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batho e pele

.“Umt standard ID._:" O

' 120300

252026

Unit standard title: - : o , . .

- ‘v"Analyse leadershlp and related theorles ina work context

o __:__Apply the prmclples of ethies to lmprove orgamzataenal
Al rculture e T T e g e

) "Formulate reoommendatlons for a change process

Apply a systems approach to decusmn makmg
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Learner name and
surname

mwupg SE:m—e

Learner ID number or
alternative ID

430702 S10 3026

Learner telephone
number :

Date of submission -

073 773 €23

Return address for the
Portfolio of Evidence

13 So.;mc-r:j QOO

/o048 H* bBotsiabelo 979]

Manager or

Supervisor's Name

;éoéan g z“M €

Contact details

v _
o8¢ 499 7430

Special needs

I hereby declare that the assessment process as contained in this guide was discussed with

VA
/

me and that I agree to be assessed on these principles

Learner Signature: _@M

Date: ___ _
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LEARNER ORIENTATION

This learning programme is based on the following unit standards: See Unit Standard Guide

SOUTH AFRICAN QUALIFICATIONS AUTHORITY

REGISTERED UNIT STANDARD:

Analyse leadership and related theories in a work context

ISAQA  |UNIT STANDARD TITLE
USID
120300 Analyse leadership and related theories in a work context
ORIGINATOR ORIGINATING PROVIDER
pOb Administraion
i - e
|QUALITY ASSURING BODY
|FIELD |suBFIELD
Field 03 - Business, Commerce and Management |Public Administration
|Studies
s _ |
ABET UNIT OLD NQF LEVEL NEW NQF LEVEL |CREDITS |
BAND STANDARD |
b e
1Undefined |Regular- Level 5 New Level Assignment |8
Fundamental ) Pend. ‘
'REGISTRATION STATUS |REGISTRATION REGISTRATION SAQA
' START DATE END DATE DECISION
) _NUMBER_
Reregistered 2018-07-01 2023-06-30 SAQA 06120/18
I
LAST DATE FOR |LAST DATE FOR ACHIEVEMENT
ENROLMENT
| il
2024-06-30 2027-06-30

In all of the tables in this document, both the old and the new NQF Levels are shown. In the text (purpose

statements, qualification rules, etc), any reference to NQF Levels are to the old levels unless specifically

stated otherwise.

Copyright

Learner Initial
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SOUTH AFRICAN QUALIFICATIONS AUTHORITY
REGISTERED UNIT STANDARD:

Appl_.y the principles of ethics to improve organisational culture

SAQA UNIT STANDARD TITLE

252042 Apply the principles of ethics to improve organisational culture

|ORIGINATOR ORIGINATING PROVIDER

_|
ESGB Generic Management JV )

J
|QUALITY ASSURING BODY

FIELD » _ v SUBFIELD.

Field 03 - Business, Commerce and Management |Generic Management
Studies

l T ‘ - -

[
ABET UNIT PRE-2009 NQF INQF LEVEL ‘CREDITS
BAND STANDARD |LEVEL
| TYPE , - ’
[ e—— .l - —_— i — -
: |
{Undefined |Regular Level 5 New Level.(5
‘ Assignment Pend.
REGISTRATION REGISTRATION |REGISTRATION [SAQA
STATUS START DATE END DATE DECISION
NUMBER
i _ s
Reregistered 2018-07-01 2023-06-30 SAQA
' 06120/18
LAST DATE FOR [LAST DATE FOR ACHIEVEMENT
ENROLMENT
|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.

Copyright o 3
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SOUTH AFRICAN QUALIFICATIONS AUTHORITY

REGISTERED UNIT STANDARD:.

Formulate recommendations for a change process
IsAQA [UNIT-STANDARD TITLE
i

|US ID .
|r25202 | [Formulate recommendations for a ;hapge p;‘oce§s_ . o
IiORIGINATOR ’ORIG!NATING PROV!I?ER

‘SGB Gér?eric Management J _ | . v g
|QUALITY ASSURING BODY

[FIELD [suBFIELD
[Field 03 - Business, Commerce and Management S_tudigsilG.eneric Management
[ABET UNIT [oLD NQF LEVEL |NEW NQF LEVEL |CREDITS
BAND STANDARD '

| TYPE ‘
Undefined jRegular Level 5 New Level Assignment |8
! I . B Pend. :
REGISTRATION STATUS [REGISTRATION REGISTRATION [SAQA

START DATE END DATE DECISION
| 7 ] NUMBER

Reregisred (20180701 0230630 [sAQA0sI20/18_
LAST DATE FOR ILAST DATE FOR ACHIEVEMENT ]
ENROLMENT | o
20240630 [2027-06-30

In all of the tables in this document, both the old and the new NQF Levels are shown. In the text (purpose
statements, qualification rules, etc), any reference to NQF Levels are to the old levels unless specifically
stated otherwise.
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SOUTH AFRICAN QUALIFICATIONS AUTHORITY

REGISTERED UNIT STANDARD:

Apply a systems approach to decision making

[SAQA JrUNIT STANDARD TITLE )

UsID |

252026 [ Apply a systems approach to decision making

|ORIGINATOR |ORIGINATING PROVIDER

’SGB Generic; Mapﬁgerpent [ {
|QUALITY ASSURING BODY ) -
[FIELD - N |SUBFIELD

!Fleld 03 - Busi‘r_llgs”s, Cqmmerce angl_ ‘l“ll‘anagement Studiesjl Generic Managgment D
'ABET |UNIT |OLD NQFLEVEL |NEW NQF LEVEL |CREDITS
{BAND |STANDARD

TYPE - o {
Undefined -FRegular Level 5 'New Level Assignment |6
v - . . >, - - _- .. Pend. B
|REGISTRATION STATUS REGISTRATION  |REGISTRATION  |SAQA
START DATE END DATE DECISION
| o I NUMBER

|Reregistered o [2018-07.01 2023-06-30 ISAQA 06120/18
|LAST DATE FOR ILAST DATE FOR ACHIEVEMENT -
|ENROLMENT *
[2024-06-30 2027-06-30 R

In alf of the tables in this document, both the old and the new NQF Levels are shown. In the text (purpose
statements, qualification rules, etc), any reference to NQF Levels are to the old levels unless specifically

stated otherwise.
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ASSESSMENT OVERVIEW
Assessment Instruments

Formative Assessment

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

Assessment.
Summative Assessment

The Summative assessment is the assignment and or project to be completed after the
contact session and is attached to this page. The Summative assessment must often be
completed in consultation with your Line Manager / Coach. You may also consult with work
colleagues. This is not “cheating” and it is the responsibility of the line-manager or coach

to ensure that the project you have tackled is realistic and that the assignment adds value

to yourself (in terms of your learning) and to the organisation.

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

outcomes of the programme provided.

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

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

'b) Formative Assessment: Upon completion of the workshop, complete and collate all the

activities, case studies and exercises that were covered during the workshop (including
additional ones provided by the facilitator).

¢) Summative Assessment: Draft an outline of the assignment answer: check it against
the unit standard outcomes and assessor guidelines. Ensure that all the outcomes have

Copyright Bathopele Consultants 9
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been covered in your assignment and/or the formative assessment. Now complete

the final draft of your assignment.

Portfolio of Evidence

Your portfolio of evidence is the combination of the Formative and Summative assessment.
It s critical that you keep a copy of the whole portfolio as the assessors comments will refer

to specific page numbers of the portfolio.

INSTRUCTIONS TO THE LEARNER:

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

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

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

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

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

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

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

* Learners will treat each other and the facilitator with respect during the

training/assessment opportunity.
» Leamners must ensure that cell phones must be switched off during training.

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

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

Copyright Bathopele Consultants 10
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5. ALL formative and summative activities must be completed in order to be deemed

competent against the unit standard.

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

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

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

Copyright Bathopele Consultants 11
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'SECTION A
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Complete the Cv below or attach a copy of your own CV.

NAME AND SURNAME Mow P S&‘:AL S
HIGHEST SCHOOL

QUALIFICATION Ciade 12

OTHER QUALIFICATIONS N /A

POSITION IN ORGANISATION DPJJ? collecto.

HOW LONG HAVE YOU BEEN IN

THIS POSITION 2 _
\‘-jeﬂ ‘S

GIVE A BRIEF DESCRIPTION OF YOUR WORK EXPERIENCE:

Poted o35 a4 diect ma/kete, fo, Eodeon.

SIGNATURE @%‘3 bleo-
N :

Copyright Bathopele Consultants
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~ CURRICULUMN VITAE
. OF

ANDRIES MODUPI
SEGALO
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PERSONAL DETAILS

Surname: Segalo

First Names: Andries Modupi

Date of Birth: 02 July 1993

Identity Number: 930702 5103 086
Gender: Male

Race: Black

Marital Status: Single

Disability: None

Nationality: South African

Home Language: Southern Sotho

Driver’s Licence: None

CONTACT DETAILS

Residential Address: 1048 H2
Botshabelo
9781
Work Address :P.OBox 12113
Brandhof
Bloemfontein
9324
Contact Details  :073 775 3623 /078 847 8649 ALT

Work Telephone : (051) 505 6756

E-mail Address modugiandriess@gmail.com

mp




LANGUAGE PROFECIENCY

LANGUAGE SPEAK READ WRITE
English Good Good Good
Sesotho Good Good Good
Setswana Good Good Good

EDUCATIONAL QUALIFICATION

School Attended: Brebner High School
Highest Grade Passed: 12
Year: 2010

Subjects Passed

Mathematical Literacy
Consumer Studies
Economics

Business Studies

Life Orientation

English Home Language
Sesotho 1% Language

o U I N

EMPLOYMENT RECORD

Institution: Ramothello And Tsotetsi
Duration: April 2015 Till Present
Duties/Responsibilities: Collect Debts

Ensure Collection Target Is Met.

Update Debtors Information On System.

Incoming And Outgoing Calls.




HOBBIES AND INTEREST

Reading
Sports

Leadership

PERSONALITY PROFILE

> | have the ability to communicate with diverse people and diverse culture.

> 1am a hard worker, responsible, honest, trust worthy and an independent person.

> | am always punctual and have the ability to meet deadlines when required.

REFERENCES

Title: Ms Mathapelo Segalo
Position: Sister

Contact Numbers: 073 7753 623
Title: Mr Tshediso Machaea
Position: Assistant Manager
Contact Numbers: (051) 505 6756
Title: Ms Dorothy Mokhachane
Position: Supervisor

Contact Numbers: (051) 505 6756
Title: Mr Lebogang Mangwegape
Position: Co-Worker

Contact Numbers: 073 415 2270

m.p




ACKWOLEDGEMENT

1 declare that all the information provided (including any attachment) is complete and correct to the
best of my knowledge. | understand that an y false information supplied could lead to my application

beiai disqualified or my discharge if | am appointed.

GRle -

SIGNATURE

MR
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)

Name

%OU)’} | &C o

Identity number

T3evocie30%E

Telephone no

S7I IS 2623

E-mail address

Postal address

MOJL#V‘ QI'\Q&/’CSJ- @ﬁma/’/&om

/0?2
éa&gé_aée/a
77 27

Name

Identity number

Telephone no

_,_,.E-mail address

Name

Identity number

Telephone no

E-mail address
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evidence I submit needs to be my own product and if evidence were found to be fake or a

duplicate of another Learner’s work, I may forfeit the opportunity to be assessed.

