questions with regards to the above-mentioned report:

1. What is the name of the report?

_______________________________________________________________________
2. What is the purpose of this report in a business unit? How would the supervisor use this report? 
_______________________________________________________________________
_______________________________________________________________________
3. Study each item on the report and give possible reasons for the variances as identified:

_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
4. Now describe what corrective action can be taken to rectify these variances:

_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
5. List four methods for controlling cost.

_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________


	Timeframe: 3 hours  

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


Part 2 Module 1: 
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  2A.  Individual Formative Exercise

	Instructions:

Stacks Ltd is a retail business in the clothing industry. Attached is an extract from the company's financial statements. Do a complete ratio analysis for both years. Comment as far as possible on the company’s financial ratios.

1. Gross profit margin = gross profit ÷ sales

2. Operating profit margin = operating income ÷ sales

3. Net income margin = net income ÷ sales

4. Return on Assets {ROA)= (Net income ÷ total assets) x100
5. Return on Owners' equity = Net income after tax     x  100

                                                       Total equity 
6. Debt Equity Ratio: TOTAL DEBT x 100
                                        total equity


	Timeframe: 2 hours  

	 First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


 Stacks Ltd Financial Statements

	
	2008
	2007

	BALANCE SHEET
	
	

	Equity and liabilities
	
	

	Share capital
	1 200
	1 200

	Retained earnings
	55 600
	44 200

	Shareholders equity
	56 800
	45 400

	Long term loans
	6 300
	8 100

	
	R63 100
	R53 500

	Assets
	
	

	Fixed assets
	43 300
	39 700

	Investments
	3 400
	12 300

	
	
	

	Net current assets
	16 400
	1 500

	
	
	

	Current assets
	77 000
	41 400

	Stock
	32 000
	16 800

	Debtors
	41 400
	22 200

	Cash
	3 600
	2 400

	
	
	

	Current liabilities
	60 600
	39 900

	Creditors
	38 600
	26 500

	Bank overdraft
	22 000
	13 400

	
	63 100
	53 500


Income statement for Stacks for the year ended December 31, 2008(Thousands of Rands)

	
	2008
	2007

	Net sales
	495 000
	410 000

	Cost of goods sold
	(395 000)
	330 000

	Gross profit
	100 000
	80 000

	
	
	

	Operating expenses
	(83 065)
	(62 205)

	    Selling expense
	42 665
	27 005

	    Depreciation expense
	6 400
	3 200

	    General and administrative expense
	34 000
	32 000

	    Net Operating Income (NOI)
	16 935
	17 795

	    
	
	

	    Interest expense
	(650)
	(725)

	    Earnings before taxes (EBT)
	16 285
	17 070

	    
	
	

	    Income taxes
	(4 885)
	(5 120)

	    Net income (NI)
	R11 400
	R11 950
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  2B.  Individual Formative Exercise

	Instructions:

Read the case study below and answer the questions: 

Drags (PTY) Ltd is a company manufacturing door handles in the Bloemfontein area. Management is currently planning on opening a new factory in Gauteng.

The budget figures for year one is as follows:

Estimated selling price per door handle 


 10

Estimated number of door handles manufactured 
200 000

Advertising 





  20 000

Depreciation on plant and machinery 


  15 000

Direct labour 





744 000

Direct material 





435 000

Electricity – units 




  24 000

Electricity - rent of meters 



   6 000

Rent – Building 





120 000

Wages of cleaners 




  24 000

Railage 






  65 000

Salaries of factory foreman 



109 000

Telephone – units 




  25 000

Telephone – Rent 




    6 000

Water – units 




               7 000

TOTAL COST 



        1600 000

1. Arrange the costs between fixed and variable columns in the table provided to you.

COSTS

VARIABLE

FIXED

2. Calculate the marginal income ratio (gross profit)

3. Calculate the break-even point in R and in units



	Timeframe: 2 hours  

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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  2C.  Individual Formative Exercise

	Instructions:

