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[bookmark: _Toc16580782]AN INTRODUCTION TO THIS LEARNER WORKBOOK
This Knowledge Component Learner Workbook 3: Basic Business Studies is intended to be used with the Knowledge Component Learning Resource: Book 3 (Textbook): Basic Business Studies of the Occupational Qualification: Sugar Processing Machine Operator NQF 3. 
Guidance on the use of this Work Book is provided in the Learning Guide.
[bookmark: _Toc469395258][bookmark: _Toc16580783]
LEARNER DETAILS

	First name
	

	Surname
	

	ID number
	

	Mobile phone contact number
	

	E-mail address
	

	Postal address
	

	Date on which you started this Knowledge Module
	

	Date on which you completed this Knowledge Module
	

	Declaration:
	I hereby confirm that:
· I received the assessment plan and schedule.
· I understand my rights in terms of special needs, re-assessment, feedback and appeals against assessment decisions.
· I completed this formative assessment independently without assistance from anyone else.

	Total Marks for Knowledge Module 3
	264 marks

	Marks attained
	

	Date:
	

	Place:
	

	Signature of Learner:
	

	Signature of Assessor:
	




[bookmark: _Toc506211898][bookmark: _Toc16580784][bookmark: _Toc345871146][bookmark: _Toc393657691][bookmark: _Toc400384783]
FORMATIVE ASSESSMENT INSTRUCTIONS
Instructions
· Work individually to present the results of each Learning Activity in this Learner Workbook.
· Complete all the sections.
· Use a black pen and ensure that you complete the questions in your own handwriting.
· A recommended time to complete each activity is shown.
· The marks you will attain for each learning activity are shown in brackets.
· The total marks obtained for each Knowledge Module must be transferred from the back of each Learner Workbook to the Learner Qualification Summative Assessment Tool.
[bookmark: _Toc195429042][bookmark: _Toc464730913][bookmark: _Toc468625814][bookmark: _Toc16580785]
KNOWLEDGE MODULE 3: BASIC BUSINESS STUDIES
NQF LEVEL:	2
CREDITS:	4
PURPOSE OF THE KNOWLEDGE MODULE: The main focus of the learning in this knowledge module is to build an understanding of basic business practices and insight into business dynamics.

[bookmark: _Toc467353070][bookmark: _Toc468625816]The learning will enable learners to demonstrate an understanding of:
· KM-03-KT01: The productive work environment (40%)
· KM-03-KT02: Productivity and productivity improvement (20%)
· KM-03-KT03: The myths of the money tree (40%)


[bookmark: _Toc505333914][bookmark: _Toc506211900][bookmark: _Toc16580786]4.1	Knowledge Topic 1: The productive work environment (40%)
Topic elements to be covered include:
· KT0101 Overview of basic conditions of employment
· KT0102 Disciplinary codes and procedures
· KT0103 Introduction to workplace conflict and grievances
· KT0104 Teamwork
· KT0105 Interpersonal and people relations
· KT0106 Timekeeping and self-management
· KT0107 Basic data recording and capturing  
Internal Assessment Criteria and Weight
· IAC0101 The key areas covered by basic conditions of employment can be listed
· IAC0102 Measures to address or respond to problems and conflict that commonly arise in the workplace can be explained
· IAC0103 The importance of teamwork can be explained
·  (Weight 40%)


Learning activity 1.1: Individual Learning activity: 30 minutes (20 marks)
[image: ][image: ][image: ][image: ][image: ][image: ]
Learning Objective: The key areas covered by basic conditions of employment can be listed.
Task: Read each question carefully and write your answer in the space provided.
1. Briefly describe the Basic Conditions of Employment Act in your own words.(4)
	

	

	

	

	



2. Name and describe eight (8) employment conditions as stated by the BCEA.(16)
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	






Learning activity 1.2: Individual Learning activity: 1 hour (30 marks)
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Learning Objective: Measures to address or respond to problems and conflict that commonly arise in the workplace can be explained.
Task: Read each question carefully and write your answer in the space provided.
1. Give a brief explanation of the purpose of a disciplinary code.(4)
	

	

	

	



2. The basic content of a disciplinary code entails a list of the roles and responsibilities of the employee at a workplace. Mention two (2) actions that an employee must do and two (2) actions that an employee must not do.(8)
	

	

	

	

	

	

	


3. An employee comes to work drunk and arrives late at work. Name and describe the procedure you would follow to deal with this matter and how you would apply this procedure.(5)
	

	

	

	

	

	

	

	

	

	



4. Do written warnings expire automatically after a certain time?(2)
	

	

	



3. Is it necessary to appoint an outsider to conduct a disciplinary procedure?
	

	

