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Competence
Congratulations on completing the program.  We sincerely hope you enjoyed the programme and that the learning experience was enriching.

The fact that you have attended training, however, is not sufficient evidence of your competence for us to award you a certificate and the credits attached to this programme. You are required to undergo assessment in order to prove your competence to achieve credits leading to a national qualification.

Being Declared Competent Entails:

Competence is the ability to perform whole work roles, to the standards expected in employment, in a real working environment.

There are three levels of competence:

· Foundational competence: an understanding of what you do and why

· Practical competence: the ability to perform a set of tasks in an authentic context

· Reflexive competence: the ability to adapt to changed circumstances appropriately and responsibly, and to explain the reason behind the action
To receive a certificate of competence and be awarded credits, you are required to provide evidence of your competence by compiling a portfolio of evidence, which will be assessed by a SETA accredited assessor.

You Have to Submit a Portfolio of Evidence

A portfolio of evidence is a structured collection of evidence that reflects your efforts, progress and achievement in a specific learning area, and demonstrates your competence.

The Assessment of Your Competence

Assessment of competence is a process of making judgments about an individual's competence through matching evidence collected to the appropriate national standards. The evidence in your portfolio should closely reflect the outcomes and assessment criteria of the unit standards of the learning programme for which you are being assessed.

To determine a candidate’s knowledge and ability to apply the skills before and during the learning programme, formative assessments are done to determine the learner’s progress towards full competence. This normally guides the learner towards a successful summative (final) assessment to which assessor and the candidate only agree when they both feel the candidate is ready.

Should it happen that a candidate is deemed not yet competent upon a summative assessment, that candidate will be allowed to be re-assessed. The candidate can, however, only be allowed two reassessments. 
When learners have to undergo re-assessment, the following conditions will apply:

· Specific feedback will be given so that candidates can concentrate on only those areas in which they were assessed as not yet competent

· Re-assessment will take place in the same situation or context and under the same conditions as the original assessment
· Only the specific outcomes that were not achieved will be re-assessed

Candidates who are repeatedly unsuccessful will be given guidance on other possible and more suitable learning avenues.

In order for your assessor to assess your competence, your portfolio should provide evidence of both your knowledge and skills, and of how you applied your knowledge and skills in a variety of contexts.

This Candidate’s Assessment Portfolio directs you in the activities that need to be completed so that your competence can be assessed and so that you can be awarded the credits attached to the programme. 
Appeals & Disputes

The candidate has the right to appeal against assessment decision or practice they regard as unfair. An Appeals and Disputes procedure is in place and communicated to all assessment candidates in order for them to appeal on the basis of:
· Unfair assessment

· Invalid assessment

· Unreliable assessment

· Unethical practices

· Inadequate expertise and experience of the assessor

Appeals have to be lodged in writing (Candidate Appeal Form) & submitted to The training provider internal moderator within 48 hours, following the assessment in question. The moderator will consider the appeal & make a decision regarding the granting of a re-assessment. The learner will be informed about the appeal-outcome within 3 days of lodging the appeal. Should the learner not be satisfied with the internal appeal outcome, the learner will be advised of the rights to refer the matter to the SETA ETQA.

Assessment Process Flow















ASSESSMENT STRATEGY
This assessment exercise will cover the unit standard for Introduction to Personal Computing Software in order to achieve a competency certificate. The purpose of the assessment process is to gather enough evidence to prove all unit standard outcomes were achieved.

Competency will be assessed through class hands on tasks recorded in POE, input and performance based assessment, and assignments which will require a fair amount of research and observation. Assessment evidence should be sufficient to prove that the candidate is competent in all require tasks set by the unit standards. 

A summative assessment will be conducted at end of course to confirm assessment judgments.  Principles of fairness, validity, practicability, reliability and consistency will be adhered to throughout.
	Skills program
	Outlook Intermediate 
	Unit Standard Codes
	116935

	Level
	Level 2
	Credits 
	2

	Purpose of Assessment 
	The purpose of this assessment is to achieve the first step into entering the field of Computer Science and Information Technology covering the basic knowledge of computing.

	Assessment Procedures
	An integrated assessment approach will be followed to allow for practical and theoretical components. The entails the assessment of a number of unit standards, outcomes and criteria together in one assessment activity

Candidates are not only assessed against specific outcomes, but also on critical outcomes, attitudes and values

A summative competence judgment will be made on the basis of all assessment evidence produced, that proves that the candidate can be consistently judged as competent against the outcomes of the unit standards and the qualification as a whole.

