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[bookmark: _Toc16588247]STAKEHOLDER INFORMATION
	LEARNER INFORMATION

	Name
	

	Surname
	

	ID number
	

	Mobile phone contact number
	

	E-mail address
	

	Physical address
	

	Postal address
	

	Employer Name
	

	Employer Contact Details
	



	ASSESSOR DETAILS

	Name
	

	Surname
	

	Assessor ID
	

	Project Name
	Occupational Certificate ID 98912:Sugar Processing Operator

	Module No.
	Module 3: Basic Business Studies

	Date of Assessment
	

	Portfolio submission Date
	

	Assessor Signature
	

	Total Marks for Knowledge Module 9
	102 marks

	Marks attained
	

	Place:
	




	MODERATOR DETAILS

	Moderator Name
	

	Moderator ID
	

	Moderator Signature
	

	Date of Moderation
	





[bookmark: _Toc16588248]COMPETENCY SUMMARY OF ASSESSMENT
	

	Module 9
	KM-3-KT01: The productive environment
	C
	NYC

	1
	1.1. Overview of basic conditions of employment
	
	

	
	1.2. Disciplinary codes and procedures
	
	

	
	1.3. Introduction to workplace conflict and grievances
	
	

	
	1.4.Teamwork
	
	

	
	1.5. Interpersonal and people relations
	
	

	
	1.6.Time keeping and self-management
	
	

	
	1.7. Basic data recording and capturing
	
	

	2
	KM-3-KT02: Productivity and productivity improvement
	C
	NYC

	
	2.1 Productivity measurements
	
	

	
	2.2. Continuous improvement
	
	

	
	2.3. Productivity and profitability
	
	

	3
	KM-3-KT03: The myths of the money tree
	C
	NYC

	
	3.1. Budgets
	
	

	
	3.2. Income and profit
	
	

	
	3.3. Machine and equipment costs
	
	

	
	3.4.Manpower costs
	
	

	
	3.5. Material costs
	
	

	
	3.6.Cost of re-work
	
	

	
	3.7. Cost of energy, services and utilities
	
	

	
	3.8.Down time cost
	
	


5
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[bookmark: _Toc16588249]ASSESSMENT ALIGNMENT MATRIX (INTERGRATED OUTCOMES)
	Module No: 3
	How it is assessed (Assessment methodology)
	Where is it covered (learning material)
	Where it is assessed
	First Submission

	
	
	
	Summative
	Formative
	

	SAQA ID Number: 98912
	Two methods of assessment are followed which are:
1. Summative assessment: written tests, knowledge questions using fundamental and reflexive questions.
2. Formative assessment: assignments, tasks, portfolio of evidence submitted and presentations.
	
	
	
	Clearly meets all the criteria
	Meets some but not all criteria
	Clearly does not meet any of the criteria

	Title: Basic business studies
	
	
	
	
	
	
	

	NQF level and credits:
NQF Level 2: 4 Credits
	
	
	
	
	
	
	

	Topic: 1 The productive work environment
	
	Page 11
	
	Learning Activity 1.1-1.5 page 11-28
	
	
	

	Assessment criteria: The key areas covered by basic conditions of employment can be listed
	
	Page 11-21
	Question 3.1 page 20
	
	
	
	

	Assessment criteria: Measures to address or respond to problems and conflict that commonly arise in the workplace can be explained
	
	Page 21-26
	Question 3.2 page 20
	
	
	
	

	Assessment criteria: The importance of team work can be explained
	
	Page 27-39
	Question 3.3 and 3.4 page 20-21
	
	
	
	

	Topic 2. Productivity and productivity improvement
	
	Page 40
	Question 3.5, 3.6 and 3.8 page 21-22
	Learning Activity 2.1-2.2 page 30-35
	
	
	

	Assessment criteria: The concept “Productivity” can be defined and explained
	
	Page 40-50
	Question 3.7 page 22
	
	
	