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

Name of document

Page nr/Section in portfolio

G\“O‘-;' P .-ﬁy;mqﬁ\)(/ ’ A‘

bv‘*’F Loimative 28
Crowp Pomative,

/3
25/3
27 /R

@:oupl form=bi v 35

e Liﬂd&\ﬁl .
e;o:»v?:‘PéPoIMQHY& l lf'g

408
43 IR

t{.gm

B.roup ormatr y 5 ﬂ-
Growp 4fomatrV® B g
Gtaup mative L H

So/g
S’
=

B I'D‘:‘P *C-svf‘*q‘b"v'e < A‘
G. s ﬁyrwua,{,fv(z 3. P

5375
Co'/g
60,”"5

Signature of Learner
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DECLARATION

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

I hereby declare that the work submitted in the Portfolio of g =
Evidence E § .
2 ES
ot a
S8| 58§
3 < 0=
Is the Learner’s own work (authentic) Vv’ <
Is a reflection of the leamer’s current competencies v v’
() Would you rate the learner as competent in the following / L~
FE Critical Cross-field Outcomes: -
The learner has shown the ability to Identify and solve problems v
The learner has shown the ability to Organise and manage himself or v L
herself and his/her activities responsibly and effectively
The learner has shown the ability to Collect, organise and critically e L
evaluate information
The learner has shown the ability to Communicate effectively using v
visual, mathematical and language skills -
The learner has shown the ability to Demonstrate an understanding of i
the world as a set of related systems
The learner has shown the ability to act culturally and aesthetically. / o
() sensitive across a range of social contexts
The learner has shown the ability to use Science and technology | .— ¢
effectively and critically
The learner has shown the ability to Work effectively with others asa | ¢~ v
member of a team, group, organisation and community

Copyright Bathopele Consultants 16
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PRE-ASSESSMENT MEETING CHECKLIST

‘Learner : - 120300; Credits | 27
e " 252042; ERRT
NWMockon' Seqato | 252096
N =" | Leadership
. Poiltsito be Covereds oo s 17%
1 Welcome the Learner and put them at ease. e
2 Explain the purpose and objectives of the meeting. M
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. v
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. v
7 Provide Learner with a copy of the relevant unit standard and criteria against
which they will be assessed. v
8 Discuss and identify any special assessments needs of the Learner. v
9 Identify and eliminate any unfair barriers e.g. language, disabilities. v
10 Discuss the evidence requirements with the Learner, and agree on evidence
the Learner must submit. ' L
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 ol
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 L
for reviewing the assessment plan. :
14 Discuss the importance of confidentiality of all information. Py
15 Discuss the moderation and certification process. [
16 Give the Learner opportunity to seek clarification on any items discussed. e
17 Provide the Learner with a copy of the assessment contract which is signed —
and safely stored away. .
and the purpose of the meeting. v
| declare that the points of the Pre-Assessment Meeting Checklist were explained by the
assessor. . v
| declare that | have received copies of the Unit standards, assessment plan/schedule and | -
copies of the relevant policies and procedures pgrtaining to my assessment, b
ASSESSOR’S SIGNATURE DATE
. -
LEARNER’S SIGNATURE . . DATE
%nm . o _/oq/a.al 9
Copyright Bathopele Consultants 17
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Learner Assessment Contract
Learner name; Mooum SC—C‘.AL_ ) —‘

Assessor name:

Unit standard assessed: 120300; 252042: 252021 ; 252026

Date:

Your rights as a learner:

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

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

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

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

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

path.

Confidentiality

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

assessment process.

Consent -

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

Learner signature: %—'zm— e- Date:@{ 9 Z,_;Q(S[,

LAssessor signature: Date: |
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Instructions: At each role, quality, task, indicate which would be more suited to a
manager, and which more suited to a leader. You might have answers where both are

suited.

Roles, qualities and tasks Manager | Leader

Compile an annual budget ‘ \/ ‘

Compile a year planner v Vv

Compile vision statement v

-Inspire team members to live the values of the organisation v

Influence team to improve results _ \/ \/

Orgainising a fund raiser \/ _&W'

Inspire team member to develop further v v

Act as mentor for young graduate _ V4 v

Convince team to accept a new proposal ;%2& \/

Liaise with supplier to deﬁver bulk order _ v

Chair a disciplinary hearing v’

Call a meeting to discuss a problem in your production line \/

Follow up on deadline : v ,&‘” o

Assisting the team to cope with change ve

Give recognition to employee who excelled in work | \/ \/’
First attempt Second attempt Third attempt

Competent Not yet Competent Not yet Competent Not yet
competent . competent competent
Copyright Bathopele Consultants | 23
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Group Formatwe Exerc:se

Instructions:
Divi:de into groups of 3. Read the instructions, prepare and do the role play.

Now prepare a 10 min role play through which you can practically demonstrate your understanding
of the concepts of delegation, responsibility, accountability and authority. In your preparation,
ensure that all aspects of the checklist below are addressed. Use the discussion in Module 2 of your
learner guide to ensure you understand the concepts related to delegation. (Please note that the full
range knowledge of delegation was not covered. The expectation of this exercise is that leamers
should demonstrate their understanding of the mentioned concepts). Each group member will

choose a role as indicated below:
1. Manager who delegates
2. Subordinate who receives task

3. Observer whoyvaliiates the process by filling in the checklist below.

SUBMIT THE NOTES FOR YOUR PREPARATION.

COMPLETE THE CHECKLIST.

Copyright Bathopele Consultants 24
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1. | Was the introduction done in a friendly approachable way? e
2. | Did the manager explain why he delegated the task to this specific
subordinate? Yes
3. | Was the task itself explained in appropriate detail? ~)es
4. | Did he explain the responsibility he holds as well as the responsibility the
subordinate holds in appropriate detail? Jes
5. | Did the manager explain the authority the subordinate would hold in
- | appropriate detail?: Aeg
6. | Did the manager offer appropriate levels of support? Yec
7. | Did the manager allow for creativity “Je Q
8. | Did the manager and subordinate agfee on check points to monitor
progress, i.e. how he would hold the subordinate accountable? e
9. | Was the manager well prepared for the delegation task? Jec
10. | Was it the appropriate task to delegate to this subordinate (consider skills,
self-drive, interest etc) Heg
Des _ Time-frame: 60 min
eagoced cweck Wvsh dove by L. kel i
First attempt Second attempt Third attempt
Competent Not yet Competent Not yet Competent Not yet
competent competent competent

Copyright Bathopele Consultants
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2A .Group Formative Exercise

Manager: Modupi Segalo

. GALO .
Subordinate: Moses Morake :
Observer: Lydia Katz u‘;

NOTES %ﬁge

Good day Mr Morake how are you today?

As you heard from my announcement that | will be on leave for a week to arrange
the funeral of my father, lwould appreciate it if you could handle the Em ployee
Results Management appraisal because you’ve worked in the call center before
and you understand what neeas\to be done.

I have 12 agent files, please go through the process with them and give them
feedback on their work for the past week.

I have to submit the files within 2 weeks to the productivity manager, so please
complete the files and hand them in to me the first day | come back from leave so
that | can evaluate them before | hand them in<to the manager.

| trust that all will be completed hecause you’re the'only one | can rely on to do
this job because of your expertisé\in this field, so | don’t really have to discuss a
lot on what you really have to do.

If you have aqy problems please consult one of the supervisors, if they aren’t able
to assist you then you can send me an email and I'll get back to you as soon as |

can.

| believe I'm going toget the best feedback from you and feel free to do the files
with your own innovativa ways.

This is my task for you as a young graduate to shadow me so if these files aren’t
completed | will hold you“accountable, of which I doubt will happen.

Thanks for your time Mr Morake and enjoy the rest of your day.

M. 4
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| SUBMIT THE ROLES AND RESPONSIBILITIES WITH YOUR

Instructions:

Prepare to participate in a classroom debate on the following topics. You need to make your

viewpoint clear and motivate your viewpoint.
Half of the groups in class: Management and Leadership are all the same.

The other half of the groups: Management and Leadership are distinctively different and
require a different set of skill and action to perform. -

After you have done the debate, sumniarise below which roles and qualities of managers and
leaders are complemgntary to each other and motivate your answers. Complementary means
that you need both roles for the company to be managed/lead efficiently.

SUBMIT THE NOTES OF YOUR GROUP.

MOTIVATION.
Time-frame: 60 min
First attempt Second attempt Third attempt
Competent Not yet Competent Notyet | Competent Not yet
. competent competent competent
Copyright Bathopele Consultants 26
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2B Group Formative Exercise

Management and Leadership are distinctively different and they require set f skill and action to
perform

Management and leadership are distinctively different because:

MANAGEMENT is aboyt coping with complexity, bringing order and consistency to a range of
activities which must be sg-ordinated in order to achieve the end result.

WHEREAS

LEADERSHIP is & person who can persuade people to do what fhey don’t want to do, do what they're
too lazy to do andNjke it.

Below differences will confirm why we say management and leadership are different:

Management Leadership
1. They use a Structures and controlled approach 1¥aey use a flexible and creative
approach
2. They bring order ) 2.They influense people
3.They bring consistency to the organizatign 3. They manage change
4.They also plan and Budget 4.They provide vision for the
organization

Five complémentary roles of leaders

Complementary roles of Motivation

management and leadership

1. Influence.team to improve results Manager fecuses on the objectives and
goals

The leader influence what needs to be




done ‘{

2.Inspire team member to develop
further

Leader motivated the team and inspire |
the team by using flexible and creative:
approach

Mar:ager controls and solve problems
by bringirag order and consistency to
the team ‘

3.Act as a nientor for young graduate

Peader proviJ;; A.cvl.i-rections by
infivencing and aligning the people

ManageY organizes resources

O 4.Give recognition to employee who
excelled in worg

féader and Manager praises their
teams. for a job well done

5.Envision and Observe

that is done by their team menmibers

Leader and Manager monitor the work




| Instructions: Play the cards game.

First attempt Second attempt Third attempt
Competent Not yet Competent Not yet Competent Not yet
competent competent competent
Part A
N Divide into groups of four. You have received 6 leadership theory label cards and 16 description

cards. Pack the label cards on the table, leaving space for description cards to fit with them. After you
have shuffled description cards well, turn cards face down and let each group member choose 4
description cards. Group members now have to link each card with the appropriate leadership theory,
putting the card on/next to the correct 4abel. When the group has completed the exercise they must
immediately call the facilitator. The first group to complete AND has all links correct wins!!!

Part B:

From the knowledgé\you have gained in part A, as well as additional information from module 3,
discuss the pro’s and cdns of each leadership theory, using examples in the workplace.

-

Theory Pro’'s Cons

e

-

Part C: Which leadesship theories would you say are the most appropriate for modern
business today? & ,ea¥e mas onel tya,t- €LeC.ies e

£t/ Pange  [femcleship.
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GROUP FORMATIVE EXERCISE :3A

THEORY

PRO’S

CONS

Great Man and
Trait Theorles

)'\.
i) i

Y B, .

When a supervisor puts
himself/herself into the
team members shoes and
also avail themselves when
the agents needs assistance,
this will motivate the agents,
gain trust from the agents,

| create happy/prodictive .~

environment.

When the supervisor doesn’t
give themselves a chance to
know different types of people
and their behaviours of the
agents is working with. It ends
up mistreating the team and
will result in poor performance

calleentre. ..

Behavioural
Theories

1
)

Call centre agents get on the
opportunity to gain the
experience on
leadership(leading the call
centre), when the supervisor
delegates them oR regular
basis.

When a supervisor delegates a
certain duty to a call centre
without giving the agent.
guidance eg. Agent has to send
call centre daily stats but he or
she doesn™ know which
information or method to use.

| ~ontingency and
Situational
Theories

A supervisor in the call
centre is able to handle the
call centre agents and they
bring out the best out of the
members Ry complementing
them for jobwell done.

With constantly changing
standards of scorecards and
files that are retracted by
clients. It becomes difficult to
implement new ideas.

Ivi. A
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Transactional and
transformational
theories

Call centre agents are
rewarded with monthly
incentives and the strategy
works for the company. Call
centre supervisors are given
a chance or opportunity to
come up with new ideas for
the call centre.

When agents get used to doing
just what they are told and onl
as much as they told. They evei
don’t negotiate for discount
settlement unless the |
supervisor tell them to do so. If
the supervisor doesn’t ipspire
their call centre agents.

{ T'ull range

Call centre agents are taken
to the negotiation skills and

debit order script. When the™

agents get exposed to
different methods of using
the call script but also
making it easy for debtors to
be free to confirm their
D.O.B

When agents don’t use or apply
the knowledge they got during
‘the negotiation and call-script ~
training. It leads to debtors not

getting enough information
about their accounts and they
“decide not to pay.

-

M- &



Instructions: Answer the guestions below.

Time-frame: 30 min

Describe thecharacter of that person.

> H'e_-_ s aluoa,:gs P 7_en

Firstattempt Second attempt Third attempt
Competent Not yet Competent Not yet Competent Not yet
competent competent competent
* ———Think abdut a person thatyo n exceptional leader. -

‘30\3\ p @S . and L_,Q,

a ; lu&. le .

le

-d«unﬂé even ™t |

a,gj(g not  alling o 6’6 &em e s ue.q u\SINQﬁ\Or\q] Qncl
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has to Sa\.lq

ornd gl

ﬁGM Whis wisston and k'\@v"lQ,d\?L - -..J =
Through what behaviour (things he/she said and done) did he/she demonstrate his/her
leadership.
- "
,L e once sod o pe | Aouldic leb my ewaent

: - =
gilboabhion Jdoke,ine My (e l:e_cquj.»gsez [he =arco | el

J
"[@Ebﬂq dermobivabed q&ga.«.&si— my Prienols
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h
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s 4 b}gd__é'h@*b bub polhen

ow  mMmoweak Xomes &9‘4" be slfvv"\a He lqbeek moolel

of that &me-
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What types of leaue]:ahip power /does this person possess? Use practical (exampleé)to

demonstrat'e“k{ow he/she displays and utilises power,

@‘awcn Gl»/P‘-"\‘%neﬂk’ PGWQ/ - A'“OW‘ AS  Ars Come up
wids  puniSomentr  for o selues Lor  nob aclvedng
our qc&a‘s- ‘ <

@&égmltﬁ Fewe/‘ quc_. \(n&ex eﬁstlu |f\"pLUE‘J‘)C£.S eor

memlow s ;u:* by e=\king Le,c.a.u‘tSQa euequ/\ ~ lhe saqs
Pe,oplz, -b’eh‘? Yo Jdeo- (.Gl«ek* ‘::} l/urvx- ~

Evaluate this leader against the Six Universal leadership -behaviours as described by
Kirkpatrick and Lock (Module 3). -

(/--\- | Fﬁ;‘-’ \@dﬂv lS\ PQ\‘:S\ o'r\drb%« abhownts Aot Le o oes
_— }—w—erngcl—~hﬁ7—qﬂ%—bwﬁe;sy— -peﬁ-—e&b&ek:—&c—-%ﬂv—ob W—‘m\)* —_—
where. qew Sre (a.ohamﬂ[ Ucz/ s enormeus kncu?lezo(qb

alosub evr line =t M:.oll:\. ard  SHoes -b\,\.-ﬁ\ I gm

”\b&“\q@k’ > Oy
RS 3
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3. Individual Formative Exercise

Instructions:

guidelines given in the document below..

