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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: 


	Use communication techniques effectively 


	SAQA US ID
	UNIT STANDARD TITLE

	12433 
	Use communication techniques effectively 

	ORIGINATOR
	ORIGINATING PROVIDER

	SGB Manufacturing and Assembly Processes 
	

	QUALITY ASSURING BODY

	- 

	FIELD
	SUBFIELD

	Field 06 - Manufacturing, Engineering and Technology
	Manufacturing and Assembly 

	ABET BAND
	UNIT STANDARD TYPE
	OLD NQF LEVEL
	NEW NQF LEVEL
	CREDITS

	Undefined 
	Regular 
	Level 5 
	New Level Assignment Pend. 
	8 

	REGISTRATION STATUS
	REGISTRATION START DATE
	REGISTRATION END DATE
	SAQA DECISION NUMBER

	Reregistered 
	2018-07-01
	2023-06-30
	SAQA 06120/18

	LAST DATE FOR ENROLMENT
	LAST DATE FOR ACHIEVEMENT

	2024-06-30 
	2027-06-30 


	In all of the tables in this document, both the 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. 


	SOUTH AFRICAN QUALIFICATIONS AUTHORITY 


	REGISTERED UNIT STANDARD: 


	Build teams to achieve goals and objectives 


	SAQA US ID
	UNIT STANDARD TITLE

	252037 
	Build teams to achieve goals and objectives 

	ORIGINATOR
	ORIGINATING PROVIDER

	SGB Generic Management 
	

	QUALITY ASSURING BODY

	- 

	FIELD
	SUBFIELD

	Field 03 - Business, Commerce and Management Studies
	Generic Management 

	ABET BAND
	UNIT STANDARD TYPE
	OLD NQF LEVEL
	NEW NQF LEVEL
	CREDITS

	Undefined 
	Regular 
	Level 5 
	New Level Assignment Pend. 
	6 

	REGISTRATION STATUS
	REGISTRATION START DATE
	REGISTRATION END DATE
	SAQA DECISION NUMBER

	Reregistered 
	2018-07-01
	2023-06-30
	SAQA 06120/18

	LAST DATE FOR ENROLMENT
	LAST DATE FOR ACHIEVEMENT

	2024-06-30 
	2027-06-30 


	In all of the tables in this document, both the 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. 


	SOUTH AFRICAN QUALIFICATIONS AUTHORITY 



	REGISTERED UNIT STANDARD: 

Manage a diverse work force to add value 

SAQA US ID
UNIT STANDARD TITLE
252043 

Manage a diverse work force to add value 

ORIGINATOR
ORIGINATING PROVIDER
SGB Generic Management 

QUALITY ASSURING BODY
- 

FIELD
SUBFIELD
Field 03 - Business, Commerce and Management Studies

Generic Management 

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

Regular 

Level 5 

New Level Assignment Pend. 

6 

REGISTRATION STATUS
REGISTRATION START DATE
REGISTRATION END DATE
SAQA DECISION NUMBER
Reregistered 

2018-07-01
2023-06-30
SAQA 06120/18
LAST DATE FOR ENROLMENT
LAST DATE FOR ACHIEVEMENT
2024-06-30 

2027-06-30 

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



	SOUTH AFRICAN QUALIFICATIONS AUTHORITY 



	REGISTERED UNIT STANDARD: 

Devise and apply strategies to establish and maintain workplace relationships 

SAQA US ID
UNIT STANDARD TITLE
252027 

Devise and apply strategies to establish and maintain workplace relationships 

ORIGINATOR
ORIGINATING PROVIDER
SGB Generic Management 

QUALITY ASSURING BODY
- 

FIELD
SUBFIELD
Field 03 - Business, Commerce and Management Studies

Generic Management 

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

Regular 

Level 5 

New Level Assignment Pend. 

6 

REGISTRATION STATUS
REGISTRATION START DATE
REGISTRATION END DATE
SAQA DECISION NUMBER
Reregistered 

2018-07-01
2023-06-30
SAQA 06120/18
LAST DATE FOR ENROLMENT
LAST DATE FOR ACHIEVEMENT
2024-06-30 

2027-06-30 

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

This unit standard replaces: 

US ID
Unit Standard Title
Pre-2009 NQF Level
NQF Level
Credits
Replacement Status
15238 

Devise and apply strategies to establish and maintain relationships 

Level 5 

New Level Assignment Pend. 

3 

Complete 




Assessment Overview
Assessment Instruments

Formative Assessment

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

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

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

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

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

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

Portfolio of Evidence

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Section A

CV and Certified Copy of ID of Learner

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

	NAME AND SURNAME
	

	HIGHEST SCHOOL QUALIFICATION
	

	OTHER QUALIFICATIONS
	

	POSITION IN ORGANISATION
	

	HOW LONG HAVE YOU BEEN IN THIS POSITION
	

	GIVE A BRIEF DESCRIPTION OF YOUR WORK EXPERIENCE:



	SIGNATURE
	


Assessment Information

Assessment Details

	LEARNER INFORMATION

	Name
	

	Identity number
	

	Telephone no
	

	E-mail address
	

	Postal address
	

	ASSESSOR INFORMATION

	Name
	

	Identity number
	

	Telephone no
	

	E-mail address
	

	MODERATOR INFORMATION

	Name
	

	Identity number
	

	Telephone no
	

	E-mail address
	


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

And that 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  12433;  252037;  252043;  252027  Credits  26  

Assessor   Unit  Standard  Title  Making an  impact  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  t he 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 standard s 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  reviewi ng 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 wit h 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 assessments .   

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:
	12433; 252037; 252043; 252027

	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 -  Use of Communication Techniques Effectively
Individual Formative Exercise 1A
	Instructions:

1.  Watch the DVD clip.

2.  Evaluate the following aspects of the conversation shown:

a)  Does Dr House’s words and tone of voice convey the same message?

b)  What message does Dr House’s body language send to the other two parties in the conversation?

c)  Why do you think Dr House communicates in this way?

	Time-frame: 30 minutes 

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


Individual Formative Exercise 1B

	Instructions:

1.  Watch the DVD clip.

2.  Evaluate the following aspects of the conversation shown:

a)  Identify the sender and the receiver in the conversation.

b)  What is the purpose of the communication?

c)  What is the original message conveyed by the sender?

d)  Did the doctor interpret her message effectively?

	Time-frame: 30 minutes 

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


Individual Formative Exercise 1C
	Instructions:

Consider what type of encoding and channels would be appropriate for communicating the following messages effectively: (Note: More than one medium could be combined to ensure most effective communication.)

Message

Inappropriate channel/medium
Appropriate channels/medium

Explain sales procedures to a new staff member.

Congratulate an employee on his birthday.

Praise an employee for a job well done.

Announcing retrenchment to the individual.

Inform your boss that you are not happy with his behaviour.

Inform staff about a new leave policy.

Raise your dissatisfaction about a colleague’s bad attitude with him.

Inform staff about the new vision and objectives that the business has.




	Time-frame: 30 minutes 

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


Individual Formative Exercise 2A
	Instructions:

1. Determine your own communication profile by evaluating your communication styles and thought patterns. 

2. Discuss your communication profile with a partner at work and see if he/she agrees with your viewpoint.

3. Determine the communication styles of the people working in your department. Analyse their communication profiles and discuss ways of adapting and customising your communication to their profiles. (Remember that few people fit neatly into any one tidy profile)

	Time-frame: 60 minutes 

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


Individual Formative Exercise 2B
	Instructions:

1. Complete the following self-assessment with regards to your listening skills.

2. After completing the assessment, and obtaining your score, reflect on the questions.

	Time-frame: 30 minutes 

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


	Listening Skills Self-Assessment

	
	Always (0)
	Sometimes (5)
	Seldom (10)

	I listen only for the facts.
	
	
	

	I take extensive notes when listening to a presentation.
	
	
	

	I don’t listen when I’m bored.
	
	
	

	I criticise the speaker’s style.
	
	
	

	I’m easily distracted while listening to other people.
	
	
	

	I react emotionally to words.
	
	
	

	I interrupt the speaker if I want to add something or have a question to ask.
	
	
	

	I mentally rehearse my answers to questions.
	
	
	

	I listen while doing other things.
	
	
	

	I respond before checking my understanding.
	
	
	

	TOTALS If your score is above 90, you’re already a competent listener.  A score of 80-90 means you listen well most of the time, but you could benefit from polishing up your skills.  Below 80 is a sign you need actively to work on developing your ability to listen.
	
