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ASSESSMENT OVERVIEW

Assessment Instruments

Formative Assessment

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

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

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

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

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

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

INSTRUCTIONS TO THE LEARNER:
1. This Learner POE Workbook is designed to assist you in compiling your Portfolio of Evidence.

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

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

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

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

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

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

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

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

3. Ensure that you initial every page of your Portfolio of Evidence in the space provided on the bottom of each page.  This is important to ensure authenticity.
4. Learner must sign all documents required in sections A and D.

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

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

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

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

Section A

CV and CERTIFIED COPY OF ID of Learner

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

	NAME AND SURNAME
	

	HIGHEST SCHOOL QUALIFICATION
	

	OTHER QUALIFICATIONS
	

	POSITION IN ORGANISATION
	

	HOW LONG HAVE YOU BEEN IN THIS POSITION
	

	GIVE A BRIEF DESCRIPTION OF YOUR WORK EXPERIENCE:



	SIGNATURE
	


Assessment Information

Assessment Details

	LEARNER INFORMATION

	Name
	

	Identity number
	

	Telephone no
	

	E-mail address
	

	Postal address


	

	ASSESSOR INFORMATION

	Name
	

	Identity number
	

	Telephone no
	

	E-mail address
	

	MODERATOR INFORMATION

	Name
	

	Identity number
	

	Telephone no
	

	E-mail address
	


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

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

	Name of document
	Page nr/Section in portfolio

	
	

	
	

	
	

	
	

	
	


___________________                                                    ________________

Signature of learner                                                            Date

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

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

	Self- Assessment
	Supervisor/ Mentor

	Is the Learner’s own work (authentic)
	
	

	Is a reflection of the learner’s current competencies
	
	

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

	The learner has shown the ability to Identify and solve problems
	
	

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

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

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

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

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

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

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


	Learner signature
	
	Date
	

	Mentor/Supervisor signature
	
	Date
	



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

Learner   Unit Standard  Number  252032;  252022;  252020;  252044; 15219  Credits  32  

Assessor   Unit Standard  Title  Manage  operations  Level  5  

Moderator   

Nr  Points to be Covered   

1  Welcome the Learner and put them at ease .   

2  Explain the purpose and objectives of the meeting .   

3  Provide clear explanations of the key elements and implications of standards  based assessments within the context of the NQF .   

4  Explain the assessment process and the principles of good assessment  p ractice .   

5  Explain the roles and responsibilities of the Learner, assessors and  moderators .   

6  Explain the Learner’s rights, discuss the appeal process and reassessment  policies .   

7  Provide Learner with a copy of the relevant unit standard and criteria   against  which they will be assessed .   

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

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

10  Discuss the evidence requirements with the  Learner and   agree on e vidence  the Learner  must submit.   

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

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

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

14  Discuss the importance of confidentiality of all information .   

15  Discuss the moderation and certification process .   

16  Give the Learner opportunity to seek clarification on any items discussed .   

17  Provide the Le arner with a copy of the assessment contract which is signed  and safely stored away .   

18  Explain how the learner will be supported during the assessment process.  

Declaration of understanding  

I  am ready for the assessment .   

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

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

ASSESSOR’S SIGNATURE    DATE  

LEARNER’S SIGNATURE    DATE  

 

 Learner Assessment Contract

	Learner name:

	

	Assessor name:
	

	Unit standard assessed:
	252032; 252027; 252020; 252044; 15219

	Date:
	

	Your rights as a learner:

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

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

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

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

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

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

	Consent

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

Learner signature: _________________________________   Date:___________________

Assessor signature: _________________________________   Date:__________________




Section B: Formative Assessments

PART 1
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  1A.  Group Formative Exercise:  

	Instructions:

Your facilitator will divide you into groups of 4-6 members from the same company. 

For this exercise, you need the Strategic Plan of your company. 

Critically evaluate your company’s Strategic Plan by using the guidelines given in your learner guide. Make sure to address both positive as well as inadequacies. Make recommendations as to how the strategic plan can be improved. Make sure you evaluate the following aspects of the strategic plan to determine the purpose of your unit:

1. Vision

2. Mission

3. Values

4. Objectives



	Time-frame: 60 min  

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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  2A.  Individual Formative Exercise:  

	Instructions:

What guidelines will you use to implement your company strategy, i.e. translate it into an operational plan?

Discuss the guidelines you will use when developing goals, objectives and performance standards for your operational unit.

Who will you involve as stakeholders in the process of setting goals, objectives and performance standards?



	Time-frame:60 min   

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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  2B.  Individual Formative Exercise:  

	Instructions:

1. Describe the guidelines to follow when compiling measurement parameters
2. Describe how you will go about to set up a dashboard/score board system for your team. Also discuss the benefits of a dashboard system. 

3. Describe the feedback and actions you will take when 

a. Targets are met

b. Targets are not met


	Time-frame: 60 min  


	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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  3A.  Individual Formative Exercise:  

	Instructions:

Describe how the operational plan will be implemented by using the following framework:

· How the Continuous Improvement Wheel can be used in the implementation of your operational plan.

· How you will ensure optimum use of resources and cost effectiveness of operations (use the Balanced Scorecard as reference for this discussion)

· Describe how the shift meeting and dashboard system can be used as effective control and monitoring measures to improve performance



	Time-frame: 60 min   

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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  3B.  Group Formative Exercise:  

	Instructions:

The facilitator will divide you into groups of 4-6. Brainstorm the answers to the following questions without looking in your manual.  

