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	PURPOSE OF THE UNIT STANDARD 


	This unit standard will provide recognition for those who facilitate or intend to facilitate learning using a variety of given methodologies. Formal recognition will enhance their employability and also provide a means to identify competent learning facilitators. 

People credited with this unit standard are able to: 

  Plan and prepare for facilitation; 

  Facilitate learning; and 

  Evaluate learning and facilitation. 


	LEARNING ASSUMED TO BE IN PLACE AND RECOGNITION OF PRIOR LEARNING 


	The credit calculation is based on the assumption that learners are already competent in the learning area in which they will provide training. 


	UNIT STANDARD RANGE 


	1. Practitioners are required to demonstrate that they can perform the specific outcomes with understanding and reflexivity. However, at this level they will have internalised the "rules" or principles, which inform what they do, and will not longer be operating consciously with such rules. 
2. The specific outcomes should be performed in line with an established approach for facilitating learning using a variety of methodologies. At this level practitioners should be able to describe two alternative facilitation methodologies, to explain how their performance would differ when using the different methodologies, and to justify their choice of methodology. 
3. At this level, practitioners should be able to relate knowledge beyond their occupational and ETD competences to the performance of the ETD competence described in this standard. 


	Specific Outcomes and Assessment Criteria: 


	SPECIFIC OUTCOME 1 


	Plan and prepare for facilitation. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	Analysis of learners and learning needs reveals the key elements of learning required to achieve defined outcomes. The learning outcomes are confirmed to meet stakeholder objectives. 


	ASSESSMENT CRITERION RANGE 


	Stakeholders may include but are not limited to - learners, trainer, colleagues, supervisors, management, quality assurance staff, health and safety staff.


	ASSESSMENT CRITERION 2 


	Plans cater for the needs of learners and stakeholders, possible learning barriers, previous learning experiences, literacy and numeracy levels, language, culture, special needs and different learning styles. 


	ASSESSMENT CRITERION 3 


	Resources, locations, and personnel are arranged to suit intended delivery. 


	ASSESSMENT CRITERION 4 


	Learning material is prepared to suit the purpose of the facilitated activities and the agreed outcomes. 


	ASSESSMENT CRITERION RANGE 


	Learning material could include notes, diagrams, worksheets, audio and visual aids and models


	ASSESSMENT CRITERION 5 


	Facilitation methods selected are appropriate to the learners and agreed learning outcomes. Descriptions are provided of a variety of facilitation methodologies in terms of their essential approach and purpose, and selected methodologies are justified in terms of applicability to the identified learning needs. 


	ASSESSMENT CRITERION 6 


	Preparation of the facilitation process ensures the facilitator is ready to implement the process. This includes the availability of key questions, scenarios, triggers, challenges, problems, tasks and activities as is appropriate to the situation. 


	ASSESSMENT CRITERION 7 


	The learning environment is arranged to meet organisational and legislative requirements for safety and accessibility. 


	ASSESSMENT CRITERION 8 


	Review criteria are established and documented in accordance with organisation policies and procedures. 


	SPECIFIC OUTCOME 2 


	Facilitate learning. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	Learning is facilitated in a coherent manner using appropriate methodologies in line with established principles associated with selected methodologies. 


	ASSESSMENT CRITERION 2 


	The learning environment and facilitation approach promotes open interaction and ensures learners are aware of expected learning outcomes and are active participants in their own learning. 


	ASSESSMENT CRITERION 3 


	The facilitation approach and use of facilitated activities enables learners to draw from and share their own experiences and work out and apply concepts for themselves. 


	ASSESSMENT CRITERION 4 


	Facilitation contributes to the development of concepts through participation and provides opportunities to practise and consolidate learning. Facilitation promotes the achievement of agreed learning outcomes by individuals while maintaining an emphasis on the manner and quality of the learning experience. 


	ASSESSMENT CRITERION 5 


	Groups are managed in line with facilitation principles and in a manner that maximises the strengths of group learning while recognising the needs and requirements of individual members. 


	ASSESSMENT CRITERION 6 


	Questioning techniques are consistent with the facilitation approach, promote learner involvement and contribute towards the achievement of learning outcomes. 


	ASSESSMENT CRITERION 7 


	Opportunities are created to monitor learner's progress in terms of the agreed outcomes, and where possible facilitate the gathering of evidence for assessment purposes. Where necessary, modifications are made to the facilitation approach to ensure the learners' needs are addressed. 


	SPECIFIC OUTCOME 3 


	Evaluate learning and facilitation. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	Learner and stakeholder feedback on facilitated learning is sought and critically analysed against review criteria. 


	ASSESSMENT CRITERION 2 


	The review reveals strengths and weaknesses of the planning, preparation and facilitation of learning. 


	ASSESSMENT CRITERION 3 


	Review includes useful recommendations for improvement in future interventions, including the possibility of remedial actions. 


	UNIT STANDARD ACCREDITATION AND MODERATION OPTIONS 


	1. Assessors for this unit standard must be registered with the relevant ETQA. 

2. Providers of learning towards this unit standard must be accredited through the relevant ETQA by SAQA. 

3. Moderation of assessment will be overseen by the relevant ETQA according to the moderation guidelines in the relevant qualification and the agreed ETQA procedures. 


	UNIT STANDARD ESSENTIAL EMBEDDED KNOWLEDGE 


	The following knowledge is embedded within the unit standard, and will be assessed directly or implicitly through assessment of the specific outcomes in terms of the assessment criteria: 

  The sector and workplace skills plans. 

  At least three methodologies for facilitating learning. 

  Strategies, techniques and activities for using the kinds of support materials and/or equipment appropriate to facilitation methodologies. 

  Methods for evaluating learning and facilitation. 

  Psychology of group dynamics. 

  Outcomes-based approach to learning. 

  Forms of practice that promote the values described in the Bill of Rights and the principles underpinning the National Qualifications Framework and Employment Equity Act. 


	UNIT STANDARD DEVELOPMENTAL OUTCOME 


	N/A 


	UNIT STANDARD LINKAGES 


	N/A 


	Critical Cross-field Outcomes (CCFO): 


	UNIT STANDARD CCFO IDENTIFYING 


	Solve problems - dealing with issues of diversity and potential conflict in learning situations, including different rates of progression for different learners and cultural and linguistic diversity; Identifying the limitations of particular methodologies or activities and developing alternative ways of dealing with these. 


	UNIT STANDARD CCFO WORKING 


	Work effectively with others and in teams - this outcome will be demonstrated by: 

  Interacting with learners in a manner which promotes effective learning; and 

  Identifying team roles to plan own participation 


	UNIT STANDARD CCFO ORGANISING 


	Organise and manage oneself and one's activities responsibly and effectively - this outcome will be demonstrated through the general and specific activities related to planning and organising the facilitation sessions. 


	UNIT STANDARD CCFO COLLECTING 


	Collect, analyse, organise and critically evaluate information - this outcome will be demonstrated when candidates analyse information on learner needs in order to plan appropriate facilitation sessions. 


	UNIT STANDARD CCFO COMMUNICATING 


	Communicate effectively using visual, mathematical and/or language skills -- this outcome will be demonstrated by: 

  Ensuring the learner clearly understands the role he/she is to play and what is expected of him/her; and 

  Being culturally sensitive when communicating. 


	UNIT STANDARD CCFO SCIENCE 


	Use science and technology - Understanding the education and training potential of various technologies and demonstrating their effective use in promoting learning. 


How this learning material works…

This learning material has two parts that are important for learners: 

1. A Learner Guide – this is a guide that will help to introduce you to all the knowledge that you should gain in this learning module.

2. A Learner Workbook – this will help you to explore the knowledge that you are learning and practice the skills and attitudes that you should develop during this learning program.

