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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











	TASK
	Question
	SO
	AC

	1
	1.1 What is cost benefit analysis? (2)
1.2 List Cost Benefit Analysis Components (8)

	1
	1-2



Cost benefit analysis (CBA) is a technique for assessing the monetary social costs and benefits of a capital investment project over a given time period


	TASK
	Question 
	SO
	AC

	2
	1.1 Explain the need to estimate time accurately (5)
1.2 List Methods for Estimating Time (5)
	2
	1-2


· Bottom-Up Estimating
Bottom-up estimating allows you to create an estimate for the project as a whole. To analyze from the "bottom up," break larger tasks down into detailed tasks, and then estimate the time needed to complete each one.
Because you're considering each task incrementally, your estimate of the time required for each task is likely to be more accurate. You can then add up the total amount of time needed to complete the plan.
Tip 1:
How much detail you go into depends on the situation. However, the more detail you go into, the more accurate you'll be.
If you don't know how far to go, consider breaking work down into chunks that one person can complete in half a day, for example. Sure, this is a bit circular, but it gives you an idea of the level of detail you should aim for.
Tip 2:
Yes, this does take a lot of work, however, this work will pay off later in the project. Just make sure that you leave plenty of time for it in the project's Design Phase.
· Top-Down Estimating
In top-down analysis, you develop an overview of the expected timeline first, using past projects or previous experience as a guide.
It's often helpful to compare top-down estimates against your bottom-up estimates, to ensure accuracy.
Note:
Don't assume that the bottom-up estimates are wrong if they differ widely from the top-down ones. In fact, it's more likely that the reverse is true.
Instead, use the top-down estimates to challenge the validity of the bottom-up estimates, and to refine them as appropriate.
· Comparative Estimating
With comparative estimating, you look at the time it took to do similar tasks, on other projects.
· Parametric Estimating
With this method, you estimate the time required for one deliverable; and then multiply it by the number of deliverables required.
For example, if you need to create pages for a website, you'd estimate how much time it would take to do one page, and you'd then multiply this time by the total number of pages to be produced.
· Three-Point Estimating
To build in a cushion for uncertainty, you can do three estimates – one for the best case, another for the worst case, and a final one for the most likely case.
Although this approach requires additional effort to create three separate estimates, it allows you to set more reasonable expectations, based on a more realistic estimate of outcomes.
Tip:
In the early stages of project planning, you often won't know who will do each task – this can influence how long the task will take. For example, an experienced programmer should be able to develop a software module much more quickly than someone less experienced.
You can build this into your estimates by giving best, worst, and most likely estimates, stating the basis for each view.



	TASK
	Question
	SO
	AC

	3
	1.1 List three parameters involved in computing the total cost of a software development project: (3)
1.2 Describe Estimation techniques required to develop a software system (4)
	3
	1-3
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	TASK
	Question
	SO
	AC

	4
	1.1 1 Does late delivery affect our standing in any way? Discuss(4)
1.2 Discuss on how to monitor Delivery Performance (8)
	4
	1-2


Monitoring Performance
Performance measures provide a management framework, facilitate communication, direct behaviours within the organisation, foster improvement and assess positioning and operational capacity. There are a great number of indicators for measuring the quality of services along the supply chain. These include time, scope, service and cost. No single indicator allows measuring all aspects of supply chain management. They should be interpreted and used in combination.
Performance of the supply chain should be measured regularly, consistently and systematically rather than waiting until services have deteriorated below acceptable levels. Monitoring should be a key element of running a logistics service. Actual performance should be compared with the goals and objectives established for the program, which defines the level of service logistics tries to achieve.
Some aspects to monitor in logistics
Supply chain response/lead time
Lead time is the time between placing an order and receiving the goods or service. Delivery too early or too late may also incur unnecessary costs. Delivery too early can mean goods have to be stored until needed and will incur costs whilst being stored in warehouses. Delivery too late can mean the costs of setting up facilities, for example feeding stations and having people ready to distribute goods, is wasted because the goods have not been delivered. It can cause the organisation to incur additional transport costs, for example, aircraft/helicopters have to be used to move the goods more quickly along the next part of the supply chain. In disaster/emergency relief situations, timing of delivery can have a serious impact on the relief operation and on the beneficiaries.
Information on status of orders
The internal performance of the logistics function is dependent on the efficiency and effectiveness of each of the logistics components. For example, one performance indicator for procurement, would be its ability to disseminate information on the number of orders issued. This will enable the warehouse to provision for storage space. Unexpected deliveries can disrupt operations and put the stock at risk of being stolen when left in the open.
Efficiency
The measurement of efficiency is sometimes relative and dependant on what an entity defines as efficiency. In this context, efficiency is the satisfactory delivery of a logistics service that enables the end user to fulfil the intended purpose of the request. A good example is the request for malaria prevention medication ordered to be pre-positioned before a malaria season. A late delivery would mean higher incidents of malaria and an increase in the request for malaria treatment rather than malaria prevention drug.
Total supply chain costs
The total cost concept focuses on reducing the total cost of logistics rather than the cost of each activity. An organisation should monitor the cost reduction across the board and evaluate the impact on each of the logistics components. For example, purchasing in bulk may reduce the cost of the product but at the same time increase the stock holding costs.
Inventory costs
Inventory carrying costs include:
· inventory service costs - insurance and taxes;
· storage space costs - leasing costs or land rates;
· inventory risk costs - these are costs related to pilferage, the risk of goods being kept so long that they become obsolete, the risk of damage, etc; and
· carrying costs - the cost of storing - labour, depreciation and other overheads.
Inventory value
The concept of value has shifted. In recent years the concept of value has become accepted as the difference between the value a customer attributes to a product or service and the cost of acquiring value. Excessive stock holding is not only a risk in emergencies in the event of an evacuation but also not cost effective when millions are tied up in dormant stocks that may not all be utilised within reasonable time, or used at all due to rapidly changing needs. Monitoring and collaborating closely with programs on distribution rates would help in balancing the benefits.
Order management costs
Order management costs include those for issuing and closing orders, the related handling costs, and the associated communications costs. It would be prudent to benchmark these and keep them under close monitoring to ensure that service delivery is cost effective.
[bookmark: _GoBack]
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