1. Describe how you will monitor performance against goals, objectives and performance standards.

2. Describe how you would evaluate the team’s contribution against set objectives

3. Describe how you would implement corrective action where objectives are not met.

4. Describe how you will communicate your team’s strategy and action plans and results to the team members/stakeholders.


	Time-frame: 60 min  

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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  3C.  Individual Formative Exercise:  

	Instructions:

Develop an action plan for one of your objectives of your company’s strategic plan: (You may use the example in the learner guide)


	Time-frame: 60 min   

	First attempt
	Second attempt
	Third attempt

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

	Instructions:

Explain how you will keep your stakeholders informed and involved during your operations/projects:



	Time-frame: 60 min   

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


PART 2
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  Individual Formative Exercise 4A:  

	Instructions:

Choose a project which directly relates to your work situation. Please ensure that this is not a completed projected and preference should be given to a new project yet to be motivated. The project should have a future value add benefit to the organisation.

a.
Describe the project briefly and the motivational background – you may use the “Project Definition Sheet” provided – as a guideline for this

b.
List and describe the contributors of the various sponsor, project team and stakeholders of the project and analyse their relationship – you may use the “Stakeholder Analysis” provided – as a guideline for this

Use additional note paper if necessary. Please ensure clear referencing in your Portfolio.

	Time-frame: 2 hours  

	

	

	

	

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


Project Definition Sheet

	Project Definition Form [or PID]



	Project Title:


	
	Sponsor:


	

	State below the link with the corporate agenda – the actual wording please.



	Project Background:
	

	Project Benefits:
	

	Project Objectives:
	

	Project Deliverables:
	

	This project will include:
	This project will not include:

	
	

	Success Criteria:
	

	Constraints:
	

	Key Assumptions:
	

	Project Manager:


	

	Project Sponsor:
	

	Project Board/Steering Group Members:
	
	Project Team Members:


	

	Budget

	Resource Costs:
	Other Costs:

	
	

	Total costs (attach a breakdown of the overall budget)

	

	Start Date:
	
	Completion Date:
	

	Signature of Project Manager:
	
	Date:
	

	Approval from Sponsor:
	
	Date:
	


Stakeholder Analysis

The purpose of stakeholder analysis is to inform the project manager and sponsor who should contribute to the project, where barriers might be and the actions that need to be taken prior to detailed project planning.

	Stakeholder


	Their interest or

requirement from the project
	What the project needs from them
	Perceived attitudes and/or risks
	Actions to take
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  Individual Formative Exercise4 B:

	Instructions:

· For the project chosen in 4A, please describe the impact of the PMBOK elements on your project management approach.

· Describe/stipulate the performance levels and quality criteria and how you will communicate to team members.

Use additional note paper if necessary. Please ensure clear referencing in your Portfolio.

	Time-frame: 30 min  

	

	

	

	

	

	

	

	

	

	

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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  Individual Formative Exercise 4C:  

	Instructions:

Utilising the project identified in 4A, use it as a working example throughout the course.  This must be the project for which you are going to compile a presentation.

1.
Identify the constraints of the project and list them in order of importance.

2.
Describe ways in which you may overcome the impact of the constraint / constraints identified

· Motivate  your decision for an alternative on viability, cost and results.

Use additional note paper if necessary. Please ensure clear referencing in your Portfolio.

	Time-frame: 30 min   

	

	

	

	

	

	

	

	

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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  Individual Formative Exercise 4D:  

	Instructions:

Identify and develop the phases of your project’s lifecycle.  Write down the activities / processes to be executed for your project based on the guidelines given in the text, figures and table in the learner guide.

Use additional note paper if necessary. Please ensure clear referencing in your Portfolio.

	Time-frame: 60  min   

	

	

	

	

	

	

	

	

	

	

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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  Individual Formative Exercise 5A:  

	Instructions:

Describe the processes and selection criteria which you will use for your project to be submitted for this course assessment. Please give reasons and explain your choices of selection models.

Use additional note paper if necessary. Please ensure clear referencing in your Portfolio.

	Time-frame: 60  min  

	

	

	

	

	

	

	

	

	

	

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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  Individual Formative Exercise 5B:  

	Instructions:

Expand on the Project Definition already worked on.

Complete as much information as possible and complete the risk analysis for your project. 

Utilise the Project Definition sheet worked on in 4A and the Risk Analysis table following this exercise as a template or guideline.

	Time-frame: 30 min  

	

	

	

	

	

	

	

	

	

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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 Group Formative Exercise 5C:  

	Instructions:

Prepare a group presentation. Choose one of the chosen projects worked on and present the following:

· Project Title

· Background and motivation for the project

· Describe the overall objectives

· Describe the Selection model / models to be used on project viability and give a brief overview

· Identify the constraints and how to monitor them

· Describe the stakeholders and their roles

· Describe the risks associated with the project and describe actions to be taken to mitigate these risks

· Describe the change processes to ensure project success in terms of their contribution.

	Time-frame: 60 min  

	

	

	

	

	

	

	

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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  Individual Formative Exercise 6A:  

	Instructions:

For your project, develop a Work Breakdown Structure and sequence the activities / task accordingly. Also indicate to which objectives are the tasks related, and you must also describe.

Remember to include quality evaluating activities according to your quality parameters.

Tip
Brainstorm all activities before sequencing them. Utilise the guide template table given with this exercise

Use additional note paper if necessary. Please ensure clear referencing in your Portfolio.

	Time-frame: 45 min  

	

	

	

	

	

	

	

	

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


Work Breakdown Structure Template Guide

	Activity No.
	Activity / Task
	Duration
	Predecessor
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  Individual Formative Exercise 6B:  

	Instructions:

Utilising the “activity on arrow” technique, draw a network diagram from the information given in your Work Breakdown Schedule.

Use additional note paper if necessary. Please ensure clear referencing in your Portfolio.

	Time-frame: 30  min  

	

	

	

	

	

	

	

	

	

	

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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  Individual Formative Exercise 6C:  

	Instructions:

From the information given in your Work Breakdown Schedule, draw up a Gantt / Bar Chart for your project.

Use the sample template guideline provided and additional note paper if necessary. Please ensure clear referencing in your Portfolio.

	Time-frame: 40 min  

	

	

	

	

	

	

	

	

	

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	



[image: image20.emf]Timescale : Days, weeks, months ?

