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Assessment Process Flow


Agreed Assessment Plan

	Candidate's Name: 
	

	Assessor's Name:
	

	Standard Title:
	US 110023 Present information in report format

	EVENT
	DATE, TIME AND LOCATION
	RESOURCES REQUIRED
	EVIDENCE TO BE GENERATED

	Attend Training
	
	Training material, equipment as specified 
	Attendance Register

	Complete formative assessment
	
	Formative workbook
	Completed formative workbook

	Complete summative assessment
	
	Summative workbook
	Completed knowledge questionnaire


Signature of Candidate: 
______________________________

Signature of Assessor: 
______________________________


Date: 



______________________________


Instructions to learner

· You must complete the classroom activities whilst facilitation is taking place. The facilitator may stop at regular intervals to give you time to complete the activities.

· Please complete all work in blue or black pen. The assessor will not assess the evidence if completed in pencil. 

· You are not allowed to copy from another learner. Any plagiarism committed will be viewed in a serious light and disciplinary action may be taken against you. Your work must be authentic i.e. your own work.  Group work is allowed in certain activities but your answers must be your own original work after discussions in the group.

· You must sign the declaration contained in the assessment preparation and planning document declaring that all work is your own. If you so not sign this declaration, the assessor will not proceed with assessment and your results will be delayed.

· Please do not use any correction fluid i.e. tippex. Rather cross your work out and write next to your mistakes.

· The proficiency level required for each unit standard in the cluster is 50% per specific outcome per unit standard. If you are deemed Not Yet Competent in a unit standard, you will only be required to redo (remediate those sections in that unit standard.

· Any remediation must be submitted within 30 working days after you gave received feedback

· For practical assessments you need a computer, Ms Office and the assessor

· Answer section A and Section B

SECTION A

Answer the following questions

Question 1 (SO 1, AC 1; AC 2) 

I. Identify any 5 regular reports that are used in an organisations


            (5)

II. Link the information needs of the organisation to the purpose of each identified report  (5)

Question 2 (SO 2, AC 1; AC 3) 


Identify information sources that a report writer can use when writing a report.
     

 (6)

Question 3 (SO 3, AC 4) 

Explain the following methods of distributing reports to recipients;

· Email 

· Postage

· Internal mail

· Courier










(8)
Question 4 (SO 4, AC 3)

I. Assume you are the manager and one of your subordinates wrote the above progress report to you. Suggest areas that your subordinate must improve in this report.


(6)

II. Rewrite the report affecting the issues identified above.




(5)
	To my boss lady

Progress report

This is the report as per your request. The project is going on successfully since inception. We have done so much work at the sites and i am happy to report that everything is in order. There is a small problem at Site B in connection with the death of chicks due to an unknown disease. The death due to the unknown disease was discovered some months ago.  As i write this report the number of chicks has been reduced significantly and no solution has been found. In relation, to financial issues, I report that money is not enough. I almost forgot to inform you that training is underway and feeds have been delivered.
Thank you : Reggy Mayo (20/1/2013)


Question 5 (SO 4, AC 1)
List factors that a report recipient (reader) must evaluate when reading a report. 


(5)

SECTION B

Attempt the following tasks

Task 1 (SO 3, AC 1, AC 2)

You are the Director: Finance in an organisation. The organisation that you work for installs satellite dishes on behalf of DSTV. The past 3 months have been marred by an increase in the number of reported faults with recently installed satellite dishes. All technical components are tested before installations.

You have discovered that for the past 6 months technical employees have been complaining about many unexplained deductions, late and incorrect salary payments and rude officials in the Finance section. You feel the faults are being caused by demotivated technical staff. As a result, the Chief Executive Officer (CEO) of the organization has asked you to investigate the inefficiency of your Finance Directorate and submit a report with recommendations. 

Write a short formal report on your investigation into this matter which you will submit to the office of the CEO by 30 November 2012. 

Your report should include a title and the following subheadings: 

· Terms of reference 

· Procedures 

· Findings 

· Conclusions 

· Recommendations 

· Distribution list









(20)

Task 2 (SO 3, AC 1, AC 2)

You are an official who works for Riversand Municipality and in charge of electrification in Zone 11 which falls under this municipality. This area previously had no supply of electricity to households, to community and 52 business premises, and no street lighting. Although you have not been directly involved in implementation of the project, the Mayor has asked you to report on progress made at the next meeting of Council. 

You may structure your report as follows, but are free to adapt the headings to your needs, or add subsections as required: 

REPORT ON PROGRESS… 
1. Background 

2. Description of project 

2.1 Objectives 

2.2 Time frames 

2.3 Resources: human; financial; materials and equipment 

3. Work completed 

3.1 

3.2 

3.3 

4. Challenges 

5. Next phase 

6. Conclusions and recommendations 







(20)

Total marks are 

Learner achieved ____________ marks.