Candidates take responsibility for their own assessment and should notify the assessor when they are ready for assessment

Candidates will receive feedback after the summative assessment, which will be discussed after all assessments have been completed

All assessments will be reviewed to ensure that assessment practices are valid, fair, transparent, consistent and current

An Internal/External moderator will moderate assessment practices

The SETA will also conduct external moderation

	Context of Assessment
	Assessment Method
	Assessment Conditions
	Who will conduct assessment
	Assessment results and feedback

	
	Questionnaire
	Input based assessments
	Assessor
	Immediate


Assessment Preparation
Preparing The Candidate
	Name of Candidate
	
	Date
	

	
	
	Time
	

	Name of Assessor
	
	Venue
	

	How to prepare the candidate
	Document Requirements
	Agree (tick)
	Action Required

	Explain to the candidate why your are meeting and the purpose of the assessment.
	NQF Framework Assessment process
	
	

	Discuss the assessment plan in detail.
	Assessment strategy
	
	

	Explain assessment process, show assessment instruments to candidate and describe assessment conditions.
	Assessment instruments
	
	

	Identify the role-players during assessment.
	Assessors
Moderator
	
	

	Describe the evidence required to be declared competent.
	Examples of evidence
	
	

	Explain how evidence will be judged.
	
	
	

	Explain to the candidate how to prepare:  Give candidate summative task description.
	Summative task description
	
	

	Confirm with the candidate what he/she should bring to the assessment.
	Detailed briefing on exact requirements to be given to candidate
	
	

	Ensure that candidate understands the procedures of all assessment practices.
	Appeals procedure
Moderation procedure

Assessment policy
	
	

	Ask the candidate if he/she foresees any problems or identify any special needs.
	List needs
	
	

	Check with candidate that he/she clearly understands the assessment procedure.
	
	
	


	Comments or questions:

	

	

	

	


Assessor’s Declaration:

I hereby declare that I have prepared the candidate for assessment, the candidate was consulted and all stakeholders have been informed and the workplace is prepared to ensure valid and fair assessment.

	Assessor Name
	Signature

	
	


Interview (RPL Purposes)

The purpose of the interview is two-fold:

· A type of self-assessment for the candidate.  It should assist the assessor in deciding the approach towards assessment in terms of making competence decisions where candidates are successful in proving their prior learning.

· To determine candidate’s preparedness for prior learning conducted and sensitize candidates to re-assessment.
Questions

Have you attended any short courses/courses that amount to prior learning before the start of the learnership/qualification? (Note that it should be relevant tot the qualification against which RPL is being conducted)

	

	


Did you attend all modules of the learnership/qualification training?

	

	


How were you prepared for assessments?

	

	


How were assessments conducted?

	

	


Did an accredited training provider conduct the course/s?

	

	


Did you attend classroom training during the course?

	

	


What work experience do you have to prove competence against a unit standard/s for RPL purposes? (State number of year’s experience)

	

	


Do you have a relevant certificate from an approved institution?

	

	


Do you have samples of work or other forms of evidence that can prove your competence?

	

	


Do you have a Grade 12 (Matric) with English and Maths, or English only?

	

	


Any evidence of competence provided during the course of the above interview must be considered during the planning phase of re-assessment and when making a judgement on candidate competence.

Agreed Assessment Plan
	Candidate's Name: 
	

	Assessor's Name:
	

	Unit Standard Title:  
	

	Special Assessment Requirements
	

	Event
	Date, time and location
	Resources required
	Evidence to be generated

	Attend Training.
	
	Training material, Facilitator
	Attendance Register

	Complete assessments
	
	Assessment instruments
	Completed documentation

	Complete Portfolio of Evidence.
	
	Portfolio of Evidence guide
	Completed Portfolio of Evidence

	Submit Portfolio of Evidence to Training Provider
	
	
	Acknowledgement of receipt from Training Provider 

	Assessor roles and responsibility

	Roles
	· Assessor
· Guide

· Feedback Agent

· Reviewer 

	Responsibilities
	· Consult candidate re assessment, assessment process and plan.
· Agree assessment process and plan with candidate.

