	[bookmark: _GoBack]NATIONAL CERTIFICATE: INFORMATION TECHNOLOGY: SYSTEMS SUPPORT:
SAQA 48573  -LEVEL 5- 147 CREDITS

	SUMMATIVE ASSESMENTS memo
SAQA: 114050
Explain the principles of business and the role of information technology




















	
FULL NAME & SURNAME
	

	ID NUMBER:
	

	NAME OF ASSESSOR
	

	DATE OF ASSESSMENT
	

	VENUE
	







	
	ACHIEVED
	NOT ACHIEVED

	KNOWLEDGE
	
	

	SKILLS
	
	








	
	

	Signature of learner
	Signature of Assessor




ASSESSMENT PACK
Please complete the following sections (A and B) before commencing with this assessment. The moderator of this assessment will complete section C.
	Section A Learner Information

	Name:

	

	Surname:

	

	Date:

	

	Contact telephone no:

	

	Learnership agreement no:

	

	Company:
	Site:

	ID
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Section B Assessor Information

	Name:

	

	Surname:

	

	Date:

	

	Contact telephone no:

	

	Assessor no:
	

	Provider no:
	Site:

	ID
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Section C Moderator Information

	Name:

	

	Surname:

	

	Date:

	

	Contact telephone no:

	

	Moderator no:
	

	Provider no:
	Site:

	ID
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	



	Results:

	

	

	

	

	

	

	

	























	














	














1. INSTRUCTIONS TO ASSESSOR

Introduction:

This assessment guide has been designed as a generic assessment guide and is intended for use by the accredited Training Providers.

Purpose of the assessment

The purpose of summative assessment against this unit standard is to:

♦Award credits to the NQF to learners who are able to start and run their businesses.

Learning assumptions
The learner should have a basic knowledge of food preparation and cooking.

Assessment methods

The following assessment methods will be used for the summative assessments:
♦Written and/or/verbal questioning
♦Product sample and on site assessment

2. Assessment Process

General

· Use the assessment guide and your latest company policies and standard operating procedures to assess the evidence received from the learner.
· Use the section: Addition Comments/Questions to note down any further comments or questions on the evidence assessed.
· Use the model answers as a guideline to assess the learner’s answers to the assessment questionnaire.
· The learner can complete the assessment questionnaire orally. In this case, agree a date, time and venue.
· Provide the learner with a feedback within 10 working days of receiving the evidence.


Step 1 - Planning for the Assessment

Review this assessment guide to:

· Ensure that you understand all the requirements of the assessment in terms of evidence required to prove competence.
· Identify and prepare the learner for the assessment by:

· Completing the Assessment Plan with the learner to discuss and agree the details regarding the assessment.
· Completing the Assessment Preparation Checklist and getting the learner to sign.
· Ensure that you have familiarized yourself with the following:
· The various patrolling functions and standard operating procedures within the company.

Step 2: Complete the Assessment

· Collect the evidence in accordance with the methods and evidence requirements specified.
· Mark each question as correct or incorrect in the “Office Use” column.
· Record the evidence on the assessment guide and indicate “Competent”, “Not Yet Competent” or “Not Assessed” for each assessment criterion. Note down any comments at the back of the assessment guide.
· Ask the learner additional questions, if necessary, to clarify points. Record these on the guide.
· All questions must be complete as per the criteria specified.
· Answers provided must be similar to the model answers.

Step 3 - After the Assessment

· Prepare the feedback by writing comprehensive, developmental feedback after each section on the Assignment Sheets. In addition to this, you are required to write a summary overall feedback on the Assessment Guide.
· Provide the feedback to the learner in a safe, undisturbed in nature.
· Ensure that your feedback is developmental and supportive in nature.
· Advise the learner on what action to follow in the event of a “Not Yet Competent” rating.
· Advise the learner on what action to take where he/she feels the need to appeal against your decision.
· Allow the learner time to provide you with feedback relevant to the process.
· Record the learner’s feedback in the guide and ensure that it is given to the person responsible for the quality assurance of assessment tools.
· Ensure that the learner co-signs the assessment guide to indicate agreement with the feedback.

3. Assessment documentation required:

Step 1: Planning for the Assessment

♦Assessment Plan
♦Assessment Preparation Checklist
♦Assessment Policy (including Appeals)
♦Evidence Matrix
♦Assessment Instruments

Step 2: Conducting the Assessment
♦Assessor Guide
♦Learner’s workbook
♦Summative assessment pack

Step 3: After the Assessment

♦Assessment Comments
♦Feedback Report

4. Specific Instructions

Please note that Part 3 Assessment Instruments are not included in this guide and are to be included by the assessor on an individual basis.

The actual summative assessments need to be completed and signed off by both learner and assessor. The assessor will take control of the completed assessment instruments and will file them under the tab for Assessment Evidence.

The completed assessment pack will be kept in safekeeping at the training provider forthree months after endorsement by SETA and will then be returned to the learner.

Guidelines where an appeal is lodged

· The normal appeal procedure prescribed by SETA and described by the provider’s Quality Management System will be followed.
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ASSESSMENT PLAN
	ASSESSMENT DETAILS

	Date of Assessment
	Option 1
	Option 2
	Option 3
	Option 4

	
	
	
	
	

	TIME OF ASSESSMENT

	Start:
	
	End:
	

	VENUE
	
	Contact
person
	

	LANGUAGE MEDIUM
METHOD OF
	

	METHOD OF ASSESSMENT (please tick off the one to be used)

	OBSERVATION
	ORAL
	WRITTEN

	Simulation
	
	Knowledge test
	
	Knowledge test
	

	Product
	
	Interview
	
	
	




PRE-ASSESSMENT MEETING CHECKLIST
	ACTION
	YES/NO
	COMMENTS

	Set learner at ease; be friendly, polite and professional.
	