Throughout this guide you will come across certain re-occurring “boxes”. These boxes each represent a certain aspect of the learning process, containing information that would help you with the identification and understanding of these aspects. 

The full unit standard is attached to the learner workbook. Please read through the unit standard at your own time. If you have any questions, please make a note of this and discuss it with your facilitator. Before you are assessed against the unit standard, your assessor will discuss the unit standard with you.

                                                      Enjoy the learning assessment experience!

Directions for the use of this guide

This assessment guide contains all necessary activities and instructions that will enable the assessor and learner to gather evidence of the learner’s competence as required by the unit standard.  This guide was designed to be used by a trained and accredited assessor who is registered to assess this specific unit standard as per the requirements of the relevant SETA.

The assessor, facilitator and learner must plan the assessment process together, in order to offer the learner, the maximum support, and the opportunity to reflect competence.

This guide provides step-by-step instructions for the assessment process of:

	US No:
	117871
	Level:
	5
	Credits:
	10


The step-by-step instructions agree and are conducted in concert with the steps described in the learner assessment guide.  The steps are as follows:

	Step
	Description
	When to complete it
	Who is responsible

	
	Before the commencement of the program
	Learner and Facilitator 

** Duplicate copies of pro-forma forms are bound into the learner PoE-workbook

	1
	Learner Demographics & Registration
	
	

	2
	Learner Commitment / Bonding Agreement Declaration
	
	

	3
	Learner pre-assessment meeting
	
	

	
	During the planning meeting between assessor and learner
	Learner and Assessor

** Duplicate copies of pro-forma forms are bound into the learner PoE-workbook

	4
	Learner assessment contract
	
	

	5
	Learner Declaration of Authenticity
	
	

	6
	Assessment strategy
	
	

	7
	Assessment Plan for Gathering of Evidence
	
	

	8
	Tools and Strategies for Learner Formative  Assessment Activities with Benchmarks, Model answers and Model Procedures
	During delivery of program, assessment after delivery of program according to assessment plan
	Learner, Facilitator, and Assessor

	
	
	

	9
	Summative Assessment Tools
	During delivery of program, assessment after delivery of program according to assessment plan
	Learner, Facilitator, and Assessor

	10
	Practical assessment
	After delivery of program according to assessment plan
	Learner, Facilitator, Mentors, Coaches and Assessor

	
	After completion of assessment
	

	11
	Assessor mark sheets
	
	Learner and Assessor and Moderator

	12
	Re-assessment Procedures and appeals procedure
	
	Learner and Assessor and Moderator
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Modular Programme Strategy

Facilitate Learning using a Variety of given Methodologies

Based on Unit Standard: 117871

Overview
	Programme Name 
	Facilitate learning using a variety of given methodologies 

	Programme Description
	This programme is aimed at those learners obtaining skills as facilitators in OBE learning programmes

	Purpose of the Programme
	This unit standard will provide recognition for those who facilitate or intend to facilitate learning using a variety of given methodologies. Formal recognition will enhance their employability and also provide a means to identify competent learning facilitators. 

People credited with this unit standard are able to: 

· Plan and prepare for facilitation; 

· Facilitate learning; and 

· Evaluate learning and facilitation. 


	Entry Level Requirements
	The credit calculation is based on the assumption that learners are already competent in the learning area in which they will provide training. 

	Proposed target group of learning programme
	This programme is aimed at all learners who work in ETD practice


Unit standard alignment

	Unit standard title
	Facilitate learning using a variety of given methodologies 
	US No.
	117871

	Specific outcomes
	Plan and prepare for facilitation. 

Facilitate learning. 

Evaluate learning and facilitation. 


Delivery methods

                                                                                                                                                                                                                                                     

Media equipment and aids

	Equipment


	· Data  projector / Overhead projector

· Whiteboard / Flipchart and pens

· Laptop (if using data projector)

	Training aids


	· Portfolio of Evidence

· Learner Guide

· Facilitators Guide

	Learning environment
	· Classroom

· Workplace


Assessment method

	Outcome
	Method
	Frequency/interval

	Formative and Summative (Step 8 and Step 9)
	Classroom activities

Portfolio of Evidence
	During classroom session

Preferably within 1 month of completion of the classroom session

	Practical (Step 10)
1
Instructional

2
Workplace learning
	Portfolio of Formative Activities

Work samples of facilitation


	On completion of classroom sessions

Preferably within 1 month of submission of the Portfolio of Evidence

	RPL
	On request of the learner and according to company policy

	Re-assessment
	Within one month of unsuccessful attempt


Learning support

	Learner role and responsibility
	It is essential that the learner reports on time for lectures and/or workshops; that assignments are completed on time; attends all lectures; participates in group work/syndicates and takes responsibility for preparing for assessment.

	Learner support
	Learners have access to facilitators and programme leaders.  Workplace mentors and managers are an important form of support in this learning programme. 

	When will learning material be provided?
	On the day of the training programme.


Matrix and Curriculum Design

	Specific Outcome Number
	SO Description
	Assessment Criteria Number
	Assessment Criteria Description
	Verb
	Formative/Summative Assessment Tool Number
	Type of Formative/Summative Tool
	Classification of Evidence in case of normal assessment
	Classification in case of RPL Assessment
	Competent
	NYC

	1
	Plan and prepare for facilitation. 
	1.1
	Analysis of learners and learning needs reveals the key elements of learning required to achieve defined outcomes. The learning outcomes are confirmed to meet stakeholder objectives. 
	Analyse and confirm
	Activity 8
	Workplace Research and Conclusions (or Simulated Conclusions)
	Current and Direct
	Current and Direct
	 
	 

	
	
	1.1.1
	Stakeholders may include but are not limited to - learners, trainer, colleagues, supervisors, management, quality assurance staff, health and safety staff.
	N/a
	Activity 8
	Workplace Research and Conclusions (or Simulated Conclusions)
	
	
	
	

	
	
	1.2
	Plans cater for the needs of learners and stakeholders, possible learning barriers, previous learning experiences, literacy and numeracy levels, language, culture, special needs and different learning styles. 
	Plan to cater
	Activity 5, 8, 13; 18
	Personal Strategy, Workplace Research and Conclusions (or Simulated Conclusions); Facilitation Plan;Paired Brainstorm and Contextual Examples
	
	
	
	

	
	
	1.3
	Resources, locations, and personnel are arranged to suit intended delivery. 
	Arrange
	Activity 8, 11, 14
	Workplace Research and Conclusions (or Simulated Conclusions), Checklist, Paired discussion and conclusion
	
	
	
	

	
	
	1.4
	Learning material is prepared to suit the purpose of the facilitated activities and the agreed outcomes. 
	Prepare
	Activity 6, 14
	Paired Practice and Key-notes; Paired discussion and conclusion
	
	
	
	

	
	
	1.4.1
	Learning material could include notes, diagrams, worksheets, audio and visual aids and models
	n/a
	Activity 6;16
	Paired Practice and Key-notes; Personal Strategy
	
	
	
	

	
	
	1.5
	Facilitation methods selected are appropriate to the learners and agreed learning outcomes. Descriptions are provided of a variety of facilitation methodologies in terms of their essential approach and purpose, and selected methodologies are justified in terms of applicability to the identified learning needs. 
	Select appropriate and agreed….
	Activity 9,13
	Paired Discussion and Record, Facilitation plan
	
	
	
	

	
	
	1.6
	Preparation of the facilitation process ensures the facilitator is ready to implement the process. This includes the availability of key questions, scenarios, triggers, challenges, problems, tasks and activities as is appropriate to the situation. 
	Prepare to ensure
	Activity 10, 11, 13
	List, checklist, Facilitation Plan
	
