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Instructions For This Workbook
Please answer ALL details in full in the space provided. Add additional paper if you need. Please write legibly and neatly to ensure you are assessed fairly. Please attach evidence to this workbook where instructed to do so. Note that this workbook can ONLY be submitted once completed in full and signed off by your supervisor or the management representative who has been assigned as your coach. 

	LEARNER DETAILS (Please Complete in Full and Neatly)

	FIRST NAME
	

	SECOND NAME
	

	SURNAME
	

	ID NUMBER
	

	NATIONALITY
	

	RACE
	

	GENDER
	

	DATE SUBMITTED
	
	

	
	
	Signature

	LEARNING MATERIAL SERIAL NO:
	

	ASSESSMENT DETAILS (Please Complete in Full and Neatly)

	ASSESSOR FULL NAMES
	

	ASSESSOR ID NO
	

	ASSESSOR ACCREDITATION NO
	
	

	
	
	Signature

	ASSESSMENT DECISION (√)
	C
	NYC

	MODERATOR FULL NAMES
	

	MODERATOR ID NO
	

	MODERATOR ACCREDITATION NO
	
	

	
	
	Signature

	MODERATION DECISION (√)
	C
	NYC


Formative assessment 1 
Prepare to induct a new employee to your organisation. If you are not employed, prepare to induct a new student to the college. Make a list of the documents needed by the new employee.  Also make a list of the resources needed by the employee.
Discuss your lists with your supervisor – did you include everything?  If not, add the extra items to your lists.

Attach your lists to the assessment
Formative assessment 2

Prepare to induct a new employee to your organisation. If you are not employed, prepare to induct a new student to the college. Make lists of everything that has to be done. Prepare and give a presentation to your supervisor or facilitator where you introduce a new person to the organisation.

After the presentation, discuss the presentation with your supervisor/facilitator:

· Did you prepare lists of documents needed as well as resources needed?

· Was a workstation allocated to the new employee?

· Was the new person welcomed to the organisation, familiarised with relevant site facilities and introduced to fellow workers/students

· Were basic work routines and organisational procedures in the area of work explained in sufficient detail for the new person to understand what is required?  

· Were the location of facilities, responsibilities and work procedures explained?

· Was the new person assisted with the performance of work activities?

After the introduction, discuss your process by explaining the following:

· the importance of familiarising new staff with the workplace

· the importance of checking that new staff understands their responsibilities

· the importance of explaining the policies, processes and procedures of the team to the new employee
· the importance of explaining the role of the team to the employee
.

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Formative assessment 3 
Do research about the performance targets and responsibilities of the team and each of its members – what does the organisation expect from your team and how should you complete your tasks?  Explain your findings verbally to your supervisor or facilitator. 

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Formative assessment 4

Explain the career path that a security guard could follow.  Also find out what training opportunities exist in the security industry and in your organisation and work out an action plan for your own career.
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