Activity No. Activity / Task DurationPredecessor 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31 32 33 34 35 36 37 38 39 40


GUIDELINE TEMPLATE FOR GANTT CHART
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  Individual Formative Exercise 6D:  

	Instructions:

Using your Work Breakdown Structure, identify resources to be allocated per Activity / Task. List them on a “Resource Sheet” table as shown above

Tip
Utilise the first 3 columns as a template


Activity / Task, Description, Duration

Use additional note paper if necessary. Please ensure clear referencing in your Portfolio.

	Time-frame: 30 min 

	

	

	

	

	

	

	

	

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	



[image: image22.emf]Activity No. Activity / Task Duration Predecessor Responsible Person Material Labour Plant / Equipment Other Total


GUIDELINE TEMPLATE RESOURCE SHEET
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  Group Formative Exercise 6E:  

	Instructions:

Choose one organisation which runs projects.

Break into small groups and describe the range of tools best suited to the present project environment in the organisation.

Describe the processes utilised by the organisation for project budgeting as well as forecasting.

	Time-frame: 45  min 

	

	

	

	

	

	

	

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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  Individual Formative Exercise 7A:  

	Instructions:

Revisit your WBS. Identify suitable times for project meetings and decide when status reports should be submitted. Indicate these meetings and reports on your Gantt chart.

Also explain when project results are monitored.
Use additional note paper if necessary. Please ensure clear referencing in your Portfolio.

	Time-frame: 15 min 

	

	

	

	

	

	

	

	

	

	

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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Case Study 

Group Formative Exercise 7B                                                           60 minutes

Instructions:

Read through the case shown below.

Discuss the advantages and disadvantages of this method for assessing status and measures which should be taken in light of activities falling behind or incomplete

Case Study

The following table outlines the different sub-tasks allocated to an activity of a production project.  The activity, “Handover” is the last activity on the schedule that was given to you by the previous Project Manager that resigned a few days ago.
The project is already 3 days late and the Client has indicated that penalties will be levied after the project exceeds the schedule by 5 days.  This gives you another 2 days to complete the “Handover” activity.

You have a meeting scheduled with all the parties concerned and your Project Controller gathered the following information:

ACTIVTY NO. 407:


HANDOVER

ORIGINAL DURATION:

6 DAYS

TIME LEFT FOR COMPLETION:
2 DAYS (before penalties are levied)

Health and Safety Division Approval (Weight – 30%)

	
	Department
	Inspected
	Snag list provided
	Snag list completed
	Approved
	Signed

off
	%

Complete

	WEIGHT
	
	10%
	20%
	50%
	10%
	10%
	100%

	
	Occupational

Health office
	Yes
	Yes
	No
	No
	No
	

	
	Fire Prevention office
	Yes
	Yes
	50%
	No
	No
	

	
	Reaction Unit Section
	Yes
	Yes
	Yes
	Yes
	No
	

	
	Production Safety Manager
	Yes
	No
	No
	No
	No
	


Production Commissioning (Weight – 70%)

	
	
	Production Specification Manuals received
	Test Runs completed
	Test Report received
	Approved
	% Completed

	WEIGHT
	
	20%
	65%
	10%
	5%
	100%

	
	Body Shop
	Yes
	No
	No
	No
	

	
	Paint Shop
	Yes
	Yes
	Yes
	Yes
	

	
	Engine Section
	No
	No
	No
	No
	

	
	Trim and Mechanical section
	Yes
	Yes
	Yes
	No
	


You have to calculate the progress (% complete) of this last activity and determine if the rate of progress is sufficient to complete the project before penalties are levied.

If the rate of progress is insufficient to complete the activity, list all the different options you can think of in order to ensure completion within time.

	

	

	

	

	

	

	

	

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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   Individual Formative Exercise 7C:  

	Instructions:

· Identify the main areas that should be controlled in the implementation of your project.

· Describe how you will implement corrective actions to ensure achievement of objectives.

· Indicate how you are communicating your measurement tools to your team members.

Use additional note paper if necessary. Please ensure clear referencing in your Portfolio.

	Time-frame: 30 min 

	

	

	

	

	

	

	

	

	

	First attempt

Second attempt

Third attempt

Competent

Not yet competent

Competent

Not yet competent

Competent

Not yet competent




PART 3
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  Individual Formative Exercise 8:  

	Instructions: 

Use the knowledge you have gained through studying your learner guide to develop a checklist to measure your oganisation’s innovative capacity.  Use as much as possible of the content of your learner guide  to do this.

(This checklist will later be used in your summative exercise to actually evaluate the innovative capacity of your organisation)

	Time-frame: 45 minutes  

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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 Group Formative exercise 9:  

	Instructions: 

On the internet you will find thousands of case studies concerning innovations by companies. Search for an appropriate case study, and answer the following questions: 

1. What role did the unit manager play in creating an environment conducive to innovation? 
2. Describe what processes, actions and approaches were used to manage the innovation plan. Use the innovation model of your learner guide and give examples from the case study of each step, including search, select, implement and capture. (remember to describe the environment and availability of resources.)
3.  Now critically evaluate the innovation process that was followed. Describe what was positive, negative and make recommendations to improve upon the process. As part of your recommendations, describe how you would recommend to the management of this company to promote the plan in order to encourage commitment.

	Time-frame: 60 minutes  

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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  Group Formative Exercise 10A:  

	Instructions: 

Your facilitator will lead you through this exercise by first presenting the specific thinking technique, and then giving you the opportunity to practice it. Please ensure that you capture all your work to hand it in with your POE, to enable the assessor to evaluate your competence: 

Visilisation: 
Divide into six groups. 

Groups 1, 2 and 3 complete exercise one.

Group 4, 5 and 6 do exercise two.

Exercise 1

Record your desired future in a diagram, sketch, model or in a photographic montage.  Do it in colour on a flipchart sheet.

Exercise 2

Imagine yourself receiving an award for a major accomplishment.  What is the award for?  What has been accomplished?  What type of ceremony is it?  Who is present?  Who presents the award?

What is questioning

Divide into groups.