	
	
	

	
	
	1.7
	The learning environment is arranged to meet organisational and legislative requirements for safety and accessibility. 
	Arrange
	Activity 8, 11, 14
	Workplace Research and Conclusions (or Simulated Conclusions), Checklist, Discussion and Conclusion
	
	
	
	

	
	
	1.8
	Review criteria are established and documented in accordance with organisation policies and procedures. 
	Establish and document
	Activity 6
	Paired Practice and Key-notes
	
	
	
	

	2
	Facilitate learning. 
	2.1
	Learning is facilitated in a coherent manner using appropriate methodologies in line with established principles associated with selected methodologies. 
	Use appropriate methodologies
	Activity 11
	Mindmap
	
	
	
	

	
	
	2.2
	The learning environment and facilitation approach promotes open interaction and ensures learners are aware of expected learning outcomes and are active participants in their own learning. 
	Promote
	Activity 10, 13, 14
	List, Facilitation plan; Paired Discussion and Conclusion
	
	
	
	

	
	
	2.3
	The facilitation approach and use of facilitated activities enables learners to draw from and share their own experiences and work out and apply concepts for themselves. 
	Enable
	Activity 13; 16
	Facilitation plan; Personal strategy
	
	
	
	

	
	
	2.4
	Facilitation contributes to the development of concepts through participation and provides opportunities to practise and consolidate learning. Facilitation promotes the achievement of agreed learning outcomes by individuals while maintaining an emphasis on the manner and quality of the learning experience. 
	Contribute
	Activity 15;16;17
	Research and Class Presentation; Personal Strategy
	
	
	
	

	
	
	2.5
	Groups are managed in line with facilitation principles and in a manner that maximises the strengths of group learning while recognising the needs and requirements of individual members. 
	Manage groups
	Activity 7;16;18
	Personal Examples and Suggested Strategies; Personal Strategy; Paired Brainstorm and Contextual Examples
	
	
	
	

	
	
	2.6
	Questioning techniques are consistent with the facilitation approach, promote learner involvement and contribute towards the achievement of learning outcomes. 
	Promote and contribute
	Activity 11
	Mindmap
	
	
	
	

	
	
	2.7
	Opportunities are created to monitor learner`s progress in terms of the agreed outcomes, and where possible facilitate the gathering of evidence for assessment purposes. Where necessary, modifications are made to the facilitation approach to ensure the learners` needs are addressed. 
	Create opportunities
	Activity 12; 16
	Checklist; Personal Strategy
	
	
	
	

	3
	Evaluate learning and facilitation. 
	3.1
	Learner and stakeholder feedback on facilitated learning is sought and critically analysed against review criteria. 
	Seek feedback, critically analyse
	Activity 16
	Personal Strategy
	
	
	
	

	
	
	3.2
	The review reveals strengths and weaknesses of the planning, preparation and facilitation of learning. 
	Review in order to reveal…
	Activity 19
	Group Discussion and Conclusion
	
	
	
	

	
	
	3.3
	Review includes useful recommendations for improvement in future interventions, including the possibility of remedial actions. 
	Include 
	
	
	
	
	
	

	Essential Embedded Knowledge
	eek1
	The sector and workplace skills plans.
	 
	Activity 4
	Group Research and Class Presentation 
	Current and Direct (as long as the knowledge questionnaire is completed in front of an assessor or evidence gathering facilitator)
	Current and Direct (as long as the knowledge questionnaire is completed in front of an assessor or evidence gathering facilitator)
	 
	 

	
	eek3
	Strategies, techniques and activities for using the kinds of support materials and/or equipment appropriate to facilitation methodologies.
	 
	Activity 5
	Personal Strategy
	
	
	
	

	
	eek4
	Methods for evaluating learning and facilitation.
	 
	Activity 6
	Paired Practice and Key-notes
	
	
	
	

	
	eek5
	Psychology of group dynamics.
	 
	Activity 7
	Personal Examples and Suggested Strategies
	
	
	
	

	
	eek2
	At least three methodologies for facilitating learning.
	 
	Activity 2
	Research and Conclude
	
	
	
	

	
	eek6
	Outcomes-based approach to learning.
	 
	Activity 3, 4
	Own opinion and motivation and Group Research and Class Presentation
	
	
	
	

	
	eek7
	Forms of practice that promote the values described in the Bill of Rights and the principles underpinning the National Qualifications Framework and Employment Equity Act. 
	 
	Activity 4
	Group Research and Class Presentation 
	
	
	
	

	Critical Crossfield Outcomes
	ccfo1
	UNIT STANDARD CCFO IDENTIFYING 
	 
	Activity 1
	Personal Recollection and Identification
	Current and Direct
	Current and Direct
	 
	 

	
	
	Solve problems - dealing with issues of diversity and potential conflict in learning situations, including different rates of progression for different learners and cultural and linguistic diversity; Identifying the limitations of particular methodologies or activities and developing alternative ways of dealing with these. 
	 
	
	
	
	
	
	

	
	ccfo2
	UNIT STANDARD CCFO WORKING 
	 
	Activity 1
	Personal Recollection and Identification
	
	
	
	

	
	
	Work effectively with others and in teams - this outcome will be demonstrated by:
	 
	
	
	
	
	
	

	
	
	Interacting with learners in a manner which promotes effective learning; and
	 
	
	
	
	
	
	

	
	
	Identifying team roles to plan own participation 
	 
	
	
	
	
	
	

	
	ccfo3
	UNIT STANDARD CCFO ORGANISING 
	 
	Activity 3, 14
	Own opinion and motivation; Paired discussion and conclusion
	
	
	
	

	
	
	Organise and manage oneself and one`s activities responsibly and effectively - this outcome will be demonstrated through the general and specific activities related to planning and organising the facilitation sessions. 
	 
	
	
	
	
	
	

	
	ccfo4
	UNIT STANDARD CCFO COLLECTING 
	 
	Activity 2
	Research and Conclude
	
	
	
	

	
	
	Collect, analyse, organise and critically evaluate information - this outcome will be demonstrated when candidates analyse information on learner needs in order to plan appropriate facilitation sessions. 
	 
	
	
	
	
	
	

	
	ccfo5
	UNIT STANDARD CCFO COMMUNICATING 
	 
	Activity 4
	Group Research and Class Presentation 
	
	
	
	

	
	
	Communicate effectively using visual, mathematical and/or language skills -- this outcome will be demonstrated by:
	 
	
	
	
	
	
	

	
	
	Ensuring the learner clearly understands the role he/she is to play and what is expected of him/her; and
	 
	
	
	
	
	
	

	
	
	Being culturally sensitive when communicating. 
	 
	
	
	
	
	
	

	
	ccfo6
	UNIT STANDARD CCFO SCIENCE 
	 
	Activity 2
	Research and Conclude
	
	
	
	

	
	
	Use science and technology - Understanding the education and training potential of various technologies and demonstrating their effective use in promoting learning. 
	 
	
	
	
	
	
	


	Signature assessor:


	
	Date:
	

	Signature moderator: 
	
	Date:
	


Step 1 - Learner Demographics & Registration

· This form should be completed prior to the commencement of any program.