	

	Topic 3. The myths of the money tree
	
	Page 51
	Question 3.10 page 23
	Learning Activity 3.1-3.3 page 37-44
	
	
	

	Assessment criteria: The impact of costs on a business can be explained
	
	Page 51-65
	Question 3.9 page 22
	
	
	
	

	
	
	
	Question 3.11 page 23
	
	
	
	

	Assessment criteria: Cost concepts can be explained
	
	Page 51-65
	
	
	
	
	





[bookmark: _Toc16588250]ASSESSMENT DECISION & EVIDENCE EVALUATION RECORD
	Candidate's Name: -


	Assessor's Name: -


	Practical assessment
I declare that this assessment is my own demonstration. 

Marks: The learner is either “Met requirements” or “did not meet requirements”. If the learner did not meet requirements in an area, then he or she must be reassessed. 
Learner achieved: Met requirements /Did not meet requirements 

	KNOWLEDGE MODULE 3:BASIC BUSINESS STUDIES

	Overall outcome: 



	Specific Outcome
	Met requirements
	Did not meet requirements
	Comments

	1
	
	
	
	

	Specific Outcome 
	Met requirements
	Did not meet requirements
	Comments

	2
	
	
	
	

	Specific outcome
	Met requirements
	Did not meet requirements
	Comments

	3
	
	
	
	




[bookmark: _Toc16588251]OVERALL ASSESSMENT DECISION
	






	Assessors Comments:


	Signature of Assessor:




	Date: 






[bookmark: _Toc16588252]Evidence of feedback
	Module No	: 3
Level		:2
Assessor	:……………………………………………………………………………
Candidate	:…………………………………………………………………………..
Date of final assessment:…………………………………………………………….

	Evidence criteria
	Achieved
	Not

	1.	Constructive
	
	

	2.	Timeous (according to Plan)
	
	

	3.	Correct mode / medium
	
	

	4.	Participative
	
	

	5.	Developmental
	
	

	6.	Accurate
	
	

	7.	Specific
	
	

	8.	Documented
	
	

	9.	Directed to correct parties
	
	

	Signing off date:	…………………………………………….

..........…………….	                               ………………………………….
Assessor					   Candidate





[bookmark: _Toc16588253]OVERALL RESULTS
	OVERALL RESULT
	Competent
	

	
	Not Yet Competent
	

	Declaration by Candidate

	
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 decisions and do realise that have no further questions relating to this particular assessment process. I do realise that after this assessment decision, the moderator will either uphold or reverse this assessment decision taken by the assessor.

	
Candidate : _____________
_______________________
Date: __________________
Signature: ______________
	
Assessor : _____________
_______________________
Date: __________________
Signature: ______________
	
Moderator : _____________
_______________________
Date: __________________
Signature: ______________






[bookmark: _Toc16588254]ASSESSMENT REVIEW 

	Assessor’s Name
	
	ID Number
	

	Contact Details of Assessor
	Email
	

	
	Phone
	

	
	Fax
	

	PART 1

	
	Review Criteria 
	Valid
	Authentic
	Current
	Consistent
	Reliable 
	Sufficient
	Comments

	Please conduct an honest review of the Assessment Instruments used in this assessment: 

	1
	Evidence Topic 1
	
	
	
	
	
	
	

	
	Knowledge Assignment
	
	
	
	
	
	
	

	
	Practical Assignment
	
	
	
	
	
	
	

	
	Natural Occurring Evidence  
	
	
	
	
	
	
	

	
	Reflection 
	
	
	
	
	
	
	

	2
	Evidence Topic 2
	
	
	
	
	
	
	

	
	Knowledge Assignment
	
	
	
	
	
	
	

	
	Practical Assignment
	
	
	
	
	
	
	

	
	Natural Occurring Evidence  
	
	
	
	
	
	
	

	
	Reflection 
	
	
	