1. Calculate the simple interest: 

Principal

Rate

Time

Interest

Amount

1

R400

9%

1 year

2

R640

10%

3 months

3

R180

6%

91 days

2. Determine the present value at 15% simple rate of interest on an amount of R12 500 due in 1 year and 9 months.

A = P (1 + rt)  

3. Calculate the (i) interest and (ii) the final amount for each of the principals for the stated simple interest rate and time period:

a. R500; 7%; 1 year

b. R500; 24%; 3 months

c. R1000; 8%; 1 year

4. R800 is invested in an account which earns 10% compounded quarterly. Calculate the amount in the account at the end of 5 years and how much interest will be earned. 

5. Determine the amount of an annuity of R250 per quarter for 3 years if money is worth 12% compounded quarterly

A = R .   (1 + i)n – 1       = 250 .   (1 + 3% )12  - 1     = ……………. rands

                i                                    3%     
6. The beneficiary of a life insurance policy may take R10 000 in cash or 10 equal payments, the first to be made immediately. What is the annual payment if money is worth 12%?

P = R  [ 1 – (1 + i)-n ] [ 1 + i ]     

                            i   

   R =            Pi_________
            [1-(1+i)-n ] [1+i]                                 

7. Thabo will receive £4 000 in 4 month’s time from a London based client. In the news Thabo heard that the rand would weaken against the pound. Thabo can cover for potential losses by entering into a forward contract with the Bank. They agree at a rate of R13,25 against a pound. The current rate is R13,10. After 4 months, the market rate is R13,05.

· What will Thabo receive after the 4 months if he decides to agree on the forward contract as outlined above?

· What will Thabo receive after 4 months if he does not enter into the forward contract agreement?

· What was the covered profit, i.e., the profit he made because he entered into the forward contract?

8. Describe the difference between simple and compound interest. Use examples to describe it.

9. You need to buy a new tractor for your farm. The bank agreed on a loan of is R300 000. The interest rates the bank quoted is 9% compounded over 5 years. You will only pay back the bank after the 5years at the full amount plus compounded interest. Do the necessary calculations and answer the following questions: 

a. What is the Present value (PV) of the vehicle?

b. What is the future value (FV) in 5 years’ time?

c. How will these values that you calculated above impact on your decision to purchase the vehicle?

10. Based on question 9, what will the monthly payment be if you repay capital and interest monthly over 5 years?

11. How many months will it take until the interest on R900 at 12% will be R135?

12. Find the future value of the following ordinary annuities: 

a. R400 every 3 months for 5 years at 8% compounded quarterly

b. R1000 per month for 3 years at 12% compounded monthly

13. A R370,000 townhouse is to be purchased and a R370,000 mortgage for 20 years at 12% compounded monthly. Find the monthly payment on the mortgage.

Timeframe: 2 hours

	First attempt
	Second attempt
	Third attempt

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

	
	
	
	
	
	


	2D Formative Exercise

	Instructions: You must prepare to debate the following topic: The consequences of high inflation on the economy:

· The influence of inflation on your purchasing power (considering your remuneration)

· How high inflation influence debtors and creditors

· The influence of consistently high inflation on exchange rate, imports and exports

· What factors will the Reserve Bank consider when increasing/decreasing long-term interest rates as part of Monetary Policy?

· Why would the Reserve bank decide to raise local interest rates if the interest rates of USA/the European Union/Japan/England rise?

You must hand in this document as part of the PoE – this is the document that your knowledge will be assessed on. 

(To make the debate even more interesting, use recent newspapers.)