You can use this powerful technique to create the future of you business.  Think about a major challenge facing your business right now.  

Whatever the challenge, think of fifteen “What If” questions you might ask in order to move forward toward a solution.

Group 1: 

Expanding operations into Africa in a profitable manner.

Group 2: 

Effectively remove competition activities from our geographical domain.

Group 3: 

Turnaround employee low morale and dissatisfaction.

Group 4: 

Overcome the effect of low maize prices effectively.

Mind Mapping

1.  Divide into groups.

Use the mind mapping method and draw a mind map for:

· Group 1, 2 and 3:  Enhances customer satisfaction.

· Group 4, 5 and 6:  Market expansion.

Use a flip chart and the coloured pens provided.

Scenario planning

Use the scenario planning method to solve the following problems: 

Who will our customers be five years from now, and what channels will we use to reach these customers?
Step 1: 

What are our core competencies?

Step 2: 

What forces / trends will affect our customers five years from now.  (applying “What if”) Explore comprehensively.

Brainstorming

Use the brainstorming method and generate at least 35 ideas for solving one of the problems. 

Then distil this list into at least three practical, effective ideas. 

Group 1 and 3:  How to keep rowdy children quiet on a school bus.

Group 2 and 5:  How to reduce airport congestion and delays.

Group 4 and 6:  How to keep your car keys safe at the beach.

Appoint one person in the group to observe the process and to re-focus your session when the brainstorming guidelines are not applied.

Think Tank/Bloch busters

Uses For.  Choose one of the items below and think of at least 25 original uses for it. (That is, you cannot list things that the item is already used for.)  The uses can be fanciful but should at least approach practicality.  Describe each use in a sentence or two.  

Group 1:  A roll of adding machine paper.

Group 2:  The yellow pages.

Group 3:  Three meters of Scotch tape. 

Group 4:  Worn out automobile tires.

Group 5:  Non-returnable soda bottles.

Include all the documents in your PoE. Ensure that all the group members sign your copy.



	Time-frame: 3 hours  

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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  Individual Formative Exercise 10B:  

	Instructions: 

After you have completed Formative exercise 10A in your groups, you now need to choose:

· Explain the 3 techniques which you found the most effective. Give reasons why each of them was effective

· Explain the 3 techniques which you found the least effective and reasons at each technique why you found it not so effective. 

	Time-frame: 30 minutes  

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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  Individual Formative Exercise 11A:  

	Instructions: Define the following terms in your own words and give at least one practical example at each: 

Knowledge Management: ________________________________________

___________________________________________________________

___________________________________________________________

 Knowledge economy: __________________________________________

___________________________________________________________

___________________________________________________________

Knowledge workers_____________________________________________

___________________________________________________________

___________________________________________________________

Information management: ________________________________________

___________________________________________________________

___________________________________________________________

Knowledge assets: ____________________________________________

___________________________________________________________

___________________________________________________________

Intellectual property: __________________________________________

___________________________________________________________

___________________________________________________________

Intellectual capital: ___________________________________________

___________________________________________________________

___________________________________________________________

Ontology: ___________________________________________________

___________________________________________________________

___________________________________________________________

Taxonomy: __________________________________________________

___________________________________________________________

___________________________________________________________

Explicit Knowledge: ____________________________________________

___________________________________________________________

___________________________________________________________

Implicit knowledge: ____________________________________________

___________________________________________________________

___________________________________________________________

Tacit Knowledge: ______________________________________________

___________________________________________________________

___________________________________________________________



	Time-frame: 60 minutes  

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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  Individual Formative Exercise 11B:  

	Instructions: 

Design a checklist that you will later use to measure the effectiveness of knowledge management in your organisation. The checklist must:

· Demonstrate that you understand the components of a good knowledge management system, including mechanisms, strategies, policies, structures

· Explain the importance of knowledge management assets.

· Explain the results of managing knowledge in relation to an entity



	Time-frame: 60 minutes  

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


Section C:  Summative Assessments
PART 1
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 S1 Summative Exercise: 57 hours

	Schedule a meeting where your work team (all reporting to you) will be present. The main purpose of the meeting is to compile an operational plan. It must however be kept in mind that each step of the process below must be followed chronologically for the plan to be successful. 

1. Invite one of your senior managers to present the company’s strategic plan in summarised format. Explain to him/her that a one-hour overview of the vision mission values and strategic goals will suffice. Emphasis should be placed on those goals which directly impact on your department. (Hand in presentation)
2. Discuss with your team how the company vision, mission and values impact on you as a team. This could be done by means of brainstorming or open discussion to ensure maximum participation of your team members, attach a list of all the stakeholders involved. (Hand in minutes of discussion)

3. Decide as a team what your own team’s vision, mission and values will be. You could adopt the company’s as is or break it down to reflect the purpose of your team per se. (Hand in minutes as well as new vision/mission/values)

4. Now break down the strategic goals into operational goals for your unit. Make use of the Balanced score card methodology as well as the guidelines provided in your learner guide. 

5. Complete the rest of the Operational Planning Matrix as provided in your learner guide, by filling in Yardsticks, Frequency of Measurement, Targets, Target dates, RACI. Remember to add a column for corrective measures. (Hand in completed operational plan for unit)

6. You must make provision in your implementation stage for monitoring your usage of resources. (Hand in your implementation stage)
7. Do a presentation to your team on how you will monitor and measure. Agree on meetings, dashboards and the Deming Continuous Improvement Wheel.  Make sure that you record their feedback as well. (Hand in presentation as well as minutes of meeting)

8. Compile a document to evaluate the performance input and output of the team members. (Hand in your document)
9. Remember that you must make provision for corrective actions as well as how you evaluate your results

For assessment, you need to hand in the documents as indicated in italic brackets at each of the steps above.


	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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 S2 Summative Exercise: 25 hours

	After completing Summative 1, complete the attached documents. Make use of the minutes and notes of point 3 of Summative 1 and the knowledge that you gained from your learner guide.  