	
	


 Reflective questions:

1.  Do you think the score reflects your ability to listen?  Give a reason for your answer.

	

	

	

	


2.  What do you think makes you a good listener?

	

	

	

	


3.  What do you think you need to improve on?

	

	

	

	


Individual Formative Exercise 2C
	Instructions:

Formulate a response to each case study provided on the next page in your role as manager.

	Time-frame: 30 minutes 

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


	Situation
	Response
	Technique used

	1.  An employee has not been performing according to the performance standards contracted with him at the beginning of the year.  During your bi-annual performance evaluation session you give him feedback with regards to his performance.
	
	

	2.  Mary, who has been working as your secretary for more than two years, comes to work one morning crying.  You do not know her to be the emotional type, and you are concerned for her. What do you say to her?
	
	

	3.  You have a meeting with your employees during which you want more information about their sales performance for the year.  How do you get the information you need from them?
	
	


Individual Formative Exercise 3A
	Instructions:

1. You should compile a report to the TRAINING COMMITTEE to motivate why it is important for all staff to attend a training programme on EFFECTIVE BUSINESS COMMUNICATION.  The report should not be longer than two pages.

2. Let your supervisor/manager/mentor evaluate the quality of the report according to the checklist provided.

3. Include your report in your portfolio of evidence as proof of your report writing skills.

	Time-frame: 90 minutes 

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


CHECKLIST:  ASSESS BUSINESS REPORT

	CRITERIA
	√

	1.  The title adequately describes the purpose of the report
	

	2.  The information is organized in a logical order.
	

	3.  The report is backed by figures illustrating important facts.
	

	4.  The report is structured and is visually appealing.
	

	5.  The sentences and paragraphs are the correct length.
	

	6.  The writing style is formal and objective.
	

	7.  The grammar use is correct.
	

	8.  The report addressed the need of the target audience
	

	9.  The main parts of the report have headings.
	

	10.  The report is concise and is fit for purpose.
	

	General Feedback:


	


Individual Formative Exercise 4A 
	Instructions:

1. Assess yourself in the role of chairperson of a meeting.

2. Select the answer to each question that best express your feelings

	Time-frame: 30 minutes 

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


1. A member of the team has presented a new idea.  It is similar to the one you were about to raise but didn’t have the confidence to bring out in the open.  Judging from previous incidents, which is your most likely reaction?

· A) I say, “That’s interesting.  I was just about to mention a very similar idea.”

· B) I say, “It’s a good idea, but it can’t be done in the way it has been presented.  It still needs a lot of work and must be thought through.”

· C) I keep silent about my own similar idea and congratulate whoever presented it.

· D) I encourage the group to acknowledge the idea, but I come up with additional suggestions – possibly even contradictory ones.

2. Everybody is participating in the discussion except one colleague, who keeps quiet.  What is your most likely reaction to the person’s silence?

· A) It’s best to leave the situation alone.  Not everyone is vocal.

· B) I ask a question directly, to draw the person out.

· C) I joke about his or her silence.  For instance, I might say, “So-and-so doesn’t want to give away any great ideas.”

· D) I tell my colleague that ideas are valuable, even if they sound crazy at first.

3. You are in charge of making seating arrangements in the conference room for the next meeting.  The windows are very bright and glaring.  The corner seat is subject to through-traffic.  Analyse your motivations. Which one honestly applies to you most of the time?

· A) I make sure that I sit with my back to the glaring windows.

· B) I secretly detest Bill.  I assign the seat facing the windows or the corner seat to him.

· C) Ina is new and shy.  I will assign the most comfortable seat to her.

· D) Frank and Shirley always support my ideas.  I shall seat them to my left and right.

4. You are uncomfortable because one participant constantly interrupts everybody else to put forward ideas.  How should this be handled?  One answer please!

· A) Tell the co-worker to shut up and let the others talk.

· B) Use the co-worker’s ideas and challenge others to destroy or accept them.

· C) Ask the disturber to develop the ideas further.

· D) Limit talking time for everybody.

5. What is the best way to compose a team?  Choose one answer.

· A) Invite people with similar interests and from the same department.

· B) Invite people from different fields and other sections of the company.

· C) Put antagonists together; conservatives, innovators, pushy people, dreamers and realists.

· D) Split the team into technical people, salespeople and organisational, long-range planners.

6. You are to compose a team to solve a company’s problem.  You can select only five people, not including yourself.  Which five will you include?

· A) A technical person who is an expert in the field.

· B) A production expert who knows how to work things out properly.

· C) A person who knows the competition and the marketplace.

· D) A creative person.

· E) Someone who has expressed doubts about the whole operation and does not believe that the company should be involved in this project.

· F) The accountant of the company.

· G) The company lawyers.

· H) A computer and data specialist.

7. The company you work for intends to open an office abroad.  A memorandum is being circulated asking for people to participate in a meeting relating to this new foreign office.  What is your most likely reaction to this invitation?

· A) I would have nothing to contribute.  I am not interested in moving.

· B) I’ll go to the meeting.  Who knows, maybe it will be an interesting opportunity.

· C) Even though I would not be interested in moving, I think I have good ideas to contribute.

· D) There will be a lot of talk, and nothing will come of it.  If I am asked specifically, I’ll go, but reluctantly.

· E) I wonder who else is going to the meeting. I’ll inquire first, before I decide whether to go.
Scoring and interpretation

1.
(a)
= 1

(b)
=  3

(c) 
=  4

(d)
=  2

2.
(a)
= 2

(b)
=  3

(c) 
=  1

(d)
=  4

3.
(a)
= 1

(b)
=  2

(c) 
=  4

(d)
=  3

4.
(a)
= 1

(b)
=  4

(c) 
=  3

(d)
=  2

5.
(a)
= 1

(b)
=  3

(c) 
=  4

(d)
=  2

6.
(a),(b),(c),(d),(e) = 4        (c),(d),(e),(g),(h)  = 3    (a),(b),(c),(e),(f) = 2

7.
(a)
= 1

(b)
=  5

(c) 
=  4

(d)
=  2
(e)
=  3
Calculate your scores according to the values given in the above key.  Items 1,3,6 and 7 measure your qualifications as a teammate.  The highest score is 17 for these four items.  Items 2,4 and 5 refer to your approach as a facilitator.  For these the highest score is 12.

We combined the scores in order to make the test more informative. You can separate the two groups to arrive at a separate score for each faculty.  The total highest score is 29, the total lowest score is 8.

A score between 22 and 29 shows excellent abilities as a teammate and facilitator, abilities which overlap.  A lower score, between 15 and 21, depending on its composition, is frequently attained.  We attribute higher scores to managers who choose more controversial participants and more creative people to work in a team.  Paying more attention to getting shy and new people to participate and to be less interested in personal comfort in arranging meetings deserved a better score.

What can you do to enhance your skills as team member and facilitator in a group?
Individual Formative Exercise 4B
	Instructions:

Prepare to conduct an operational meeting:

Theme:
Operational – Monthly meeting

Duration:
30 minutes

(You have 90 minutes to plan step 1-4)

Step 1:

Prepare a written notice for the meeting.

Step 2: 
           Compile a comprehensive agenda in writing.

Step 3: 
           Assign roles to all your meeting attendees eg. You are the Chairperson, get a scribe, finance officer, HR officer, production manager, etc. 

Step 4:
Now plan the flow of the meeting for role-play purposes – beginning to end. You have 30 minutes to have your meeting. Include voting, motions, move to an amendment and termination of discussion.

Step 5:

Role play your meeting.

Step 7:

Assist your scribe in compilation of minutes.

Your supervisor/manager/mentor will observe you while you conduct the meeting and will evaluate you against the checklist provided.  Include copies of the written notice, agenda, minutes of the meeting and the completed checklist in your Portfolio of Evidence.

	Time-frame: 120 minutes 

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


CHECKLIST:  CONDUCT A MEETING

	Your name:

	Date observed:
	Name of evaluator:

	Criteria                                                                                                                   √

	1.  Written notice prepared according to criteria
	

	2.  Agenda prepared according to criteria
	

	3.  Roles assigned
	

	4.  All process steps followed in meeting procedure.
	

	5.  Minutes of meeting compiled according to criteria
	

	General Remarks:


	


Individual Formative Exercise 5A
	Instructions:

1.  All the exercises you have completed have assisted you in compiling your presentation.

2.  Refine your presentation and prepare yourself to deliver the presentation to some of your colleagues.
3.  You will be assessed by your supervisor/manager/mentor and colleagues according to the checklist provided and will receive feedback from them after delivering your presentation.