	

	



4. What is meant by “informal disciplinary procedure”?(2)
	

	

	

	



5. When should the appeal for a final written warning be lodged?(2)
	

	

	

	



6. Name the people who can attend the appeal hearing.(5)
	

	

	

	

	

	


Learning activity 1.3: Group Learning activity: 30 minutes (10 marks)
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Learning Objective: Measures to address or respond to problems and conflicts that commonly arise in the workplace can be explained.
Task: Form 4 groups. Do this by assigning everyone a number from 1 to 4. All the “ones” form one group, all the “twos” form the next group, all the “threes” form the third group and all the “fours” form the fourth group.
When you are in your groups, elect one person to be the group’s scribe (the person who will write down the points of your discussion), elect one person to be the group’s time-keeper (this person reminds the group that they are running out of time for the exercise) and one person who will be the group’s reporter (the person who will explain your findings to the class).
Two groups discuss the procedure that they think should be followed when an employee is dissatisfied. The other two groups discuss the procedure that they think should be followed if the employer is dissatisfied. Use the table provided below to capture your answers. Remember, a procedure is a step-by-step process. Start at what you think should happen first, and then work your way through to the point where the problem is resolved.
	PROCEDURE TO FOLLOW WHEN EMPLOYEE IS DISSATISFIED
	PROCEDURE TO FOLLOW WHEN EMPLOYER IS DISSATISFIED

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



When the time is finished the facilitator will ask each reporter to present their group’s findings. Are there some steps in the procedure that you left out? Do you agree with the other team? Debate the importance of what you feel are the essential steps in the procedure, explaining why you think they should not be left out. 
Capture the final steps that you think should be in place in the new table provided below. Remember to capture both sides of the table following the reporters’ presentations.
	PROCEDURE TO FOLLOW WHEN EMPLOYEE IS DISSATISFIED
	PROCEDURE TO FOLLOW WHEN EMPLOYER IS DISSATISFIED

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	




Learning activity 1.4: Individual Learning activity: 45 minutes (24 marks)
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Learning Objective: Measures to address or respond to problems and conflict that commonly arise in the workplace can be explained.
Task: Read each question carefully and write your answer in the space provided.
1. Briefly define “conflict”.(2)
	

	

	

	



2. Name and describe the five (5) phases of conflict.(10)
	

	

	

	

	

	

	

	



3. Discuss two (2) ways that conflict can be resolved.(4)
	

	

	

	

	

	

	

	

	

	

	

	

	

	



4. What is a grievance?(2)
	

	

	

	




5. Briefly explain the first step that an employee should follow to lodge his or her grievance.(4)
	

	

	

	

	

	

	

	

	

	



6. If a grievance remains unresolved, what should be done by the parties involved?(2)
	

	

	

	

	

	





Learning activity 1.5: Individual Learning activity: 1.5 hours (61 marks)
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Learning Objective: The importance of teamwork can be explained.
Task: Read each question carefully and write your answer in the space provided.
1. What is the importance of teamwork in the workplace? Mention two (2) points.(4)
	

	

	

	



2. Name and describe three (3) ways that teamwork in the workplace can be improved.(10)
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	



3. Give five (5) examples of interpersonal skills.(5)
	

	

	

	

	

	



4. Provide four (4) tips to improve interpersonal relationships for both superiors and subordinates.(8)
	

	

	

	

	

	

	

	



5. List six (6) advantages of time management.(6)
	

	

	

	

	

	

	

	

	



6. List five (5) tips for time management (5)
	

	

	

	

	

	

	

	

	



7. Working without a schedule, employees are often bombarded by a series of crises. Mention at least four (4) examples of crises that distract employees from their work.(4)
	

	

	

	

	



8. Discuss two (2) examples of self-management skills (4)
	

	

	

	

	

	

	

	



9. Briefly explain the importance of data recording in the sugar factory. (5)
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	



10. What needs to be recorded in a Sugar Mill on a daily, weekly or monthly basis? (10)
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	





[bookmark: _Toc16580787]4.2	Knowledge Topic 2: Productivity and productivity improvement (20%)
Topic elements to be covered include:
· KT0201 Productivity measurements 
· KT0202 Continuous improvement 
· KT0203 Productivity and profitability
Internal Assessment Criteria and Weight
· IAC0201 The concept “Productivity” can be defined and explained
·  (Weight 20%)


[bookmark: _GoBack]Learning activity 2.1: Individual Learning activity: 45 minutes (22 marks)
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Learning Objective: The concept “Productivity” can be defined and explained.
Task: Read each question carefully and write your answer in the space provided.
1. Explain how productivity can be measured in the workplace.(2)
	