· Forward documentation to candidate: plan, guide and assessment instruments.

· Assess candidate with the use of different instruments.

· Provide feedback on assessment findings.

· Support candidate through assessment process.

· Source feedback from candidate on assessment process.

· Review assessment process and outcome.

· Use assessment process as opportunity to transform assessment activities and outcomes.

	Candidate roles and responsibility

	Roles
	· Candidate
· Feedback agent

· Reviewer 

	Responsibilities
	· Be available for assessment.
· Be actively involved in the consultative process.

· Learn from the assessment process.

· Provide feedback to the assessor in terms of the assessment as learning activity.

· Provide feedback to the assessor on the efficacy of the assessment process.

· Review own role and assessor role in the assessment process.

	Assessment Instruments
	· Portfolio of evidence
· Observation
· Projects
· Questionnaires
· Problem solving exercises

	Assessment Process

	Step
	Date

	1. Evaluation of POE addressing Essential Embedded Knowledge in unit standards.
2. Evaluation of Research Projects and other evidence addressing specific unit standards.

3. Consultation: assessment plan and assessment activities and instruments.  Pre-assessment moderation and interviews conducted at this stage.

4. Observation: feedback on assessment against specific outcomes, critical outcomes in unit standards.

5. Feedback: to candidate regarding sufficiency of evidence and possible interview to gain supplementary evidence.

6. Feedback to candidate regarding assessment findings as well as review process.
	

	Feedback
	Written feedback to be given to all stakeholders at the end of the assessment process, as well as verbal feedback to the candidate during assessment activities.

	Recording Process
	Process and findings to be recorded and submitted for record keeping purposes as well as moderation and verification.

	Review Process
	The review process is the responsibility of the assessor and the candidate.  Joint reviewing will take place after feedback has been given to the candidate.

	Right to appeal
	The candidate must be advised of the right to appeal.

	Accessibility and safety of environment
	Step
	Date

	
	· Site inspection conducted.
· Pre-assessment moderation conducted.
	· 

	Resources Required
	· Assignments
· PoE

· Assessments

	I confirm that:
· I have been consulted on and have agreed to the training and assessment process as detailed in the assessment guide.

· I have been advised of my right to appeal against any assessment that is unfair, unreliable, invalid or impracticable.

· I have read and understood the appeal procedure.

· I know that assessments may be moderated or verified by an external party.

· The purpose of the assessment has been clearly explained to me.

· The criteria have been discussed with me, and I know I will be assessed against these criteria.

· I know when and where I will be assessed, and I was given fair notice.

· I know how the assessment will be done, and any other requirements related to the assessment.

Signed: 





Date:  





	Overall Assessment Decision
	Competent
	Not yet competent

	Candidate’s Signature
	
	Date
	

	Assessor’s Signature
	
	Date
	

	Moderator’s Signature
	
	Date
	


Record Of Learning 
	Candidate's Name: 
	ID No
	

	Assessor's Name:
	Ass. Reg. No
	

	Moderator's Name: 
	Mod. Reg. No
	

	Date:
	

	UNIT STANDARD
	NQF LEVEL 
	CREDITS
	DATE OF COMPLETION
	SIGNATURE OF ASSESSOR
	SIGNATURE OF MODERATOR

	116935
	2
	2
	
	
	


UNIT STANDARD 116935

Unit Standard Title 

Enhance, edit and organise electronic messages using a Graphical User Interface (GUI)-based messaging application 

NQF Level

2

Credits
2

Specific Outcomes

Upon successful completion of this course, you have to demonstrate knowledge and understanding of the following specific outcomes:

Specific Outcome 1: Explain legal, ethical and organisational issues in relation to the use of Email.
Specific Outcome 2: Manage E-mail messages

Specific Outcome 3: Use the address book facilities of electronic mail applications
Assessment Requirements

· The explanation includes the implications of legislation to an organisation in terms of transmitting of information via the Internet.  Includes but is not limited to: Promotion of Access to Information Act 2000; Public Service Act; Copyright Act 1979, Constitution of the Republic of South Africa Act. The implication in relation to at least two must be explained

· The explanation includes key features of an organisation’s policy and procedures for Email use, including their rationale 

· The explanation includes implications to an organisation of providing Email facilities to individuals in the workplace, in terms of security, and virus protection 