Assessor Name:____________ 

Instruction

I. Answer all questions in Section A and B
II. Attach all evidence in your POE

SECTION A: 

Question 1 (SO 1, AC 1, AC 4)

Answer the following;
	Report type
	Purpose and elements

	Progress report
	

	Incident report
	

	Recommendation or justification report
	

	Meeting report
	

	Field trip report
	















       (10)

Question 2 (SO 4, AC 2)

List distribution methods that a report writer can use to distribute report evaluation forms to recipients. Assume these recipients are within and outside the organisation.
(4)

SECTION B- WORKPLACE BASED PRACTICALS

Answer all questions in this section

Task 1 (SO 1, AC 1; AC 2; AC 3; AC 4) 

III. Identify any 5 regular reports that are used in your organisation. 


                 (5)

IV. Link the information needs of the organisation to the purpose of each identified report.           (5)

V. Draw and attach a template in your specific company format of each report that you identified in (I above). Include mandatory headings.






                 (15)

VI. Create a table listing each report (identified in I), its purpose, regular recipients and frequency of distributing information. (Use table below as a guide)



                            (5)

	REPORT
	PURPOSE
	REGULAR RECIPIENTS
	FREQUENCY OF DISTRIBUTION

	
	
	
	

	
	
	
	


Task 2 (SO 2, AC 1; AC 2; AC 3; SO 3, AC 1; AC 2; AC 3, AC 4) 
You are required to compile 3 reports of your choice, ensuring content and format is appropriate to information requirements of your organisation. These reports can be a progress report on a task, a report on a trip, an incident report etc. NOTE: the reports must be relevant to your organisation.

I. Create a table listing each report (that you selected) and information sources required as input to the report. The information sources must be linked to specific headings within the report. (Use table below as a guide










	REPORT
	HEADING
	INFORMATION SOURCES

	
	
	



(15)

II. Draw a table listing each information source (identified above), from whom it is obtainable, when it is available, and its level of confidentiality and to whom it should be returned. (Use table below as a guide)
	INFORMATION SOURCE
	FROM WHERE IT IS OBTAINABLE
	WHEN IT IS AVAILABLE
	LEVEL OF CONFIDENTIALITY
	TO WHOM IT SHOULD BE RETURNED

	
	
	
	
	
















    (15)

III. Identify company procedures for obtaining each information source. (Use table below as a guide)
	INFORMATION SOURCE
	WHO CAN ACCESS
	AUTHORISATION
	PROCESS OF AUTHORISATION
	WHEN THEY MUST BE RETURNED



(15)

IV. Write each of the 3 reports ensuring that;

· The report is compiled using information that is current and accurate.

· Organisational templates are used.

· Relevant information sources are consulted.


· Ensure that there is evidence to show that information sources identified in (i) are used to write the report (consider attaching evidence of sources used)


      (50)
Attach the report in your POE
V. Identify the suitable method to distribute each of the reports that you wrote to the intended recipients. More so, justify the reasons why you shall use that method. 


      (5)
Task 3 (SO 4, AC 1, AC 2; AC 3) 
Using the 3 reports that you identified in Task 2, attempt the following;

I. Create a report evaluation template listing each of the relevant recipients of the reports, a space for comments and overall rating of the report in terms of whether it meets their information requirements and purpose.








     (10)
Attach the designed forms in your POE
II. Distribute any one report that you prepared to at least 5 recipients in your organisation. One of the recipients must be your manager. Using the report evaluation form that you developed in (i) as recipients to evaluate the report.  







      (10)

Attach the forms with comments form recipients in your POE
III. Amend the report in line with suggestions from recipients.
Attach the amended reports in your POE





             (15)
.

Total marks are 

Learner achieved ____________ marks.

Assessor Name: ____________ 

SECTION B: SUMMATIVE ASSESSMENT

Answer all questions in this section.

SECTION A

Answer the following questions.