	

	

	

	

	

	

	



2. Name and discuss four (4) methods for measuring productivity.(12)
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	



3. In the working environment, why is it important to adopt continuous improvement (CI)? Mention and discuss two (2) benefits of adopting the CI approach.(6)
	

	

	

	

	

	

	

	

	

	



4. What is the connection between “productivity” and “profitability”?(2)
	

	

	

	

	



5. Discuss three (3) ways to improve profitability in the workplace.(6)
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	





Learning activity 2.2: Group Learning activity: 1.5 hours (20 marks)
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Learning Objective: The concept “Productivity” can be defined and explained.
Task: Form 4 groups. Do this by assigning everyone a number from 1 to 4. All the “ones” form one group, all the “twos” form the next group, all the “threes” form the third group and all the “fours” form the fourth group.
When you are in your groups, elect one person to be the group’s scribe (the person who will write down the points of your discussion), elect one person to be the group’s time-keeper (this person reminds the group that they are running out of time for the exercise) and one person who will be the group’s reporter (the person who will explain your findings to the class).
In your groups, discuss, in depth, ways or strategies for improving and increasing the “productivity” and “profitability” goals of the company. What can employees and employers do to affect these improvements? (20)
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	



[bookmark: _Toc16580788]4.3	Knowledge Topic 3: The myths of the money tree (40%)
Topic elements to be covered include:
· KT0301 Budgets 
· KT0302 Income and profit  
· KT0303 Machine and equipment costs 
· KT0304 Manpower costs 
· KT0305 Material costs 
· KT0306 Cost of re-work
· KT0307 Cost of energy, services and utilities
· KT0308 Down time cost 
Internal Assessment Criteria and Weight
· IAC0301 The impact of costs on a business can be explained
· IAC0302 Cost concepts can be explained
·  (Weight 40%)


Learning activity 3.1: Individual Learning activity: 40 minutes (24 marks)
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Learning Objective: The impact of costs on a business can be explained.
Task: Read each question carefully and write your answer in the space provided.
1. What is “a budget”? Briefly discuss your understanding of a budget. (2)
	

	

	

	

	

	

	



2. Explain the purpose of budgeting.(2)
	

	

	

	

	

	


3. [bookmark: _Toc506211912]Differentiate between income and profit.(2)
	

	

	

	

	

	



4. Discuss how Net Factory Income (NFI) and Net Factory Profit (NFP) are calculated.(4)
	

	

	

	



5. List four (4) items that can be called “fixed assets”.(4)
	

	

	

	

	

	



6. Name and discuss four (4) compulsory (legislated) costs associated with labour.(8)
	

	

	

	

	

	

	

	

	

	

	

	



7. Define labour costs.(2)
	

	

	

	

	




Learning activity 3.2: Individual Learning activity: 30 minutes (29 marks)
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Learning Objective: Cost concepts can be explained.
Task: Read each question carefully and write your answer in the space provided.
1. What does DL and MOH stand for (with regards to material costs)? (2)
	

	

	



2. Mention and discuss five (5) ways to reduce material costs depending on the industry involved.(10)
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	



3. Give five (5) reasons why a sugar product would require re-work.(5)
	

	

	

	

	



4. Discuss four (4) ways to reduce rework costs.(8)
	

	

	

	

	

	

	

	

	

	

	

	



5. Energy is one of the major operating costs in the sugar industry. Mention two (2) ways to manage energy use/costs in the industry.(4)
	

	

	

	

	

	

	

	





Learning activity 3.3: Individual Learning activity: 30 minutes (24 marks)
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Learning Objective: Cost concepts can be explained.
Task: Read each question carefully and write your answer in the space provided.
1. What is “down time” cost?(2)
	

	

	

	

	



2. How can the lost revenue of down-time be calculated? (4)
	

	

	

	

	

	

	

	


3. Mention two (2) examples of less tangible costs associated with down-time.(2)
	

	

	

	

	



4. Discuss the wastages that can be associated with down-time costs.(16)
	

	

	

	

	

	

	

	

	





[bookmark: _Toc16580789]CONCLUSION OF KNOWLEDGE MODULE 3: BASIC BUSINESS STUDIES
Throughout this knowledge module you have been provided opportunities to complete formative learning activities. You have captured your results in this Learner Workbook. 
The total marks for this Knowledge Module are as follows:
	Knowledge Module
	Total Marks
	Marks attained

	KM-03-KT01: The productive work environment (40%)
	145
	

	KM-03-KT02: Productivity and productivity improvement (20%)
	42
	

	KM-03-KT03: The myths of the money tree (40%)
	77
	

	Total Marks
	264 marks
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