4.  Include your presentation, visual aids and completed checklist in your portfolio of evidence.

Remember, the number one fear of most people is to speak in front of other people!  It is normal to feel nervous, but the only way in which you can challenge your fear, is by doing it!

	Time-frame: 120 minutes 

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


Assessment of Presentation
This assessment of your practical presentation may be compared with the self-evaluation you did at the beginning of this course.  In addition, you could use this feedback to recognise where to focus your improvement effort, that is, what to do differently in the future.

	Rating:
	Name:

	3 = Good

1= OK / Maybe / Don’t know

0 = Not OK
	Own scores
	Evaluator
	Comment

	1. Objectives for planning a presentation were identified.
	
	
	

	2. Audience’s objectives and needs were identified.
	
	
	

	3. A few main ideas around which the presentation would be built were formulated.
	
	
	

	4. There were supporting arguments for each main idea.
	
	
	

	5. There was a preview before and a review after the main ideas are presented.
	
	
	

	6. The introduction was designed to get immediate attention.
	
	
	

	7. The opening sentences were memorised in order to make a strong start.
	
	
	

	8. All equipment was checked before the presentation.
	
	
	

	9. The visual aids were simple, easy to read and impactful.
	
	
	

	10. Benefits were clearly and persuasively presented.
	
	
	

	11. He/she spoke with enthusiasm and energy.
	
	
	

	12. He/she appeared to have practiced beforehand.
	
	
	

	13. His/her notes consisted of bullet points/mind map.
	
	
	

	14. Possible answers appeared to have been anticipated and rehearsed.
	
	
	

	15. He/she kept eye contact with members of the audience.
	
	
	

	16. He/she used natural body language and gestures.
	
	
	

	17. He/she spoke clearly with a variety of tone and speed.
	
	
	

	18. He/she appeared to monitor their own performance for unwanted behaviour.
	
	
	

	19. The close contained not only a summary but also a motivational statement
	
	
	

	20. He/she appeared to control nervousness by deliberately relaxing.
	
	
	

	TOTAL SCORE
	
	
	

	PARTICIPANT NO.
	
	
	

	Scoring:

If you scored between 48 and 60 per assessor, you are already an excellent speaker.  Please continue to ensure your presentations fulfil your own high standards.

If your score was between 36 and 47, you could become a very effective speaker.

If your score was between 24 and 35, there are more ideas on this course which you should use.

If your score was between 18 and 23, following more new ideas will make a big difference to you.

If your score was below 18 – there is a lot of work to be done – you can choose to start now!


PART 2 – Build Teams to Achieve Goals and Objectives
Individual Formative Exercise 1A
	Instructions:

1. Compile a checklist of the attributes/characteristics of a team.  You may use the template provided.

Evaluate your department against the criteria.  Also provide reasons why you say your department has the attribute (or not). 

2. Write a paragraph where you explain if your department is currently functioning as a team or a group.

3. If your department is functioning as a team, identify and give reasons for what type of team you are.  If your department is not functioning as a team, identify and explain what type of team might be functional in your circumstances.

	Time-frame: 60 min  

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


CHECKLIST

	CRITERIA
	YES
	NO
	REASON

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Individual Formative Exercise 1B
	Instructions:

1. Do research about a team that made a significant contribution by achieving their goals and objectives.

2. Give an overview of what their success factors were and how it made an impact.

	Time-frame: 90 min  

	First attempt

Second attempt

Third attempt

Competent

Not yet competent

Competent

Not yet competent

Competent

Not yet competent




Individual Formative Exercise: 2A
	Instructions:

1. Draw up an organogram for your department/section.  Indicate the roles and responsibilities of each person on the organogram.

2. Plan how you will communicate the different roles and responsibilities to everyone in the department.

3. Compile a flowchart to indicate communication patterns in your team.

4. Evaluate the pattern and discuss whether it is harmful or beneficial to the effective functioning of the team.

5. List ideas on how you can assist low-status group members to gain more status in the group.

	Time-frame: 90 min  

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


Individual Formative Exercise:  2B
	Instructions:

1. Identify the strengths in your team.

2. Identify the weaknesses in your team.

3. Identify things you can do to improve the weaknesses of your team.

4. Set at least three goals you want your team to achieve in the next three months.

	Time-frame: 60 min  

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


	Strengths of team
	Weaknesses of team

	
	


	Strategies to improve weaknesses



	Goals we want to achieve:

1.

2.

3.



	What I will do to help my team achieve the goals:




Individual Formative Exercise 2C
	Instructions:

· Complete the following instrument to determine how effective your team is functioning.
· Complete the questions after completing the assessment of the functioning of your team.

	Time-frame: 60 minutes 

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


Analysis of Team Functioning
Rate each of the following 32 statements as it applies to your team, using the following scale. Then complete the grid on the other side to determine which characteristics you most need to develop.

	1

 Not true
	2

Sometimes true
	3

Often true
	4

Mostly true
	5

Always true

	Statement
	Rating

	1 We share a common vision.
	

	2 We listen actively when others are speaking.
	

	3 We value, trust and respect each team member.
	

	4 We make important decisions by consensus.
	

	5 We use effective procedures for scheduling and tracking projects.
	

	6 We recognize and use individual skills, knowledge and strengths.
	

	7 We challenge accepted processes.
	

	8 We readily admit to and learn from our mistakes.
	

	9 Team priorities are clear.
	

	10 We have the information we need to work individually and together.
	

	11 We request, receive and give honest feedback. 
	

	12 We share leadership among team members.
	

	13 Policies, rules and procedures enable us to do our jobs easily.
	

	14 We eagerly explore differences in values and approaches.
	

	15 We respond quickly and flexibly to change.
	

	16 We take time to think and agree before we act and evaluate.
	

	17 We are committed to and accountable for high quality results.
	

	18 We confront and deal openly with differences in opinion.
	

	19 We are authentic and honest – we tell the truth. 
	

	20 We provide ongoing support and encouragement for each other.
	

	21 Required resources are readily available.
	

	22 We work to avoid “group think” (i.e., all of us think the same way)
	

	23 We each perform a number of functions, as needed.
	

	24 We regularly schedule time for reflection and learning.
	

	25 We measure progress towards key goals.
	

	26 We participate fully in team meetings and discussions.
	

	27 We are interested in ideas that work, not who suggest them.
	

	28 We receive effective coaching.
	

	29 We encourage creativity and innovation.
	

	30 We seek information, ideas and opinions from “outsiders”
	

	31 We see changes as desirable.
	

	32 We value “difficult” questions.  
	


Transfer your scores to the grid below and determine the score.

Characteristic                         Statement that apply                  TOTAL   AVER.

	Sense of purpose
	1


	9
	17
	25
	/20
	

	Open Communication
	2
	10
	18
	26
	/20
	

	Trust and Mutual Respect
	3
	11
	19
	27
	/20
	

	Shared Leadership
	4


	12
	20
	28
	/20
	

	Effective working Procedures
	5
	13
	21
	29
	/20
	

	Building on Differences
	6
	14
	22
	30
	/20
	

	Flexibility and Adaptability
	7
	15
	23
	31
	/20
	

	Continuous Learning


	8
	16
	24
	32
	/20
	


Discuss each of the eight components of high performing teams in your group:

1.  How was your team rated on these elements?

	

	

	

	


2.  Three things we are doing well in each component.

	

	

	

	

	


3.  Three things we can do better in each component.

	

	

	


Individual Formative Exercise 3A
	Instructions:

· Complete the following questions.

	Time-frame: 60 minutes 

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


1. In what stage of team development is your team currently at?

	

	

	

	


What behaviour is your team displaying in this stage?

	

	

	

	


2. Depending on where your team is in terms of team development, what can you do to help the team progress to the next level?

	

	

	

	

	

	

	

	

	

	


Individual Formative Exercise 3B
	Instructions:

1. Complete the questionnaire to determine your team role.

2. Answer the questions.

	Time-frame: 60 minutes 

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


Directions: For each section distribute a total of ten points among the sentences which you think best describes your behaviour.

