[image: image1.png]lev@mweb.co.za
www.sakhisisizwe.co.za

oszs722599

Sakhisisizwe Projects




[image: image2.png]



[image: image1.png]

LEARNER
FORMATIVE ASSESSMENTS
WORKBOOK

Develop Administrative Procedures

Unit Standard 110003 

Level 4 Credits 8

TABLE OF CONTENTS
iTABLE OF CONTENTS


iiInstructions For This Workbook


1Formative Assessments


1Formative assessment 1: SO1


1Work in pairs


4Formative assessments SO2


4Group activities


7Formative Assessment 3: SO3


7Work in pairs


9Formative Assessment 4: SO4


9Individual activity


12Final formative assessment




Instructions For This Workbook
This workbook contains a number of formative assessments that are conducted during the facilitation process. Some of these assessments are individual assessments and some are group assessments. 
Where formative assessments are conducted in groups, each individual member of the group must complete the assessment in the workbook because these workbooks are submitted to the facilitator at the end of the learning programme for assessment and become part of your portfolio of evidence for the learning programme.

Please complete the following information:

	Candidate information

	Name
	

	ID Number
	

	Telephone number
	

	Assessor details

	Name
	

	Registration number
	


Formative Assessments

Formative assessment 1: SO1
Work in pairs
· Talk to the college, a friend or a family member who is employed.  Find out what business systems they have in place to facilitate staff administration, financial affairs, sales, filing, correspondence.

· Choose the following systems and find out what the elements of these systems are: the client filing system, the staff administration system, the correspondence system and the financial system

· Find out what resources are required by these systems

· Make notes and discuss your findings in your groups.

· Check with your facilitator whether you collected the correct information

Formative assessments SO2
Analyse the current filing system of the college or your place of work.  Determine what the elements of the system are:  

· How is filing done, 

· Who is responsible for the filing, 

· Where are the documents filed, 

· Who checks that the filing is done correctly

· How are files and correspondence cross-referenced, 

· How is the lending of files controlled

· How is correspondence, reports, etc classified

· How often is filing done

· What confidentiality procedures are in place

Define the requirements for the new system:  

· How can the old system be improved, 

· What will the elements of the new system be, what resources will be required and 

· What confidentiality requirements will be implemented

Design the new system:  

· Describe how the new system will work, 

· What the elements of the new system will be, what resources will be required, 

· Which elements will require confidentiality and how will confidentiality be implemented

· Write a report giving details about your new system to present to management and staff for their feedback and eventual approval.  

Formative Assessment 3: SO3

During the previous Formative Assessments you were requested to identify which elements of your new system will require confidentiality and how confidentiality will be implemented.  Write a report about the documents and information that require confidentiality:

· Why this information is confidential

· How confidentiality will be assured 

· Who should have access to confidential information and who should not

· How you will ensure that authorised employees can get quick and easy access to the information they require, even if the information is confidential

Formative Assessment 4: SO4

· Develop the procedures for the new filing system.  Make sure that the procedures conform to all the requirements of the organisation as well as legislative requirements.

· Explain each element of the new system to your facilitator

· Compile a manual that contains all the policies and procedures of the new system.  Ensure that the manual is written in company specific format.

Final formative assessment

	1. During exercise 1 you were requested to gather the following information about an organisation’s correspondence system: the elements of the system (4) and the resources required by the system (4).  Attach your notes to the assessment.


	8

	Define the requirements for the new system:  

How can the old system be improved 

Any meaningful suggestion is worth two points
	2

	2. What will the elements of the new system be?  Make sure to note how incoming correspondence will be handled  (8), how outgoing correspondence  will be handled  (,4)  how internal correspondence will be handled(2), how faxes will be sent and received  (4)


	18

	3. What are the requirements of the organisation regarding the layout of correspondence:  headings, sub headings, the font to be used, how dates are to be recorded 


	4

	4. What confidentiality requirements will be implemented


	2

	5. what resources will be required to implement the system


	4

	6. Design the new system:  Write a report giving details about your new system to present to management and staff for their feedback and eventual approval.  (1)

7. Describe how the new system will work.  (1)

8. What will the elements of the new system be (18)?
9. what resources will be required (4)

10. Which elements will require confidentiality and how will confidentiality be implemented (4)


	28

	11. Present the report to your facilitator or the college for their feedback. Once you get their feedback, note any changes that are required


	2


	12. Develop the procedures for the new correspondence system.  Make sure that the procedures conform to all the requirements of the organisation (1) as well as legislative requirements. (1)


	2

	13. Explain each element of the new system to your facilitator


	1

	14. Compile a manual that contains all the policies and procedures of the new system


	28

	15. Ensure that the manual is written in company specific format.


	1

	TOTAL
	100
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