	

	Explain to the learner and agree on thefollowing issues.
1. The unit standard that will be assessed
2. Date, time, venue and process to be followed during the assessment.
3. Summative assessment tools to be used for the assessment.
4. The assessment plan
5. Purpose of assessment
	
	

	Explain to the learner and agree on therole of all involved during the assessmentprocess.
	
	

	Identify possible barriers and or disabilitiesof the learner.
	
	

	Explain the meaning and application of
RPL.
	
	

	Explain, discuss and provide one complete
Setof the Appeals process documentation.
	
	

	Explain to the learner when final resultswill be available and how feedback will beprovided.
	
	

	Discuss previous assessment results ifapplicable.
	
	



I, ___________________________________________________________ (initials and surname of learner), DECLARE THE FOLLOWING:
A copy of the unit standard(s) involved has been given to me prior to this meeting. I know I will be assessed against the criteria, which have been set to the applicable unit standards. The criteria have been discussed with me, and the procedures and purpose of the assessment has been clearly explained to me.

I am well aware of the venue, date and time that I will be assessed. I consider the period of time given to me to prepare myself for the assessment to be fair.

I understand clearly that I have the right to appeal against any decision made by the assessor during the assessment of the evidence provided by me, and that I have free access to the appeals procedures attached to this assessment pack. I understand that I have the right to be accompanied by another person during all procedures, and that I have free access to the Training Division of SBV’S Health and Safety Procedures- filed at the offices.



	

	

	Signature of learner
	Date






	














	





Assessment Instruments
	TAKE NOTE

	The assessment instruments included in this assessment
pack are all summative assessment instruments and are tobe read in conjunction with the formative assessment instrumentscontained in the learner workbook. Both formative(workbook) and summative assessments are to be retainedas part of the learner’s portfolio of evidence.


A number of the assessment instruments contained in this assessment are workplace knowledge based questions.

This means that you will arrange with the learner, a time that is suitable, during which the learner will complete each questions.
	[image: http://cloud.graphicleftovers.com/11976/item34004/Cartoon-exercise-book.jpg]Activities
	Complete the following questions as per instructions provided



















SUMMATIVE ASSESSOR GUIDE




___________________________________________________________________________
	TASK
	Question
	SO
	AC

	1
	1.1 List types of business organisations.
1.2 List Common objectives within which businesses operate.
	1
	1-2


___________________________________________________________________________
From a legal point of view, there are four types of businesses:
1. Sole proprietorships;
2. Partnerships;
3. Corporations; and
4. Co-operatives.
___________________________________________________________________________
	TASK
	Question 
	SO
	AC

	2
	1.1 List three inherent properties to any system
1.2 List Types of information systems.
	2
	1,3


___________________________________________________________________________
A. A system has a purpose - such as to distribute water to plant life, bouncing a communications signal around the country to consumers, or producing information for people to use in conducting business.
B. A system is a grouping of two or more components which are held together through some common and cohesive bond. The bond may be water as in the irrigation system, a microwave signal as used in communications, or, as we will see, data in an information system.
C. A system operates routinely and, as such, it is predictable in terms of how it works and what it will produce.
All systems embrace these simple properties. Without any one of them, it is, by definition, not a system.
For our purposes, the remainder of this paper will focus on "information systems" as this is what we are normally trying to produce for business. In other words, the development of an orderly arrangement or grouping of components dedicated to producing information to support the actions and decisions of a particular business. Information Systems are used to pay employees, manage finances, manufacture products, monitor and control production, forecast trends, process customer orders, etc.


	TASK
	Question
	SO
	AC

	3
	1.1 Explain the purpose of computers in business
	3
	1


___________________________________________________________________________ Business Intelligence
· One of the most common uses of computers in business involves the accumulation of data about customers and clients for analysis. This technique entails developing a database to record, manage, retrieve or manipulate information. Most individuals associate this type of use with the marketing or sales function of businesses, but it also invlves using the data to construct predictive models.
Inventory Management
· Large, mid-size and small companies employ computers for inventory control and management. This includes the functions of manufacturing, warehousing, sales, orders and delivery. Computerized activities include recording incoming goods, details on items, distribution inventory and storage information. Generally, small retail operations rely on basic inventory management software to handle this area of the business. Many large enterprises whose normal operations require huge volumes of raw materials for manufacturing, or the distribution of significant quantities of goods, have highly sophisticated computerized inventory management applications at the core of their operations.
Enterprise Resource Planning

	TASK
	Question
	SO
	AC

	4
	1.1 Compare data and information. 
1.2 List ways in which Data integrity can be compromised 
	4
	1,3


 
	
	Data
	Information

	Meaning
	Data is raw, unorganized facts that need to be processed. Data can be something simple and seemingly random and useless until it is organized.
	When data is processed, organized, structured or presented in a given context so as to make it useful, it is called Information.

	Example
	Each student's test score is one piece of data
	The class' average score or the school's average score is the information that can be concluded from the given data.

	Definition
	Latin 'datum' meaning "that which is given". Data was the plural form of datum singular (M150 adopts the general use of data as singular. Not everyone agrees.)
	Information is in
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