These points may be distributed among several sentences, in extreme cases they might be spread among all the sentences, or ten points may be given to a single sentence.
TEAM ROLES QUESTIONNAIRE

DIRECTIONS

For each question distribute a total of 10 points to the sentences which you think best describe your behaviour in Team situations.  These points may be distributed among not more than three sentences.  In some cases, 10 points may be given to a single sentence, if you feel this is exactly what best describes your behaviour. There are NO right answers for this questionnaire, only what is honest and true for YOU as an individual.

I. WHAT I BELIEVE I CAN CONTRIBUTE TO A TEAM

a.  I can quickly see connections and take advantage of new opportunities.

b.  I can work well with a very wide range of people.

c.  I can produce ideas easily.

d.  I encourage others when I see they have something to contribute to the group

e.  I always finish what I start.

f.  I am prepared to be unpopular if it leads to results in the end.

g.  I am quick to see what is likely to work in a familiar situation.

h.  I can offer a careful assessment for different courses of action.

i.  I am enthusiastic about applying my training and expertise.
II. IF I HAVE A WEAKNESS IN TEAMWORK, IT COULD BE THAT

a.  I am not happy unless meetings are well structured and controlled.

b.  I am too generous towards others who have a point that has not been discussed.

c.  I tend to talk a lot once the group gets on to new ideas.

d.  I think so carefully, often it is difficult for me to join in the team situations.

e.  I am sometimes forceful and dominant if there is a need to get something done.

f.  I find it difficult to lead from the front, because I am too sensitive to others.

g.  I get too caught up with ideas and so I lose track of what is happening.

h.  I can become frustrated if my knowledge of a particular subject is not recognised.

i.  I worry unnecessarily over detail and the possibility that things may go wrong.

III. WHEN I AM INVOLVED IN A PROJECT WITH OTHER PEOPLE

a.  I look for chances to gain personal fulfilment from the work. 

b.  I am good at influencing people without pressuring them.

c.  I pay attention to detail which prevents careless mistakes being made.

d.  I press for action so that we do not waste time or lose sight of main objectives.

e.  I usually contribute something original.

f.  I am always ready to support a good suggestion for the group.

g.  I am keen to look for the latest in new ideas and developments.

h.  I believe my cool judgement is appreciated by others.

i.  I can be relied upon to see that all important work is organised.
IV. MY USUAL APPROACH TO GROUP WORK IS THAT

a.  I am interested in getting to know colleagues better.

b.  I am happy to challenge the views of others of to hold a minority view myself.

c.  I can usually find an argument to defeat weak suggestions.

d.  I am good at making things work once a plan is ready to be put into operation.

e.  I tend to avoid the obvious and come out with the unexpected.

f.  I bring a touch of perfection to any team job I undertake.

g.  I am ready to make use of contacts outside the group itself.

h.  I consider all views, but I make up my mind once a decision must be made.

i.  I can use what I have learned to help the team.

V. I GET SATISFACTION IN A JOB BECAUSE

a.  I enjoy analysing situations and considering all the choices.

b.  I am interested in finding practical solutions to problems.

c.  I like to feel I am encouraging good working relationships.

d.  I have a strong influence on decisions.

e.  I like to meet people who have something new to offer.

f.  I strive to achieve the highest possible standards when producing work.

g.  I can get people to agree on necessary course of action.

h.  I feel at my best when I can give a task my full attention.

i.  I like to find things that stretch my imagination.

VI. IF I AM SUDDENLY GIVEN A DIFFICULT TASK WITH LIMITED TIME AND UNFAMILIAR PEOPLE

a.  I prefer to work alone to find a solution before explaining to others.  

b.  I am be ready to work with any positive person even if they are difficult.

c.  I would find some way of simplifying the task and getting others to contribute.

d.  I am aware of urgency & would make sure we did not fall behind schedule.

e.  I believe I would keep calm and think clearly.

f.  I would keep to the purpose in spite of the pressures.

g.  I am good at finding my own areas of work, independent of other team members.

h.  I would take a positive lead if I felt the group were making no progress.

i.  I would open discussion to stimulate new thoughts and new connections.

VII. I SOMETIMES HAVE PROBLEMS WORKING IN GROUPS BECAUSE

a.  I tend to be impatient with those who are stopping progress.

b.  I may be criticised for being too analytical.

c.  I find it frustrating when others are dismissive of my expertise.

d.  I wish to ensure that work is properly done but that can slow things down.

e.  I tend to get bored easily and need stimulating people to interest me.

f.  I find it difficult to get started unless the goals are clear.

g.  I am sometimes poor at explaining and clarifying points that occur to me.

h.  I am aware of demanding from others things I cannot do myself.

i.  I hesitate to get my points across when I run up against strong opposition.

VIII. WHEN I AM INVOLVED IN A PROJECT WITH OTHER PEOPLE

a. I place importance on attaining the highest levels of accuracy in my work.

b. I am at my best when working to a tight deadline

c. I ensure that the team understands and agrees upon priorities.

d. I analyse the situation to ensure the team has considered all possible implications.

e. I smooth over problems using discretion and understanding.

f. I do what is required rather than the work I would prefer to do.

g. I can provide information relating to my experience and expertise.

h. I can think laterally and move beyond obvious conclusions.

i. I can see the potential in new ideas and how to make the most of them.

BELBIN TEAM ROLES – SCORE SHEET

DIRECTIONS

For each question distribute a total of 10 points to the sentences which you think best describe your behaviour in Team situations.  These points may be distributed among not more than three sentences.  In some cases, 10 points may be given to a single sentence, if you feel this is exactly what best describes your behaviour. There are NO right answers for this questionnaire, only what is honest and true for YOU as an individual.

Take the points from the Team Roles Questionnaire and enter them by question in the table below. Be sure to write the score according to the letter indicated. 

CHECK:
Points for each question (eg VII) should add up to 10

BELBIN TEAM ROLES ANALYSIS SHEET

	Selection
	Implementer
	Chairperson
	Shaper
	Plant
	Resource invest
	Monitor evaluator
	Team worker
	Completer/finish

	I
	G
	D 
	F 
	C 
	A
	H
	B
	E

	II
	A 
	B 
	E
	G
	C
	D
	F
	H

	III
	H 
	A 
	C 
	D
	F
	G
	E
	B

	IV
	D 
	H 
	B 
	E
	G
	C
	A
	F

	V
	B 
	F 
	D 
	H
	E
	A
	C
	G

	VI
	F 
	C 
	G 
	A
	H
	E
	B
	D

	VII
	E 
	G 
	A 
	F
	D
	B
	H
	C

	TOTAL
	
	
	
	
	
	
	
	


 Scoring

Add up the points in each column to give your final Team Role profile of preferred behaviours.

Interpretation

· 0 to 5

You very seldom use this behaviour

· 6 to 10

You sometimes use this behaviour

· 11 to 15

You often use this behaviour

· 16 to 20

You favour this behaviour

· 21 +

You almost always use this behaviour

Remember Team Roles are about BEHAVIOUR not personality. You can be flexible and CHANGE your behaviour.  Try to do what the Team NEEDS, to be effective, not just what you are comfortable doing 

Description

	Role
	Strengths
	Weaknesses

	I Implementer
	Turns concepts and plans into practical working procedures                        
	Sometimes lack flexibility and is unresponsive to ideas that have not been proven

	CH Chairperson
	Recognizes team’s strengths and weaknesses and make sure that the resources are used effectively

Keep group working in orderly fashion, without appearing to be controlling

Strive to pull things together at critical points and imports a sense of direction and purpose at critical points.

Influences people without using pressure.
	May overlook the need for creativity

Could attach too much importance to systematic progress, ignoring the contribution made by conflict.

Stereotyping people and ignoring sound contribution. 

	SH     Shaper
	Stimulate group members to work well by challenging, arguing and disagreeing.

By showing impatience and frustration he tends to drive teams towards the achievement of goals
	May tend to use too much air space, especially when group gets on to new ideas.

His willingness to show his impatience and frustration could subdue quite members. He could create dysfunctional conflict by his provocation.  

	PL Plant Innovator (idea provider)
	Ability to prove many proposals that tend to be innovative, leading to new perspectives.

Willingness to move out of the framework used by the team.
	Inclined to ignore practical details and through ignoring protocol, create problems in respect of group processes

	RI Resource Investigator 
	Capacity to develop a network of personal contracts that serves as assistance.

Capacity to develop   
	

	ME Monitor Evaluator
	Critical approach to ideas, solution and plans.

Weigh all factors before making a judgement.

