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LEARNER
WORKPLACE ASSIGNMENTS
 WORKBOOK
Demonstrate Knowledge And Understanding Of HIV/AIDS In A Workplace, And Its Effects On A Business Sub-Sector, Own Organisation And A Specific Workplace

Unit Standard 13915
NQF Level 3 Credits 4
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INTRODUCTION
Congratulations on your appointment as a Learner. As part of your training you are required to keep a logbook of all practical on the job training and exposure you receive during the learning process.

You will now be assigned to a mentor who will oversee your off-site training, usually referred to as on-the-job training.

The mentor will assist and advise you on the practical aspects of the job, how to fit into the company, what is expected of you as an employee and as a future supervisor. 

Responsibilities of the learner include:

· One hundred percent commitment to the learning process. Learners are encouraged to study any additional source of information relevant to this learning process.

· Doing all assignments contained in this logbook as well any tasks and assignments received from your mentor or supervisor to whom you have been assigned.

· Although the mentor is responsible to sign off all sections completed, it is the learner’s responsibility to ensure that all paperwork is completed and handed in for filing on his/her record of learning. It should be clearly stated to learners that a 100% complete record of learning, as prescribed by this logbook, is their sole responsibility.  Any document missing from the record may result in your not being declared competent.

· Discuss any problems that you may have with your mentor. 

Acknowledgment of Receipt
I ____________________________ (Learner) acknowledge receipt of my on the job Training Logbook on this the __________ day of ____________ 200 ___

The process of on-the-job training has been explained to me.

_______________________

Signature of Learner 

Name of Mentor: ___________________

________________________

Signature of Mentor

Instructions to the Mentor
Congratulations on your appointment as a mentor to the learner. This is a very responsible assignment because you have been tasked with the responsibility of rounding off the learner’s practical exposure.

You must ensure that you are familiar with all aspects of the work covered in this logbook because you must keep a daily account of the learner’s performance. 

You are also required to report to the learnership coordinator skills development facilitator, or as agreed between yourself, the coordinator and the learner regarding the learner’s progress. Your responsibilities as mentor are as follows:

· Attend the mentoring course 

· Study the logbook and acquaint yourself with its content and format

· Remember this logbook is the learner’s full record of learning and workplace exposure. All activities which the learner participates in must be recorded, and all documents produced in relation to this learnership must form part of the record of learning

· Get all the learners together and explain its purpose to them and also what is required of them

· Remember the mentor is the creator of learning and exposure opportunities. You should therefore not confine the learner’s exposure to this logbook alone

· Continuously guide them in doing the assignments and arranging the planned exposure with the relevant departments

· File all duplicate records of learning on a file for each learner

· Send all original records to the training provider at the end of end of each month. The Seta also requires that copies be held at the companies

· This logbook need not be followed chronologically, but please note that the learner is required to work through the entire logbook by the end of the learning period
Responsibilities of the Employer
· Creating an atmosphere conducive to learning

· Giving learners ample access to the working environment. Remember that learners should be productive employees to get practical exposure to all aspects of the transport operation as required by the learnership 

· Ensure that learners, mentors and assessors attend all training required and arrange and pay travelling and accommodation costs

· Ensure availability of sufficient mentors and workplace assessors

Training Provider Responsibility
· Provide all practical learning material in electronic and/or hard copy, depending on the circumstances

· Provide training for mentors and workplace assessors if required and provide the learning material 

· Visit employers to monitor progress and provide guidance and feedback.

· Provide an online and telephonic support system to all mentors and learners

SECTION A: UNIT STANDARD BASED EXPOSURE
The aim of section A of this logbook is to give learners the opportunity to obtain practical exposure to the unit standards comprising the qualification. This section therefore adds practical value to the learning material that deals with the theoretical and knowledge components of the various unit standards.

