




[image: image1.jpg]





INSTRUCTIONS TO THE 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

· If you have achieved any unit standards in this skills programme via another provider, please neatly draw a line through the section and indicate that a certified certificate has been submitted and is included in your administration section.
· Answer Section A and Section B.

· Your answers must be attached to the POE guide provided.
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: 



______________________________


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


                 (5)

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

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






                 (15)

IV. 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: ____________ 

Portfolio of Evidence submitted as per the Assessment Plan








Register candidates on the Learner Record Database








Certificate of Competencies issued to successful candidates





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








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
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SUMMATIVE ASSESSMENT
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