	
	
	
	

	3
	Evidence Topic 3
	
	
	
	
	
	
	

	
	Knowledge Assignment
	
	
	
	
	
	
	

	
	Practical Assignment
	
	
	
	
	
	
	

	
	Natural Occurring Evidence  
	
	
	
	
	
	
	

	
	Reflection 
	
	
	
	
	
	
	

	
	Practical Assignment
	
	
	
	
	
	
	

	
	Natural Occurring Evidence  
	
	
	
	
	
	
	

	
	Reflection
	
	
	
	
	
	
	

	PART 2

	No 
	Review Criteria 
	Yes
	No
	Remarks

	1
	Do you feel the candidate was appropriately selected and prepared for the RPL assessment? 
	
	
	

	2
	Did the candidate interpret the evidence requirements appropriately? 
	
	
	

	3
	Was the assessment free of potential assessment barriers such as language, literacy, access to resources?
	
	
	

	4
	Was the assessment evidence presented by the candidate valid, authentic, current and sufficient?  
	
	
	

	5
	Was the candidate’s workplace access to evidence sufficiently supportive of the assessment strategy?
	
	
	

	6
	Do you feel you could make a fair, valid and reliable assessment decision?
	
	
	

	Recommendations

	(Feedback on Validity, authenticity, currency and sufficiency of candidate evidence.)

	

	

	

	

	

	

	

	

	


	

	Assessor Signature
	Date Review Completed
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I………………………………………………………. hereby declare Ms/Mr 



………………………………………… Competent                Not Yet Competent


	FEEDBACK TO LEARNER:

……………………..………………………..………………………..……………………

……………………..………………………..………………………..………………………

……………………..………………………..………………………..………………………

……………………..………………………..………………………..………………………

SIGN: ……………………………………	DATE: ……………………..........................


	LEARNER FEEDBACK:

……………………..………………………..………………………..………………………

……………………..………………………..………………………..………………………

……………………..………………………..………………………..………………………

……………………..………………………..………………………..………………………

 SIGN: ……………………………………… DATE: …………………….......................


	MODERATOR FEEDBACK:

………………………..………………………..………………………..……………………

………………………..………………………..………………………..……………………

……………………..………………………..………………………..………………………

……………………..………………………..………………………..………………………

SIGN: …………………………………… DATE: ……………………........................






[bookmark: _Toc16588256]LEARNER FEEDBACK FORM
	CRITERIA
	EVIDENCE
	CRITERIA
	EVIDENCE

	How did your assessor encourage you and put you at ease during the assessment process?
	
	Were you given clear and constructive feedback?
	

	Were your assessor’s questions clear and pitched at the right level of language usage?

	
	Did your assessor assess all the evidence provided by you?
	

	Do you believe that all the assessment criteria and knowledge requirements of the standard you were being measured against were considered in your assessment?
	
	Were you aware of any discrimination practice carried out by your assessor towards you?
	




LEARNER SIGNATURE:………………………………………………


DATE:.…………………………..
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Instructions
· Work individually and answer all questions.
· Use a black pen and ensure that you complete the questions in your own handwriting.
· Time to spend on this assessment is 1.5 hours.
· The marks you will attain for each question are shown in brackets.


[bookmark: _Toc16588258]WRITTEN ASSESSMENT
Candidate instruction: Complete the following multiple-choice questionnaire by marking the most appropriate response with an x in the space provided.
	Scope of Assessment
	Exit Level Outcome/s
	Module/s

	
	1. :Basic Business Studies
	3

	Alignment – Learning Outcome 1,2,&3: Productive work, Productivity and The money tree
Award one mark for selection of valid “x”.  One mark = Competent



	3.1
	The following are covered in the Basic Conditions of Employment Act?
	Mark Allocation

	a
	
	Annual leave
	

	b.
	
	Sick leave
	

	c.
	
	Ordinary  working hours
	

	d.
	