	Unit standard & Specific outcomes
	Exposure required/ assignments/ tasks/ projects

Assessment Activity A1: these activities should take the form of meetings and minutes of meetings should be attached as proof

	A company policy on HIV/AIDS or the National Department of Health's document "Guidelines for developing a workplace policy and programme" is accessed and evidence of knowledge is provided in the form of a brief summary

(SO4, AC 2 to 5)
	Learner to access the company policy re HIV/AIDS and to suggest improvements to supervisor

	The importance of employers playing a proactive role in addressing the AIDS pandemic are known and understood and ways in which a company can create a caring environment for workers with HIV/AIDS are suggested for a familiar context

(SO4, AC 4
	Learner to explain to team members and supervisor why it is important for employers to play an interactive role in dealing with HIV/AIDS

	Know what guidelines and assistance are available to support workers with HIV/AIDS and recognise own role in creating a caring work environment

(SO4, AC 1)
	Learner to explain to team members and supervisor what assistance is available to workers with HIV/AIDS and what guidelines should be followed when that assistance is needed.
Also to explain to team members and supervisor how each person play a role in creating a caring work environment


	Mentor comments on the learner’s performance: (Please ensure that the learner has mastered this section fully before signing him/ her off). Also indicate any other projects/ assignments/ tasks given to the learner as part of his/ her development.

	

	

	

	

	

	

	

	

	

	Signature of mentor
	Signature of Learner
	Date completed


SECTION B: ADDITIONAL TASK EXPOSURE PROGRAM
This section is designed to ensure that learners are exposed to the full ambit of tasks within a typical business. Try to expose the learner, on a rotational basis, to as many of these tasks that are applicable to your operation as possible. This will ensure an employee with a fairly broad knowledge and competence of the entire operation who can add more value to your department / organisation 

	AREA OF RESPONSIBILITY
	TASKS
	SECTION SUPERVISOR COMMENTS

	Create a caring environment for workers with HIV/AIDS
	Support workers with HIV/AIDS
	

	
	Make sure that workers with HIV/AIDS are aware of support available in workplace
	

	
	Make sure that workers with HIV/AIDS are assisted in attending clinics in order to receive medication
	

	Assist with drafting and implementing of code of behaviour regarding HIV/AIDS
	Informing co-workers about: 
	

	
	Code of behaviour
	

	
	Universal Precautions
	

	
	Causes of HIV/AIDS and how to prevent spread
	

	
	Ensure that workers’ rights are not infringed upon
	

	Add any additional functions relevant to your operation
	
	

	
	
	

	
	
	

	
	
	

	
	
	


SECTION C: WORKPLACE ASSIGNMENTS
Research and Presentation Assessment

Assessment Activity 2.1

Prepare a presentation that covers the following topics:

· Outline the relationship between human behaviour and HIV/AIDS  
· Explain why certain behaviours and activities carry a low risk of infection 

· Explain how STD’s can increase the risk of HIV/AIDS 

· List and discuss the possible problems that a worker with HIV/AIDS could encounter in the workplace.  

· Why should employers play a proactive role in addressing the AIDS pandemic? 

· What HIV/AIDS prevention and wellness programmes are provided by medical schemes and other organisations? 

· Create a table listing the treatment options available to a person with HIV/AIDS in South Africa. 

· What are the rights of workers?  List at least three 

· Explain the needs of AIDS orphans  

· What would be the result of the burden of a large number of orphans on society and the economy 

· What effect would a population composed mainly of children and the aged have on the economy and the State  

· People with HIV/AIDS have need for medical care.  What would the effect of this be on employers and the state? 

· What effect does HIV/AIDS have on family income? 

· What effect does HIV/AIDS have on the workforce? 

· What effect does HIV/AIDS have on the transport industry? 

Assessment Activity 2.2

· During exercise 4 you were requested to draft a workplace policy for HIV/AIDS.  Attach the policy to your assessment.  

	Logbook 13915

	Date
	Assignment No
	Start
	Finish
	Total Hours

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Date
	Learner signature
	Date
	Mentor/supervisor signature
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