	Learner Expression of Interest to Part-take in a Learning Program

	Program Applied for:
	Facilitate learning using a variety of given methodologies 

	Surname
	 

	Names
	 



	ID
	 

	If you do not have an ID, please tick any of the following:

	I am not an SA Citizen
	I am under 18 years of age
	I have lost my ID / am waiting for a new ID from Home Affairs

	 
	 
	 

	If you are not an SA citizen, please tell us where you are from:
	 


	Gender

	Male
	
	Female
	

	Home address
 

 
	 

	
	 

	
	 

	
	

	Postal Address

 

 
	 

	
	 

	
	 

	 

Postal Code
	 

	Contact Tel Number
	 

	Contact Cell Number
	 

	Contact Fax number
	 

	Contact Email
	 

	Work   Status

	Employed
	
	Unemployed
	

	Disabilities

	Yes
	
	No
	

	If you have indicated that you have a disability, please explain the extent of your disability
	 

	Please tell us about your language abilities:

	Your Home Language / Mother Tongue:

	 
	Well
	Fairly
	Not very well

	Speak
	 
	 
	 

	Read
	 
	 
	 

	Write
	 
	 
	 

	English

	 
	Well
	Fairly
	Not very well

	Speak
	 
	 
	 

	Read
	 
	 
	 

	Write
	 
	 
	 

	PLEASE INDICATE THE LANGUAGE IN WHICH YOU WILL COMPLETE THIS Poe: 

____________________________________________________________________________________


ADD A COPY OF YOUR CV AND A CERTIFIED COPY OF YOUR ID HERE!!!!!!!!!!!!
Step 2 - Learner Commitment / Bonding Agreement Declaration
· This form should be completed prior to the commencement of any program.
· If a bonding agreement has been requested by the company, please ensure that a copy is attached to your portfolio.

	Dear Learner,

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

	Declaration of commitment:


I undertake to fulfil all the requirements of the assessment practices as specified by the assessor and service provider. 

	


	Position in Company:
	 

	Full names of learner:
	

	Signature:
	

	Date:
	


Step 3 - Learner pre-assessment meeting
· This form should be completed prior to the commencement of any program.

[image: image2.emf]                                                                     PRE - ASSESSMENT   MEETING CHECKLIST      

Learner   Unit Standard  Number   Credits   

Assessor   Unit Standard  Title   Level   

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, an d 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 pr ocedures 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  arr angements 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  Pr ovide 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 to  be  assessed against this unit standa rd.   

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  


Step 4 - Learner assessment contract

	Learner Assessment Contract

	Learner’s Name:
	

	Assessor’s Name:
	

	Unit Standard:
	117871

	Your rights as a learner are:

1. You have a right to appeal against any judgment given as a result of any assessment.  You must have valid reasons for doing this.
2. You have the right to an interpreter if you need one.  However, if one of the learning assumptions for the unit standard is that you are competent within the language of assessment, you may not have an interpreter.
3. You can ask that an impartial observer attend any assessment.  This observer may not take any part in the assessment.
4. 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 to perform an external moderation on the assessment.  If any verification upholds the assessment findings, you will be held liable for all the costs of the verification.  If any verification rules that you have been aggrieved as a result of the assessment, your assessor will be held liable for all cost of verification.
5. If during the assessment you are found not yet competent, your assessor will encourage you to master the areas where you have not reached competency.  This will be recorded on a development plan.  You are required to arrange with the assessor for a new assessment schedule.  The assessor can only permit three such re-assessments.  If a learner has not reached mastery after three additional attempts, the assessor reserves the right to remove you from the program.

	Qualification
This standard leads to the award of credits for unit standard 117871.  Once the assessment is complete application will be made to register and certify you for that standard with the ETDP SETA.  You may contact the assessor or facilitator at any time for information to assist you with further studies.

	Confidentiality
Each assessment application, the outcomes, results and reviews will be treated as a confidential matter by you, the learner, the assessor(s) and moderator(s).  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 contents thereof.  I was given the opportunity to clarify any issues relating to the assessment process and my assessment plan.  I have requested this assessment of my own free will and without duress. 

	Learner’s Signature
	
	Date:

	Assessor’s Signature
	
	Date:


Step 5 - Learner Declaration of Authenticity

Dear Learner,

It is important that we make sure that each learner supplies original evidence completed by him / herself and according to the level of knowledge and skill that you have acquired from the learning process. PLEASE INDICATE ALL GROUP WORK ACTIVITIES.

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
	Section in portfolio

	
	

	
	

	
	

	
	


____________________                                                    ________________

Signature of learner                                                             Date
Step 6 - Assessment Strategy
Strategy Overview

	TARGET GROUP
	NQF Level 5 learners employed or unemployed who wishes to obtain the knowledge, skills and attitudes required to obtain competence in the unit standard below, in order to pursue a career in Facilitation of outcomes-based learning

The learner target group:

Learners with minimum required levels of experience, numeracy and literacy skills.

	UNIT STANDARD TITLE
	Facilitate learning using a variety of given methodologies 
	NUMBER
	117871

	LEVEL
	5
	CREDITS
	10

	ENTRY LEVEL REQUIREMENTS
	The credit calculation is based on the assumption that learners are already competent in the learning area in which they will provide training. 

	PURPOSE OF ASSESSMENT
	This unit standard will provide recognition for those who facilitate or intend to facilitate learning using a variety of given methodologies. Formal recognition will enhance their employability and also provide a means to identify competent learning facilitators.

People credited with this unit standard are able to: 

· Plan and prepare for facilitation. 

· Facilitate learning; and 

· Evaluate learning and facilitation. 

	ASSESSMENT APPROACH
	Integrated assessment

The integration of assessment involves choosing a variety of assessment methods, which can integrate a number of assessment activities on a particular occasion. The integration can be across one specific outcome or across a series of specific outcomes and unit standards.

Formative assessment refers to assessment that takes place during the process of learning and teaching.
Summative assessment is assessment for making a judgement about achievement. This is carried out when a learner is ready to be assessed at the end of a learning program.


Unit Standard

	SOUTH AFRICAN QUALIFICATIONS AUTHORITY 


	REGISTERED UNIT STANDARD: 


	Facilitate learning using a variety of given methodologies 


	SAQA US ID
	UNIT STANDARD TITLE

	117871 
	Facilitate learning using a variety of given methodologies 

	ORIGINATOR
	ORIGINATING PROVIDER

	SGB Occupationally-directed ETD Practitioners 
	

	QUALITY ASSURING BODY

	- 

	FIELD
	SUBFIELD

	Field 05 - Education, Training and Development
	Adult Learning 

	ABET BAND
	UNIT STANDARD TYPE
	PRE-2009 NQF LEVEL
	NQF LEVEL
	CREDITS

	Undefined 
	Regular 
	Level 5 
	New Level Assignment Pend. 
	10 

	REGISTRATION STATUS
	REGISTRATION START DATE
	REGISTRATION END DATE
	SAQA DECISION NUMBER

	Reregistered 
	2018-07-01 
	2023-06-30 
	SAQA 0612/18 

	LAST DATE FOR ENROLMENT
	LAST DATE FOR ACHIEVEMENT

	2024-06-30 
	2027-06-30 


	In all of the tables in this document, both the pre-2009 NQF Level and the NQF Level is shown. In the text (purpose statements, qualification rules, etc), any references to NQF Levels are to the pre-2009 levels unless specifically stated otherwise. 


	
This unit standard replaces: 


	US ID
	Unit Standard Title
	Pre-2009 NQF Level
	NQF Level
	Credits
	Replacement Status

	9957 
	Facilitate learning using a variety of methodologies 
	Level 5 
	New Level Assignment Pend. 
	18 
	Complete 


Context of Assessment

	ASSESSMENT CONDITIONS

	· A typical level 5 learner should have been exposed to the working world for a reasonable period and should have a reasonable level of experience regarding the facilitation experience.