Question 1 (SO 1, AC 1) 

Explain the informative and directive purposes of written communication
(4)

Question 2 (SO 1; AC 5) 

Why is it important to remove inappropriate or potentially offensive language when writing text     
(4)

Question 3 (SO 2, AC 2) 

Identify the purpose of the following in a paragraph,

· Topic sentence

· Concluding sentence









         (4)

Question 4 (SO 3, AC 1) 

Explain the importance of defining audience when writing text
(5)

Question 5 (SO 3, AC 2)

Underline the word with the correct use of the apostrophe:

a) (Shaun and Mary's/Shaun's and Mary's) Assignment got top marks.

b) The (visitor's / visitors' / visitors) were shocked by all the (students' / student's) scattered litter.

c) (Its / it's) interesting to learn about (culture's / cultures / cultures') other than (ones/ one's) own.

d) My (profiteroles / profiteroles') didn't taste as creamy as (her's / hers' / hers).

e) The (car's / cars) lost most of (its / it's / its') braking power.                                                          (5)
QUESTION 6 (SO 3, AC 5) 

Write down the simpler version of the long winded phrases. Use spaces provided                              (5)
	LONG-WINDED
	SIMPLER

	e.g. It is our understanding that
	

	a) Within the realm of possibility
	

	b) Enclosed herewith please
	

	c) We are of the opinion that we
	

	d) For the reason that
	

	e) Prior to the issuance of
	


QUESTION 7 (SO 3, AC 5)

Choose the correct word in each sentence and give the meaning of the other word                             (8)
a) Unless you write your name on all your books, you are likely to (lose / loose) them. 
b) His witty speech, delivered to a full house, showed that he was a (confident / confidant) speaker.

c) Please let me know when the (stationery / stationary) arrives so that I can get a new blue pen.

d) The decision to put down the horse with the broken leg was a difficult, but (human / humane) one.

e) The zoo-keeper acted in an (officious / official) way when he kept on ordering people away from the animal cages). 

f) In order to keep up the prisoners' (morale / morals) the guards allowed the men visits from their families. 

g) The girl looked very (effeminate / feminine) in her soft pastel dress. 

h) Anyone who parks on the grass is (liable / libel) to be fined. 

SECTION B 

Attempt the task below.
TASK  1 (SO 1, AC 2; SO 2, AC 1, AC 2, AC 3, AC 4, AC 7; SO 4, AC 1, AC 2, AC 3, AC 4, AC 5)

You have been given a task by your community to plan, prepare, and write a letter to your municipality expressing the community’s displeasure at the continued decrease in service delivery standards. The majority of the community members feel that, the letter must give the municipality an ultimatum or else a service delivery strike will be undertaken. Use your own assumptions and creative mind to write the letter.
a) In the municipal office, who is the target for your letter?

                        
   (3)
b) What are the informational needs for your audience?


           
 
   (5)

c) Develop a checklist or outline of the letter.



                     

  (10)

d) Write the first draft of the letter. The letter must;

· Follow standard letter formats and structure

· Be at least 3 pages long.

· Contain graphical charts or visuals.

· Variety of sentence length, structures and types.

· Clear, well structured sentences with correct spellings.

· Clear paragraphs.

· Correct punctuation, grammer and use of registers



NB: Attach the first draft of your letter in your POE.
 


     

 (15)
e) Ask a colleague to read your first draft and assess your letter in terms of;

· Use of grammer and punctuation.

· Format of the letter.

· Language

· Logical ordering of ideas.

· Appropriateness of the letter for the target audience. 


           NB: 

· The colleague must fill the attached evaluation form.

· A copy of peer evaluation form must be attached to your POE.

          

   (5)

f) Write the final draft of the letter incorporating issues and comments raised in the peer evaluation form.











    (4)

	NAME OF LEARNER (WRITER)

ID NUMBER

NAME OF REPORT

TASK 2 (H)


	

	EVALUATION CRITERION
	RATE OUT OF 10
	COMMENTS

	Accuracy of facts discussed
	
	

	Usefulness of the report
	
	

	Format and overall presentation
	
	

	Language useage
	
	

	Grammar
	
	

	Other specify
	
	

	
	
	

	Overall comments



	NAME OF EVALUATOR
	SIGNATURE
	DATE




Total marks are 17
Learner achieved ____________ marks.

Assessor Name:____________ 

SETA





Register candidates on the Learner Record Database





ASSESSMENT INSTRUMENT








Approval & Certification obtained 





Completed Assessor Report / Moderator Report / Record of Learning 





All records & evidence filed





Action Plan Completed by Assessor





Assessment Results Moderated





Feedback Report Completed by Assessor & individual feedback given to the candidate





Appeal form completed by the candidate in the event of dispute





Record of Learning Updated





A detailed Assessor Report compiled & forwarded for Moderation





Portfolio of Evidence compiled as per the Assessment Plan








Certificate of Competencies issued to successful candidates





Observation conducted as per the Assessment Plan





Knowledge Questionnaire conducted as per the Assessment Plan





Assessment Plan agreed by candidate & completed by the assessor before the actual assessment





PRESENT INFORMATION IN REPORT FORMAT


US 110023


NQF LEVEL: 4


CREDITS: 6


NOTIONAL HOURS: 60








Portfolio of Evidence submitted as per the Assessment Plan
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