Complete the leadership. style self assessment questionnaire. Score yourself as per

Time-frame: 30 min

First attempt

Second attempt Third attempt
Competent Not yet Competent: Notyet | Competent Not yet
competent competent competent
Copyright Bathopele Consultants 30
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LEADERSHIP STYLES

QUESTIONNAIRE

PART ONE [ ]
SELF

INTRODUCTION

This questionnaire has been designed to help you assess the styles of leadership you use. Tt
lists a number of different ways in which you might act towards people and asks you to
reflect on how often you act in each of these ways. It also allows you to collect feedback
from others on how often they perceive you using these behaviours,

INSTRUCTIONS

Listed below are many different ways in which you might act towards people when
discharging a leadership role. For each item, please indicate /iow often you think you act in
this way.

None of these behaviours are good or bad in themselves. There are no ‘right’ or ‘wrong’
answers. You will get the most value from this process by being completely honest with
yourself (or with the person you are giving feedback to). Don’t spend too long considering
your replies; your immediate spontaneous answer is likely to be most appropriate.

If you find it difficult to give just one answer to a question (perhaps because you act
differently towards different people) we suggest that you give an ‘average answer which
reflects your leadership behaviour in a range of situations. '

When you have responded to all of the statements, transfer your answers to the score
sheet.
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@,

SCORING:

Demand prompt compliance with

instructions

Convey a clear picture of what I
believe the future will look like for

the organisation

Build strong relationships with my

people

Encourage full participation in

decision-making

Copyright Bathopele Consultants .
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n 1 ”
W 2 n
\\3 ”n
" 4"
\\5"

Not at all (or "not applicable”)
Rarely

Sometimes, but not ofter_u
Quite often

Often

Very often

“WHEN I MANAGE / LEAD PEOPLE I TEND TO DO THE FOLLOWING:"

0 1 2 3 4 5
Not | Rarel | Some | Quite | Often | Very
atall | y - often often

times

, but

not

often

‘/
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10.

11.

12,

13.

14.

Set high standards for performance

Help people identify their strengths
and weaknesses

Use my power to ensure that work is
done to my satisfaction

Appeal to the long-term interests of
employees through sharing my ideas
for the future

Resolve conflicts between people to
create greater trust

Gather information from people to
ensure that their expertise is utilised

Insist on “excellence from all and
measure performance against this

Discuss people’s personal and career
goals

Confront poor performance with
tough actions

Motivate people by making it clear to
them how their work fits in to the
bigger picture

Copy‘right Bathopele Consultantsi
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15.

16.

17.

18.

19.

20.

21,

22.

23.

24.

Treat people as our greatest
resource by communicating their
value to them

Promote consensus through
participation

Set an example of exceptional
commitment and performance

Encourage people to establish long-
term career goals

Let people know exactly what I
expect from them

Make sure that people understand
that what they do matters and why

Value individuals and their feelings
by showing concern

Let people have a say in any
decisions which affect their goals or
targets

Replace poor performers if they
don't respond to pressure

Give regular constructive feedback

Copyright Bathopele Consultents
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25.

26.

27.

28.

29.

30.

31.

32.

33.

Act decisively in crisis situations by
giving clear instructions

Ensure that people have a clear
sense of direction and the freedom
to innovate, experiment and take
calculated risks

Build a sense of belonging through
positive feedback and personal
support

Allow people the flexibility to decide
how best to do their own work

Persuade people to continuously
improve their performance

Assist people to reach their full
potential and promote  self
development

Keep people on their toes by making
the cost of failure clear to them

Help people to align their
contribution with a compelling sense
of organisational strategy

Share my own feelings with the
people I work with

Copyright Bathopele Consultants
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34.

35.

36.

37.

38.

39.

40,

41.

42.

Listen.carefully to people’s concerns
to keep morale high

Encourage people to do things
better and faster

Coach people to succeed at
challenging assignments

Monitor people’s commitment and

give them a ‘wake-up call’ if their

motivation is low

Communicate  persuasively to
mobilise commitment

Give people the freedom to do their
work in the way they think is most
effective

Communicate the principle that
everyone is equally important to our
success

Give performance feedback to
enhance performance

Identify development priorities and
facilitate development plans with
others

Copyright Bathopele Consultants
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For each question, please transfer your score to the appropriate box below.

LEADERSHIP STYLES QUESTIONNAIRE

SCORE SHEET

Then add up the totals for each column.

Ques | Your | Ques| Your | Ques| Your | Que | Your | Ques| Your | Ques| Your
tion | Score | tion tion stion tion tion
Score Score Score Score Score
L_v‘j\
1 % 5|2 & [ |5 |4 e Lt 6 | g
7 .« 8 "k' 9 5 10 L)- 11 L', | 12 [
13 | L ¥ e |® |3 |7 |g [B8 ]9
19 g 20 R 21 q 22 '73 23 Q) 24 3
25 9\ 26 9 27 ’.’) 28 29 g 30 (,+
31 3 32 q, 33 0 34 L} 35 S 36 3
37 Lf 38 ) 39 41— 40 Q 41 S 42 %Y \
TOTALS FOR EACH COLUMN:
19 16 a7 27 26 S
COE V1S AFF DEM PAC COA
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YOUR LEADERSHIP FOOTPRINT

Each one of_us has our own natural leadership style which reflects our instinctive
approach to influencing others, Insight into this style can help us to be more effective
leaders.

Using the six styles identified by Goleman which you have just assessed yourself against,

plot your leadership style as a footprint on the radial diagram below:
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BD Group Formatwe Exercuse

Instructions:

In your groups, complete the exercise below.

Time-frame: 60 min

First attempt Second attempt Third attempt
Competent Not yet Competent Not yet Competent Not yet
competent competent competent

Look at each team member’s profile as a case study. In your groupsthe impact of
each profile on the organisation. In analysing the impact, concider the pro’s, cons and
development areas of each profile in your group. Ensure that you acknowledge that each

profile can contijbute positively to your organisation.

In your teams, plot what you consider.to be the ideal footprint for leadership in your

orgahization at this specific time, put your model on a flipchart.

Now add to the “Preferad style for your Organisation” flip chart in a different colour each
team members’ current strongest style (and rating). How strongly represented is the

Copyright Bathopele Consultants
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As a group, present your chart, indicating the ideal style as well as your group
styles to the class, followed by a presentation of your answers on the
questions of this exercise. Sece. 4@()1@,' on Next '

What does this diagram tell us about our leadership style in the organisation?
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What is our particular strength (is it congruent to the preferred style)?

What are the implicatio_ns/impqct of our weaknesses/the gap?

%

How can we impreve our leadership effectiveness?

Oea next ‘ocv.az& .
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Instructions:

From module 4,What workplace behaviours are assosiated with the pilars of leadership.
Evaluate your own leadership behaviours by indicating which of these behaviours you already
display and need to maintain, and which of these you have to develop further.

Time-frame: 60 min

LEAD WITH INTEGRITY
Behaviours indicating Which of these behavours Which of these behaviours
‘Lead with integrity’ do you already have? you need to develop

further .

Ev“g\oj Lonest conmneotig) Give losest Jeedbach |(Bnmunroate g%ohve{}f
Ualue, &\a.@gqteﬂcjf 5. o’p% A‘gd m‘ie«_s &/’a.b"‘j \,\;? & uq,ou!ﬂ

Fltill :-’Pu" promses f(&a"““j @Yy u?°~/5. Lo tlews .3y tame.
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LEAD WITH PASSION

Behaviours indicating Which of these Which of these
‘Lead with passion’ behavours do you already | behaviours you need to
‘ have? _ develop further

8.,.1“4»1 e'al‘; Cl.alengy M;IS"-"I mo'\(n’v&l,anoe
""E.E,[ -q ok,,.\_sfuqhe" Dbg":? whatis wob e.tpw ge,q oﬂﬁ&’brcfa/

a"' & bemeny f"; Nl wo. b /A&@ Q&(V‘/
%i_.seof carny ele.e;lq [I'&é&_-a'r\f 7o otless é,';t‘e.,,‘roq_ g ttest)vely
N ¥ | S = —J
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LEAD THROUGH SERVICE

Behaviours indicating

Which of these Which of these
‘Lead through service’ behavours do you already | behaviours you need to
. have? 'du.\\lelop further

b&:v\q at sejulem
<J

S&vf"j &ug'-‘gt _P'e"’tlﬁ.

Wma gemélw fo, /ae /“{"Zys'"‘ 7
/z‘b\(etﬁ‘? oﬂ-&rs

er;eéb

L;W,G o oo .

e o’ 5 obless

&m‘m or 9Qoea /
~ R o u

First attempt

Second attempt Third attempt
Competent Not yet Competent Not yet Competent Not yet
competent competent competent
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PART 2

Moduie 1: Introduction to Ethics Management

Instructions:
Distinguish between the following concepts by defining them and giving examples of
each from your workplace:

a. Personal Values

Enaéfe\s e mdivdial o mater .eciSions 14

oMery as)ﬁ.cf? @F ey / /ves o A,G/ o /_go the /ue{.-r\f
J ' <

Her wrik ’,-[:2 -

c-Jr i %es& _/oea/ém&‘ s =off e~ oties.

DNZew tmoise-cts ﬁ&l.ws and -Seﬂ“
b. Organisatignal Ethics

T R I @WM&Q -&JA/M eal/ gc,,.s,
wov“/aa/ Ly 6w  okeots, (e ] Fhe Je«b ewnb L atss

c.” Organisatiohal culture £ &9~ Lemm

,{ w,JQ esnc,epé escril ﬂ? e eanf/e.v peto—ovk of

r‘g(oﬁ!nﬂdvps w"g"‘k’ =N , 0'9”"1‘3&"’) L.)LIUL’ /J

72,_6 'pr:hc%}v‘lej’, fHO4M S R""/ QE”"l“IQ/ S wl'V'CL' jw'@hj an
a,Ta,,;Sqt,"‘-J c_,anqlu—d? ,'.,Eper\-ﬂ, rﬂéﬂé’l,°"5 are r;éfvcd’/

%@L/TJ{-QZ e yeass ot egcv‘sw‘rt nf“‘fﬂv ﬂeﬂ%_.i

on S

[w)
1.5\. . . ot H on
€Z., o‘.‘ﬁt\, a7 oaamw/‘i N Time-frame: 15 min
First attempt Second attempt Third atbembt
Competent Not yet Competent Notyet | Competent| Not yet
competent competent competent
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Instructions:

Each group will receive one case study from Annexure 1 (page 129) in your learner guides.
Your group must discuss the following:

a) What would each member’s personal answer to the dilemma be?

&Q Nnext {QC%Q_.

b) What would your company’s answer to the dilemma be?

c) Utilise one of the tools in Annexure 1 to resolve the dilemma

Time-frame: 30 min

First attempt Second attempt Third attempt
Competent Not yet Competent Not yet Competent Not yet
competent competent competent
Copyright Bathopele Consultants 47
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GROUP FORMATIVE EXERCISE :1B

GROUP MEMBERS

» Moses Morake
» Modupi Segalo
» Lesego Boitlatsi
» Keamohetswe Macheli
» Lawrence Kana

1. (a) Dilemma

“Our company prides itself on its merit-based pay system. One of my
employees has done a tremendous job all year, so he deserves
strong recognitioh. However, he’s already paid at the top of the
salary range for hisjob grade and our company has too many people
in the grade above hily, so we can’t promote him. What should |

do?”

Macheli: The employee is doing a job well done and despite the fact
that other employees are above hig grade. He should be given the
kind of recognition he deserve, he must be given certain amount on
top of his basic salary and get a performance certificate.

Segalo: Since the company only offers incentives, | would suggest

that the emplOyee receives a 13" cheque to give him recognition for
all the hard work fsr 2ach year.

Boitlatsi: If there are no promotions available for the current
employee then he must get an incentive as a thank you gift. The
company must also give the emplnyee the service incentive because
if a certain employee has worked fox a certain time he/she must get .
an amount for the service he served toxthe company.