	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


SUMMATIVE 2:

	NAME OF TEAM/SECTION/DIVISION:

	MISSION STATEMENT:



	VISION:



	OBJECTIVES:

1. _____________________________________________________________________

2. _____________________________________________________________________

3. _____________________________________________________________________




COMPILE AN ACTION PLAN FOR OBJECTIVE 1:

	Actions/Tasks
	Responsible Person
	Target Date
	Resources

needed
	Contingencies

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


REVIEW YOUR ACTION PLAN FOR OBJECTIVE 1:

	Actions/Tasks
	Responsible Person
	Target Date
	Date of review
	Amendments/Corrective Measures
	Feedback to stakeholders

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


PART 2

Summative Exercises
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 S3 Summative Exercise: 57 hours

	Go back to the workplace and develop, implement and evaluate a new project.  Complete all required documents (see bullets below) and also include evidence of all communications with regards to the project (e.g. e-mails, faxes etc)

Identify relevant stakeholders of the project which you have worked on (At least 3 excluding yourself). Invite them to a brief presentation about the following key aspects of your project:

· Project Title, 

· Background / Motivation for viability, 

· Scope of the Project and description of the Project Definition

· Deliverables, 

· Constraints, 

· Stakeholders analysis, 

· Risks Assessment analysis, 

· Project Selection process / processes to be adopted,

· WBS and Gantt Chart 

· Resource overview and broad budget

· Controls and control measures to be implemented.

· Projected alternatives considered

· Project implementation monitoring 

You may provide the group with handouts.

As proof of presentation, ask the stakeholders to sign an attendance register and utilise the above points as a checklist for them to rate.

  Include all documentation generated during planning, implementation and evaluation of the project as evidence in your PoE.

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


PROJECT PRESENTATION CHECKLIST

	Was the presentation clear and concise?
	

	ITEM RATED
	YES
	NO
	COMMENT

	Project Title, 

Background / Motivation for viability, 

Scope of the Project and description of the Project Definition

Deliverables, 

Constraints, 

Stakeholders, 

Risks Assessment, 

Project Selection process / processes to be adopted,

WBS and Gantt Chart 

Resource overview and broad budget

Controls and control measures to be implemented.

Project alternatives considered

Project implementation monitoring
	
	
	


PART 3

Summative Exercises
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 S4 Summative Exercise:  25 hours

	Instructions: Use the checklist you have designed in Formative Exercise 8 to do this summative exercise:

1. Analyse/Measure your own organisation or department by completing the checklist. Clearly show the positive as well as the negative aspects regarding innovation in your company/department

2. Write a report to summarise your findings

3. In your report also make recommendations for improvement regarding innovation in your company.  

First attempt

Second attempt

Third attempt

Competent

Not yet competent

Competent

Not yet competent

Competent

Not yet competent
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 S5 Summative Exercise:  25 hours

	 Instructions:

Identify a problem in your work area/unit that lends itself to innovative/creative thinking:

Apply the problem-solving model to this problem. Each step must be clearly described from problem definition through to implementation. 

Whilst applying the model, use as many as possible creative thinking tools. Describe what tools you used, include the data you gathered as well as the conclusions you have reached.

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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 S6 Summative Exercise:  25 hours

	 Instructions: 

Use the checklist you have designed in Formative Exercise 11B to do this summative exercise:

· Analyse the current practices in your own department
· Analyse the current practices in another department in your organisation.

· Compare the two departments to each other by describing each department’s strengths and weaknesses with regards to KM practices. Consolidate this information in a report and make recommendations.  In this report, you must interpret the findings of analysis to identify the strengths and weaknesses.
· End your report off with an implementation plan for an effective knowledge management system for your department, including:

· The role of the unit manager

· An operational plan for KM in the unit is developed, including activities, role players, timelines, measurements, costs, benefits, risks

· Describe how you would promote the plan and gain commitment

· Describe how you would implement the plan


	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


Section D:  Assessor Mark Sheets

Assessor Declaration of Learner Competence
	Outcomes of each unit standard
	Assessment criteria
	Notional Hours
	Method of assessment

(Formative / Summative)
	Assessed
	Competent

	
	
	
	
	Date
	Initial of assessor
	YES
	NYC

	Part 1

US  252032:

Develop operational strategies for a unit
	The strategic plan of an entity is examined to determine the purpose of a unit in contributing to the achievement of the entity's strategy. 

Operational strategies for achieving the purpose of a unit are developed and recorded. 

The operational strategy of a unit is aligned with the overall strategy of an entity. 

A systematic process is followed to develop goals, objectives and performance standards that are clear, concise, measurable and achievable

Stakeholders are involved in the formulation of the goals, objectives and performance standards of a unit to obtain their commitment. 


	60 min

57 hours

57 hours

57 hours

60 min
	Group Formative Assessment 1A

Summative 1

Summative 1
Summative 1

Individual Formative 2A
	
	
	
	


	Develop an operational plan for a unit
	The operation plan is developed to transform the goals and objectives into tasks, responsibilities, time frames, performance measures, resource needs and contingencies. 

Measurable parameters are validated against customer and unit performance requirements. 

Monitoring systems are described in the operational plan to enable the measurement of progress and results against the performance standards. 

Feedback on the operational plan is obtained from team members to promote buy-in in the implementation of the plan. 


	57 hours

57 hours

60 min

57 hours
	Summative 1

Summative 1

Individual Formative 2B

Summative 1


	
	
	
	

	Implement an operational plan
	The operational plan is implemented, with amendments where necessary, to meet the specified goals, objectives and performance standards. 

Optimal use of available resources is ensured during implementation to promote cost-effectiveness. 

The use of control measures by first line managers is encouraged in the areas of their responsibility


	60 min

60 min 

60 min

57 hours
	Individual Formative  3A

Individual Formative 3A

Individual Formative 3A

Summative 1
	
	
	
	


	Monitor, measure and evaluate the achievements of goals and objectives
	The performance of the unit is monitored against the goals, objectives and performance standards in the plan using established monitoring systems. 