	Timeframe: 5 hours  

	First attempt

Second attempt

Third attempt

Competent

Not yet competent

Competent

Not yet competent

Competent

Not yet competent




	3A.  Formative Exercise

	Instructions: Read through the statistical analysis given to you by your facilitator and answer the following questions in this regard:
1. Identify the statistical issue/s dealt with in this study? Name other types of studies that can be/has been done, using statistical methods. 
___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

2. Identify the statistical methods used for collecting the data. Also evaluate the effectiveness and efficiency of the method to ensure problem resolution, i.e., compare this method with alternative methods described in your learner guide. Give suggestions to improve upon the study by using an alternative method of data collection. ___________________________________________________________________
___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

3. Identify the method of sampling and comment on the representativeness of the sample with regards to the total population. Make suggestions to improve the sampling.  ___________________________________________________________________
___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

4. Identify activities during the study which could result in contamination of data and explain the effects of possible contamination. 
___________________________________________________________________

5. Evaluate if the statistical calculations done as part of the study is adequate and correct. Make suggestions to improve, i.e., do you think they should have done more calculations, less calculations, were the correct calculations dome for the type of study? ___________________________________________________________________
___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

6. Would you say the graphical representation and numerical summaries are consistent with the data, are clear and appropriate to the situation and target audience? Motivate your answer

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

7. What would you say this data can be used for – i.e., what social issues could be addressed by using this data? Motivate your answer.
___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

	Timeframe: 5 hours  

	First attempt

Second attempt

Third attempt

Competent

Not yet competent

Competent

Not yet competent

Competent

Not yet competent
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3B.  Individual Formative Exercise

	Instructions: Answer the following questions and do the calculations:
1. Explain what probability is, and why it is important in statistics.

2. A list of inquiries received in the last month shows that there were 24 from local businesses and 6 from non-local businesses. If an inquiry is selected at random, what is the probability of it being from a non-local company? (No. of successes/total no. of outcomes) = 
3. The probability that a typist will make less than 5 mistakes is 0.64. What is the probability that the typist will make more than 5 mistakes? (use the formula for complementary probability)
4. The probabilities are 0.05, 0.14, 0.17, 0.33, 0.20, and 0.11 that a consumer testing service will rate a new lawnmower very poor, poor, fair, good, very good or excellent, respectively. Calculate the probabilities that the lawnmower will be rated. (use formula – special rule for addition – mutually exclusive)
a. Very poor or poor

b. Good, very good or excellent

5. A businessperson has two secretaries. The probability that the one secretary will be absent on any given day is 0.08 and the probability that the other one will be absent on any given day is 0.07. The probability that both will be absent is 0.02. Calculate the probability that on a given day secretaries will be absent. (Use formula – general rule of addition – not mutually exclusive). 
6. At college 180 learners were interviewed regarding their alc0hol drinking habits.
a. Complete the table below

Learners who do not drink

Male learners who drink

Female learners who drink

Total
Percentage
Number of learners
110
40
30
180
Degrees
b. Construct a pie chart to reflect the data.
7. Farmers were interviewed to find out how many times they had to call out the local vet over the last 12 months. The data is listed below:
1; 2; 6; 0; 3; 2; 3; 2; 1; 0; 1; 5; 4; 1; 0; 3; 1; 2; 4; 0; 3; 1; 0; 2; 0; 2; 1; 0; 1; 0; 3; 4; 1; 1; 0; 1; 1; 2; 2; 5
a. Arrange the data in order

b. Calculate the mean

c. Find the median

d. What is the mode?

e. Calculate the range

8. A vending machine at a college has the following items on sale: cool drink, chocolates, crisps and chewing gum. A survey showed that customers would have the following preferences:
· Crisps: ¼
· Cool drink: ½
· Chewing gum:  1/20  
· Chocolate: 1/5      
a. Convert all fractions to a percentage.

b. Which is the most popular item?

c. Which is the least popular item?