Does not react to emotional appeals, nor react emotionally.  
	May lack creativity and by his approach kill off promising ideas before they are developed.

Due to this approach, lack the ability to motivate others.

	TW Team worker 
	Promote teamwork through an ability to listen effectively and being persuasive in a non-threatening and non-provocative manner. 

Support members in their strengths and bolster weaknesses.

Encourages members to communicate. 
	May be indecisive in crisis movements.

May be over responsive to group climate, tending to defuse conflict that could be creative.

May not be assertive enough to perform his role effectively.

	CF Complete Finisher  
	Gives a lot of attention to detail and make sure activities are completed.

Stresses planning ahead and ensures mistakes are avoided. 

Looks for area in need of special effort.

Maintain sense of urgency that job is completed.
	Tend to worry too much about small things.

Desire to ensure that work is properly done can hold up proceedings.


Compile the profile of your team:

	Team Profile
	Plant

Resource Investigator

Coordinator

Shaper

Monitor evaluator

Team worker

Implementer

Completer finisher

Specialist
	

	What do you need in your team profile?
	

	Describe the typical behaviour of your team according to your current team profile
	


Individual Formative Exercise 3C
	Instructions:

1. Identify your leadership style 

2. Discuss how your leadership style impacts the effectiveness of your team.  What are your strong areas and what are the aspects that you need to improve to promote the effectiveness of your team?

	Time-frame: 60 minutes 

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


INSTRUCTIONS
Listed below are many different ways in which you might act towards people when discharging a leadership role. For each item, please indicate how 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.

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



“0”
-
Not at all (or “not applicable”)



“1”
-
Rarely



“2”
-
Sometimes, but not often



“3”
-
Quite often



“4”
-
Often



“5”
-
Very often

	
	
	0

Not at all
	1

Rarely
	2

Some-times, but not often
	3

Quite often
	4

Often
	5

Very often

	1.
	Demand prompt compliance with instructions
	
	
	
	
	
	

	2.
	Convey a clear picture of what I believe the future will look like for the organisation
	
	
	
	
	
	

	3.
	Build strong relationships with my people
	
	
	
	
	
	

	4.
	Encourage full participation in decision-making
	
	
	
	
	
	

	5.
	Set high standards for performance
	
	
	
	
	
	


	6.
	Help people identify their strengths and weaknesses
	
	
	
	
	
	

	7.
	Use my power to ensure that work is done to my satisfaction
	
	
	
	
	
	

	8.
	Appeal to the long-term interests of employees through sharing my ideas for the future
	
	
	
	
	
	

	9.
	Resolve conflicts between people to create greater trust
	
	
	
	
	
	

	10.
	Gather information from people to ensure that their expertise is utilised
	
	
	
	
	
	

	11.
	Insist on excellence from all and measure performance against this
	
	
	
	
	
	

	12.
	Discuss people’s personal and career goals
	
	
	
	
	
	

	13.
	Confront poor performance with tough actions
	
	
	
	
	
	

	14.
	Motivate people by making it clear to them how their work fits in to the bigger picture
	
	
	
	
	
	

	15.
	Treat people as our greatest resource by communicating their value to them
	
	
	
	
	
	

	16.
	Promote consensus through participation
	
	
	
	
	
	

	17.
	Set an example of exceptional commitment and performance
	
	
	
	
	
	

	18.
	Encourage people to establish long-term career goals
	
	
	
	
	
	

	19.
	Let people know exactly what I expect from them
	
	
	
	
	
	

	20.
	Make sure that people understand that what they do matters and why
	
	
	
	
	
	

	21.
	Value individuals and their feelings by showing concern
	
	
	
	
	
	

	22.
	Let people have a say in any decisions which affect their goals or targets
	
	
	
	
	
	

	23.
	Replace poor performers if they don’t respond to pressure
	
	
	
	
	
	

	24.
	Give regular constructive feedback


	
	
	
	
	
	

	25.
	Act decisively in crisis situations by giving clear instructions
	
	
	
	
	
	

	26.
	Ensure that people have a clear sense of direction and the freedom to innovate, experiment and take calculated risks
	
	
	
	
	
	

	27.
	Build a sense of belonging through positive feedback and personal support
	
	
	
	
	
	

	28.
	Allow people the flexibility to decide how best to do their own work
	
	
	
	
	
	

	29.
	Persuade people to continuously improve their performance
	
	
	
	
	
	


	30.
	Assist people to reach their full potential and promote self-development
	
	
	
	
	
	

	31.
	Keep people on their toes by making the cost of failure clear to them
	
	
	
	
	
	

	32.
	Help people to align their contribution with a compelling sense of organisational strategy
	
	
	
	
	
	

	33.
	Share my own feelings with the people I work with
	
	
	
	
	
	

	34.
	Listen carefully to people’s concerns to keep morale high
	
	
	
	
	
	

	35.
	Encourage people to do things better and faster
	
	
	
	
	
	

	36.
	Coach people to succeed at challenging assignments
	
	
	
	
	
	

	37.
	Monitor people’s commitment and give them a ‘wake-up call’ if their motivation is low
	
	
	
	
	
	

	38.
	Communicate persuasively to mobilise commitment
	
	
	
	
	
	

	39.
	Give people the freedom to do their work in the way they think is most effective
	
	
	
	
	
	

	40.
	Communicate the principle that everyone is equally important to our success
	
	
	
	
	
	


	41.
	Give performance feedback to enhance performance
	
	
	
	
	
	

	42.
	Identify development priorities and facilitate development plans with others
	
	
	
	
	
	


SCORE SHEET
For each question, please transfer your score to the appropriate box below. 
Then add up the totals for each column.

	Ques-tion
	Your Score
	Ques-tion
	Your

Score
	Ques-tion
	Your

Score
	Ques-tion
	Your

Score
	Ques-tion
	Your

Score
	Ques-tion
	Your

Score

	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
	
	41
	
	42
	


TOTALS FOR EACH COLUMN:

	COE
	
	VIS
	
	AFF
	
	DEM
	
	PAC
	
	COA
	



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:


PART 3 – Managing a Diverse Work Force to Add Value
Individual Formative Exercise 1A
	Instructions: Please answer the following questions:

1. Describe in your own words what you understand under the term ‘Diversity’. 

2. Brainstorm as many diverse groups you can think of in the workplace, then identify the stereotype that is often held about each group, identify the prejudice and describe what discrimination will result from this. (use your learner guide to assist with the definitions of stereotype, prejudice and discrimination)

GROUP

STEREOTYPE

(thought)

PREJUDICE

(judgement/belief)

DISCRIMINATION

(action)

3. Now let us test the validity of these stereotypes in our groups. 

Stereotype

True /False

How does it really work?

4. Discuss what impact will perpetuating these stereotypes have on internal and external work relationships




	Time-frame: 60 min

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


Managing Diversity in the Workplace
Individual Formative Exercise 2A
	Instructions: After watching the DVD, answer the following questions: 

1. What drawbacks can you identify in the DVD if Diversity is not recognised as an asset in an organisation?

2. What benefits are there in recognising diversity as an asset? Use examples from the DVD as well as your own organisation. Also refer Business Case for Diversity. 

3. How can the diversity amongst team members be utilised to enhance relationships and improve productivity? Again, use examples from the DVD as well as from your own organisation.




	Time-frame: 60 min   

	First attempt

Second attempt

Third attempt

Competent

Not yet competent

Competent

Not yet competent

Competent

Not yet competent




Managing Diversity in the Workplace
Individual Formative Exercise 2B
	Instructions: Watch the television advertisement where the sale and marketing strategy is geared towards diversity. It is the Castle Lager advert where a white guy raps (a dance that young black kids do) as soon as black guys (who would traditionally not drink castle lager), take a sip of beer”

1. Identify what aspects of diversity are used in every advertisement. Also indicate how it will assist the company to market their product:

ADVERT

ASPECT OF DIVERSITY USED IN ADVERT

HOW IT IS USED TO ENHANCE PRODUCT/SALES

2. Identify ways in which your own company utilises diversity to market their product. Make further suggestions on how you think they can further enhance products and sales through diversity.