Performance reviews are conducted to measure inputs and outputs of team members against the operational plan. 

Recommendations on corrective action are implemented with the agreement of the responsible first line managers. 

Results are evaluated in terms of the teams' contribution to the performance of a unit. 


	60 min

60 min

60 min

60 min

57 hours
	Group Formative  3B

Group Formative 3B

Group Formative 3B

Group Formative 3B

Summative 1
	
	
	
	

	US 15219

Develop a strategy for the department/ division/section.


	The strategic plan of the organisation is analysed with a view to aligning the operations of the section/department with it.

The mission statement of the section/division/department reflects the mission statement and strategic plan of the organisation.
Objectives are clear and reflect the mission statement for the department/division/section.
Departmental/divisional/sectional objectives contribute to the achievement of the strategic plan.
Stakeholders are involved on the process.


	60 minutes

57 hours 

25 hours

25 hours

120 minutes
	Group Formative 1A

Summative 1

Summative 2

Summative 2

Individual Formative  2A

Group Formative 3B


	
	
	
	

	Develop action plans for the department/division/section.


	The action plans are in accordance with the strategy.

The action plans are complete and include provision for contingencies.

The action plans are documented to show tasks, responsibilities, timeframes, performance measures and resource needs.

 Existing organisational tools for implementing strategy are included in plans.

Stakeholders are involved in the process.


	60 minutes

25 hours

25 hours

25 hours

82 hours 

120 minutes
	Individual Formative 2A & 3C
Summative 2

Summative 2

Summative 2

Summative 1 and  2

Individual Formative 2A & 3D
Group Formative 3B


	
	
	
	

	Implement action plans.


	Strategy and action plans are communicated to the team, department or division.

Implementation matches specified action plans.

 Implementation makes optimum use of available resources.

	60 minutes

25 hours

25 hours

25 hours
	Group Formative 3B

Summative 2

Summative 2

Summative 2
	
	
	
	

	Review action plans.
	Reviews are conducted of the implementation against departmental/divisional/sectional objectives.

Results are communicated to stakeholders throughout the process.

 Amendments are made to plans if necessary to ensure efficiency and effectiveness of department/division/section.
	25 hours

60 minutes

25 hours

60 minutes

25 hours
	Summative 2

Group Formative 3B

Summative 2

Group Formative 3B

Summative 2
	
	
	
	

	Part 2

US 252027:

Select a work-based project for a unit. 


	Project alternatives are considered in relation to their viability in achieving unit objectives. 
	60 min

57 hours
	Individual Formative 5A
Summative 3
	
	
	
	

	
	The decision on the preferred alternative is motivated in terms of viability, cost and results. 
	60 min

30 min

57 hours
	Individual Formative 5A
Individual Formative 4C
Summative 3
	
	
	
	

	Scope a work-based project for a unit.
	The scope of work and deliverables are defined in relation to the unit objectives.



	45 min

60 min
	Individual Formative 4C
Individual Formative 4D
	
	
	
	

	
	The principal work activities are determined that will be required to achieve the unit objectives.
	45 min

57 hours
	Individual Formative 6A & 6B
Summative 3
	
	
	
	

	
	The potential risks are identified and analysed in relation to the likelihood of risks materialising.
	30 min

60min

57 hours
	Individual Formative 5B
Group Formative 5A
Summative 3
	
	
	
	

	
	Change processes that are essential to project success are described in terms of their contribution to the project results.
	60 min

57 hours
	Group Formative 5A, 

Summative 3 
	
	
	
	

	Develop a project plan.
	The overall objectives of the plan are described with reference to the achievement of unit objectives.
	60 min

57 hours
	Group Formative 5A
Summative 3
	
	
	
	

	
	The sponsor, project team and other stakeholders are described with their contributions to the project.
	120 min

57 hours
	Individual Formative 4A
Summative 3
	
	
	
	

	
	A work breakdown structure (WBS) is developed to describe the main activities of the project and the interrelationship between them.
	45 min

57 hours
	Individual Formative 6A
Summative 3
	
	
	
	

	
	The project activities, required performance levels and quality criteria are stipulated and communicated to team members and other stakeholders to promote quality and effectiveness.
	30 min

57 hours
	Individual Formative 4B
Summative 3
	
	
	
	

	
	The project plan is checked for accuracy, completeness and compliance to internal and external requirements.
	57 hours
	Summative 3
	
	
	
	

	Develop tools to measure key performance parameters.
	A gantt chart is developed for managing and evaluating the time dimension.
	40 min

57 hours
	Individual Formative 6C
Summative 3
	
	
	
	

	
	A budget is developed for managing and evaluating the cost dimension.
	57 hours

45 min
	Summative 3
Group 6E 
	
	
	
	

	
	Quality parameters are developed for managing and evaluating quality.
	15 min
	Individual Formative 6A
	
	
	
	

	
	The measurement tools are communicated to team members to promote a common understanding of requirements.
	30 min

57 hours
	Individual Formative  7C
Summative 3
	
	
	
	

	Implement the plan and evaluate project progress.
	Project implementation is monitored and evaluated against the plan, the stipulated performance criteria and quality requirements.
	30 min

57 hours
	Individual Formative 6D & 7C
Summative 3
	
	
	
	

	
	Project results are monitored to establish progress and effectiveness.
	15 min
	Individual Formative 7A
	
	
	
	

	
	Deviations from the project plan are identified and analysed in order to take corrective action.
	15 min

30 min
	Individual Formative  7A 

Individual Formative  7C
	
	
	
	

	
	Corrective actions are implemented to ensure the achievement of project objectives.
	30 min

57 hours
	Individual Formative 7C
Summative 3
	
	
	
	

	
	Results are evaluated against the scope and objectives of the project.