· Additionally, a level 5 learner is able to converse and act from the following experience base:

· Wide-ranging specialised technical skills

· Possession of broad knowledge base with substantial depth in other areas

· Operate under range of familiar and unfamiliar contexts under general supervision.
· Select from wide range of procedures.
· Plan, select, present info, methods, resources.
· Full responsibility for nature, quantity, quality of output

· Possible responsibility for group output

· It remains important to explain concepts and define words in a simple, clear and concise method throughout the learning program to help the learner where possible.

· Take special care to facilitate for ALL learners.  Allow them opportunities to share experiences, prior knowledge, translate into their mother tongue for each other and enjoy the learning process.

· Be aware that the examples given by the learner might differ according to geographical area or sectoral exposure.  Please adapt according to the learning context.
· Arrange or create an environment in which the learner can be fairly assessed against the outcomes. 

· Assess this unit standard in the workplace or a realistic working environment. 

· Assess this unit by a combination of observation and questioning, but the emphasis is to be on The Development of a Portfolio of Evidence in which the learner develops Outcomes Based Assessment guides for both learners and assessors. 

· Observation or realistic simulation must occur with relation to Outcomes Based Assessment guides for both learners and assessors in both own area of authority and for referrals outside of own areas of authority. 

· Question the learner specifically on links between Outcomes Based Assessment and Outcomes Based Education 

· Question the learner specifically on Outcomes Based Principles regarding culturally sensitive issues

· Question the learner specifically on dealing with turnaround strategies for Outcomes Based Assessment

· Be sure to apply contextual examples to the workplace and to refer to immediate company or organisational policies and procedures when judging competence.

Remember:

· You will need to revise and confirm typical Outcomes Based Learning and Assessment scenarios in order to ensure that the assessment takes place contextually.

· You will have to review and confirm correct policy and procedures for Outcomes Based Education, Training, Assessment, Moderation and Verification before undertaking the assessment.

· Put your learner at ease.

· Confirm with the learner if he/she wants to continue with the assessment.

· Review the assessment plan and assessment activities.

· Revise and confirm the assessment principles relevant to the assessment.

· Adapt approach as required by the situation

	SPECIAL ASSESSMENT NEEDS OR ORGANISATION SPECIFIC REQUIREMENTS

	Accommodate all learners with special needs as follows:

Language

If the assessment does not take place in the mother tongue of the learner, allow for interpreter. 

If necessary, take into consideration possible speech impediments and allow the learner additional time.

Functional illiteracy

Learners completing this unit standard must be functionally literate and registered assessors.

 If you are unsure of the appropriate methodology contact the Service Provider for assistance.
Disabilities

Accommodate learners with disabilities by utilising resources such as sign language interpreters, Braille guides, etc.

Dyslexia and / or Nervous Conditions

Take extra care to place learners at ease prior to assessment.  Allow learners additional time. Allow learner alternate methodologies or design alternate assessment tools to accommodate the learner i.e. Interview rather than knowledge questionnaires.



	RESOURCES REQUIRED FOR THIS ASSESSMENT
	Copies of:

· Learner guides

· Learner POE Workbooks

· Assessment tools and checklists as prescribed in this guide

· Workplace standard operating manuals or policies and procedures related to Outcomes Based Assessment

· Access to workplace scenarios, subject matter experts, etc.  

· Access to learner workplace or similar environment with i.e. the appropriate assessment environment

· Access to areas or simulated areas where the learner inter acts with the Subject Matter Experts, workplace scenarios, interpersonal workplace interactions and workplace mentors and coaches.


Role-players in the Assessment
	Assessor
	Anyone assessing a learner against this unit standard must be registered as an assessor with ETDP SETA and any other relevant SETA/s listed by the unit standard, against this specific unit standard, with specific traceable subject matter expertise in the skills area of this unit standard.

	Learner
	Any person who has made specific application to be assessed in this unit standard by completing the Learner Expression of Interest Form and submitting all the relevant information stating that they are ready for assessment in line with the POE format that forms part of this program.

Any learner who is enrolled in a skills program or learnership which requires competence in this unit standard.

	Facilitators, Mentors & Coaches, Workplace Subject Matter Experts and or Learner Supervisors
	Mentors & Coaches, Workplace Subject Matter Experts and or Learner Supervisors might be asked specifically to assist in the assessment process by completing specific testimonials, observation reports and checks or gathering naturally occurring evidence for the learner POE.

Please note:

It is important to note that these role-players should be involved and act only under guidance and specific instruction of the assessor and with full knowledge of the learner. 

The assessor should take care to provide these role-players with pro-forma checklists, procedures, etc. to maintain VACS principles.

The assessor should also take care to ensure that such role-players remain objective and does not “lead” or place undue stress on the learner.

	Moderators
	Anyone moderating this assessment must be registered as a moderator with ETDP SETA and any other listed SETA/s listed by the unit standard and should apply VACS principles in their moderation.


Step 7 - Assessment Plan for Gathering of Evidence

	Learner & Assessor Assessment Plan

	Unit Standard
	Facilitate learning using a variety of given methodologies 

	Registration Number
	117871

	Reference Date/s & Signatures when planning meeting took place
	Step Description and Tasks
	Assessment/Completion / Submission Dates and Times agreed upon
	Venue agreed upon
	Resources, Other role-players, Arrangements agreed upon

	
	Learner Workbook

In this step, you complete certain tasks in class or as homework.

· It is important that you complete every task and understand why it is necessary, because it will help you to gain the knowledge, skills and attitudes that you need to be found competent in this learning module.

· If there are things that you are unsure about, please ask the facilitator or the assessor to explain it to you again.

· You hand in the completed workbook to the facilitator or assessor who will help you to check your progress.

· The assessor or facilitator mark it and discuss areas that need more work with you.”
	
	
	Learner
Facilitator

Assessor

Moderator

	
	Practical Assessment

Workplace Observation and Knowledge Interview Questionnaires + Testimonials and / or Naturally Occurring Evidence
· There are many important things that you need to reflect and remember about Facilitating learning using a variety of given methodologies in order to be found competent in this learning module, and so that you can do your job well and move on to the next learning level.

· There is a detailed list of things that you need to know and show in this guide and examples of the types of questions that you could ask yourself to prepare and plan for this step of assessment.

· Please prepare yourself well and remember to ask the facilitator or assessor to explain anything that you don’t understand.”
	
	
	Learner

Facilitator

Assessor

Moderator

	
	Practical and Reflexive Competence Assessment 

Practical Observation Checklist

· You also have to develop very specific practical skills, character traits and attitudes and to be able to do specific tasks to be competent in this learning module, good in this job and before you can move on to the next learning level.

· Practically performing your duties, showing and explaining certain skills and attitudes, is the most appropriate way for you to show that you are competent in the skills and attitudes that are needed.

· You will have an opportunity to practice these tasks and develop these attitudes during your practical learning module.

· There is a list of all the things that you would have to b able to show and explain in this guide.

· Please prepare yourself well and remember to ask the facilitator or assessor to explain anything that you don’t understand”
	
	
	Learner

Facilitator

Assessor

Moderator

	
	Re-Assessment Procedure

· What if the assessor tells you that you have not met the right standard or that you still need more evidence to prove your competence?

· The assessor explains to you exactly what you need to do or learn to become competent.

· You and the assessor and / or facilitator, develop an action plan together, and you may be granted a second or even a third opportunity to prove your competence.

· Remember you have the right to appeal against the assessor’s decision, if you feel it is unfair.  There is a copy of the form in the back of this guide if you need it.”

	
	
	Learner

Facilitator

Assessor

Moderator

	
	Administration and Paperwork

· If you have met the standard that is explained for each step of the process you will be found competent in this unit standard.

· The assessor will discuss everything with you in detail and will ask you to fill in and sign forms throughout the process.

· You will also be given an opportunity to write down any comments you might have on the assessment process.”