S . 1) . B,



Morake: Since there are many employees in the grade above this
employee should get commission calculated, on how well he worked

throughout the year abdve his initial target.

Kana: If the employee is already paid at top of the salary range for his
job grade but deserve a strong recognition. | can strongly
recommend, once off bonus incentive at the end of the year to show
appreciation and also motivate him to also do well on the coming
year. | can also further use him as an example to other employees
when motivating them to perfoxm well at work

c
(b) The company gives the agents daily/ monthly incentives if_they
reached their individual targets, as part of the motivation. It also
gives employees who have been employed for 7years a certain
amount that will Je added on top of his basic salary.

(c) Method ®ne — Ethical Checklist
&'/Eth'ic'al" Circle the appropriate answer on the scale; “1” = not at all ; “5” =
<hecklist | totally yes ‘
1(2(3 /4 |5
1. Relevant Information Test. Have I/we obtained
as much information as possible to make an | V%
informed decision and action plan.for this
situation? -
12.° Involvement Test. Have I/we involvéd all who
have a right to have input and/or to be involved V]

nR



in making this decision and action plan?

Consequential Test. Have |/we anticipated and
attempted to accommodate for the
consequences of this.decision and action plan on
any who are significantixaffected by it?

Fairness Test. If I/we were assigned to take the
place of any one of the stakeholders in these
situations,'IWould I/we perceive this decision and
action plan to-be essentially fair, given all of the
circumstances?

Enduring Values Test. Does this decision and
action plan uphold my/sur priority enduring
values that are relevant to this situation?

Universality Test. Would I/we want this decision
and action plan to become a universal law
applicable to all similécsituation, even to
myself/ourselves?

Light-of-Day Test. How would I/we feel and be
regarded by others (working associates, family,
etc.) if disclosed for all to know?

Total Ethical Analysis Confidence 'S(;Qré. Place
the total of all circled numbers here.

19

How confident can you be that you have done a goad job of ethical analysis?

M.p




7-14 Not very confident
15- 21 Somewhat confident
22-28 Quite confident
29-35 - Very confident
£ )
i /}
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Instructions:
Get hold of your organisation’s Annual Report.

a) Evaluate whether the company reports adequately in terms of the triple
bottom line.

b) Give examples from the report on each of the triple bottom line aspects.

¢) Make recommendations on how the company could improve on their
report, considering triple bottom line reporting requirements

Time-frame: 15 min

First attempt Second attempt Third attempt

Competent Not yet Competent Not yet Competent Not yet
competent . competent competent
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Group formative 1C
The Annual report of Letsema Municipality

a) Company reports on the triple bottom

The report of the company mentions thésocio- economic status, the environmental overview as well
as the financial overview Wthh Io‘(sks at thﬁeconomy, the company aims to contribute actively to the

i @\(
developmentof towns emaronmen&m-.-numan and social capital.

N

The financial oveniew includes distributions across educatlon and skills refuse removals and housing.
The issue of unemﬂoyment is mentioned as well as improving gur environment using agnculture

b)Examples of the triple bottom line from the company's report

Economic status:

-The company, focuses on grants
-Taxes

-Levies &Tariffs -

-Capital Expenditure

-Asset Managemasgt

-Cashflow

Socio- economic status

The socio- economic growth,of tge umcnpallty is centered on agriculture. The municipality area also
has mining activities that are ce with diamond minerals being the major natural resource

which help with employment cre‘a&)n The municipality endeavors in the short term will be to create
a business enabling environment to the area, which automatically attract investors to the area. This
will bring economic and social -economiggrowth to the municipal area.

Environmental statu

The agricuitural sector is focused on because it is one of the largest contributor to the economy,
green houses and trained stuff operata\in the municipality. The operations like CPW and EPWP
(Expanded Public works Program) are a'lso\t__he most green orientated operations that contribute to
our environment. They insure people's living\standards are adhered to.

M.k |




c) Recomymendations on improvement considering the triple bottom line -

Economic- The municipality canAMprdve economically by decreasing their capital expenditure,
managing their assets that are impoxtant and most effective, instead of spending a lot of capital and
having mare assets to manage and pay Yevies for.

Socio- Econoﬁ\(c%The municipality can improve by focusing on more social aspects like small business
enterprises being developed as well as more community training on unemployed citizens that qualify
to be assisted and train those that do\t aualify to enrich their knowledge and lay a proper

foundatiap in them.

Environmediql: The environment can improve environmentally by initiating more operations in place
to benefit the environment, since water is an important resource, water and sanitation operation can
be put in.place to monitor the misuse of water. The meter detectors can put in place and the recycle

process can be done less instead Wwe will focus on purification.
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¥ Capacity building of staff to execite their tasks effeciively in attempting to tender efficient
government services to the people as per the eléctoral mandate:
*  Creating adeguate job opportunities in aftempting to slleviate poverty;
: Upﬂﬁﬁm'eﬂfﬁfmﬂémfﬁﬂmhmgntofindividuafsa.thfﬁﬂgﬁgﬁMEénd BEE deveiopmerit;
* Provide sliternative means of support % ruralfinformal population in order to: deerease
dependengiss ori the grants
" Improvement of the road netiworks (internal and externa) roads);
Couricil, mianagement and staff strongly believe that challenges can be effectively addressed only i
we maintain and continue to build partnerships that include il spheres of government, organizetions
of civil society, communities: and the ptivaté sector. ' '

12 mwnicipal Functions, Population and Enviranmental Gverview
1.2.1 Households
Thire are 11 242 heuseholds in fhes municipality; with an average household size of 3, 3 persons per

household, 90, 8% of households have access to piped water either in their dwefling or ir the yard.
Only 2, 2% of households da sot have access fo. piped water.

Settlement type

Urban | 83.3%
| Tribat{Traditional | 0%
[Faem 16,79

Housing and dwellings

A arbariareas dre.corposed of varicus residential Lomponents varying form formal housing uinits to
informat: dwellings units as indicazed in the table below, Wighiiry the Loal Municlpality, 83.29 of the
papulation live in formal housing, 16.1% in informal housing and only 0.5% i traditional hausing. This
reflects that the housing backlog s not that huge but will increase with the new developraent patterns
in the municipality.

The Tollowing Tesuss were highiighted regarding the havsing delivery:

Lack of fundirg for hiousing development;
Access 16 land for sustainable humah developrent;
Construction of mere RDP houses;

Provision of services to new residential sites;

Fast: fracking land availability and frarister of land;
Slow delivery f housing developmient;

Lack of capacity at focs! munisipal level;

Low quality of RDP houses:




s

A nimber of key projects were undertakeni during the current vear. These are at differént stages of
completion s the profects differ in sfze and nature. Once-all of these projects are completed, it would
biea giant step in Service Delvery and ensuring that we are comiplying with. thé variots legwlaﬁana
governing nilf opérations.
The following are some of the major projects:

=  Paving of access road in prkanmg/hetrusburg '
Provision of water bulk infrastructure for 262 new sites at Diamanthoogte/Koffisfontein
The upgradinig of thie water treatment plant af Jacobsdal/Ratanang:
The buildiing of a new stadiuns at Luckhoff;
The establishment of the recreation park at Oppermansgronde

» ¥ W ow

As mentioned iy ‘the prior year, the Municipality wanted to meet the national target of bucket
eradication by provjdmg proper sanitation facilities to all communities by 2014. Alse, the objective of
the: Munjepality is 1o facilitete provision of sdequate and affordable housing structures to the
commiunities in its area of jurisdiction. The Municipality in Partnershipwith the Provincial Department
of Human Sattiement have sfiocated 130 houses in K@fftafontem; 7 houses in Petrusburg and 100

hiouses to Lugkhioff. The project is.on-goiig as the demand for his j i

vusing remainga big ehallenge but we
refiain committed to provide shelter to the communities we serve

Public Participation is an institutionalized function in our Muniapality Since the hcepho_n of Ward

Committiées, public participation bas become sécoid Hatute to our Mumc:pahty Our commiirities

have ledrned to apprediate the elaborative process. which ensures that all interested residents are

afforded:an ample opportunity to make: meaningful contributions to-polity development and. planning
for developmsits.in the riunicipal jutisdiction, it is important to fnform the public of our mandatéand
how we fulfilled it during the firianefal year. '

These are some of the objectives wé would have: ftked to achieve:

Functicniatity of Ward Committees;

Broader public participation plans and pohmes,

Putilic:communication sisteriis;

Coniplaints management systern;

Feadback to communities.

Setvice Delivery Satisfaction Survey for 14/15 Fingnéiat Year,

Proper documentation of Public Participation meeting held during the 14715 Financial Year..

LA B BN B N

ToouF communities, thank o for cooperatior during ur public participation pracesses. indeed
working together we' can do and achrawe more, let us join hands together and advance our

developmental agenda..
Exparided Public Works Progranme (EPIWP)

in line with the National Government objectives of creating jobs and givifg oir people skifls, we will

* continig to implement the Expanded Public Woiks Programme, tommonly referred to as the EPWP, [

ant ghad to réport that this programme has been suceessful implenented.

M.h
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1.2.2 Sosio econamic status

fhe socio-economic groweh of the municipality is centered o agﬂaﬂtnre The mummpaﬁty ared also

ias mining activities that are taking place with digrmanid minerals being the inajor riatiral resource
which: helps with employment creation. The municipality's endeavours it the shortterm wilf be to
create a business enabling envirsiment to the area, which will automatically attract investors to the
area. This will bring significant economic growth to the muniipal area.

Howelrer; the challenge is the sustainabifity thereof due to Iimited financial tesources and lack of skills
by various. people to run their swn projfects. Whilst the trend i watldwide in that about 96% of

businesses/projects fail within the first five years, the municipality will make an &ffoft o reduce the.

fallure rate.

~ Letsemeng Muriicipals economy is tharacterized by the foliowing:

»  Mining and agriculfural sector are the largest contribiitor 16 the focal economy;

»  The decline it the agm;ultura] sector ovei-thé receiit years has had an adverse effect o the
employrent potential of the rural areas;

w  Luckhoff has the highest unemployment rate;

» DeBeers Minés contributed a major part £ the Jocal econgmy before it was elosed:;

By virfue of its geographic locaticn the Municipality prides: itself a5 & riatural trarportation route foi
peaaple fravelling to déstinations such as Bloemfonteln singe onie of the major mational roads, naimely . .

N3B passes throiigh the mupicipal area.
1.2.3 income distributicn:

In order to detarmine the people’s living standards, as wellas their ability to pay for basic serwces,
suich ag water and sanitation, the icome levels of the local popilation are analyzed.

Hoﬂsehold Ingome:

Hausehold inganie is @ parameter which is, amonigst athers, also indicative of poverty levels withina
commanity. A financially healthy community’s household income uswally displays a so-cafied
“"normal" income: distribution: patterry where the income Ts spread over a fairfy wide range of income:

tategories, aivd the income of the bulk of the community s suated more or less-withity thre first hailf

to twi thirds of the income category range;

Females are mote likely ta be unemployed and Idoking for work thari imales. Poor communities are
sometithes highly dependent on the envirorirment for survivaisand, in this.cégard, alfriost always over-

exploitthe environment.

Only 10.2% of households in the Letsemeng Municipal fall within the “No ingomie” category. Of
contetn is that 7.4% of the households i Letsemeng havean anrial ingortie of less than R 101000 and
23.9% of the households have ar anpual income: of less than R19-601.00,

14
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1,3.5 Roads and Storm Water

Another aim of the municipality’is to facilitate the ddfeéginte ahd constant maintenantce of accass roads:
arid to ensure régular maintenance of all internal roads, Every year; u lof mare Kifometers of nternal
roads have bgen repaired. Furthermiore, there is an annual allocation to ensure that roads are

maintained.
1.4  Finantial Overview

The fallowing tables give & brief indication of the foregaing. A more detailsd aﬂalysis is shown in
Chapter 5-of this Anniial Repott.

141 opefaﬁnxxm stilts

Grants 89818000 | 82629000, | 71 374377
Taxss, tediesandtarifs. | 53578000 . 53577000 | 45879938
{ower 5919000 5049000 | 12918863
Sub Toral. | dmsasooo | 441 225000 | 130 175 978
[LessExpendityre | 124485000 124333000 | 141634525
[Nerrotals Zasogo | 18892000 | (13461 551;

Empioyee Cost
_Repairs &Mainteriance
| Depregiaticn

{ Finance tharges

26| 235

.48 | 2365
07 B.51

: 42306 E
32454 00U 42 305 900 15542 000 |
25 700000 23989 178 201494.009-

Qriginal Budget
Adjustment Budget
Aetial

iE
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] Modul_e 2 _Zﬁe Imperatives far EMiqs

Instructions:

1. Name the acts, regulations and codes which regulates your company in terms of its

Ethics Management Program. Also describe how each act promotes
practices.

ethical

| Lolione selations - a-;p/:yws fez'/ bees & ofishant

reletronslip Cebveen Ltay o Mn—bqemmk

KQJ/‘C QI?':_G// Llonqg  qelr - Our Godbvracks a-e  ell P,

W%h“l ernvirpment J%'I?:/?@Q‘Mé ach +~ /A.l— me'pq,:}{ @%’c/&i .