Current use of diversity:

Suggestions on future use: 



	Time-frame: 60 min   

	First attempt

Second attempt

Third attempt

Competent

Not yet competent

Competent

Not yet competent

Competent

Not yet competent




Dealing with Diversity Conflicts
Individual Formative Exercise 4A
	Instructions: You are the manager of the Accounts department of a big organisation. The situation described below has presented itself in your department.  The case study illustrates the dynamics between different culture groups and the possibility of conflict it may cause.  Come up with ideas on how you will address the situation to resolve the situation.                                                                                                   Time Frame: 60 min

[image: image2]


	First attempt

Second attempt

Third attempt

Competent

Not yet competent

Competent

Not yet competent

Competent

Not yet competent




Individual Formative Exercise 4B
	Instructions:

Study the two case law studies in your learner guide and answer the following questions:

1. In each case, identify the type of unfair discrimination that took place

Case A:

Case B:

2. Describe what errors were made in each case and how you would suggest the company should have handled it.

Case A:

Case B:

3. List the learning points of each case. 

Case A:

Case B:




	Time-frame: 60 Min  

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


PART 4 – Devise and Apply Strategies to Establish and Maintain Workplace Relationships
Individual Formative Exercise 1A

	Instructions:

Case study: Your manager has informed you yesterday that your department was given the directive from the Exco to implement a new computer program. Information you got from a friend working for another company who implemented this system is that it is a cumbersome and inefficient exercise that takes a lot more time than it adds value. You have discussed these concerns with your manager, but he said you do not have a choice, you just have to make it work.

This morning when you came into work, Cheryl, your floor manager, confronted you in front of the whole team with the fact that she had to hear the news from outside the department. She further stated that it was a bad system and that if you want to introduce it in the department, she would resign. When you started to react, she broke into tears saying that you don’t have an idea of all the personal problems she has and how that makes her work difficult, and now on top of all this, you want to introduce a new system that is going to make life more difficult for her. 

1. Describe how you would handle the incident with Cheryl. In your answer, include the following:

· Identify and discuss how you would address the work-related problem Cheryl has discussed with you.

· Identify and discuss how you would address Cheryl’s personal problems

· How will you give feedback to Cheryl on issues that are still outstanding after your discussions?

· Draw up a plan of how you will communicate this new change to your department

(Use the guidelines given in your Learner Guide) 


	Time-frame: 60 min  

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


Building Internal and External Networks
Individual Formative Exercise 2A
	Instructions: Use the brainstorming technique to complete the stakeholder engagement plan for external stakeholders. Use the categories of external stakeholders in your Learner Guide. 



	Time-frame: 60 min 

	First attempt

Second attempt

Third attempt

Competent

Not yet competent

Competent

Not yet competent

Competent

Not yet competent




Stakeholder Engagement Template
	List Stakeholder
	Stakeholder Assessment
	Action Plan

	
	Stakeholder key contact/s
	Level of interest  (low>medium>high)
	Ability to impact (low>medium>high)
	What we want from stakeholder
	What stakeholder wants from us
	How will we engage
	When will we engage/ frequency
	Who owns the relationship?

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Conflict Resolution
Individual Formative Exercise 3A
	Instructions:    You and three of your colleagues must roleplay the situation below. 

Role Play:

Mpho is a young, extremely talented graduate in your department. Since she started there 6 months ago, you have only had positive feedback from superiors and peers, who mostly comment on her excellent interpersonal relationships. 

Mpho has made an appointment with you. In the discussion she said that she was extremely unhappy about a comment made by Martin, in years your most senior team member. According to her he said to another colleague “You know, these young graduates come here to our jobs, they are so arrogant and do not respect us. And what is more, the company probably pay them more than us. I wish I can close my eyes and they could just disappear!!!”

Martin is also a very talented team member, but his age is catching up on him. You have caught him dozing off at his desk several times in the past month or two. 

Mpho said that although she does not want to cause trouble, she insists that the issue be addressed as soon as possible. 

You will now role play the conflict resolution session.

· You will act a manager and will have to demonstrate how conflict needs to be addressed both informally and formally

· The second colleagues will play the role of Mpho

· The third colleagues will play the role of Martin

· The fourth colleagues will evaluate the process, give feedback afterwards. 

· You must hand in a summary of learning points of:

· How conflict was handled informally (positives, negatives and recommendations)

· How appropriately recommendations were made for formal conflict resolution, including positives, negatives and recommendations.


	Time-frame: 60 min  

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


Section C:  Summative Assessments
PART 1
Summative Assessment
	70 hours

	Instructions:

1. Study all applicable policies and procedures in your company that governs communication.  Write a report on the content of these policies and procedures and evaluate the effectiveness thereof. If your company does not have any policies and procedures governing communication, discuss what your company needs to establish in terms thereof.  Look at what structures for communication are available in your organisation and evaluate their effectiveness.

2. Obtain a workplace report and evaluate the report in terms of the criteria discussed in your Learner Guide.  Compile a checklist against which you can evaluate the report.  Make recommendations to improve the report.  Include the report as part of your portfolio of evidence.

3. Schedule a meeting back in the workplace during which you can act as Chairperson.  If it is not possible to schedule a meeting, ask your manager to delegate the responsibility of chairing one of his meetings.  Compile a checklist which the members of the meeting can use to assess you in your role as Chairperson.  Include the Notice, Agenda and Minutes of the meeting and the checklists in your portfolio of evidence.

4. Prepare a presentation which you can deliver in your workplace.  This presentation can be delivered during a meeting or any other event where you have influence.  Compile a checklist which identified individuals attending your presentation (at least four) can use to assess you during your presentation.  Include these checklists, your presentation and your visual aids in your portfolio of evidence.

VERY IMPORTANT:  Please ensure that you complete the Workplace Log on the next page as you complete the summative assessment activities.  Your supervisor needs to sign the Workplace Log and comment on your achievement of each summative activity.
Ensure that you attach all your answers and notes to your PoE workbook!!!!!


	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


Workplace Log

	LEARNER NAME 
	

	ASSESSOR NAME

NAME OF SUPERVISOR

JOURNAL PERIOD
	

	
	

	
	FROM
	TO

	US NR AND TITLE
	WORKPLACE ACTIVITY
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Sorted!
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Mostly?
	[image: image5.jpg]



Needs Help!
	COMMENTS – must be completed by Supervisor

	US: 12433:

Use communication techniques effectively

SO1
	Study policies and procedures in the workplace that governs communication.

Evaluate the content; write a report on your findings.

Make recommendations on needs identified.
	
	
	
	

	US: 12433:

Use communication techniques effectively

SO3
	Obtain a report used in the workplace.

Compile a checklist of criteria to evaluate the report.

Evaluate the report and make recommendations.
	
	
	
	

	US: 12433:

Use communication techniques effectively

SO2
	Schedule a meeting in the workplace and act as Chairperson.

Compile a checklist of the role and responsibilities of a chairperson.

Members of the meeting evaluate your effectiveness as a Chairperson

Include completed checklists, agenda and minutes of the meeting as evidence.
	
	
	
	

	US: 12433:

Use communication techniques effectively

SO4
	Prepare and deliver a workplace related presentation.

Compile a checklist against which you can be evaluated.

At least four people attending the presentation should evaluate you.

Include the presentation, visual aids and completed checklists as part of your POE.
	
	
	
	

	SUPERVISOR COMMENTS:

	REMEDIAL / IMPROVEMENT AREAS
	

	
	

	
	


SIGNATURE LEARNER: _____________________________________
SIGNATURE SUPERVISOR: __________________________________

PART 2
Summative Exercise
	  30 hours

	1. Use all the information you have gathered about your team in the workplace in order to compile an action plan to improve its effectiveness.  A checklist is provided to assist you in determining areas where your team may be failing.  Complete the checklist and then compile the action plan. Submit both documents.
Remember to consult the process steps in the building of an effective team as well as the stages of team development.

[image: image6.wmf] Reminder

An action plan outlines the steps that will be taken to achieve your goals/objectives.  These steps must be realistic and achievable.  An example of an action plan is provided that may be used.

2. After completing the action plan, implement one of the steps listed. 
3. Evidence should be provided about the implementation of the step as well as feedback from the team.  Evidence should also be provided that you have evaluated the effectiveness of the team building intervention.