	
	
	Learner

Facilitator

Assessor

Moderator

	
	Improving the Learning and Assessment Process

Once the assessor has given you the final declaration of competence, you will be asked to give some feedback in order to help everyone to improve the learning and assessment process.

· Please think carefully.  It might really help other learners in the future.

	
	
	Learner

Facilitator

Assessor

Moderator

	
	Career Pathing and Lifelong Learning - Into the Future

· The assessor will discuss what happens next and when you will get a certificate of competence.

· It is also important to remember that you learnt this module for a specific reason.  Discuss with the assessor, facilitator, mentor and coach how you can move forward in your career with this level of competence.

· Also remember that the learning process never stops.  Plan together with the assessor, facilitator, coach or mentor what you need to learn next.

	
	
	

	Learner Signature:
	
	Date:
	

	Assessor Signature:
	
	Date:
	

	Moderator Signature:
	
	Date
	


Step 8 - Tools and Strategies for Learner Formative Assessment Activities 

Dear learner,

Please complete the activities that follow in their entirety.   Pay attention to questions or activities which multiple parts to ensure that you complete ALL sections of the activities.

Hand this workbook in to your assessor on the agreed date.

Ensure that you have received feedback regarding this section and that you have been declared Competent before moving on to the next step.
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	Learning Activity 1
	Instructions
Rethink your own ideas and concepts surrounding facilitation vs. training / teaching or lecturing.

Recall negative teaching, lecturing or training experiences that you might have been exposed to.

Think about the benefit and possible pitfall of “facilitation, as opposed to classic lecturing or training instruction.

Record keynotes in your learner workbook.

	Notes of Group Discussion:

	Negative teaching, lecturing or training experiences that I might have been exposed to
	

	The benefit of “facilitation, as opposed to classic lecturing or training instruction.
	

	The pitfall of “facilitation, as opposed to classic lecturing or training instruction.
	


	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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	Learning Activity 2
	Media Search and Summarise

Perform a media search to try and find as much information as possible about the differences between “pedagogical and andragogical instruction methodologies in adult training and occupational learning.

	The differences between:

	Pedagogical instruction in adult learning & occupational learning 
	Androgogical instruction in adult learning & occupational learning

	
	

	
	

	
	

	
	

	
	

	
	


	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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	Learning Activity 3
	Discussion and conclusion.
Outcomes based education assumes that “any person has the capacity to learn, given enough time and the right resources”.

Discuss this assumption and conclude whether or not you agree with it.  Motivate your answer.

Also add your conclusions and motivations in your learner workbook.


___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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	Learning Activity 4
	Workplace presentation

Part 1. Research the application of Outcomes Based Education and it implementation in South Africa in line with the NQF, SAQA and the Department of Education.

Present your findings and conclusions in a class presentation.

Make key-notes in your learner workbook of the findings and conclusions presented.
Part 2. Individual presentation

Remember to add the observation checklist to your Portfolio.


Part1: 
	Findings

	

	Conclusions
	


Activity Four:  Presentation

Prepare a 15-minute multi- media presentation addressing one of the topics as indicated below.  
· Types of outcomes associated with OBE.
· The link between a Performance-based economy and OBE

· The role of the NQF, the Bill of Rights, National Skills Act and Employment Equity in South African learning and education.

· Formal Education structures and SAQA and the NQF

· Education of learners with special education needs

· The role of "Sector" and "Workplace Skills" plans as well as "Scarce and Critical Skills" in the learning and facilitation process.
During the presentation you will be assessed on the following:
· Sound communication and presentation skills

· Use of multi-media props

· Message clearly brought across.
· Presentation appropriate to audience level

· Eye contact

· Appropriate body language

· Vocal tone

· Opportunity to respond to questions.
ADD YOUR CHECKLIST HERE – COMPLETED BY FACILITATOR.
ADD YOUR PRESENTATION AND VISUAL AIDS HERE.

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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	Learning Activity 5
	Conclude a personal strategy.
Conclude a personal strategy in order to ensure that you apply the principles of motivation for adult learners in your facilitation.

Record your personal strategy in your learner workbook as a reminder for yourself.


	My strategy to apply the principles of motivation for adult learners in my facilitation:

	


	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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	Learning Activity 6
	Practice
You have to teach learners the simple task of “making tea”, as well as the rituals that are associated with commercial tea service.

How could you go about the training session to ensure that the following four principles of effective motivation is adhered to:

· Motivation. 

· Reinforcement. 

· Retention. 

· Transference. 

Write down keynotes.


	How I could go about the training session to ensure that the following principles of effective motivation is adhered to:

	· Motivation. 
	

	· Reinforcement. 

	

	· Retention. 

	

	· Transference. 
	


	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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	Learning Activity 7
	Personal Examples

Think about a time when you were part of a group in a learning or training situation, where conflict arose.

Briefly explain the situation and surrounding circumstances.

Now consider the strategies that you have just learnt and how they could have been applied to make the situation better. Write down key-notes on your conclusion.


	The situation where conflict arose and its surrounding circumstance 
	

	How to make the situation better
	


	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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	Learning Activity 8
	Workplace Research and/or Simulation

Use the suggested needs analysis questionnaire in the PORTFOLIO workbook and perform workplace research or a simulated needs analysis to answer all the questions and draw conclusions in preparation for training.

Record your answers and conclusions in your learner workbook.


Complete this checklist:
Suggested questions and considerations for the facilitator’s needs assessment checklist

	Question to ask or issue to consider
	Answer

	What is the size of the group?
	

	How familiar are participants with the subject?
	

	What are the needs of the participants?
	

	Will a workshop you have already prepared meet these needs?
	

	Is workshop attendance voluntary or mandatory?
	

	Will the program site have the equipment that you need to do the workshop, flipchart, overhead projector, extension cords, slide projector, screen, etc?
	

	What information do you need about the circumstances of the training?
	

	How many participants will there be?
	

	How many men and how many women are in the group?
	

	How much time will you have to do the training?
	

	What facilities are available?
	

	Who will be responsible for such matters as getting equipment, mailing out information, and physical preparation and breakdown?
	

	Will your workshop be one of several on the day's schedule? Other agenda items may affect your content and focus.
	

	What are the organization's expectations of training?
	

	What is the background of group members?
	

	Who is responsible for communicating with the participants?
	

	Who decides on the contents of the training program?
	

	Does the person who has contacted you have the power to contract? If not, who does?
	

	While you are interviewing, you must ask yourself these questions:

	Do you have the time?
	

	Do you have the expertise?
	

	Do you have the necessary resources?
	

	Are your related experiences adequate?
	

	Why might you refuse to do this training?
	

	Negative feelings about all or some of the above or concern about your reputation or concern about stress or dissatisfaction over control
	

	What is your proposal? Present some alternatives.

	

	Should you negotiate if the contractor proposes changes? Are the changes within your capabilities (including time)
	


	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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	Learning Activity 9
	Instructions
Explain how you would go about confirming that learning outcomes and stakeholder objectives are aligned.

Record your concluded strategy in your learner workbook.


	How I would go about confirming that learning outcomes and stakeholder objectives are aligned.
	


	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


	[image: image12.png]Activity





	Learning Activity 10
	Make a list

List the “ground rules” that you would apply in terms of learning facilitation, when “contracting” with a learner group.

Record you list of ground rules in your learner workbook.


	The “ground rules” that I would apply in terms of learning facilitation, when “contracting” with a learner group.
	

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


Step 9 - Summative Assessment Tools

	Dear Learner,

	In order to prove your competence in this learning program, you have to reflect certain very specific skills, knowledge and attitude outcomes correctly and consistently.

The aim of final assessment is to gather all this evidence, and the assessors, facilitators, coaches and mentors associated with this program is available to assist, guide and support you.