- . - " .
N Orngax:6f act Ele C‘.é(-vfﬁ ;f /s -&-rﬂn_:fngen&.

2. Describe and give examples of how each of the following departments could

contribute to promote ethical practices inyour organisation:

_Eeokafﬂg ancl C’-a.sl,.'-\-@low,‘n‘%.g, responsible 1)

A]

a‘d{: : &ncea'lag -t -dczj transackienal Gl»t_foun,,:\:-p; fo, He. Lusine:
ind: Deding Snd managing tle brend Plaus a vibei
b. 'MgpéEtl(.Tg- .!orel\gi:r\q Ll 'au‘s\?ness, ared Misster of A C—a-n-pﬂﬂa\_

c;smég;\':xiﬂei =nal an cragromes S tc =ell prociuwetx § seruces|

thcL_aae F\‘-‘?e-fk'w‘s -fvey 4“&;"%0'\\5@!\ .‘i"

cory oS vt cusbomes b0 hnew Hei. needs P requl)

Procicgment:
d&-L-.u{g.u C P any Fouuu' and ensre Bexes office supplies

~

60-131

e. Prodyction: > S==n=lardly anedd ovgets Lo department.They

Laadat\ VR - PV %anbi-&q a neal -!,u-al-'bjl ol @ -Plcd“ws_
f. Information Technology: P=> e = seaie VT inlastueicie andl
npﬂn«"& costs | meetr mulbigly, bugingss sad tectnical regu

g. Humap Rg_sg\urfes- jeeerse Loni, contErG clos.

Te give quslips anel dxw\u.,p contre et S . T

ementrs.

Tim.e-frame: 30 min

First attempt Second attempt Third attempt
Competent Not yet Competent Not yet Competent Not yet
competent competent competent

Copyright Bathopele Consultants

Learner Initial
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Instructions: _
Your group are the board of directors of a thriving medium size enterprise. You have

recently attended a symposium promoted by your auditing firm on the implications of the
King 3 Report on Corporate Governance on business today. The symposium, coupled with a
few ethical dilemmas your business recently faced, have inspired you to implement an ethics
management program in your business. As part of your implementation strategy, answer the

following questions:

1. Describe the guidelines you will follow when designing and implementing your
ethics management program.

2. Describe the rgles and resBonsibilities you will allocate to the different members of

you work teams toxensure the success of youx program.

3. Compile an action plan to outline the comiqunication activities you will use to
promote your Ethics Management program, including role ,allocation and time
frames.

4. Describe how you will xgenitor and evalvate the process, including role allocation
and time frames.

SUBMIT THE WRITTEN EVIDENCE FOR 1 — 4 IN YOUR PoE.

Time-frame: 90 min

First attempt : Second attempt Third attempt
Competent Not yet Competent Not yet Competent Not yet
competent competent competent
f
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3.A GROUP FORMATIVE EXERCISE

1. DESIGN AND IMPLEMENTATION OF ETHICS MANAGEMENT PROGRAM

As board of directors we will first identify the current company values and renew them for
employees to have a clear understanding of thém. A va'ues-based program will be
implemented to strengthen @qployee commitmentto the values, therefore making them more
willing to deliver bad news to managers. The program will be effective as it will allow
employees to be value-driven and wrking in compliance with the company values, therefore
reducing unethical behavior in the workplace Members of the board of directors will have to
each attend the orogram to show that everyone in the company is committed to the program
held for all emp%yees in the company. Membels of the board have to be visible in the training
sessions to prevent exployees of viewing the program as an effort to protect the reputation of
top management. A spesigal training for top management will also be arranged to enable
directors to carry out their ethical resﬁonslbllltles confidently. In order to be clear and specific
about &hat is required of employees, the‘%eard will implement a code of conduct aligned with
the company’s values and all applicable laws. The board will also have to address the full range
of ethical dilemmas employees are likely to face and ensure there’s regular update as new
challenges emerge;f his will help senior managers and employees to understand that values
and ethical standards are integral to all the company’s operations and planning to prevent

some decisions to be considered as “add-on’s” after important decisions have been made. After
all the above mentioned has been implemented, the board will then build the company’s
ethical values and goals igto their mission and visi‘oh&ater‘nents The board will then ensure
the company uses resources,on a day-to-day basis to demonstrate that ethics is an integral part
of all operations and decision m@kmg by arranging employee orientations and training, all of
which will be implemented as paf\gf the company’s new and reviewed solid ethics pOllCV. As
the board, considering that change may seém scary for some of the employees, a decision has
been made that the program will run for tWo weeks commencing from the 21% of August 2017
untif the 1% of September 2017 to ensure every employee adapts to the new policy.

W-Fr



work team

Members of the

|

Roles and
responsibilities

Communication
activities

Time frame

Evaluation

1.Lesego
Boitlatsi

Role: managing
director

Hold employee
orientation fok the
new ethics policy -

Arrange a meeting
with employees

21* August
To
22" August

Employees will know what is

going to happen and they will
also be in a more comfortable
possession to adapt to change

‘| that’s-about to happen in due

course.

Macheli

-, Z.KeamqhetsWe

Role: chief operating

officer

Arrange training

material for
‘employees

Through an email
with details e.g.
venue, date §
time

23" August
To
24" August

Employees will have training
materials along with a suitable
venue for them to get the best
conducive environment and in
the process enjoy themselves to
g&t the drive we need from them.

| 3.Rorisang Kana

Role: chairperson
The visible board
member to witend
training held ft.¢all
employees  °

Notice board e.g.
all employees will
find their
scheduled tigining
there

25" August
&
28" August

I

Everyone will see that this
training is not only for lower
management but also for higher
management personnel to
femonstrate that ethics apply to
eveyy individual in the company.

4.Moses . Role: chief executive | Arrange a 29" August | As members of the board are

Morake officer conference call To often busy, a conference call will
Build ethical ¥alues | with the koard 30" Augudt | enable members to engage with
and goalsinto ‘| one another by discussing and

( ) mission and visioky ‘\str“ucturing the new mission and
statements vision statements.
sk, ) .

5. Modupi Role: deputy TrainingNmeetings | 31% August. | Employees will now have the

Segalo chairperson . and feedback ‘To. ‘| understanding of what behavior
implement the new " 1% | .xexpected from them and what
and reviewed ethical September | values they have to display on a

policy

day-to-day basis at work.
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PART 3
Module 1: Introduction to Change Management

Instructions:

| Describe a recent.Change effort that was conducted in-your work unit.

i

The wa’anj mﬂd‘t ook U"‘H \'E:Le be= -Late.sak
:'G_qw =l a.je«nbs (.P) bh.p. c___n“ (‘.6‘\(7&9 ; :

Describe the nature of the Change and its impact on organisational stability with reference
to internal and external factors affectmg the unit.(Refer back to Module 1 of your

learner gUIdéQ .
Ibenally Hx, impact of s d-sgg‘!' bas elematiated e
J Pt e e
2 b gue 15 M e concern <t e momen.
Extenally (& Las }.'Lﬁ\qdred an Et",-z -Cacb bt S?GP'L el Emﬁﬂs‘

are nou‘:la will nj o d{p 'OUSSI"\Q&S vakb -H/Q, C.gmpcanq_
<

Referring to the'mrample above, motivate the need for this change initiative by identifying
the benefits ot h“a\change for your unit.

1 13 Mon, Pr eduwv,b.., -pJeM a.qaabs_
*_—ZEye. (s ___more ’f::c‘me (=) J cellect.
# lee e abs_ wameq Lo tlese Lo us/oﬂq exceec tee bheak .
17 a aluo . < a.ven [aLie, bo o{-{-’e. semfée, s  oves
Cusbomeds, "~ Time-frame: 30 min
First attempt Second attempt Third attempt
Competent Not yet Competent Not yet Competent Not yet
competent competent competent
Copyright Bathopele Consultants 51
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Module 5

Instructions: ‘
Select tﬁm change models from module 5 in your learner guide.

1. Idehtify and describe two change processes recently conducted in your
organisation. (Loak for two processes where different change models were used.

2. Identify which mddels were predominantly used in the implementation of the
change process. (Not& that in most chang_g processes combinations of models are

used)

3. At each process, evajuate the effectiveness of the change model used, stating
positive as well as negative outcomes.

4. If you could undertake each gf the above change efforts again, propose the model
you would use for each process)with reasons.

Attach all your answers/notes to our PoE Workbook;

Time-frame: 60 min

First attempt Second attempt Third attempt
Competent Not yet - Competent Not yet Competent Not yet
competent competent competent
Copyright Bathopele Consultants - 52
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2.A INDIVIDUAL FORMATIVE EXERCISE

1.1 NEW SCORECARD

IDENTIFY- At first tl\e scorecard was only measured on the inputs, such as the daily standards the
agent had acquired, then outputs were added such as debit orders, rand value and conversion rate.
WHY- To ali_gp,the agentsWork to the standards of what the clients requires.
1.2.New Emplovee Results Management
IDENTIFY- At ﬁ‘hst, aée&tqs were meant to achieve 70 points or they would get warnings and forfeit
sy when they rench their target and you were to be evaluated daily, now they
changed it so if you don’t get 70 poinks but still reach your target you will get your incentives and
there’s no longer unnecessary warnings'given to agents and you are to be evaluated on a weekly

their incentives

basis.
WHY-Thec

wasn’t fair on their har‘d-working_employee by forfeiting their incentives even

when they reat':he‘&,t_he client target so it was decided that they'll get their incentives when they
reach their target regqrdless if they reach their final 70 points or not.

CHANGE -MODEL EVALUATE EFFECTIVENESS PROPOSED REASONS
MODEL
e The managers didn’t communicate # First motivate agents
with agents before changes were to about the new
be made. (-) 'isi‘p,Lementation of
Lewin’s e The change was shocking to some | Lewin’s the seggrecard.
Score-card change agents and some employees were | change e Train agents on how
model slow to adapt to change. (-) 1 model the.new scorecard
L) ) ¢ The end result was envisioned to functheps.
the agents. (+) ¢ Ensure ti‘bat
’ . -everyone can adapt
tochange after it’s
impiegented.
Employee stgems e Managers conducted a meeting Lewin's » Show employees the
Results modef with call centers to introduce the changé -~ end result of the
Management | chang@. new ERM:{+) model ~0ew, ;corecard.

! e Training was'e@nducted to educate . \ﬁ‘hw tramﬁ'g for
agents about the new performance all e\%?s regarding
appraisal. (+) n: v the new

STUN shinigEme-ERM
works.




Ramothello & Tsotetsi
INCORPORATED

ATTORNEYS

1. SCOPE:

This performance management policy shall apply to all employees employed at Ramaothello &
Tsotetsi Inc. in the capacity as call centre agent.

2. } UND:
ERM is a process focusing on assisting supervisors/managers and employees to improve
individual performance to the mutual benefit of the employee and the business.

it is designed to facilitate constructive discussion and planning between the employee and
supervisor/manager and to clarify work performance that needs to be improved.

The employee and his/her supervisor/manager together will develdp a plan to assist the employee
to meet the desired individual performance standards. The supervisor/manager will monitor and
provide feedback to the employee regarding his/her performance on a dailybasis.

The supervisor/manager should review the following 5-points with the employee when using the

document:

Review the current performance and state which performance areas need to be improved;
State the standards to be achieved by the employee and that it must be achieved on a
consistent basis;

Specify the support/resources you will provide to assist the employee;

Communicate your plan for providing feedback to the employee {meetings, with whom and

how often];
Specify possible consequences if performance standards are not met.

YV VYV VYV

Poor performance refers to how the employee does the job [ablllty] and has nothmg to do with his
behaviour in the workplace.

In terms of Labour legislation, no employer is obliged to retain an employee who does not perform
according to the company's expectation.

Any person determining whether a dismissal for ERM is unfair should consider:
{a) whether or not the employee failed to meet a performance standard; and
(b] if the employee did not meet a required performance standard whether or not:
(i} the employee was aware, or could reasonably be expected to have been aware, of the
required performance standard;
(i} the employee was given a fair opportunity to meet the required performance standard and;
(iiii) dismissal was an appropriate sanction for not meeting the required performance standard.

Should the employee be placed under ERM and fail to meet the performance standard as agree,
the employee will receive a First Written Warning: Poor Performance lvalid for 3 months’), a
Second Written Warning: Poor Performance [valid for 6 months’), a Third Written Warning: Poor
Performance (valid for 9 months’), a Final Written Warning: Poor Performance (valid for 12

months’]) and then a Performance Enquiry will follow.

ERM

LW
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v" Supervisor needs to provide the correct ERM file to his/her Portfolio Manager and the Portfolio.
Manager will then provide the correct ERM file to the HR Department.