· The explanation includes security considerations of using the Internet for transmitting messages.  At least 2 of: Digital Certificate, Encryption, Viruses, Spam Filter, unsolicited mail

· Default mail folders are identified and explained in terms of purpose:  Inbox (messages received), outbox (messaged to be sent), sent messages (messages that have been sent), deleted messages, drafts (messages created but not sent)

· New mail folders are created:  Minimum of two new mail folders

· E-mail messages are manipulated between mail folders: Moved, Copied

· E-mail messages are sorted within a mail folder:  By date, by sender, by subject; ascending and descending

· The priority of an outgoing message is changed

· Address books are identified and explained in terms of their purpose and use: At least one of: global address book, personal address book, special address books

· An address is added to the personal address book:  At least one of: Copied from another address book, added manually, added from an E-mail message

· An address is removed from the personal address book

Critical Cross-Field Outcomes

· Unit Standard CCFO Identifying Identify and solve problems in which responses display that decisions using critical and creative thinking have been made

· Unit Standard CCFO Organising: Organise and manage oneself and one`s activities responsibly and effectively
· Unit Standard CCFO Collecting: Collect, analyse, organise, and critically evaluate information
· Unit standard CCFO Communicating: Communicate effectively using visual, mathematical and/or language skills in the modes of oral and/or written persuasion when engaging with the subject

· Unit Standard CCFO Science: Use science and technology effectively and critically, showing responsibility towards the environment and health of others

Formative Assessments

Formative Assessment
· PROATIA states that you are allowed to request information from a private body, subject to certain conditions.  What information may be requested?

· Who is allowed to request this information?

· PROATIA also states that private bodies must compile a manual that details the procedures that must be followed when you want to request information.  Where must this manual be made available?

· What is the penalty if a company does not comply with the requirements of PROATIA?

· You are allowed to request the information you require, provided you follow the procedures as set out in the company’s manual and provided you pay their fee.  The company must then let you know within a specified time period whether they are going to make the information available to you or not.  What is this time period?

· The instances where the organisation can refuse to make information available to you are listed in PROATIA.  What are these instances and what do they mean?

Obtain the policy and procedures for Email use of your organisation.  Discuss this in a group and then answer the following questions:

1. Which policies do you consider fair?  List and explain them.

2. Why do you think the college has these policies?  Motivate your answers.

3. Which policies do you consider unfair?  List and explain them.

4. Why do you think the college instituted these policies?  Motivate your answers.

5. What else can the College do to protect themselves against possible prosecution if one of the employees or students sends e-mails that are slanderous, racist, sexist, etc?

Handout 6 contains an article from the Sunday Times of 2 April 2006, about an e-mail that was originated by one person and in the end sent to many people.  The e-mail contained slanderous information about two well-known people.

1. Do you think sending an e-mail like that is fair?  Motivate your answer.

2. How would you feel if it happened to you?  Motivate your answer.

3. What disciplinary steps should be taken against the originator (original sender) of the e-mail?  Motivate your answer.

4. Do you think the information about the originator of the e-mail should have been kept private?  Motivate your answer.

5. How did this e-mail infringe on their right to privacy?

Herewith an article about copying website content and using it word for word without acknowledging the author of the content.

Website copyright infringement beware 



29th August 2005 – 

In one of the first cases of its kind in South Africa, a company accused of online copyright infringement has paid an out-of-court cash settlement to the copyright owner. www.FindanAdvisor.co.za, billed as South Africa‚s premier online Financial Advisor directory, recently took legal action against another directory site, for what it saw as a direct breach of its intellectual property. The alleged wrongdoer purportedly copied, word for word, a large piece of text from FindanAdvisor’s website and distributed such as part of an email newsletter for its own marketing campaign. 

Up until now, website content has been pretty much a free-for-all. The ease of copying and pasting from millions of online sources has exploded. Copying images from the web also contravenes copyright. 

Everybody, from plagiarising post-graduate students to bogus overnight medical experts, has participated. Many are unaware that they are in fact breaching the law, but, as internet business gets more serious, more litigation of this nature can be expected. 

Specialist companies have even sprung up overseas that scout the web for copyright infringers and then report them to the original content owners (presumably for a commission). If found guilty, offenders can be sued for up to three or four years of royalty fees, or even more if financial loss can be proven. 