9. a. Sandile has 3 plastic forks, 5 metal forks, 4 plastic knives and 6 metal knives in his cutlery drawer.   What is the probability that he will grab a plastic fork and a plastic knife from the drawer if he is not looking?
b. The probability of a woman having a baby boy is 50% and that of having a girl is also 50%. What is the probability that a woman who has three children will have three boys?
c. Lebo has 3 blue pens, 2 red pens, 5 black pens and 2 pencils in his pencil case.

i. What is the probability that he takes a black pen?

ii. What is the probability that he takes an item that is not a black pen?

d. One card is drawn from a deck of 52 cards. What is the probability that the card will be:
i. Red or an ace

ii. A king of hearts
                                                                                        Timeframe: 3 hours  

	First attempt

Second attempt

Third attempt

Competent

Not yet competent

Competent

Not yet competent

Competent

Not yet competent




	  3C.  Formative Exercise

	Instructions: Read through the newspaper articles on crime statistics in SA (published in Sept 2012) and prepare a presentation, where you have to present the following: 
1. Use the statistics quoted in the article ‘Full text on crime speech’ and present it in graphical format. Your graph/s need to adhere to all requirements detailed in module 2 of your learner guide. 
2. After presenting the graph/s,  to your team members/study group members, you also need to include in your presentation:

· Your predictions, conclusions and judgements using the arguments, statistical data as well as your own probability models (refer to module 4) 

· Comment on the potential uses and misuses for this specific set of data

.


	Timeframe: 10 hours  

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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3D Individual Formative Exercise

	Instructions:

1. What formulae will you use to calculate the following: 

Shape

Volume

Surface area

Where in your workplace can you use this formula?

Cube: 


Rectangular Prism


Cylinder


2. Describe the different instruments you could use for measurements, how you would use them as well as their application in the workplace 
Measuring Instruments:

How to use them

Application in workplace



	Timeframe:5 hours 


	First attempt
	Second attempt
	Third attempt

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

	
	
	
	
	
	


Section C:  Summative Assessments
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 S1 Summative Exercise                                                                34 hours

	1. Write a few lines on your business unit / department’s strategic plan.

2. List your business unit’s operational objectives in line with this strategic plan. 

3. Draft a budget plan that links to these operational objectives (you may be able to obtain forecasts from your financial department to assist you with the budgets) Ensure that your budget is drafted in line with your organisation’s procedures. You may use your organisation’s software or budget /spreadsheet formats.

4. Write a reflective paragraph that explains how your budget aligns to your operational plan. 

5. Write a few lines on at least two modifications that could be made to your budget plan based on your reflection.

6. List the monitoring systems (in line with your organsiation’s procedures) that you will use to monitor your budget.

7. Write a reflective paragraph on how you monitor expenditure reports and the criteria against which your expenditure reports will be monitored. Refer to actual expenditure, budgeted expenditure and variance in your answer. Base this answer on an example of a variance report of your department for previous months – obtain this from your manager/finance department. 
8. List some possible corrective measures that could be put in place if actual expenditure was way off from budgeted expenditure.

9. Draft a template/ explain the methodology that you will use to ensure corrective actions are implemented. Your template/ methodology must be in line with your organisation’s policies and procedures.
First attempt

Second attempt

Third attempt

Competent

Not yet competent

Competent

Not yet competent

Competent

Not yet competent
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 S2 Summative Exercise                                                            30 hours


	To complete this exercise, you need to conduct an interview with a senior accounting professional in your company. Ask him/her the following questions and depict the answers as well as explanations. You need to hand in a report of this interview, giving full explanations to each question:
1. How are stock exchange dealings, options, future contracts, and bonds used in the company? (Also include potential uses). List the benefits as well as drawbacks of these instruments. 
2. In what transactions are simple and compound interest used respectively (at least one example of each). Also list the effects (positive and negative) of this interest on the company. How does the current interest rate, as determined by the reserve bank, influence our company – give reasons.
3. Get hold of the annual publicised Income- and Balance statements of your company. Do the following calculations:
· Gross profit margin = gross profit ÷ sales

· Operating profit margin = operating income ÷ sales

· Net income margin = net income ÷ sales

· Return on Assets {ROA)= net income ÷ total assets

· Return Owners equity  = Net income after tax     x  100

                                                  Total equity 

· Debt Equity Ratio: TOTAL DEBT

                                        TOTAL EQUITY

4. Describe how national and global aspects of the economy affect your company:

· Exchange rates

· Imports and exports

· Monetary policy

· Inflation rate
First attempt

Second attempt

Third attempt

Competent

Not yet competent

Competent

Not yet competent

Competent

Not yet competent
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 S3 Summative Exercise                                                              32 hours

	Identify a problem situation in your work area, which lends itself to be investigated by the statistical methods described in part 3 of your learner guide. The type of problem should be such that you can test the influence of one variable on another. 