But remember that ultimately the responsibility for competence rests with you.  Be pro-active and use the guidelines and tolls below to prepare yourself well for the final assessment. Ensure that you gather all the evidence as per the list below, in advance and present it as part of your assessment portfolio to the assessor.

If you need help in understanding this list, or has any other special needs requests, please ask the facilitator or assessor BEFORE the final assessment is due to take place.
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	Learning Activity 11
	Draw a mind map

Draw a mind map on the different key aspects of communication for effective facilitation.

Consider the following points:

· Communications requirements for facilitators.

· Communications requirements for the learner group.

Record you mind map in your learner workbook.


	Mind-map: the different key aspects of communication for effective facilitation.
	

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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	Learning Activity 12
	Draft pro-forma checklist

· Draft a pro-forma checklist that you can use to ensure that all the important elements of the “pre-course planning” (including the contract), is handled professionally and consistently.

Record your checklist in your learner workbook.



Attach your checklist.
	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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	Learning Activity 13
	Individual practice

Choose any simple training or learning course activity (e.g., making coffee or washing dishes), then draft a clear and detailed facilitation plan for the task.

Record the concluded facilitation plan in your learner workbook.



Attach your facilitation plan. NOT THE ONE OF YOUR PRESENTATION!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!
	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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	Learning Activity 14
	Discuss and conclusion

Discuss the following questions and draw conclusions:

What could the possible impact on the training facilitation and achievement of outcomes be in case any or all of the following criteria were not checked prior to the actual facilitation of training: 

· Room Temperature, Ventilation and Lighting

· Workshop Materials

· Your Workshop's Placement in the Day's Schedule

· Refreshments

Record your conclusion in your learner workbook.


	Case of “making a cup of coffee/washing dishes”: 

What could the possible impact on the training facilitation and achievement of outcomes be in case any or all of the following criteria were not checked prior to the actual facilitation of training?

	· Room Temperature, Ventilation and Lighting
	

	· Workshop Materials
	

	· Your Workshop's Placement in the Day's Schedule
	

	· Refreshments
	


	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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	Learning Activity 15
	Research
Choose any two facilitation methodologies to research and then conclude how you would apply it in your own learning situation.

Record your research and application in your learner workbook.


Attach notes/evidence here.

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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	Learning Activity 16
	Personal Strategy

Consider each of the 8 listed principles of OBET under the South African NQF.

Now list each objective and conclude a personal strategy that you will use as facilitator in order to implement your learning program in such as way that all the principles are adhered to.

Record your strategies in your learner workbook.
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	Objective
	A personal strategy that I will use as facilitator in order to implement your learning program in such as way that all the principles are adhered to.


	Ensuring that learners are aware of expected learning outcomes and participate in their own learning

	

	Enabling learners to draw from their own experiences and contexts


	

	Ensuring that learners have opportunities to practise and consolidate their learning


	

	Making sure that quality learning is taking place throughout the learning experience


	

	Facilitation should not unfairly exclude any learner - including those with special needs


	

	Maximising group learning strengths without compromising individual needs


	

	Applying appropriate questioning techniques and learner involvement


	

	Monitoring learner progress and creating opportunities for gathering assessment evidence


	


	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


Complete here if you need more space.
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	Learning Activity 17
	Explain in your own words

Explain in your own words, how you would use each of the following strategies to ensure that you “engage” your learners and ensure their “buy-in” into the facilitation process:

· Visualisation techniques

· Personal presentation and grooming

· Visualisation and structuring of learning content

· Workshop handouts 

· Use of symbols during facilitation

Record your explanations in your learner workbook.

	Strategy
	How I would use each of the strategies to ensure that I “engage” your learners and ensure their “buy-in” into the facilitation process:

	· Visualisation techniques

	

	· Personal presentation and grooming
	

	· Visualisation and structuring of learning content

	

	· Workshop handouts 

	

	· Use of symbols during facilitation

	


	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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	Learning Activity 18
	Brainstorm and contextual example

Discuss at least three examples of possible special needs for learners in your facilitation field.

Now brainstorm possible methods in which you can ensure that you facilitate in such a way that you accommodate this learner.

Record your example and strategy in your learner workbook.


	Example: Possible special needs for learners in my facilitation field
	Methods to ensure that I facilitate in such a way that I accommodate the learner

	
	


	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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	Learning Activity 19
	Discussion and conclusion

Discuss the best possible method in which a facilitator can ensure that the feedback and review process would clearly identify possible strengths and weaknesses of planning, preparation and facilitation interventions.

Record your conclusions in your learner workbook.


	The best possible method in which a facilitator can ensure that the feedback and review process would clearly identify possible strengths and weaknesses of planning, preparation and facilitation interventions.


	

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


Step 10 - Practical Assessment Tools

	Dear Learner,

	In order to prove your competence in this learning program, you have to reflect certain very specific skills, knowledge and attitude outcomes correctly and consistently.

The aim of final assessment is to gather all this evidence, and the assessors, facilitators, coaches and mentors associated with this program is available to assist, guide and support you.

But remember that ultimately the responsibility for competence rests with you.  Be pro-active and use the guidelines and tolls below to prepare yourself well for the final assessment. Ensure that you gather all the evidence as per the list below, in advance and present it as part of your assessment portfolio to the assessor.

If you need help in understanding this list, or has any other special needs requests, please ask the facilitator or assessor BEFORE the final assessment is due to take place.


Tool 1: Examine & Own Commentary
Examine the following table and provide your own commentary on it

	METHOD 
	ADVANTAGES 
	DRAW BACKS 
	Subject Application 
	Why?

	Structured 

Exercise/Role Play 
	Aids retention. 

Allows practice of new skills in a controlled environment. 

Learners are actively involved. 
	Requires preparation time. 

May be difficult to tailor to all learners’ situations. 

Needs sufficient class time for exercise completion and 

feedback 
	Do you think this method is appropriate for teaching your subject? 

YES/ NO 

	

	Individual Reading 

Assignments and 

Individual Exercise 
	Saves time (learners can read faster than trainer can talk). 

Material can be retained for later use. 

Insures consistency of information 
	Can be boring if used too long without interruption. 

Learners read at different paces. 

Difficult to gauge if people are learning. 
	Do you think this method is appropriate for teaching your subject? 

YES /NO 

	

	Facilitated Group 

Discussion 
	Keep learners interested and involved. 

Learner resources can be discovered and shared. 

Learning can be observed. 
	Learning points can be confusing or lost. 

A few learners may dominate the discussion. 

Time control is more difficult. 
	Do you think this method is appropriate for teaching your subject? 

YES /NO 

	

	Case Study 
	Requires active learner involvement. 

Can stimulate performance required after training? 

Learning can be observed. 
	Information must be precise and kept up-to-date. 

Needs sufficient class time for learners to complete the cases. 

Learners can become too interested in the case content. 
	Do you think this method is appropriate for teaching your subject? 

YES/ NO 
Do you think this method is appropriate for teaching your subject? 

YES/ NO 

	

	Demonstration 
	Aids understanding and retention. 

Stimulates learners’ interest. 

Can give learners a model to follow. 
	Must be accurate and relevant to learners. 

Written examples can require lengthy preparation time. 

Trainer demonstrations may be difficult for all learners to see well. 
	
	


	First attempt
	Second attempt
	Third attempt

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

	
	
	
	
	
	


Tool 2: Knowledge Questionnaire – Answer individually.
	

	Q1. List 5 adult learning characteristics; characteristics that show the difference between 
how adults and children learn. 

	a. 

	b. 

	c. 

	d. 

	e. 