Parties making use of content from websites need to quote the source of the content, and preferably provide a link back to the source website. Most web authors will be content with the publicity and incoming link. However, in order to be completely watertight, express authorisation by the author of the content needs to be obtained. 

With the worldwide web being such a huge place, content authors who have had their work plagiarised are seldom aware that their rights have been infringed. A good way (but not guaranteed) to find out is to type a long sentence of your text into a few good search engines and see what comes up. In theory the search should render no results, unless of course somebody came up with the identical sentence on their own accord. If not speak to your lawyer! 

FindanAdvisor.co.za is pleased with the settlement and is continuing to establish itself as a top class portal for members of the South African public needing to make an informed, un-pressured and proactive choice about which financial advisor or broker to appoint. 

Reputable financial advisors around the country are also benefiting from the exposure they are getting to a growing, astute and affluent segment of the South African population. 

In fact, the website has had such success that a sister site, FindanAccountant.co.za, is due to be launched in the next month. This information is distributed for and on behalf of FinandAdvisor. For further info please Contact Chris Preen Tel 021-7832183 or chris@FindanAdvisor.co.za 

Formative Assessment
According to the article posted, there are two things you must do if you want to use information contained in a website.  Name and explain them.
Summative Assessment Readiness Statement

Note: R = Ready for summative assessment, NYR = Not yet Ready for summative assessment

	Candidate's Name
	
	ID No.
	

	Assessor's Name
	
	Reg. No.
	

	Unit Standard Title
	

	ASSESSMENT DECISION

	Specific Outcome
	R
	NYR
	Comments

	Specific Outcome 1: Explain legal, ethical and organisational issues in relation to the use of Email.
	
	
	

	Specific Outcome 2: Manage E-mail messages
	
	
	

	Specific Outcome 3: Use the address book facilities of electronic mail applications
	
	
	


Assessor’s / Facilitator declaration:

I hereby declare that I have assessed the learner’s formative assessment and find the learner ready / not yet ready for the summative assessment

	Assessor / Facilitator Name
	Signature

	
	


Knowledge Questionnaire
Specific Outcome 1: Explain legal, ethical and organisational issues in relation to the use of Email. 

· The explanation includes the implications of legislation to an organisation in terms of transmitting of information via the Internet.  Includes but is not limited to: Promotion of Access to Information Act 2000; Public Service Act; Copyright Act 1979, Constitution of the Republic of South Africa Act. The implication in relation to at least two must be explained

· The explanation includes key features of an organisation’s policy and procedures for Email use, including their rationale 
· The explanation includes implications to an organisation of providing Email facilities to individuals in the workplace, in terms of security, and virus protection 
· The explanation includes security considerations of using the Internet for transmitting messages.  At least 2 of: Digital Certificate, Encryption, Viruses, Spam Filter, unsolicited mail
	1. Which two laws in South Africa govern access to information in terms of e-mail.  (2)

	

	2. PROATIA states that private bodies must compile a manual that details the procedures that must be followed when you want to request information.  Where must this manual be made available?  (2)

	

	3. What is the penalty if a company does not comply with the requirements of PROATIA?  (2)

	

	4. You are allowed to request the information you require, provided you follow the procedures as set out in the company’s manual and provided you pay their fee.  The company must then let you know within a specified time period whether they are going to make the information available to you or not.  What is this time period?  (3)

	

	5. Do you think it is fair that a system administrator employed by an organisation should monitor the e-mails of staff?  Motivate your answer.  (2)

	

	6. During exercise 2 you were requested to discuss the policy and procedures for e-mail use of the college.  What is the college doing to protect their computers against viruses?  List at least two things.  (2)

	

	7. What is the College’s policy regarding sending slanderous or racist e-mails?  (1)

	

	8. What is a computer virus? (1)

	

	9. What is SPAM?  (1)

	


Specific Outcome 2: Manage E-mail messages.

· Default mail folders are identified and explained in terms of purpose
· New mail folders are created:  Minimum of two new mail folders

· E-mail messages are manipulated between mail folders: Moved, Copied
· E-mail messages are sorted within a mail folder.