Now, use the steps described in module 5 (Part 3) to investigate this problem. The steps are:

1. Determine your theory

2. Define your variables

3. Determine the hypothesis

4. Standardise

5. Select subjects

6. Test subjects

7. Determine significance (use calculations in module)

8.  Communicate results (write report with tables, graphs etc of your findings)

9. List resolutions/recommendations in your report



	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
	UNIT STANDARD 242810

	Outcomes of each unit standard
	Assessment criteria
	Method of assessment

(Formative / Summative)
	Assessed
	Competent

	
	
	
	Date
	Initial of assessor
	YES
	NYC

	SO1: Explain the concept of budgeting pertinent to an area of responsibility
	AC1: The concept of a budget is explained with reference to expenditure in an area of responsibility
	Formative 1A Summative 1
	
	
	
	

	
	AC2: The budgeting technique employed is explained by means of worked examples
	Formative 1B Summative 1
	
	
	
	

	SO2: Determine the elements of a budget in an area of responsibility
	AC1: The elements of the budget are identified for the resources required to meet the objectives
	Formative 1C  

Summative 1
	
	
	
	

	
	AC2: Internal and external constraints on a budget are identified in terms of an own organisational context
	Formative 1D 

Summative 1
	
	
	
	

	SO3: Monitor and control actual expenses against budget
	AC1: Actual expenses are monitored according to Standard Operating Procedures
	Formative 1E 

Summative 1
	
	
	
	

	
	AC2: Variances are identified, and corrective measures are proposed and/or taken according to Standard Operating Procedures
	Formative 1E

 Summative 1
	
	
	
	


	UNIT STANDARD 7468

	Outcomes of each unit standard
	Assessment criteria
	Method of assessment

(Formative / Summative)
	Assessed
	Competent

	
	
	
	Date
	Initial of assessor
	YES
	NYC

	SO1: Use mathematics to plan and control financial instruments
	Ac1: Plans are sufficient to ensure effective control of financial instruments
	Formative 2A & 2B Summative 2
	
	
	
	

	
	AC2: Calculations are carried out using computational tools efficiently and correctly and solutions obtained are verified in terms of context
	Formative 2A & 2B Summative 2
	
	
	
	

	
	AC3: Measures used for control purposes are appropriate to the need and are in line with control plans
	Formative 2A & 2B Summative 2
	
	
	
	

	SO2: Use simple and compound interest to make sense of and define a variety of situations
	AC1: The differences between simple and compound interest are described in terms of their common applications and effects
	Formative 2C Summative 2
	
	
	
	

	
	AC2: Methods of calculation are appropriate to the problem types
	Formative  2C Summative 2
	
	
	
	

	
	AC3: Computational tools are used efficiently and correctly, and solutions obtained are verified in terms of context or problem
	Formative 2C Summative 2
	
	
	
	

	
	AC4: Solutions to calculations are used effectively to define the changes over a period of time
	Formative 2C Summative 2
	
	
	
	

	SO3: Investigate various aspects of cost and revenue
	AC1: Values are calculated correctly
	Formative 2A 

Summative 2
	
	
	
	

	
	AC2: Mathematical tools and systems are used effectively to determine and describe the relationships between the various aspects of cost and revenue
	Formative 2A 

Summative 2
	
	
	
	

	
	AC3: Terminology is used in the correct context
	Formative 2A ,2C

Summative 2
	
	
	
	

	
	AC4: Reasonable methods are described for the control of costs and optimisation of profits in relation to given data
	Formative 2A , 2C

Summative 2
	
	
	
	