ERM

M.p
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What is Scorecard?

It is a measurement tool used by the company in order to make sure that the Standard Set
by the Company is reached.

Why do we have Scorecard?

It helps us to monitor the individual performance daily and also to see the individual
shortfalls in terms of Scorecard and it also rates us by Points we have scored.

Scorecard is divided into two categories and which are:
1. INPUT — simply means what we do daily e.g. Matters, Productivity, phone calls etc
2. OUTPUT - This are the results of our input

Under Input we do have
1. Hours worked / Productivity
2. Matters Worked
3. % PTP Captured
4. And lastly under Input we do have Talk Time %

And under Output we do have
Number of first time payers
Full and Final

Number of PTP Kept
Conversion Rate

Average Rand Value

Debit Orders Logged & Paid
Total Collections

Points for activity

NN

Our scorecard starts on the 5™ of each and every month until the 5™ of the next caléndar.
And why our scorecard closes on the 5'"? Most of ptp’s logged pay on the last day of the
month and we want to allocate those payments to current scorecard and in that way it'll be

fair enough to agents to get that collection.

Going in detail with our Scorecard

First rule on Scorecard that we need to remember when calculating POINTS on every
Activity whether Input or Output is to Divide Actual by Standard.

Under the Input
How does scorecard rate us in terms of points under Input?

Matters — Important rule under Matters is that All or Nothing, in order to get 100.points
you need to have the required matters (Which is our Standard). If you reached above your

Standard you still get 100 points
Productivity — Also All or Nothing; in order to get 100 points you must have required

productivity and above our Standard it still gives you 100 points

M
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§. Conversion Rate — in simple explanation; conversion rate is. PTP Kept v/s PTP
Captured. If say for the example; your conversion rate Standard is 40. That simply means
we want out of 10 ptp logged; at leas 4 ptp’s must be converted to payers. if your
conversion rate Standard is 60. That means out of 10 ptp’s logged, we want 6 ptp’s to be
converted to payers and that gives us 60 which is our Standard.

You start earing points as long as there is something. Conversion rate points are
unlimited: But in order to get 100 points you must reach the Standard.

Rule of 80% also applies on conversion rate.

Conversion rate must not be confused with Rand Value. If debtor pays R50, that

doesn't drop your conversion rate but it makes your Rand Value to be low. If
debtors promise to pay R50 and they honor their accounts as promised that
increase your conversion rate but lower your rand value which is Average PTP

Payment.

6. Average PTP Payment — Rand Value is far different from Conversion Rate. Even on
rand value the rule of 80% applies. Average ptp payment simply means we assume how
much did each debtor paid. Let's say for instance your standard on rand value is R500.
This means we expect each person to pay R500. Let assume your have 50 PTP Kept on
your Scorecard and your Total Coliected is R23 594.94 on your Scorecard. In order to
know how much is our Rand Value we going to divide Total Collected R23 594.94 by
Number of PTP Kept which is 50 (23 594.94 / 50 = R471.8988) and our Rand Value will be
R471.8988 and that makes it below our standard and you will not score 100 points unless
you have the required Rand Value Standard of R500.

Average PTP Payment points they are also unlimited and you start earning points as long
there is something.

7. Debit Orders - | ain't going to explain Debit Order but remember rule of 80% also
applies. This is where agents must take advantage of logging as many Debit Orders as
they can for scorecard points and incentives purpose. If for example agent logs Ore debit
order and no reversal, conversion rate will increase, number of ptp kept also increase,
number of first time payers also increase, if more than R500 that increase your rand value
too, if logged as full and final it will also add number on full and finals, and it also increase
your Total Collected and ONE Debit Order gives you points in all the activities under our
Output.

You start getting points on Debit Order when you have 20% of your standard. Debit Order
points they are also limited to 150.

IMPORTANT NOTICE: If Titanium is converted into Debit order, this will not appear

on Scorecard.

9. Total Collections — in short Total Collection means how much you have collected so far.
Total collections include Total Collection on Debit and Total Collection on Other.
You start eaming points as long there is something and Total Collections points they are

unlimited.

INSIGHT INFORMATION AND ALSO A FACT: Scorecard is built in such a way to

exclude all the short payments when doing the calculations. That is the reason why
some times you don’t get the exact answer when diving Actual by Standard.
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Module 2, 3,6

Instructions: Divide into groups of 4.

Study the case study of General Motors Corporation and answer the folloﬁng questions:

1. Describe e need for change in the GM company in terms of the wesired state

versus the current state

2. Describe the benerifs of the change, the main rigks and obstacles and the positive

forces to be harnessed.

3. Identify the anticipated human responses to the prosess as well as the steps GM
used to manage these human responses, eg. Maslow or Endlngs heutral,
Beginnings. (Use one of the structures described in module 2 as framework of this

discussion) Include:
a. Ekpect‘ed employee behaviour
b. Strategy to manage behaviour appropriately

4, I&éentify the different categories of change agehts used in the process, as well as
the roles played by them

Attach all your answers/notes to our PoE Workbook.

Time-framé: 90 min

First attempt Second attempt Third attempt
Competent Not yet -Competent Not yet Competent Not yet
competent competent competent
i
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3A Group Formative Exercise

1. Current stake -

General motogs sought culture change because of:

¥’ The unrelénting pace of change in the automotive business
v Intense indystry’sgmpetition for faster decision making
v" Perceptions oFFGM w- siow and bureaucratic

They need to change to keep up with the pace of the automotive business, as well as its competitors in
the market. The decisions that they make should influence their perceptions to improve their
bureaucratjc status, they should also make fast decisions but also check if the result that they will get

will be effective or not.

__Desired state e —gEE—————— e e

They want‘ed to Yransform. its existing culture which was hierarchical and slow to make decisions. Lack
Trust, fear of risk and internéi"?*'»(alries were common.
In 1998, led by the CEO, GM idé’nti_ﬁed a sense of urgency as a key cultural priority: The company needed

to operate at Internet, not automotive speed. To create a culture that is fast, focused and fearless, GM

launched the GoFast! Change procéss globally in Januéry 2000.

They needed tochange their desired stated by firstly building a good relationship regarding trust issues.
They should also n;iN)je afraid to take risks because in order for a Company to succeed they need to take
risk and change to belyg team-players rather than individuals, Groups without one goalin a company
leads to internal rivalry.

They need to prioritise a sense of urgency of their culture and tried to operate faster to please the

clients and also to delivéx_guality services and sales on time and improve the business as well.

2. Benefits of the change

Empowers people to solve problems faster, better way.

Build a new culture of speed and urgency

Make the right decisions to accelerate a4 improve business results

Working sessions that focus on solving a business problem and deliver results
Identifying a business problem, selecting workshop and then implementing the ideas

VVVVYY

.




- 2.2 Positive fornes to be harnessed

2.1 Main risk and obstacles

» Lackoftrust, f‘e@v:‘;of risk and internal rivalries
> Allowing people to be resistant and cautious about embracing a new way of working until

business results werg clear and visible

> Types o1 problems are that solves
o Reutfcing costs
o reducing cycle time
o Simplifying business processes
o EIiminaMg’L.mnecessary reports, approvals and meetings ‘
> Generate- _ideas, ah3lyse the problems, make recommendations, and then present those
recommenuations to « Jdecision panel of leaders, which acts on them immediately
> Making the Go. ast, process accessible to different cultures across the globe

3. (a) Expected employee behaviour

- ‘>’""L_eade:§)a'ré' learning to lead more Visibly and are simplifying the way they work — " ——
> Employees are ¢hallenging the way things get done

> Decisions axe being implemented more rapidly

> Employees atall levels are getting involved in solving problems

»> Decisions ate being implemented more rapidly

3. (b). Strategy to manage behaviour appropriately

The Ending, the neutral zone and the beginning

1 .Thexnding

Emotions are ac their highest level when a significant change is first implemented in an organisation
They (GM) hadYeck of trust, fear of risk and internal rivalries were common

2. The neutral Zbae

During this stage energy is generated as employees focus the attention on the future and the external
environment

GM leaders and employees can work together to build change capability and behavioural goals link to
business goals
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3. The beginning

After searching,\tgsting, experimenting and exploring a new face beginnings to emerge when
this happens the individual or group is ready for commitment.

Employees are challenging the ways things get done

Decision are being implemented more rapidly

The company is working c. . :s functionally to achieve common goals

Employees at all levels are geting involved in solving problems

Leaders are learning to lead more visibly and are simplifying the way they work

4. (a) Regiona‘I\Qroject managers
(b) Coaches
© Chairman
{d) The Hub team

Roles and responsibilities - - - e

5. (a) Regional prgject managers - They are assigned to each members business unit and are held
accountable for .ng success of GoFast ,as are leaders
(b) Coaches — Are trajned in each business to facilitate workshops
© Chairman - Is actively engaged in leading the cultural transformation
(d) The Hub team — They sreate regular company wide communications




PART 4

-' w 1A. Group Formative Exercise:

Instructions: B

Divide into :groups of 6-8. In your groups, identify a problem that one of the members have
experienced in their workplace and found difficult to solve. This problem statement will be used for
all the formative exercises in this course, so think it through thoroughly before choosing a problem.
Now use the guideline below as well as guidelines provided in modules 1-2 in your Learner Guide to

a. \Defige the problem.

b. Analyse the problem

¢. Betermine factors which caused the problem.
 Situation Analysis Worksheet

Step - Action
1. Write down the problem.
2. Separate the problem into its related parts.
3. | Determine which pieces are probable causés and which are results. Draw arrows

into the centre for “cause”, out for “resuits:

4, Assign S.U.G. priorities for each cause (H = High, M = Medium, L= Low)
Seriousness: ' | How bad? How big? How much money?
Urgency: Must it .be taken care of today? Will next week be just.as good?
Growth: Is the cause getting worse? Or is it already as bad as it is going to
get?
5. Label the major causes: “Problem”, “Decision:’, “Plan” or “New Situation Analysis”.

Separate the problem in its related parts
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1. | Problem Statement:

jS rncseage éeo,ause
' mogh ,@Dpie avmfy ghuj

. ' Do reove oA
A@lfz@sm :r\ H.e - c.cM P_a ! }om 7;‘&8& _o/[opj
: 3. Differerice/Distinctive _
2, IS § IS NOT features 4. Change
What? “75 ."E"\ib‘ > N"Se"b&e"s'w | wﬂ- wreanl-
Qbsenke.c%el‘&w ool Siek l exve s gee
Ao e" \log ola
Qwé‘d anC.
- Defect? be_gxsﬂ'lb 1l n ot> L=k ot pY odu‘c-bwoﬁ vo‘ab\{j
s dwesu&ﬂj P | 'Perpelmqnoe- ﬁﬂ it ve
,nuta&)ﬁ
i wekkovce..
- Object M&MM s A:: Tis not (elased A? f(ove,of
A L wlj . sicle leave
;5.- ‘ l o —%i&{\ﬁss SN gantaco |
: jesan e, amid -
Where? ‘;‘7 s Al @Je,‘:o.,bmenbs A—Jl g'ef:QJl—"
e , |
col-ole ! e Q‘L&’ b‘j Ql‘-sen&.e»sm
\f‘ﬁ“"?""”:s* abse«b&etxrﬂ - o A
- . clecresse .
When? T 3 o veas Feviows yea, E‘L‘;’ i
28177 hpeb 2dby quentg;eq St oS i cleciemat]
:- 2::% I\Z‘: 'a: tror les te game
> J levey ay 2ols
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5. Prob_ableCauses:\&-’ ,am He M\‘j one  woki ™y A Leme.
@Sio\;ne% @DQ@_ +*o bianspork.
(® Facigre : Live Q‘( Fromn woekplace .

6. | Test the Probable Causes Statements against the Initial Set of IS and IS NOT Facts.
}4/6%/ 668(7’*3 aﬁama(p He (8 a~of Blo (S pol e
coon cloole bl eto obove frobloms o

e ges AJ abse~ =250 -

7. | Verify the Most Probable Cause.

%%w\i)}k‘a‘, rea/ cawjfe ole Lo ela-~ze
af Q‘e,c’a\gem 7 S G W[v%_s S e 4/#330—0/
A\] 7?24 &/‘e\\sz\, e nber oo -—"“'N—onq alss
e, Se %/{_L e f&op/@ become more absent,

Time-frame:180 min

First attempt __Second attempt Third attempt
Competent Not yet Competent ‘Not yet Competent Not yet
competent competent competent
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1. | Problet Statement:
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5, | Probiable Causes: (D .. am ble °“lf) ere wosking ar home.
@ %u@ @Due = ﬁaﬂsﬁolb.,
@S (JOQ?SS ) OLNQ, Oy ﬁrew‘ wcad.zp‘ac,e,

@wé\bvﬁ ?O‘\j L\OU?% @Lwe. (PEIS = S Fa;e,nt"s_

| 6. | Test the Probable Causes Statements agalnst the Initial Set of IS and IS NOT Facts.
Ak’e« 'nj 1= a_jamst Be ILs and T o net we

have ‘(sgnc(ueie_ol et o o bove pioballes eaust

LN (.lQ,n%S
! 7. | Verify the Most Propable Cause.
ickneass - G\ue_ o chenge of se=sons, mosb
wé—(—v\ \e @6& Tare d‘pp__—_ _-—{o_j ‘F'M eanal )
our eENS Qh(eu.shcwb D1 NEEr
Time-frame:180 min |
First attenipt , Second attempt Third attenipt
) Competent Not yet Competent’ Notyet | Competent Not yet
{ competent t:_o'mpetent comipetent
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Instructions:

The purpose of this exercise is to ensure that you are able to engage with stakeholders in

the problem solving process.