	First attempt
	Second attempt
	Third attempt

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

	 
	
	
	
	
	


CHECKLIST

	Criteria
	√

	Team Goals
	

	1.  The team has clear goals.
	

	2.  The team knows when goals have been achieved.
	

	3. Success is measured regularly.
	

	4.  Goals are seen as important by the team.
	

	5.  The goals challenge the team’s abilities and skills.
	

	6.  The team has a high level of commitment to achieve the goals.
	

	Team Support
	

	1.  The team feels management support the team’s efforts.
	

	2.  The team gets the information they need to accomplish goals.
	

	3.  Risk taking, and creative thinking are supported.
	

	4.  The team leader is open to team input.
	

	5.  Recognition is given for effort and accomplishment by the team.
	

	6.  The team leader listens to individual team member concerns.
	

	Team Communication
	

	1.  The team communicates effectively.
	

	2.  Conflict is effectively resolved in the team.
	

	3.  Team members feel comfortable discussing key issues.
	

	4.  Different points of view are respected.
	

	Team Culture
	

	1.  Team members trust and respect each other.
	

	2.  Team members are treated with dignity and respect.
	

	3.  A climate of professionalism exists.
	

	4.  Team members understand their roles and responsibilities.
	

	5.  Team members encourage each other.
	

	6.  Knowledge is shared effectively within the team so that each team member is successful.
	

	Team Performance
	

	1.  Team members have clearly defined and measurable standards.
	

	2.  Team members have the skills required for the job.
	

	3.  Team members are required to adhere to team standards.
	

	4.  The team asks for customer feedback.
	

	5.  The team is focused on continuous improvement.
	

	6.  The team make an effort to review and eliminate outdated policies and procedures.
	


ACTION PLAN

	Statement of objectives/goals
	

	Implementation
	Evaluation

	What needs to be done?
	Who?
	When?
	Resources
	What evidence indicates progress?
	When will evidence be collected?

	
	
	
	
	
	


PART 3
Summative Exercises

	50 hours

	To do this exercise you will need about half a daybreak away with your work team. The session will be much more effective if you can do it away from work in a less formal environment.  If it won’t be possible, you may have the session in a venue at work that is suitable to your needs. Be aware that discussions could be very sensitive and that the group needs to realise that compassion, confidentiality and respect are pre-requisites for this session.

Set the scene by doing a short presentation on diversity. You need to at least include the definition and business case for diversity, as well as your own vision for diversity in your department. 

Now ask every team member, by him/herself to write down the following:

1. His/her top 3 work related goals and needs (only the top 3 of each)

2. His/her top 3 beliefs/values/interests/attitudes which is different from the rest of the team’s, but has a direct/indirect influence on the work

3. His/her top 3 beliefs/values/interests/attitudes which is common to most people in the work team.

4. As group, brainstorm ideas on how differences amongst group members can be respected and accommodated. 

5. Discuss how similarities can be used to make the team stronger. 

For assessment, you need to hand in:

· a printout of your introductory presentation

· minutes or a summary of the meeting, detailing all answers to questions 1-4 above for each team member

· In your minutes, write a paragraph on a conflict situation that arose during the facilitation session and discuss how you addressed the situation.  If conflict did not arise, discuss a possible scenario that could have taken place as well as how you would have addressed the situation.

· Lastly, reflect on the lessons you have learned from this session and the strategies that you will employ to manage the team better/more effective.
First attempt

Second attempt

Third attempt

Competent

Not yet competent

Competent

Not yet competent

Competent

Not yet competent




PART 4
Summative Exercise
	26 hours

	1. For the first part of this exercise you need to schedule a meeting with your own team. The purpose of the meeting is to:

· Through a consultative process draw up goals and objectives for your team to ensure that it meets business goals. If you already have goals and objectives, review them during this session, using the guidelines provided in your Learner guide.

· Describe how your goals link to company goals

· Submit the above in your PoE.
2. After ensuring that your internal goals and objectives meet business expectations, you are required to:

· Identify who your internal Suppliers and Customers are

· Engage with them to find out what their expectations are, describing the process you followed for engagement

· Draw up a service level agreement with one of your customers, including activities, progress, results (the action plan format provided can be used for this). 

· Agree on feedback, including methods, frequency and follow-up action

· Describe the process of continuous consultation you have agreed on 

3. For assessment, you need to hand in evidence, using the headings above, to describe the whole process you followed. To assist in summarising, use the templates provided in your learner guide.

4. Ensure that you include a formal Workplace strategy.

First attempt

Second attempt

Third attempt

Competent

Not yet competent

Competent

Not yet competent

Competent

Not yet competent




Section D:  Assessor Mark Sheets

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

(Formative / Summative)
	Assessed
	Competent

	
	
	
	
	
	

	
	
	
	
	Date
	Initial of assessor
	YES
	NYC


	US 12433

Discuss and explain a range of written and oral communication techniques used in the workplace 
	An understanding of a range of written and oral communication techniques used in the workplace and applicable communication theory is demonstrated. 
	30 min

30 min

30 min

60 min

30 min

30 min

70 hours
	Individual Formative Exercise 1A

Individual Formative Exercise 1B

Individual Formative Exercise 1C

Individual Formative Exercise 2A

Individual Formative Exercise 2B

Individual Formative Exercise 2C

Summative assessment
	
	
	
	

	Lead discussions and chair meetings 
	Discussions are led and meetings chaired in an effective manner according to standard meeting procedures
	30 min

120 min

70 hours
	Individual Formative Exercise 4A

Individual Formative Exercise 4B

Summative assessment
	
	
	
	

	Generate a variety of workplace reports using various data gathering techniques 
	A variety of generated workplace reports and presentations are available for scrutiny
	90 min

70 hours
	Individual Formative Exercise 3 A

Summative assessment
	
	
	
	

	Deliver Presentations
	Presentations are effectively delivered and met the needs of the target audience
	120 min

70 hours
	Individual Formative Exercise 5A

Summative Assessment
	
	
	
	

	US 252037

Demonstrate knowledge of and insight into the theory of teams and the importance of teams in workplace activities. 
	The characteristics of a team and team interaction are compared with those of a group. 
	60 min  

90 min
	Individual Formative 1A

Individual Formative 2A
	
	
	
	

	
	Different types of teams are described in terms of their unique roles and characteristics
	60 min
	Individual Formative 1A
	
	
	
	

	
	The importance of teams for achieving workplace goals and objectives is motivated with examples of the contributions of teams. 
	90 min
	Individual Formative 1B
	
	
	
	

	Apply the theory of teams to team dynamics. 
	The dynamics of teams are explained in terms of practical examples
	90 min

60 min
	Individual Formative 1B

Individual Formative 2B
	
	
	
	

	
	The reasons for disagreements and conflict that could disrupt the functioning of the team are analysed with reference to interpersonal and other factors.
	90 min
	Individual Formative 1B
	
	
	
	

	
	Unique challenges presented by different types of teams are identified with specific reference to cross-functional and virtual teams. 
	60 min
	Individual Formative 1A
	
	
	
	

	Explain the process of building teams. 
	The process of building a team is explained with reference to the steps in the process. 
	60 min
	Individual Formative 2B
	
	
	
	

	
	Stages of team development are analysed in terms of the human behaviour that drives the different stages. 
	60 min
	Individual Formative 3A
	
	
	
	

	Analyse the role of team leader in promoting team effectiveness
	The role of the team leader is explained in relation to improving team effectiveness. 
	60 min
	Individual Formative 2C
	
	
	
	

	
	The impact of different leadership styles is considered in relation to the leader's role in promoting team effectiveness
	60 min

60 min
	Individual Formative 3B

Individual Formative 3C
	
	
	
	

	
	Techniques for the constructive management of team dynamics and conflict are described with specific reference to promoting trust, cohesion, creativity and productivity. 
	60 min

30 hours
	Individual Formative 3B

Summative assessment
	
	
	
	

	Evaluate the effectiveness of a team and propose ways to improve team effectiveness. 
	The functioning of a team is evaluated against the characteristic of high-performance teams 
	60 min

90 min
	Individual Formative 2C

Individual Formative 2A
	
	
	
	

	
	An action plan is developed for improving the effectiveness of the team
	30 hours
	Summative assessment
	
	
	
	


	US 252043

Demonstrate knowledge and understanding of diversity in the workplace. 


	Diversity is defined in terms of differences within a unit, including difference in backgrounds, culture, beliefs, values, race, age, sex, language and education. 
Diversity is explored as a potential source of discrimination. 
The implications of diversity for external and internal relationships is examined and explained with examples. 
Cultural biases, stereotypes and perceptions are identified together with the influence they can have on dealing with diversity. 
	60 min

60 min

60 min

60 min

50 hours
	Individual Formative Assessment 1A

Individual Formative Assessment 1A

Individual Formative Assessment 1A

Individual Formative Assessment 1A

Summative assessment
	
	
	
	

	Demonstrate understanding of the reality of diversity and its value in a unit. 