	SO4: Use mathematics to debate aspects of national and global economy
	AC1: Values are calculated correctly
	Formative 2D Summative 2
	
	
	
	

	
	AC2: Mathematical tools and systems are used effectively to determine, compare and describe aspects of national and global economy.
	Formative 2D Summative 2
	
	
	
	

	
	AC3: Debating points are based on well-reasoned arguments and are supported by mathematical information
	Formative 2D Summative 2
	
	
	
	


	UNIT STANDARD 9015

	Outcomes of each unit standard
	Assessment criteria
	Method of assessment

(Formative / Summative)
	Assessed
	Competent

	
	
	
	Date
	Initial of assessor
	YES
	NYC

	SO1: Critique and use techniques for collecting, organising and representing data
	AC1: Situations or issues that can be dealt with through statistical methods are identified correctly
	Formative 3A Summative 3
	
	
	
	

	
	AC2: Appropriate methods for collecting, recording and organising data are used do as to maximise efficiency and ensure the resolution of a problem or issue
	Formative 3A Summative 3
	
	
	
	

	
	AC3: Data sources and databases are selected in a manner that ensures the representativeness of the sample and the validity of resolutions
	Formative 3A Summative 3
	
	
	
	

	
	AC4: Activities that could result in contamination of data are identified and explanations are provided of the effects of contaminated data
	Formative 3A Summative 3
	
	
	
	

	
	AC5: Data is gathered using methods appropriate to the data type and purpose for gathering the data
	Formative 3A Summative 3
	
	
	
	

	
	AC6: Data collection methods are used correctly
	Formative 3A Summative 3
	
	
	
	


	
	AC7: Calculations and the use of statistics are correct
	Formative 3A Summative 3
	
	
	
	

	
	AC8: Graphical representation and numerical summaries are consistent with the data, are clear and appropriate to the situation and target audience
	Formative 3A Summative 3
	
	
	
	

	
	AC9: Resolutions for the situation or issue are supported by the data and are validated in terms of the context
	Formative 3A Summative 3
	
	
	
	

	SO2: Use theoretical and experimental probability and develop models
	AC1: Experiments and simulations are chosen and/or designed appropriately in terms of the situation to be modelled
	Formative 3B Summative 3
	
	
	
	

	
	AC2: Predictions are based on validated experimental or theoretical probabilities
	Formative 3B Summative 3
	
	
	
	

	
	AC3: The results of experiments and simulations are interpreted correctly in terms of the real context
	Formative 3B Summative 3
	
	
	
	

	
	AC4: The outcomes of experiments and simulations are communicated clearly
	Formative 3B Summative 3
	
	
	
	


	SO3: Critically interrogate and use probability and statistical models

	AC1: Statistics generated from the data are interpreted meaningfully and interpretations are justified or critiqued
	Formative 3C Summative 3
	
	
	
	

	
	AC2: Assumptions made in the collection or generation of data and statistics are defined or critiqued appropriately
	Formative 3C Summative 3
	
	
	
	

	
	AC3: Tables, diagrams, charts and graphs are used or critiqued appropriately in the analysis and representation of data, statistics and probability values
	Formative 3C Summative 3
	
	
	
	

	
	AC4: Predictions, conclusions and judgements are made on the basis of valid arguments and supporting data, statistics and probability models
	Formative 3C Summative 3
	
	
	
	

	
	AC5: Evaluations of the statistics identify potential sources of bias, errors of measurement, potential uses and misuses and their effect


	Formative 3C Summative 3
	
	
	
	


	US 9016

	Outcomes of each unit standard

	Assessment criteria
	Method of assessment

(Formative / Summative)
	Date
	Initial of assessor
	YES
	NYC

	SO1: Measure, estimate and calculate physical quantities in practical situations relevant to the adult
	AC1: Scales on the measuring instruments are read correctly
	Formative 3D

Summative 3
	
	
	
	

	
	AC2: Quantities are estimated to a tolerance justified in the context of the need
	Formative 3D

Summative 3
	
	
	