	Q2. List three of the most effective training methods for teaching Andragogical methods to adults. 

	a. ________________________________________________________________________________ 

	b. ________________________________________________________________________________ 

	c. _______________________________________________________________________________ 



Q3. Give a brief overview of the role of the NQF, the Bill of Rights, National Skills Act and Employment Equity in South African learning and education.

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Q4. Name and discuss three different methodologies for facilitating learning.
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Q5.  Explain in your own words what you understand by “The outcomes-based learning approach”.
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	First attempt
	Second attempt
	Third attempt

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

	
	
	
	
	
	


Tool 3: Final presentation: Topic own choice BUT MUST be work related
INSERT ALL YOUR PRESENTATION DOCUMENTS AFTER THIS PAGE

1. Facilitation plan

2. Booking of venue

3. Confirmation of venue

4. Invitation to learners – letter or maybe a poster

5. Training preparation checklist

6. Feedback from the learners to complete (at least four)
7. Hand outs to learners – if applicable

8. ALL your visual aids – copy of power point presentation, flip charts, games, house rules, etc
9. Your icebreaker

10. Any other correspondences when you arranged your facilitation session (e.g.  laptop, proxima, stationary, etc)
11. Attendance list

12. Self reflection – complete AFTER you did your final presentation
13. Health and Safety Checklist
	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


SUMMATIVE: FINAL PRESENTATION OBSERVATION

NAME OF LEARNER: _________________________________________

DATE OF OBSERVATION: _____________________________________

NAME OF ASSESSOR: ________________________________________

	TOPIC
	C
	NYC
	COMMENTS

	1. Introduction
	
	
	

	2. Welcoming
	
	
	

	3. Ice breaker
	
	
	

	4. House rules
	
	
	

	5. Are your facilitation methods relevant/ does it support outcome-based learning
	
	
	

	6. Handling of any barrier
	
	
	

	7. Assessment requirements – mention where, what, how or tell them if there is no assessment
	
	
	

	8. Eye contact
	
	
	

	9. Visual aids
	
	
	

	10. Body language
	
	
	

	11. Questions allowed
	
	
	

	12. Listening skills
	
	
	

	13. Group dynamics
	
	
	

	14. Managing cultural and gender diversity
	
	
	


General: __________________________________________________________________________

Signature of assessor: __________________________________

Signature of learner: __________________________________

SELF REFLECTION BY LEARNER FACILITATOR
1. My strong points are: _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2. My weak points are: _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
3. Opportunities that I must explore: _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
4. Possible threats to my facilitation skills: _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
LEARNER SIGNATURE: ___________________________________________

DATE: _______________________

ASSESSOR SIGNATURE: __________________________________________

DATE: ________________________

MODERATOR SIGNATURE: _______________________________________

DATE: ________________________
Step 11 - Assessor mark sheets

	Assessment Feedback Form

	Comments / Remarks

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

	
	Competent
	NYC
	Competent
	NYC
	Competent
	NYC

	
	
	
	
	
	
	

	Date of declaration
	
	
	

	Feedback to learner on assessment

	

	Feedback from learner to assessor

	

	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:
	


CCFO Marksheet

	Critical Cross-fields


	Competent/ Not Yet Competent
	Assessor Comments

	Identifying
	C
	The learner facilitator was able to identify information such as all the necessary documents that the facilitator must use in a presentation.

	Organising
	C
	The learner facilitator was able to organise the facilitation  activities necessary to facilitate to   the assessor. 

	Collecting
	C
	The learner facilitator was able to collect enough activities e.g., ground rules, facilitation checklist, Health and safety checklist, icebreaker, etc and provide sufficient evidence to be declared competent by the assessor.

	Communicating
	C
	The learner facilitator showed effective communication skills during the moderation process – meeting with assessor and feedback to the assessor.

	Demonstrating
	C
	The learner facilitator demonstrated understanding of the impact of the facilitation session   on outcomes-based assessments as well as the impact of facilitation tools used in the final presentation. (Tool 3)

	Contributing
	C
	The learner facilitator was able to show competence in constructive participation throughout the process.

	Working
	C
	The learner facilitator showed effectiveness in working in a team – feedback and meeting with the assessor as well as during the activities in the process.


	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
	

	Assessment Evaluated
	

	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

	Assessor

Signature
	
	Date
	

	Moderator Signature
	
	Date
	


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
	


Learner: Assessment Review - please tick with a √ in the applicable column
	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 - please tick with a √ in the applicable column
	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: I am satisfied with the process

	Assessor Signature

	
	Date
	

	Moderator Signature
	
	Date
	


Assessment Review Report

	Unit Standard Title
	Facilitate learning using a variety of given methodologies
	Unit Standard Number
	117871

	NQF Level
	5
	Credits
	10

	Venue
	
	Date
	

	Learner Name 
	
	Learner ID Number
	

	Assessor Name 
	
	Assessor Registration Number
	


Assessment Guide

	Strengths

	Assesses knowledge and skills.

	Weaknesses:

	None at this stage.

	Recommendations:

	None.


Assessment Process

	Strengths

	Well structured to assess knowledge and practical application of skills.

	Weaknesses:

	None.

	Recommendations:

	None at this stage.


Assessment Methods Used

	Strengths

	The methods that were used are very definite and highly effective.

	Weaknesses:

	None.

	Recommendations:

	None.


Assessment Instruments Used

	Strengths

	Knowledge is assessed throughout with activities 1 – 19 and tool 1 and tool 2.  The practical application is assessed with tool 3.

	Weaknesses:

	None.

	Recommendations:

	None.


Learner's Readiness for Assessment 

	Strengths

	The learner was guided throughout the learning process on what is required regarding the assessments.

	Weaknesses:

	None.

	Recommendations:

	It is advised that the learners must be assisted in every possible way without compromising the assessment process.


Unit Standard

	Strengths

	Ensures that knowledge and skills are addressed.

	Weaknesses:

	None.

	Recommendations:

	None.


	Assessor 

Signature
	
	Date
	

	Moderator 

Signature
	
	Date
	


Step 12 - Re-assessment Procedures

	Dear Learner,

	Remember that the assessment process is a supportive one, and in line with the policies and procedures of this establishment, you have at least three opportunities to prove your competence.  This should be seen as opportunities to learn, adapt and improve and NOT as an opportunity to postpone assessment.

If you are not ready to be assessed it is preferable that you take responsibility and inform the assessor, with an action plan and committed dates when you will be ready.

If necessary, and you are not found competent on the first attempt, the assessor will take the time to assist you, and draft a plan with you to help you to achieve competence.

All the plans, actions, dates and agreements as well as the original assessment declaration should be attached to this workbook as a record of the actions that took place.


	Action Plan for Competence and Re-assessment

	Comments / Remarks

	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:

	
	

	
	

	
	

	
	

	The learner has additional special needs identified (please specify)
	

	The learner is required to be assessed by another assessor
	

	
	

	Feedback from learner to assessor
	

	Learner’s Signature
	
	Date:


	

	Assessor’s Signature
	
	Date:
	

	Moderator’s 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
	


Process for ALL learners





Learner starts work in the designated department





Learner completes


Theoretical Learning Programmes





Learner completes Formative Assessment Activities





Learner completes Integrated Summative Assessment





COMPETENT





NOT YET COMPETENT





Re-assessment 1 as per QMS Policy





Classroom Based





Self-guided





Organisation specific





Unit standard based





Re-assessment 2 as per QMS Policy





Company reviews learner continuation on course
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                                                                    PRE-ASSESSMENT MEETING CHECKLIST


		Learner

		

		Unit Standard Number

		

		Credits

		



		Assessor

		

		Unit Standard Title

		

		Level

		



		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 to be assessed against this unit standard.

		



		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