	The benefits of diversity in team members and clients are explained with examples. 
Ways of utilising the diversity among team members are explored with a view to enhancing relationships and improving the productivity of a unit. 
Ways of meeting the diverse needs and goals of team members in a unit are explored in relation to the goals and objectives of a unit. 
Ways of meeting the needs of diverse clients and communities through a range of products and services is explored to identify new opportunities. 
	60 min

60 min

50 hours

60 min


	Individual Formative Assessment 2A

Individual Formative Assessment 2A

Summative assessment 

Individual Formative Assessment 2B
	
	
	
	

	Manage team members taking into account similarities and differences. 


	Diversity in beliefs, values, interests and attitudes are identified through interaction within a unit. 
Common beliefs, values, interests and attitudes that will serve a basis for leading the team are recognised through interaction within a unit. 
The expression of diverse viewpoints and ways of being is encouraged in a unit through management activities. 
Sensitivity towards and understanding of diversity are demonstrated through management activities. 
	50 hours

50 hours

50 hours

50 hours
	Summative assessment 

Summative assessment 

Summative assessment 

Summative assessment 
	
	
	
	

	Deal with disagreements and conflicts arising from diversity in a unit. 


	Incidents of conflict and disagreement are acknowledged and managed in a way that enhances relationships in a unit. 
Cases of unfair discrimination and discriminatory practices are identified and managed at the appropriate level of authority in the entity. 
Disagreements and conflict are used as opportunities for learning to improve the cohesion in a unit. 
	60 min 

60 min

60 min


	Individual Formative Assessment 4A

Individual Formative Assessment 4B

Individual Formative Assessment 4B
	
	
	
	

	US 252027

Liaise and network with internal and external stakeholders
	Opportunities for networking are identified or created with internal and external stakeholders relevant to a unit

Networking opportunities are identified, meetings are attended, and new contracts are established to mutual benefit

Avenues for communicating with stakeholders are explored and appropriate strategies implemented to mutual benefit of all people involved
	60 min 

60 min

60 min
	Individual Formative Assessment 2A

Individual Formative Assessment 2A

Individual Formative Assessment 2A
	
	
	
	

	Devise and apply a strategy to establish constructive relationships with managers


	Managers are kept informed of activities, progress and results of the unit through verbal or written feedback in accordance with the entities policies and procedures

A process for seeking and exchanging information and seeking advice is agreed to in consultation with all managers in a unit

Managers in the unit are consulted on issues that are relevant to their area of responsibility to promote constructive relationships and interaction between units in the entity
	26 hours

26 hours

26 hours

26 hours
	Summative Assessment 

Summative Assessment 

Summative Assessment 


	
	
	
	

	
	Concerns over the quality of work are raised directly with relevant managers in accordance with the entity’s policies and procedures

Information presented to the manager is clear, accurate and timely
	26 hours


	Summative Assessment 

Summative Assessment
	
	
	
	

	Identify and minimize personal conflict in a unit
	Information on the procedures for dealing with conflict in a unit is communicated to team members to promote the orderly resolution of conflict in accordance with the entities policies and procedures

Actions taken to resolve potential and actual conflict are taken to deal promptly in accordance to the entity’s policies and procedures

Conflict situations are referred to appropriate managers where required in terms of the entity’s policies and procedures.
	60 min

60 Min

60 min

60 min

60 min

60min
	Individual Formative Assessment 3A

Individual Formative 1A

Individual Formative Assessment 3A

Individual Formative 1A

Individual Formative Assessment 3A

Individual Formative 1A
	
	
	
	

	Devise and apply a strategy to establish constructive relationships with team members in a unit.


	The strategy is developed through a consultative process that involved all team members in the development of goals and objectives to obtain commitment and support.

Opportunities for team members to discuss work-related and personal issues are identified and used when appropriate.

Feedback and advice to team members are offered in a positive manner to contribute towards constructive relationships.

Team members are informed about developments and changes that may affect them. 
	26 hours

60 min

60 min

60 min
	Summative Assessment 

Individual Formative Assessment 3A

Individual Formative Assessment 3A

Individual Formative Assessment 3A


	
	
	
	

	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 

	Identifying
	C
	The learner was able to solve problems creatively by identifying the problem. Mistakes made in the communication exercises were found and corrected.

	Organising
	C
	The learner was able to organise activities and interact with stakeholders. Organising different communication strategies to help set up activities.

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

	Communicating
	C
	Written and oral communication is evident in the learner’s PoE and is used effectively. This was done in different languages.

	Demonstrating
	C
	The learner demonstrated a good understanding of how systems work and contribute to effective group unity. Also, the correct use of different communication skills was shown.

	Contributing
	C
	The learner effectively contributed to the group exercises and showed great sensitivity to the cultural differences within all stakeholder relationships. Group work on communication was done and the learner contributed positively.

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

	Working
	C
	The learner was able to contribute to group work to help create a positive atmosphere and complete all the communication tasks.

	Assessor Signature
	
	Date
	

	Moderator Signature
	
	Date
	


Assessment Decision

	OVERALL ASSESSMENT SCORE

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

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

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

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


VACS Analysis
	Assessor Name
	

	Assessment Evaluated
	12433; 252037; 252043; 252027

	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 time-frames?
	
	

	Do you feel that the assessment was fair?
	
	

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

	Did the assessor explain all the evidence requirements to you?
	
	

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

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

	Was the feedback provided constructive? 
	
	

	Was the assessment documentation clear and user-friendly?
	
	

	Learner Signature
	
	Date
	

	Assessor Signature
	
	Date
	

	Moderator Signature
	
	Date
	


Assessor: Assessment Review

	Assessor name
	

	Date of assessment
	

	Assessment Review
	Agree
	Disagree

	The Learner provided inputs into the assessment process.
	
	

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

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

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

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

	The evidence requirements are relevant to the unit standards.
	
	

	The evidence identified for this portfolio is sufficient.
	
	

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

	The assessment methods are suitable for the outcomes being assessed.
	
	

	The assessment does not present any barriers for the Learner.
	
	

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

	The assessment instruments were manageable and user-friendly.
	
	

	General Comments: I am satisfied with the process.


	Assessor Signature
	
	Date
	

	Moderator Signature
	
	Date
	


Assessment Review Report 
	Unit Standard Title
	Making an Impact on Interpersonal Intelligence  
	Unit Standard Number
	12433; 252037; 252043; 252027

	NQF Level
	5
	Credits
	26

	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. Outline the assessment process. Learner’s ability to use communication effectively well tested. 

	Weaknesses:

	None.

	Recommendations:

	None.


Assessment Process

	Strengths

	Easy manageable and fair process with different levels of difficulty. Communication was tested on practical as well as written level. Skills were also developed to enhance diversity and teamwork in the workplace.

	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. Learners were able to show communication skills on different levels. 

	Weaknesses:

	None.

	Recommendations:

	None.


Assessment Instruments Used

	Strengths

	A well-balanced amount of instruments were used for learners to do evaluation of themselves and their company. Case studies, self-evaluations, checklists and written communication proofed competence effectively.

	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. 

	Weaknesses:

	None.

	Recommendations:

	None.


Unit Standard

	Strengths

	Clear and well structured. Clear guidelines on evidence required. All evidence enhances the purpose of creating stronger communication skills.

	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
	


©   Copyright





“A’shadieeyah (in Arab means Princess) is a young Muslim girl who has been appointed as accountant in your department. From the first day she has impressed you with her knowledge, diligence and commitment to excellence. According to you she could go all the way to the top in a very short time span. 


Yesterday she handed in her letter of resignation. You called her in to discuss the reasons. At first, she did not want to give the reasons, but after a long conversation she said that she does not fit in with the team. 


Your other team members are:


Vukile, a young Xhosa speaking guy who is also a very bright accountant and is A’shadieevah’s strongest ‘competition’


Mercia, a middle-aged white woman with years of experience but no formal qualification.


Ryan, a 30-year-old coloured guy who has been transferred from sales to accounts as part of his training program to become a sales manager. 
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PRE-ASSESSMENT

MEETING CHECKLIST


		Learner

		

		Unit Standard Number

		12433; 252037; 252043; 252027

		Credits

		26



		Assessor

		

		Unit Standard Title

		Making an impact

		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 assessments.

		



		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