Take the problem you worked with in Formative assessment 1A and do the following. Your
answexs are to be reflected on a separate answer sheet:

a. Identify the stakeholders that you would volve in this problem solving process

b. Explain the process you will follow to engage \Mlh stakeRolders, including what you
would explain and how you would go about to gain their co-operation. (Include here
practical ways in which the stakeholders would be engaged as well as in what steps
of the problem solving procegs you would engage with stakeholders. )

c. Uegeribe how the systems approadﬁ*foz"bndblem solving and decision making can

benefit the process

Ensure that you attach your answers/notes to your PoE.

Time-frame:30 min

First attempt Second attempt Third attempt
Competent Not yet Competent Not yet Competent Not yet
competent competent competent
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2A. Group Forinative Exercise:

Instrugtions:

Use one of the methods described in module 4 to:

a. Aﬁq}!yse the inputs of stakeholders in finding a solution

b. P:‘@ritise solutioﬁs considering outcomes and external impact

c. “Select a solution considering interrelated issues

Ensure that you attach your answers/notes to your PoE.

Time-frame: 90 min

First attempt Second attempt Third attempt
Competent Not yet Competent Not yet Competent Not yet
competent competent -competent
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3A Grou'f_ formatwe'Exerclse :

Instructions:

‘Using the guidelines in module 5 describe how you would plan and implement solutions

includiﬁg:ﬂ

a. StakeRdiders you will communicate with during the solution phase and how what
and when yoy will communicate with them

b. A complete nnplementa’tion plan needs to be handed in, mcludlng ‘aetions,
respgnsibilities, ressurces and timelines

c. Important factors you would consider in the implementation, including
communfcation, support, stakeholders, monitoring of the process (this process is
oglled change management)

Ens:'u’?’el that you attach your answers/notes to your PoE.

Time-frame: 90 min

First attempt Second attempt Third attempt
Competent Not yet Competent Notyet: | Competent Not yet
competent competent competent
Copyright Bathopele Consultants 60

Learner Initial

MR




d'W

_|mv_mm‘_, leyi sjooy oufesay wiodiamod (souesraradoyieg o
Bupogal yaay) UBWINN | AT0Z3RS SZ-6T |  Sueyodyy B3 )sjou-04leg . llew3 duesy
’ si9)ew suolejas Inoqe) A
Juswdojanap pue
Sulue “uawaSeuew
AuApanpod ‘<aanuaouy
. saaAodwa Muedwiod
., 3Y1 UM AUERSI
: Janodas . ~
Xoom AsandNdH | ssopauiq 4T0T uld 199p ajepossy - lew3
yum 3unasin 40 pieog dog g — p.w,ww/h uawdojanay, ¥ )oiflsuuey wc_udw_._..)_ JuswiaBeuepy’
‘ssa1804d .
. Suiuen;
Modas ey syeam |
omy A1ana ¥
uawaseuey Auedwod
yum Sunaap ayy iiyumeuydiosiq
‘ss94501d Aue “QUaWlNIY
S1 9JaY} §1 YIaYo e ‘quawdojanap
0} yaam A1aas : N wEEV;momn pue 3ujuiea}
Jautesy ayy 'y . 4T0T Suiuien (eynsuo)
Yum Sunasin | swoaSeuep 1dag .n&awm Z ‘anudi YH)eue) lew3 | S92UN0SAL URWINY |
Avjiqisuodsay
ss@204d s9|oy $5920.d
Suuojyuop | yoddng saulpeaq | s921nosay SuodY UoljedIUNWWO) | Sidpjoyayels.

9S1249X3 dAljewso) dnouo) "yg

.
A



Suuesy Suunp
Soom.om)

b1V

aJe s)984e) Su01129|0d
W31 Tey) aunsud

ueid | pue s1qap P3MED Y}
AJano ssasgodd | Jauteny aty Wwawdgjanap ,
adAojdwaN  ‘eounosas [eucsiad (syuale aszuad
}o9yd 01 dn uewny _ 4107 | “uawywwos 11ed) 1siepiog o8asa Bunsay i |
MO||0} @ eI | ‘ss0siAIadng 0 N-.un_wmwN SIETTH pue eue) asuaimen Swuiesy saahojdwy’
siseq Ajlep e “
uo.asuewopad
a9kojdwa
}23Yy2 pue

pa1a}jod ejep

99s 0} Asea y

mv_o/oﬁ

uoljew.oju|
‘uoneluasaad

siapiaosd Suiuiesy

«t/
A4



Copyright Bathopele Consuitants

Learper Initial

(AL

61



-

“l'l" '} EEE

mnn'
(XL Ti o T '
61: Simmative Ex arcise: : 50 hours

Use all the knowledge, skills and self insight you gained from thlS course to evaluate yourself

as a leader, using the following as guidelines:
- Your strengths

- Your weaknesses

- Your develdpment areas

Now..... draw up a pérsonal development plan, indicating how you would go about to

develop each of your development areas.

Now, make a list.of all the company policies and\procedures your department is
responsible to execidte. Indicate what your specific responsibilities are. Also indicate
how you are held accountable for them. If Yqu are unsure of your responsibility and
accountability levels, discuss it with your manager. Add to your development plan your
development needs with regard to your responsibilities and accountability for
policies and procedures

-

In drawing up your development plan, keep in mind that modern people development theory

suggests that we learn best by the following exposure:

- 70% of learning come from day to day experiences — doing the job, being ‘thrown into
the deep end’, exposure to people around us, on-the-job training

- 20% of learning we learn from self study — books, role models, mentors etc

- 10% of learning comes Yom formal courses.

Consult at least Lliree inspirational leaders, of whom two should be of your work
environment, to assist you in drawing up your development plan. Inspirational
leaders will definitely have greatideas and will probably offer more assistance than what you
asked for. Add the notes from your consultation with the 3 leaders.
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If you do not have a mentor in yoyr workplace, identify one, discuss your development
plan with him/her, and get hiS/hgr commitment to be your mentor. Agree on

regular meetings.

Make an appointment with'your direct supervisor/manager. If he/she is not one of the people
consulted above, discuss your development plan with him/her, ask for assistance and regular

feedback.

Your report submitted for assessment should contain a description of the full process as
outlined above.

__First attempt Second attempt Third attempt
Competent Not yet Competent Not yet Competent |  Not yet
competent competent competent
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PEOPLE DEVELOPMENT PLAN

At first | we‘h(c about being honest with myself by compiling a swot analysis to evaluate myself,
and also giving\2 detailed information about my personality for those who are going to help me
regarding what 1 sp~uld improve on. :

Y

Strength Weakness Opportunity Threats
Coermrnaan icecticory :
ComMayriratiomrskills | Time management Complete tasks in Common goal

time

Have More influence
Analytfcs.! skills Humbleness Negativity regarding

the proposed vision
Building relationships | Judgementa| Motivatenothers Emotions regarding
— = == i — [ businessdegisions [ -~ ",

Worki{pg under Urgency . Be effic_iénjc and Quality ana quantity
pressuré effective

| identified atthe strengths | have and put them into one basket, then made a sequence of
selecting from my strongest strength going downwards. This helped a fetzas it enabled me to
see the weaknesses that some of my strengths tend to provide when | overuse them. | then
made a list of my weaRnesses to evaluate what | needed tn turn my downfalls into my
opportunities. This made me to realise that what | actually’reed is to have some sort of
retraining, formal course, on the job training to acquire the skms needed to do some tasks or to
use in my persanal life. For example, | have gyéat analytical skills but sometimes | tend to stall
on a decision because | over-analyse the situationt at band. | asked people who know me what
they see as my strengths and Weaknesses and also added them to my list to ensure the
development plan can be affective &a:me. The developmentsdreas can be seen as my
opportunities from the weaknesses as frdm my view, the weaknesses gave me a loop-hole and
decided that | would use the development ageas to empower myself. For example, one of my
weakness is to be judgementalso for me to develop to a better person I have decided not to
judge people on who they are at the workplace but to judge them on what they do. | also
decided to get someone who can be Tnsj{)irational to me so that I have the drive and motivation

to progress with my development.
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MINUTES OF MEETING WITH LEADERS

Manager
Mr DuansJohnson

Minutes

o The manager suggested that | improve on the analytical skills as | need to have an
overview af what | want to achieve.

e Have passion For what | do to always have the drive to succeed even if things get
tough. -

e Don’t betoo lenient oft&gharsh on employees when you're in a management
position, just be fair on all your decisions.

Supervisor

_Mrs Coleen Mogoera

Minutes
e Have a boundary with my humbleness as it can allow agents to take advantage on

some situations.

e Don’t allow doubt tsfimit me on the potential that | have in order to move to the next
level. v

¢ | have people managemeqt skills and | will be able to influence people to do their
work to the best of their ability.

Mentor
MrThapelo Mokone
Minutes
e Stop wasting time on things that aren’t valuable and ensure that | always plan on how
I'm going to manage my time.
¢ Have more belief in' myself because | have what it takes to make it if | put my mind
into it. '
e Associate myself with people who ci;q empower me by giving me knowledge and
experiences they've come across.




(J

QUESTIONNAIRE

1. What do you need from me to help with my development?
Answer: A swot analysis. :

2. Which skills do | need in order to excel?

Answer: Decision-making skills to be more effective in the company.

3. If I could change one thing about myself, what should it be?

Answer: Keeping the knowledge and experiences to yourself, basically not being vocal.

4. If 1 could improve one of my strengths, which one should it be?

Answer: Analytical strength to help you have a better vision of what you want to achieve.

5. On which areas of my job should | be retrained?

Answer: On the health and safety procedures in the workplace.

6. On which areas of my job do | need support?

Answer: Leadership skills to guide a team in the company.

7. Who should | learn from in the company to be more effective?

Answer: Your superiors can always give you knowledgeable information and experiences of the

_ms .. == == — _ R

8. What resources do | need in order to perform well?

Answer: Reading materials and on the job training.

9. How will | know 'm ready to move forward?

Answer: As soon as you begin to assume leadership roles.

10. What can motivate me to succeed?

Answer: The opportunity to shake hands and sit in meetings with the top guys.

Completed by: Dwayne Johnson (Manager)

n.p



QUESTOINNAIRE

1. What do you need from me to help with my development?

Answer: Stop judging people on who they are and start realising their worth.

2. Which skills do | need in order to excel?

Answer: No need for training work on what you have already learned in training.

3. If | could change one thing about myself, what should it be?

Answer: stop being emotional judgemental towards others.

4. If | could improve one of my strengths, which one should it be?

Answer: Humbleness as others take advantage of that.

5. On which areas of my job should | be retrained?

Answer: ERM Policy.

6. On which areas of my job do | need support?

Answer: Health and safety policy.

7. Who should 1 learn from in the company to be more effective?

Answer: My Superiors (department).

8—What resources do | need-in-order-to-perfor 3

L)

Answer: Proper system in place.

9. How will | know I'm ready to move forward?

-Answer: You are ready just implement on the knowledge you've gained.

10. What can motivate me to succeed?

Answer: Your family and good salary.

Completed by: Coleen Mogoera (Supervisor)

M.p



QUESTIONNAIRE

[ 1. What do you need from me to help with my development?

Answer: Implement all that you have planned to do.

2. Which skills do | need in order to excel?

Answer: Financial skills and make your money work for you for the present and future.

3. Ifl could change one thing about myself, what should it be?

Answer: Manage your time to be productive personally and work-related.

4. If i could improve one of my strengths, which one should it be?

Answer: Listening skills as you can learn more by letting others empower you with their knowledge.

5. On which areas of my job should | be retrained?

Answer: People management skills because you have leadership qualities.

6. On which areas of my job do | need support?

Answer: The passion to keep going as sometimes things tend to get difficult and that’s where you
need people around you to uplift you.

7. Who should I learn from in the company to be more effective?

- Answer:Professionalism is-key-in-the workplace-as-it-can-attract-more-people to work with-you,— - -

8. What resources do | need in order to perform well?

Answer: Training and a lot of reading to empower yourself with knowledge.

9. How will.l know I’'m ready to move forward?

Answer: By allowing yourself to grow as an individual.

10. What can motivate me to succeed?

Answer: Having fun towards what you’re doing as it can have a positive effect on everything you do.