· The priority of an outgoing message is changed

	10. What is the purpose of the Sent items folder?  (1)

	

	11. What is the purpose of the Outbox?  (1)

	

	12. Create a new folder in Inbox.  Give the folder your name.  (1)

	

	13. Create a new folder in the new folder.  Call it practice.  (1)

	

	14. Move one e-mail to the practice folder.  (1)

	

	15. Copy one e-mail to the folder with your name.  (1)

	

	16. Inbox gives you three options according to which you can sort your e-mails.  List them.  (3)

	

	

	

	17. Which ribbon and group will contain the buttons that allow you to change the priority of messages? (1)

	

	18. Outlook gives you three priority options for messages.  List them.  (3)

	

	

	


Specific Outcome 3: Use the address book facilities of electronic mail applications

· Address books are identified and explained in terms of their purpose and use

· An address is added to the personal address book

·  An address is removed from the personal address book
	19. Name two address books that are available in Outlook.  (2)

	

	

	20. Add the contact details of a family member to the contacts list.  Add at least the name, surname, address and telephone number.  (4)

	

	21. How will you delete a contact from the contacts list?.  (2)

	

	TOTAL 37


Declaration Of Authenticity Of Evidence

	I (Initials and Surname) 

	ID No: 

	declare/certify that the learning activities completed in the learner activity workbook in its entirety is my own original and authentic work (interpreter declaration to be completed where necessary)  I acknowledge that should it come to the attention/reported to the training provider/ SETA or relevant authorities, and there is sufficient evidence to prove that there is an irregularity regarding the authenticity of this submission the necessary steps will be taken against me which can result in the one or more of following decisions being taken: 

	· A criminal case being opened,

· Learner achievement certificate cancelled, withdrawn

· Non processing of learner achievement submissions to the SETA pending the outcome of an investigation

· De-registration as an assessor/moderator (where unauthorised assistance is provided by the assessor/facilitator)

· Investigation into the accreditation status of the training provider if there is an irregularity on the part of the training provider

	I know and understand the contents of this declaration:  I have no objection to signing the prescribed declaration, The declaration was also explained to me by the training provider/facilitator

	Signature of Learner:


	Date

	Signature of facilitator/assessor: 


	Date


ASSESSMENT REVIEW
	NAME of LEARNER
	NAME of ASSESSOR

	VENUE 
	DATE of REVIEW

	UNIT STANDARD
	116935 Enhance, edit and organise electronic messages using a Graphical User Interface (GUI)-based messaging application 

	Review Dimension
	ASSESSOR
	LEARNER/

CANDIDATE
	ACTION

	The principles/criteria for good assessment were achieved.
	 FORMCHECKBOX 
Agree

 FORMCHECKBOX 
Disagree
	 FORMCHECKBOX 
Agree

 FORMCHECKBOX 
Disagree
	

	The assessment related to the registered unit standard.
	 FORMCHECKBOX 
Agree

 FORMCHECKBOX 
Disagree
	 FORMCHECKBOX 
Agree

 FORMCHECKBOX 
Disagree
	

	The assessment was practical.
	 FORMCHECKBOX 
Agree

 FORMCHECKBOX 
Disagree
	 FORMCHECKBOX 
Agree

 FORMCHECKBOX 
Disagree
	

	It was time efficient and cost-effective and did not interfere with my normal responsibilities.
	 FORMCHECKBOX 
Agree

 FORMCHECKBOX 
Disagree
	 FORMCHECKBOX 
Agree

 FORMCHECKBOX 
Disagree
	

	The assessment instruments were fair, clear and understandable.
	 FORMCHECKBOX 
Agree

 FORMCHECKBOX 
Disagree
	 FORMCHECKBOX 
Agree

 FORMCHECKBOX 
Disagree
	

	The assessment judgements were made against set requirements.
	 FORMCHECKBOX 
Agree

 FORMCHECKBOX 
Disagree
	 FORMCHECKBOX 
Agree

 FORMCHECKBOX 
Disagree
	

	The venue and equipment was functional.
	 FORMCHECKBOX 
Agree

 FORMCHECKBOX 
Disagree
	 FORMCHECKBOX 
Agree

 FORMCHECKBOX 
Disagree
	

	Special needs were identified and the assessment plan was adjusted.
	 FORMCHECKBOX 
Agree