	57 hours
	Group Formative 5C & 7B
Summative 3
	
	
	
	

	Part 3

US 252020:

Analyse own unit in terms of opportunities for innovation
	Identify features of an environment that promotes innovation


	45 min
	Individual formative 8
	
	
	
	

	
	Analyse own unit in relation to the features of an environment conducive to innovation
	25 hours
	Summative 4
	
	
	
	

	
	The findings of the analysis are interpreted to determine whether the current environment promotes innovation
	25 hours
	Summative 4
	
	
	
	

	
	Areas of improvement are identified on the basis of the analysis conducted
	25 hours 
	Summative 4
	
	
	
	

	Demonstrate an understanding of the techniques for promoting creativity
	Creativity and innovation techniques are identified in terms of generally accepted theory and practice
	180 min
	Group formative 10A
	
	
	
	

	
	Three techniques for promoting creativity are explained with practical examples
	30 min
	Individual formative 10B
	
	
	
	

	Develop a plan for creating an environment conducive to innovation
	The role of the unit manager in creating an environment conducive to innovation is described with reference to continuous improvement and innovation of the unit
	60 min
	Group formative 9
	
	
	
	

	
	The processes, actions and approaches necessary to create an environment conducive to innovation are recorded in the plan
	60 min
	Group formative 9
	
	
	
	

	
	The implementation of the plan is described with reference to the environment and availability of resources
	60 min
	Group formative 9
	
	
	
	

	
	The plan is promoted within the unit in order to encourage commitment
	60 min
	Group formative 9
	
	
	
	

	Lead a team through the creative thinking process
	Techniques for promoting innovation and creativity are applied to generate ideas for new or improved process, project or product
	180 min

25 hours
	Group formative 10A

Summative 5
	
	
	
	

	
	A number of alternative solutions are generated in relation to the process, project or product
	180 min

25 hours
	Group formative 10A

Summative 5
	
	
	
	

	
	The best alternative is selected from the solutions generated on the basis of evaluating criteria
	180 min

25 hours
	Group formative 10A

Summative 5
	
	
	
	

	
	The concept is developed for implementation in accordance with the entities policies and procedures
	180 min

25 hours
	Group formative 10A

Summative 5
	
	
	
	

	
	The concept is recorded and communicated for implementation
	180 min

25 hours
	Group formative 10A

Summative 5
	
	
	
	

	US 252044

Demonstrate knowledge and understanding of the concepts and components of KM
	The driving forces of the knowledge economy are explained with examples
	60 min
	Individual formative 11A
	
	
	
	

	
	The components of a system of institutionalising KM are described according to accepted KM theory and practice
	60 min
	Individual formative 11B
	
	
	
	

	
	The importance of KM in managing the knowledge assets for achieving competitive advantage is explained in relation to an entity
	60 min

25 hours
	Individual formative 11B

Summative 6
	
	
	
	

	
	The results of managing knowledge are explained in relation to an entity
	60 min

25 hours 
	Individual formative 11B
Summative 6
	
	
	
	

	Analyse a unit according the entity’s KM policies and procedures
	Analyse the current practices in a unit in relation to the KM policies and procedures of an entity
	60 min

25 hours
	Individual formative 11B

Summative 6
	
	
	
	

	
	Compare the knowledge practices of a unit to those of other units in the entity
	60 min

25 hours
	Individual formative 11B

Summative 6
	
	
	
	

	
	Interpret the findings of the analysis to identify strengths and weaknesses
	60 min

25 hours
	Individual formative 11B

Summative 6
	
	
	
	

	
	Consolidate the findings in a report with recommendations on improvements within the unit and an entity
	60 min

25 hours
	Individual formative 11B

Summative 6
	
	
	
	

	Develop a KM implementation plan for a unit
	The role of the unit manager in the implementation of a KM plan is described in relation to other role players in the entity
	60 min

25 hours
	Individual formative 11B

Summative 6
	
	
	
	

	
	An operational plan is developed for managing knowledge in a unit in relation to policies and procedures of an entity
	60 min

25 hours
	Individual formative 11B

Summative 6
	
	
	
	

	
	The operational plan is promoted within the unit and an entity to encourage commitment
	60 min

25 hours
	Individual formative 11B

Summative 6
	
	
	
	

	
	The implementation plan is described in accordance generally accepted KM theory and practice
	60 min

25 hours
	Individual formative 11B

Summative 6

	
	
	
	

	Details of moderation
	Name and signature of moderator:
	Assessment result confirmed:
	YES
	NO

	Moderator comments



CCFO Marksheet

	Critical Cross-fields


	Competent/ Not Yet Competent
	Assessor Comments – complete in detail

	Identifying


	
	

	Organising


	
	

	Collecting


	
	

	Communicating


	
	

	Demonstrating


	
	

	Contributing


	
	

	Science


	
	

	Working


	
	


	Assessor Signature
	
	Date
	

	Moderator Signature
	
	Date
	


Assessment Decision

	OVERALL ASSESSMENT SCORE

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

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

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

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


VACS Analysis

	Assessor Name
	

	Date of Evaluation
	

	
	PRINCIPLE
	
	ASSESSOR REPORT
	MODERATOR REPORT

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

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

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

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

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

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

	Moderator Signature
	
	Date
	

	Assessor signature
	
	Date
	


RE-ASSESSMENT AND APPEAL PROCEDURE
Learner completes the re-assessment and appeals application and delivers to the assessor

Assessor decides on actions to be taken:

· Discuss reasons and appropriate actions with learner
· Learner accepts and follows actions

· Assessor re-assess

Assessor or learner still not satisfied

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

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

· Re-assessment by moderator

Learner still not satisfied with results

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

The assessor has to provide the moderator with all appeals and re-assessment applications regardless if the learner accepts the results of the re-assessment or not.
Reassessment should comply with the following conditions:

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

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

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

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

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

NOTE:

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

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

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

Appeals can be brought against:

· Unfair assessment

· Invalid assessments

· Unreliable assessments

· The assessor’s judgment, if considered biased

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

· Unethical practices.