Completed by: Thapelo Mokone (Mentor)

nh.p
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Instructions: .
1. From<the guidelines for an Ethics Management Program provided in module 3, design
a checklist for your organisation to measure the current state of their organisational

valyes, codes of conduct and corporate ethics.

2. Use tie checklist to measure the current state of your organisation’s values, codes
of conduct and corporate ethics.

3. From your nﬁdings, formulate recommendations to strengthen organisational
values, codes of conduct and ethical practices.

a. Prepare an |mplementat|on plan which clearly indicates the actions,
timeframes and responsibilities of managers -

b. The'sgmmunication activities to promote the plan should be included
C. The process of monitori‘nq and evaluating should be included in the plan

ATTACH YOUR CHECKLIST, RECOMMENDATIONS, IMPLEMENTATION PLAN TO
YOUR PoE.

First attempt Second attempt Third attempt
) Competent Not yet ' Competent ~ Not yet Competent Not yet
competent competent competent
\
:/A.:; ; i
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__S3 Summative Exercige: 58 hours

1. Study an existing SWOT andlysis (or equivalent analysis) done for your work unit
recently. From the SWOT idehtify an issue suitable for a change management
initiative. This must be an initiative that will be implemented within the next 6

months.
2. Describe the planned change in terms of the desired state versus the current state

3. The SWOT analysis presented for summative assessment should include the

benefits of implementing the change, the main risks and obstacles, the positive forces

" to be harnessed and the change resilience(change readiness assessment Annexure D
——== TErechar !

in LG) -

4. From module 5 in your learner guide, sebect a Change Management model you will
use to facilitate the change pxocess. Mgtivate why.you think this model is more
appropriate than the _others.

5. Present a cha ement plan which is compiled in relation to the needs
identified in the SWOT analysis. The change plan should include the phases of the
plan, the actions, responsibilities, timeframes, communication plans, “anticipated

w_obstacles:r_h:-expﬁé'ét’ed positi%e and negative responses to change withm
overcome them. Use the temgplates provided in the Anfexures A-F of your Learner
Guide or: design your own. '

6. Actions proposed for managing human responses to change are described (Use
guidelines in Module 2 of your learner guide). '

7. Identify people in your work unit to act as change agents. Mgasure them against
the criteria provided in annexure E of your learner guide. ﬁeﬁqribe how you would
utilise them in the change process. ' ;

Attach all your answers/notes to our PoE Workbook.

First attempt Second attempt Third attempt
Competent Not yet "| Competent Notyet | Competent| Not yet
competent - competent ‘ competent
Co;')-yright Bathopele Consultants | 65
Learner Initial
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Annexure A

EXAMPLE: STAKEHOLDER COMMUNICATION PLAN

Copyright BathoPele Consultants

Objective Audience Date Responsibility Status
State the business case " ") |
‘GM brief for change. od"é dﬂ‘ ]
High level timeline ¢ 1 ¢
Contact details of ‘Nﬁ &ff‘ 2 & & & {61
i o 9 g o '\
operational change Y o q°
agents _kw
Newsletter Introduce project. ‘o™
Operational sponsor role of un
and contact details ee-"" ¢ \ o A
Project contact details \N‘é‘o 4\‘5{7 3//3 o!\"
High level timeline : o
Employee/union K
workshop Re-iterate business case o ‘(‘A"n
| : ‘ © ‘\()ut
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Annexure D

Activity: Assessing an organisation’s readiness for change

Complete the following exercise to assess a company that you worked for or are familiar
with that undertook a change effort:

Instructions:

Enter the number that best represents your opinions about the company being evaluated in

the space provided after each question.
3 =Yes 2 = Somewhat 1 =No

Z 1. Is a senior-level executive sponsoring the change effort, e.g. CEO?

2 __ 2. Are all levels of management committed to the change?
_2 3. Does the organisational culture encourage risk-taking?
Z__ 4. Does the organisational culture encourage and reward continuous improvement?
_’_ >. Has senior management clearly articulated the need for change? |
_J] 6. Has senior management presented a clear vision of a positive fufure?

=2 7. Does the organisation use specific measures to assess business performance?

Z_ 8. Does the change effort support other major activities going on in the organisation?
_/ 9. Has the organisation benchmarked itself against world-class companies?

= 10. Do all employees understand customers’ needs?
_ 1 11. Does the organisation reward individuals and/or teams for being innovative and
: for looking for root causes of organisational problems?
2 12. Is the organisation flexible and cooperative?

_2Z__ 13. Does management effectively communicate with all levels of the organisation?
_3 14, Has the organisation successfully implemented other change programmes?
—2__15. Do employees take personal responsibility for their be\haviour?

—S___ 16. Does the organisation make decisions quickly?

Total score: 33 g

Arbitrary norms:
40 — 48 = High readiness for change

24 — 39 = Moderate readiness for change g
16 — 23 = Low readiness for change

Source: Kreitne | (1999:
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DI
__S4 Summative Exercise: 36 hours .~ .~

Identify a problem which you have experienced for a long time and found difficult to solve.
Use the templates provided for the formative exercises to follow the whole problem solving

process for the problem you identified:
a. Define the problem
b. . Diagnose the cquse
+¢. Find a solution
¢ 4. Plan and Implement solution

_e. Monitor/evaluate- »

The identification and communication to stakeholders must also be shown very clearly.

Ensure that you attach your answers/notes to your PoE.

First attempt | Second attempt Third attempt
Competent .Not yet Competent Not yet Competent Not yet
competent competent competent
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. ‘g E v gk s ol ‘ have e S |
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5. | Probable Causes: @ Sched u\.“\j ) @ Ne detesminawo.
@ P, oA gh AmbEhen @ Demob!‘ Jates!
R\WotbtAoad l”dwsiueneas
e L > .- eo s
Resswe - Cae comp oas
Laziness Deulo
! ‘.6. Test thé Probable Causes §t§t§m'er_|_t-’§-f-agai__ns't the Initial Set of IS and 'lS,NOT_{F-agfs,
Moo teaing =l O= cmuses | La-e deasied
‘H.,QA & 2Tl ‘ (660’ o —~of ne ofete minatlon
| ecEelS8 sy Eo L_q(,e, Pl oé/{e_m:_.

| 7. | verify the Most Probable Cause.

Ne of ebe a1 NEF o - ) i} e

Time-frame:180 min

Firstattempt | Secondattempt |  Third attempt.

Competent Not yet Competent Notyet | Competent Not yet
‘f} J -, competent ‘competent competent
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Critical Cross-fields S

CCPO Marksheet

Identifying

The leamer was able to solve problerhs creatively by
identifying problems, Challenges with leadership were
addressed.

Organising

The leamer was able to organise activities and
interact with stakeholders. Organising different
leadership strategies to help create stronger teams.

Collecting

The learner used strategies to improve relationships
with stakeholders by collecting and analysing
information. Different questionnaires were used.

Communicating

Written- and oral communication is evident in the
fearner’s PoE and is used effectively. Group work and
discussions on leadership were done.

Demonstrating

The learner demonstrated a good understanding of
how systems work and contribute to effective group
unity. A correct understanding of how tp lead teams
was shown. .

Contributing

The leamer effectively contributed to the group
exercises and showed great sensitivity to the cultural
differences within all stakeholder relationships.. Group
work on teams was done and the leamer coritributed
positively.

Science

The learner was able to use Science and technology
very effectively showing a responsibility towards the
environment. Word and Power. point was used.

Working

The leamer could contribute to group -work to help
create a positive atmosphere and complete all tasks
on leadership effectively.
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Assessment Decision _

Meets ali 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

| Leadership

Is the evidence appropriate and related to | Y/N
the specific outcomes? Yes Yes
Validity of .
evidence Was there any evidence that prohibited Y/N
the Learner from meeting the assessment No No
critetia?
Authenticity of | IS there proof that the evidence is the Y/N
evidence learner’s own work? Yes Yes
Currency refers to the applicability of Y/N
Currency of skills, knowledge and understanding in Yes Yes -
evidence the present circumstances. Is the
evidence current to the situation?
Is there enough evidence to meet all the | Y/N
criteria of the specific outcome to certify Yes Yes
Sufficiency of competency? -
evidence Will the Learner be deemed competent if | Y/N
the learner’s performance is to be Yes Yes
reported? :
Copyright Bathopele Consultants 80

Learner Initial

m.A N




£

<

RE-ASSESSMENT AND APPEAL PROCEDURE

Learner completes the re-assessment and appeals application and delivers to the assessor

Assessor decides on actions to be taken:
» Discuss reasons and appropriate actions with Learner

e Learner accepts and follows actions
e AsSsSessor re-assess

Assessor or Learner still not satisfied
» Appeals application together with actions taken and complete assessment

jportfolio to the internal moderator

Internal moderator discuss with assessor and Learner together next steps and

recommendations

e Re-assessment by moderator

Learner still not satisfied with results
e Appeals application, actions taken and complete assessment portfolio to

the ETQA for verification

The assessor has to provide the moderator with all appeals and re-asséssment
applications regardless if the Learner accepts the results of the re-assessment or

not.

Reassessment should comply with the following conditions:
e Reassessment should take place in the same situation or context and under the

same conditions
o The same method and assessment instrument may be used, but the task and
materials should be changed. However, they should be of the same complexity and

level as the previous one(s).
¢ Where the methods and instruments are changed, they must be appropriate for the

outcomes specified.
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» On Appeal the Learner must complete and sign the appeals application (see appendix B)
* On reassessment the initial assessment plan should be extended and accepted by the

Learner.

NOTE:

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

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

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

Appeals can be brought against:
o Unfair assessment
o Invalid assessments
e Unreliable assessments
e The assessor’s judgment, if considered biased
» Inadequate expertise and experience of the assessor if it influenced the assessment.

¢ Unethical practices.
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Appeals Procedure

Competent Not Yet Competent

Re-Assesément’

Internal
Moderation N P

Competent

External Moderation (SETA)

4
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1. Please explain how you were assessed:

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

;f }  |-4. Please specify any additional requirements or needs you may have:
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B , Assessor Feedback to learner
1%t Attempt; 2™ Attempt 3" Attempt

Assessor

£ ‘e ]
Declaration  of| & o o o o}

2 2 g s 2 2
Competence § S §
Date of
declaration
Feedback

Action Plan for Competence and Re-assessment

The learner was assessed on the following date:

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

The learner is required to submit
additional evidence against the
following:

(List the specific outcome and areas:

assessment criteria relevant below)

The learner is required to improve in the following
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Assessor Feedback to learner

Learner . .
I, ﬂfd‘f/) ..... /.4&/1.:..%5 ................ [‘.’....decla're that I am satisfied
Declaration that the feedback given to me by the Assessor was relévant, 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 Date:
Signature ' @g—, Hle. s .
Assessor's
Date:
Signature !
|
Moderators | | NE ‘
I Date:
Signature |
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V.-'s 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 assessménf?

Was the assessment feedback clear enough?

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

Do you feel that the assessment was fair?

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

Did the assessor explain all the evidence requirements to you?

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

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

Was the feedback provided constructive?

Was the assessment documentation clear and user-friendly?

ceALe
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Assessor: Assessment Review

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 Lhe process.
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Assessment Review Report

120300; 252042;
252021; 252026

Leadership

27

4307025703 08¢

Outcomes of Unit standards covered. Clear instructions to all. Evidence declarations available.
Outlines the assessment process. Leadership was looked at on different levels.
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Assessment Process

Easy manageable and fair process with different levels of -difﬁculty. Different methods used to
look at learner’s current ability to lead teams effectively and how to improve.

ra e TE

Assessments were done individually as well as in groups. These were appropriate to what was
done and all outcomes were reached. This helped learners with introspection of themselves.
Questionnaires were completed a@s well as debates held and other methods to make sure
learners understand what need to be doné to create an effective team.

PV T

The instruments are fair and manageable ahd do not trick the learner. It assesses what it is
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 suppose to assess. A well balanced amount of instruments were used for learners to do

evaluation of themselves and their company. Questionnaires and checklists were some of the.
instruments used to evaluate the effectiveness of leadership.

None.

SR

None.

The learners indicated that they are ready for assessment on the pre-assessment meeting
checklist. The learners attended a pre-assessment méeting with the assessor which is helpful in

the determining of readiness. The learner's strong areas and challenges of leadership were
looked at.

None.

Unit Standard

The unit standards are re-registered. Clear and well structured. Clear guidelines on evidence
required. All evidence enhances the purpose of creating stronger leadership.
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SPECIAL NEED ASSESSMENT
NAME OF COURSE:

DATE OF COURSE:

NAME OF LEARNER:

ID OF LEARNER: .
NAME OF ASSESSOR:

EXPLANATION OF SPECIAL NEED:

r ACTIONS TAKEN BY ASSESSOR TO COMPLETE THE ASSESSMENT:

LEARNER COMPETENT YES /NO

REASONS IF NOT YET COMPETENT:
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