	Overtime
	

	e.
	
	All of the above
	4



	3.2
	The phases of conflict include: 
	Mark Allocation

	a.
	
	Prelude to conflict
	

	b.
	
	Initiation phase
	

	c.
	
	Triggering event
	

	d.
	
	Resolution phase
	

	e.
	
	All of the above
	4



	3.3
	How to improve teamwork in the workplace?
	Mark Allocation

	a.
	
	Co-worker support
	

	b.
	
	Workload sharing
	

	c.
	
	Brainstorming session
	

	d.
	
	Morale Boosting
	

	e.
	
	All of the above
	4



	3.4
	What is morale boosting?
	Mark Allocation

	a.
	
	Its allowing individual team members to learn valuable skills from each other
	

	b.
	
	It’s when employee with time available offer assistance to another worker who has too much on their plate
	

	c.
	
	One more way teamwork increases work productivity is by boosting morale
	

	d.
	
	A strong association among individuals working together in the same organization
	

	e.
	
	It’s the process whereby individuals voice out their differences against each other
	4



	3.5
	Managing energy usage can also help to?
	Mark Allocation

	a.
	
	Improve your business budgeting and planning by keeping track of your energy use
	

	b.
	
	Boost staff morale through improved business culture and opportunities for innovation.
	

	c.
	
	Improve your business reputation by reducing your impact on the environment
	

	d.
	
	All of the above 
	

	e.
	
	None
	4



	3.6
	The following are effective ways to increase productivity
	Mark Allocation

	a.
	
	Be Efficient
	

	b.
	
	Delegate
	

	c.
	
	Improve workplace conditions
	

	d.
	
	Ensure Employees Are Happy
	

	e.
	
	All of the above
	4





	3.7
	Productivity is defined as?
	Mark Allocation

	a.
	
	The relationship between output and input needed to create a product
	

	b.
	
	Having greater flexibility in work schedules
	

	c.
	
	Determining  how much money is left over after a product is produced and all expenses have been paid
	

	d.
	
	A measure of total outputs to a measure of inputs used in the production of goods and services
	

	e.
	
	Having effective communication and understanding among employees
	4



	3.8
	Benefits of adopting continuous improvement include
	Mark Allocation

	a.
	
	Increased Productivity and Profits
	

	b.
	
	Have the Right Tools and Equipment
	

	c.
	
	Preparing a strategic plan
	

	d.
	
	All of the above
	

	e.
	
	None
	8



	3.9
	What is an income statement?
	Mark Allocation

	a.
	
	A statement of the assets, liabilities, and capital of a business or other organization at a particular point in time, detailing the balance of income and expenditure over the preceding period.
	

	b.
	
	The statement that captures all the income and expenditure information of the enterprise
	

	c.
	
	It is a gross revenue
	

	d.
	
	A financial statement that shows how changes in balance sheet accounts and income affect cash and cash equivalents, and breaks the analysis down to operating, investing, and financing activities.
	

	e.
	
	It’s the amount that is left over after the expenses have been paid
	4





	3.10
	A budget is?
	Mark Allocation

	a.
	
	Money paid regularly at a particular rate for the use of money lent, or for delaying the repayment of a debt.
	

	b.
	
	Process by which financial control is exercised within an organization
	

	c.
	
	A financial plan for the future concerning the revenues and costs of a business
	

	d.
	
	An economy of or reduction in money, time, or another resource
	

	e.
	
	Money spent for inadequate return
	8



	3.11
	The ways of reducing material costs include
	Mark Allocation

	a.
	
	Substituting Lower Cost Materials Where Possible
	

	b.
	
	Reduce Waste
	

	c.
	
	Eliminate Unnecessary Product Features
	

	d.
	
	All of the above
	

	e.
	
	None
	4




TRUE OR FALSE QUESTIONS:
Award one mark for each selection of valid “T/F”.
	3.12
	True or False the following are ways to resolve conflict?
	Mark Allocation

	a.
	