Appeals Procedure
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Appeals Application
	Unit Standard Title
	
	Unit Standard number
	

	NQF level
	
	Credits
	

	Venue
	
	Date
	

	Learner Name 
	
	Learner ID number
	

	Assessor Name and Surname
	
	Assessor Registration number
	


	1. Please explain how you were assessed:

	

	

	

	

	

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

	

	

	

	

	

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

	

	

	

	

	

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

	

	

	

	

	


	Learner Signature
	
	Date
	

	Moderator

Signature
	
	Date
	


	Assessor Feedback to learner

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

	
	Competent
	NYC
	Competent
	NYC
	Competent
	NYC

	
	
	
	
	
	
	

	Date of declaration
	
	
	

	Feedback
	
	
	

	Action Plan for Competence and Re-assessment

	The learner was assessed on the following date:


	

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

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

	
	

	
	

	
	

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

	Learner’s Signature
	
	Date:


	

	Assessor’s Signature
	
	Date:
	

	Moderator’s Signature


	
	Date:
	


Learner: Assessment Review

	Learner name
	

	Assessor name
	

	Date of assessment
	

	Question
	Yes
	No

	Was the assessment process explained to you before the assessment?
	
	

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

	Did you receive feedback after the assessment? 
	
	

	Was the assessment feedback clear enough?
	
	

	Did you receive your feedback within the agreed timeframes?
	
	

	Do you feel that the assessment was fair?
	
	

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

	Did the assessor explain all the evidence requirements to you?
	
	

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

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

	Was the feedback provided constructive? 
	
	

	Was the assessment documentation clear and user-friendly?
	
	

	Learner Signature
	
	Date
	

	Assessor Signature
	
	Date
	

	Moderator Signature
	
	Date
	


Assessor: Assessment Review

	Assessor name
	

	Date of assessment
	

	Assessment Review
	Agree
	Disagree

	The learner provided inputs into the assessment process.
	
	

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

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

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

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

	The evidence requirements are relevant to the unit standards.
	
	

	The evidence identified for this portfolio is sufficient.
	
	

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

	The assessment methods are suitable for the outcomes being assessed.
	
	

	The assessment does not present any barriers for the learner.
	
	

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

	The assessment instruments were manageable and user-friendly.
	
	

	General Comments: I am satisfied with the process.


	Assessor Signature
	
	Date
	

	Moderator Signature
	
	Date
	


Assessment Review Report 
	Unit Standard Title
	Manage operations
	Unit Standard Number
	252032; 252027; 252020; 252044; 15219

	NQF Level
	5
	Credits
	32

	Venue
	Peritum Agri Institute
	Date
	

	Learner Name 
	
	Learner ID Number
	

	Assessor Name 
	
	Assessor Registration Number
	


Assessment Guide

	Strengths

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

	Weaknesses:

	None.

	Recommendations:

	None.


Assessment Process

	Strengths

	The process is according to the principles of assessment. Easy manageable and fair process with different levels of difficulty. Different methods used to look at learner’s current ability to manage operations effectively and how to improve.


	Weaknesses:

	None.

	Recommendations:

	None.


Assessment Methods Used

	Strengths

	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 as well as debates held and other methods to make sure learners understand what need to be done to manage operations effectively.

	Weaknesses:

	None.

	Recommendations:

	None.


Assessment Instruments Used

	Strengths

	Easy manageable, cost effective and gives the learner a fair opportunity to proof competence. A well-balanced number 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 managing operations.

	Weaknesses:

	None.

	Recommendations:

	None.


Learner's Readiness for Assessment 

	Strengths

	 The learners attended a pre-assessment meeting with the assessor which is helpful in the determining of readiness. The learner’s strong areas and challenges of managing operations was looked at.

	Weaknesses:

	None.

	Recommendations:

	None.


Unit Standard

	Strengths

	The unit standards give guidance of what is expected from the learners. Clear and well structured. Clear guidelines on evidence required. All evidence enhances the purpose of creating stronger operations management.

	Weaknesses:

	None.

	Recommendations:

	None.

	Assessor Signature
	
	Date
	

	Moderator Signature
	
	Date
	


SPECIAL NEED ASSESSMENT

Name of Course: ________________________________________________
Date of Course:  ________________________________________________
Name of Learner: _______________________________________________
Id of Learner: __________________________________________________
Name of assessor:  _____________________________________________

Explanation Of Special Need:

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Actions Taken by Assessor To Complete The Assessment:

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Learner Competent                                      Yes    / No
Reasons if not yet competent:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	LEARNER SIGNATURE
	
	DATE
	

	ASSESSOR SIGNATURE
	
	DATE
	

	MODERATOR SIGNATURE
	
	DATE
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PRE-ASSESSMENT MEETING CHECKLIST


		Learner

		

		Unit Standard Number

		252032; 252022; 252020; 252044; 15219

		Credits

		32



		Assessor

		

		Unit Standard Title

		Manage operations

		Level

		5



		Moderator

		



		Nr

		Points to be Covered

		



		1

		Welcome the Learner and put them at ease.

		



		2

		Explain the purpose and objectives of the meeting.

		



		3

		Provide clear explanations of the key elements and implications of standards based assessments within the context of the NQF.

		



		4

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

		



		5

		Explain the roles and responsibilities of the Learner, assessors and moderators.

		



		6

		Explain the Learner’s rights, discuss the appeal process and reassessment policies.

		



		7

		Provide Learner with a copy of the relevant unit standard and criteria against which they will be assessed.

		



		8

		Discuss and identify any special assessments needs of the Learner.

		



		9

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

		



		10

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

		



		11

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

		



		12

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

		



		13

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

		



		14

		Discuss the importance of confidentiality of all information.

		



		15

		Discuss the moderation and certification process.

		



		16

		Give the Learner opportunity to seek clarification on any items discussed.

		



		17

		Provide the Learner with a copy of the assessment contract which is signed and safely stored away.

		



		18

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



		Declaration of understanding



		I am ready for the assessment.

		



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

		



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

		



		ASSESSOR’S SIGNATURE



		DATE



		LEARNER’S SIGNATURE



		DATE
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