	

	
	AC3: The appropriate instrument is chosen to measure a particular quantity
	Formative 3D

Summative 3
	
	
	
	

	
	AC4: Quantities are measured correctly to within the least step of the instrument
	Formative 3D

Summative 3
	
	
	
	

	
	AC5: Appropriate formulae are selected and used
	Formative 3D

Summative 3
	
	
	
	

	
	AC6: Calculations are carried out correctly and the least steps of instruments used are taken into account when reporting final values
	Formative 3D

Summative 3
	
	
	
	

	
	AC7: Symbols and units are used in accordance with SI conventions and as appropriate to the situation
	Formative 3D

Summative 3
	
	
	
	

	SO2: Explore, analyse and critique, describe and represent, interpret and justify geometrical relationships
	AC1: Descriptions are based on a systematic analysis of the shapes and reflect the properties of the shapes accurately, clearly and completely
	Formative 3D

Summative 3
	
	
	
	

	
	AC2: Descriptions include quantitative information appropriate to the situation and the need
	Formative 3D

Summative 3
	
	
	
	

	
	AC3: 3-dimentional objects are represented by top, front and side views
	Formative 3D

Summative 3
	
	
	
	

	
	AC4: Different views are correctly assimilated to describe 3-dimentional objects
	Formative 3D

Summative 3
	
	
	
	

	
	AC5: Available and appropriate technology is used in producing and analysing representations.
	Formative 3D

Summative 3
	
	
	
	

	
	AC6: Relationships of distance and positions between objects are analysed from different views
	Formative 3D

Summative 3
	
	
	
	

	
	AC7: Conjectures as appropriate to the situation, are based on well planned investigations of geometrical properties
	Formative 3D

Summative 3
	
	
	
	

	
	AC8: Representations of the problems are consistent with and appropriate to the problem context. The problems are represented comprehensively and in mathematical terms
	Formative 3D

Summative 3
	
	
	
	

	
	AC9: Results are achieved through efficient and correct analysis and manipulation representations
	Formative 3D

Summative 3
	
	
	
	

	
	AC10:  Problem-solving methods are presented clearly, logically and in mathematical terms.
	Formative 3D

Summative 3
	
	
	
	

	
	AC11: Reflections on the chosen problem-solving strategy reveal strengths and weaknesses of the strategy
	Formative 3D

Summative 3
	
	
	
	

	
	AC12: Alternative strategies to obtain the solution are identified and compared in terms of appropriateness and effectiveness
	Formative 3D

Summative 3
	
	
	
	


	Details of moderation
	Name and signature of moderator:


	Assessment results 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 Timeframes?
	
	

	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:
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	NQF Level
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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.
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PRE-ASSESSMENT MEETING CHECKLIST


		Learner

		

		Unit Standard Number

		242810, 9015, 9016 and 7468

		Credits

		22



		Assessor

		

		Unit Standard Title

		Calculations and stats

		Level

		4



		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.

		



		4

		Explain the assessment process and the principles of good assessment practice.

		



		5

		Explain the roles and responsibilities of the 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

		Discuss and identify any special assessments needs of the Learner.

		



		9

		Identify and eliminate any unfair barriers e.g. language, disabilities.

		



		10

		Discuss the evidence requirements with the Learner, and agree on evidence the Learner must submit.

		



		11

		Explain and agree the best assessment methods, instruments and activities to be used

		



		12

		Ensure the assessment environment and activities are aligned with recognized codes of practice, health and safety procedures and standards operating procedures

		



		13

		Agree on an assessment schedule with the Learner, which reflects:  assessment criteria, types of evidence to be collected, assessment methods, timing 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

		Give the 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 how the learner will be supported during the assessment process.



		Declaration of understanding




		I am ready for the assessment.

		



		I declare that the points of the Pre-Assessment Meeting Checklist were explained by the assessor.

		



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

		



		ASSESSOR’S SIGNATURE




		DATE



		LEARNER’S SIGNATURE




		DATE