	Listen carefully
	

	b.
	
	Focus on behaviour and events, not on personalities
	

	c.
	
	Prioritise the areas of conflict
	

	d.
	
	Being at the station at the commencing time of work
	

	e.
	
	None
	5



	3.13
	True or False Formal procedure includes?
	Mark Allocation

	a.
	
	Verbal warning
	

	b.
	
	Written warning
	

	c.
	
	Final written warning
	

	d.
	
	Demotion/Dismissal
	

	e.
	
	None
	5



	3.14
	True or False Conflict is defined as?
	Mark Allocation

	a.
	
	a set way for an employer to deal with disciplinary
	

	b.
	
	a clash between individuals arising out of a difference in thought process, attitudes, understanding, interests, requirements and even sometimes perceptions
	

	c.
	
	one of the ways teamwork increases work productivity
	

	d.
	
	any cause of dissatisfaction of the employee or groups of employees arising out of the working situation, or the application of conditions of employment
	

	e.
	
	a strong association among individuals working together in the same organization
	5





	3.15
	True or False the following are ways of improving interpersonal relationships at the workplace?
	Mark Allocation

	a.
	
	Employees must communicate with each other effectively
	

	b.
	
	Interact with your co-workers more often
	

	c.
	
	Stand by your colleagues when needed
	

	d.
	
	Avoid being jealous
	

	e.
	
	Always take things to heart, and only greet employees on your team
	5



	3.16
	True or False Wastes can be associated with Down-Time costs which include but not limited to?

	Mark Allocation

	a.
	
	Defects
	

	b.
	
	Overproduction
	

	c.
	
	Waiting
	

	d.
	
	Non-Utilized talent
	

	e.
	
	Transportation
	5



	3.17
	True or False the following steps are used to calculate the cost of lost productivity?
	Mark Allocation

	a.
	
	Calculate the amount each employee earns per hour
	

	b.
	
	Calculate how much revenue is lost per hour based on downtime per business area
	

	c.
	
	Determine what percentage of your employees’ productivity is reliant on uptime
	

	d.
	
	Add these different revenue-generating areas together to get the total cost of downtime per hour
	

	e.
	
	Multiply the salary the employee earns per hour by their utilisation percentage.
	5





	3.18
	True or False: the following are reasons why a sugar product could be found to be requiring rework?
	Mark Allocation

	a.
	
	Equipment malfunction or human error
	

	b.
	
	Improved employee training
	

	c.
	
	Product specification not correctly communicated (at all or in a timely manner)
	

	d.
	
	Product damaged in transit (during delivery to client)
	

	e.
	
	Software upgrades or additions
	5



	3.19
	True or False: Budgetary control is?
	Mark Allocation

	a.
	
	A way we can project the net profit or loss that the company is projected to generate over time
	

	b.
	
	the process by which financial control is exercised within an organization
	

	c.
	
	is based on the cash flow statement, and is used to project
	

	d.
	
	a financial plan for the future concerning the revenues and costs of a business
	

	e.
	
	Is spending money for inadequate return
	5



	3.20
	True or False: the following figures can be calculated from the income statement?
	Mark Allocation

	a.
	
	Gross Value of Production
	

	b.
	
	Directly allocatable variable cost
	

	c.
	
	Sundry factory income
	

	d.
	
	External factor costs
	

	e.
	
	Gross margins
	5





	3.21
	True or False: the following are manpower costs?
	Mark Allocation

	a.
	
	Salaries and Wages
	

	b.
	
	manufacturing overhead
	

	c.
	
	Employee Benefits
	

	d.
	
	Contract Labour
	

	e.
	
	direct material costs
	5
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TOTAL MARKS: 102
PASS MARK: 82
	LEARNER MARKS
	

	PERCENTAGE
	

	ASSESSOR SIGNATURE:
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