 FORMCHECKBOX 
Disagree
	 FORMCHECKBOX 
Agree

 FORMCHECKBOX 
Disagree
	

	Feedback was constructive against the evidence required.
	 FORMCHECKBOX 
Agree

 FORMCHECKBOX 
Disagree
	 FORMCHECKBOX 
Agree

 FORMCHECKBOX 
Disagree
	

	An opportunity to appeal was given.
	 FORMCHECKBOX 
Agree

 FORMCHECKBOX 
Disagree
	 FORMCHECKBOX 
Agree

 FORMCHECKBOX 
Disagree
	

	The evidence was recorded.
	 FORMCHECKBOX 
Agree

 FORMCHECKBOX 
Disagree
	 FORMCHECKBOX 
Agree

 FORMCHECKBOX 
Disagree
	

	LEARNER’S DECLARATION OF UNDERSTANDING

	I am aware of the moderation process and understand that the moderator could declare the assessment decision invalid.

	
	
	

	Learner
	Date
	Assessor
	Date
	Moderator
	Date


Candidate Feedback Report
	Candidate's Name
	
	ID No.
	

	Assessor's Name
	
	Reg. No.
	

	Unit Standard Title
	116935 Enhance, edit and organise electronic messages using a Graphical User Interface (GUI)-based messaging application 

	ASSESSMENT DECISION

	Source of Evidence
	C
	NYC
	Comments

	Knowledge questionnaire
	
	
	

	Product
	
	
	

	Indirect Evidence
	
	
	

	Overall Assessment Decision
	

	Additional Notes
	

	Date 
	


	
	

	Signature of Assessor
	Signature of Candidate


Candidate Appeal Form
	Candidate's Name: 
	 ID No.
	

	Assessor's Name: 
	Reg. No.
	

	Unit Standard Title: 116935 Enhance, edit and organise electronic messages using a Graphical User Interface (GUI)-based messaging application 

	Date: 
	

	SECTION 1
	

	Candidate's reason for disagreeing with the assessment decision.
	

	Assessor's rationale for the assessment decision.
	

	Candidate's signature.
	

	Assessor's signature.
	

	SECTION 2

	Internal Moderator’s reconsidered decision and rationale
	

	Internal Moderator's Signature 
	

	Advising Assessor’s Signature
	

	Decision and rationale of the investigatory panel
	

	Learner Declaration
	The above decisions have been explained to me and I accept the assessment decision



	Learner’s Signature
	

	Date
	


Please send this form to: 
The Training Provider
Assessor's Report
	Candidate's Name
	
	ID No.
	

	Assessor's Name
	
	Reg. No.
	

	Unit Standard Title
	116935 Enhance, edit and organise electronic messages using a Graphical User Interface (GUI)-based messaging application 

	ASSESSMENT DECISION

	Specific Outcome
	C
	NYC
	Comments

	Explain legal, ethical and organisational issues in relation to the use of Email.
	
	
	

	Manage E-mail messages
	
	
	

	Use the address book facilities of electronic mail applications
	
	
	

	Overall Assessment Decision.
	

	Comments
	

	Date 
	


	
	

	Signature of Assessor
	Signature of Candidate


Moderator's Report
	Moderator's Name
	
	Reg. No.
	

	Assessor's Name
	
	Reg. No.
	

	Candidate's Name
	
	ID No.
	

	Unit Standard Title
	116935 Enhance, edit and organise electronic messages using a Graphical User Interface (GUI)-based messaging application 

	MODERATION DECISION

	Specific Outcome
	C
	NYC
	Comments

	Explain legal, ethical and organisational issues in relation to the use of Email.
	
	
	

	Manage E-mail messages
	
	
	

	Use the address book facilities of electronic mail applications
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PORTFOLIO BUILDING

Your Portfolio of Evidence (PoE) contains the evidence needed to declare you competent and to award credits towards the award of this qualification to you. Evidence should be authentic and reflect both your knowledge of the subject and your ability to apply this knowledge in the workplace. Thus, evidence day to day activities supporting the specific outcomes addressed by this learning programme should complement the theoretical learning you attended and were assessed on.
There are FIVE key steps in creating a portfolio that will reflect your competence.
Plan Your Portfolio

Plan and document the sequence, graphics and layout of your portfolio. This will assist you in following a logical sequence, which makes the Portfolio also much more user friendly and understandable for the assessor. It will also reflect your professional approach and attitude towards the subject matter, your work and your life. Impact and appearance always contribute to or affect your chances of being taken seriously and declared competent!
Gather The Evidence

An evidence checklist has been provided (Section 4) to tell you what evidence needs to be gathered for assessment purposes. However, there are four broad categories of evidence that you should include:
· Knowledge evidence (your knowledge questionnaire)

· Direct performance evidence (actual samples of your work or records of activities captured on audio or video tape)

· Indirect performance evidence (documentary records of your performance e.g. appraisals, photographs, testimonials, self-assessments, customer ratings etc.) 

· Supplementary evidence (to confirm the authenticity of your evidence)
 Evaluate Your Evidence

Once you have collected your evidence, evaluate each piece by ensuring that it is:

· Valid (relevant to the unit standard/s being assessed)

· Authentic (clearly your own work)

· Current (not more than 2 years old)

· Sufficient (adequate to prove your competence against all of the assessment criteria and range statements in the unit standard/s)

Cross-Reference Your Evidence To The Unit Standards

Evidence for assessment against unit standards must be linked to the outcomes of the unit standard in question. An evidence locator grid is useful for this.

Organise Your Information

How you structure your portfolio is critical. Your design and layout must look professional and clearly articulate your achievements, and it should make sense to someone seeing it for the first time. Use the following structure as a guide:
1. A title page indicating: 

· The title of the programme

· The unit standard titles to which the programme is aligned

· The assessment centre (The training provider)

· Your name, position and organisation

· Your contact details

· The name of your assessor 

· The name of your moderator
· The date

2. An index

3. Background information 

· Curriculum Vitae

· Organisation profile

· Job profile

· Organisation/department structure

4. A copy of the unit standard/s

5. Your assessment plan

6. Your completed Knowledge Questionnaire

7. An evidence locator grid

8. The evidence itself

9. Supporting evidence e.g. witness testimonies, reflections and witness status list
10. Assessment records 
Moderation

Moderation Of Assessments Must Be Planned In Order To:

· Identify the outcomes as per unit standards

· Identify the evidence to be collected

· Identify steps of a logical process

· Design an appropriate assessment (criteria and tool)

· Review success or adjustments to be made to the assessments

· Provide appropriate feedback and set targets and action plans

Pre-Assessment Moderation

This occurs prior to assessment taking place and includes moderation of:

· Assessor suitability/qualifications

· Assessment guidelines which are explained to all assessors in bi-weekly meetings

· Standardised assessment tools which are reviewed in assessor meetings

· Guidelines for organising evidence (see Portfolio of Evidence guidelines)

· Assessor/candidate appeals process

· The assessor must consult with the moderator to ensure that the assessment instrument is valid, reliable and practicable.  The moderation model will be the assessor moderator comparison, so as to ensure that the assessment instrument is fit for purpose and that the assessment plan is adequate in order to achieve the outcomes of the assessment process.

Post Assessment Moderation

Post-assessment moderation must take place at the end of the assessment process, once feedback has been given to the candidate.  

Post-assessment moderation must check specifically that the evidence on which the decision of competence is based is valid, authentic, current and sufficient.  Until post-assessment moderation has taken place, the assessment process is incomplete, as there is a chance that the moderator may disagree with the assessor regarding the decision reached in terms of competence.  

Even so, the candidate needs to be cautioned that external moderation/verification needs to take place prior to candidate achievement being confirmed and recorded on the National Candidate Record Database.  

e focus in post-assessment moderation is also to address continuous improvement of assessment activities and tools.  The moderator needs to critically evaluate the review process and ensure that candidate consultation in the review process was both meaningful and constructive i.e. avoid simplistic yes/no questions which give little qualitative data.

15% of all assessment sampling across the board is moderated.  The samples are representative of assessments conducted by each assessor and for each project
Assessment Plan agreed by candidate & completed by the assessors before the actual assessment





Assessment Activities conducted per the Assessment Plan





CANDIDATE





Detailed Assessor Report compiled & forwarded for Moderation





ASSESSMENT





Assessment Guide submitted to training provider as per Assessment Plan





Feedback Report Completed by Assessor & individual feedback given to candidate





Appeal form completed by the candidate in event of dispute





Record of Learning Updated





Assessment Results Moderated





Action Plan completed by Assessor





All records & evidence filed
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Completed Assessor report/Moderator report/Record of Learning forwarded to SETA





Approval and Certification obtained from SETA








SETA to register on National Learner Database





Certificate of Competencies issued to successful candidates
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