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Introduction

1.
Introduction 

Welcome to Learning Unit  (name)  of the Further Education and Training Certificate / National Certificate in (Name)  This is an NQF registered qualification (SAQA Reg. No (number)) Level (insert level) This Qualification is for any individual who is, or wishes to be involved in the (Insert industry name) industry, and it serves to support and advance the functioning of individuals in this industry – specifically for the following occupations: 

You have already completed Learning Unit 1 of this qualification – you are now ready to move on to Learning Unit (number)! (Delete if this is the first Learning Unit)
2.
About the (Name of) Qualification 

Based on the qualification description and requirements, the (Name of) Qualification will be divided into (quantity) Learning Units with modular sub-divisions, based on the exit level outcomes and related assessment criteria: 
[image: image1.png]



(Insert additional units if necessary)
2.1
Qualification Alignment 

The (INSERT NAME) qualification has (INSERT NAME) exit level outcomes with related assessment criteria that must be achieved by the learner for certification against the (INSERT NAME ) Qualification, as is indicated below: 

	Exit Level Outcomes 
	1. 
	2. 
	3. 

	Qualification Assessment criteria 
	1.1
1.2

1.3

1.4

1.5
	2.1
2.2

2.3

2.4

2.5
	3.1
3.2

3.3

3.4

3.5


(COMPLETE TABLE ABOVE WITH ASSESSMENT CRITERIA ALIGNED TO EACH ELO / COPY & PASTE FROM ALIGNMENT MATRIX 
ADD OR DELETE COLUMNS WHERE NECESSARY)
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	Learner Tip

The modular structure illustrated above will contain a grouping of unit standards that pertains to the exit level outcome and related assessment criteria. 
The following table illustrates the unit standard alignment in the (INSERT NO OF UNITS) Learning Units. 




Learning Unit 1: (Insert name of Learning Unit)
	ELO
	US Type
	NLRD
	US Title
	Level
	Credits

	1. (Insert ELO)

	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	2.
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	3.
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	Total credits
	


(ADD OR DELETE LINES IF NECESSARY, OR COPY FROM ALIGNMENT MATRIX)
Learning Unit 2: (Insert name of Learning Unit)
	ELO
	US Type
	NLRD
	US Title
	Level
	Credits

	1. (Insert ELO)

	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	2.
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	3.
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	Total credits
	


Learning Unit 3: (Insert name of Learning Unit)
	ELO
	US Type
	NLRD
	US Title
	Level
	Credits

	1. (Insert ELO)

	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	2.
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	3.
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	Total credits
	


Stream 1: (Insert name of Specialization field)
	ELO
	US Type
	NLRD
	US Title
	Level
	Credits

	1. (Insert ELO)

	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	2.
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	3.
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	Total credits
	


Stream 2: (Insert name of Specialization field, if applicable)
	ELO
	US Type
	NLRD
	US Title
	Level
	Credits

	1. (Insert ELO)

	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	2.
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	3.
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	Total credits
	


(DELETE IF NOT APPLICABLE)
2.2
Learner Support

Please remember that as the programme is outcomes based – this implies the following:

· You are responsible for your own learning – make sure you manage your study, practical, workplace and portfolio time responsibly. 

· Learning activities are learner driven – make sure you use the Learner Guide and Portfolio Guide in the manner intended, and are familiar with the Portfolio requirements.  

· The Facilitator is there to reasonably assist you during contact, practical and workplace time of this programme – make sure that you have his/her contact details.
3.
Assessment 

	[image: image42.png]



	Learning Outcomes:

Please refer to the beginning of each module for the learning outcomes that will be covered per module.




3.1
Formative Assessment 

In each Learner Guide, several activities are spaced within the content to assist you in understanding the material through application. Please make sure that you complete ALL activities in the Learner Guide, whether it was done during  the contact session, or not!
3.2
Summative Assessment 

You will be required to complete a Portfolio of Evidence for summative assessment purposes. A portfolio is a collection of different types of evidence relating to the work being assessed. It can include a variety of work samples.
The Portfolio Guide will assist you in identifying the portfolio and evidence requirements for final assessment purposes. You will be required to complete Portfolio activities on your own time, using real life projects in your workplace environment in preparing evidence towards your portfolio.
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	Portfolio Activity:
DO NOT WAIT until the end – the programme is designed to assist you in evidence preparation as you go along – make use of the opportunity!

Remember:

If it is not documented, it did not happen!

In some evidence, the process you followed is more important than actual outcome / end-product.

Therefore …

Please make sure all steps for the Portfolio Activities are shown where required.


4.
Navigating the Learner Guide

4.1
Use of Icons 

Throughout the learning programme icons are used to focus your attention on important aspects of the learning programme. The following icons are used in this learning programme to direct your attention in using at as a reference guide. 
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	Group Activity / Pair Activity:

You will be required to complete an activity in your group or in pairs with fellow colleagues / programme participants, and provide feedback to the participants in a report back or presentation session. 
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	Individual Activity:

You will be required to complete an activity on your own that relates to the outcomes covered in the module.
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	Portfolio Activity:

Complete the assessment activity that will be assessed as part of your Portfolio of Evidence for the particular module. 
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	Self Reflection:

Reflect on the question(s) asked to identify the relevance of learning outcomes in your own working environment.
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	Learner Tip:

A useful tip or essential element regarding the concept under discussion is given as a basis to further discussion.


	[image: image8.png]



	Resources:

Possible sources for further research and study is listed under this icon. Resources may include additional reading, handouts, web-sites, multimedia
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	Facilitators Note:

Content matter that is critical to the understanding of the module. The learner must pay careful attention to this section.
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	Mentored Discussion:

Refer to your Mentor or Workplace Supervisor to assist in this activity, as they will conduct the assessment or sign off of the activity once completed.
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	Learning Outcomes:

Please refer to the beginning of each module for the learning outcomes that will be covered per module.
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	Self Assessment:

You have come to the end of this module – please take the time to review what you have learnt to date, and conduct a self assessment against the learning outcomes of this module 


4.
Learner Administration 
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	Learner Tip:

The following Learner Administration is critical in assisting your provider  in managing this programme effectively. 

Please take a moment to familiarize yourself with the requirements.


4.1
Attendance Register

You are required to sign the Attendance Register every day of attendance. Please make sure you sign daily!

4.2
Learner Registration Form
Pease refer to the end of the Learner Guide for the Learner Registration Form. Make sure you complete it using the Key Document, and submit to your Facilitator before the end of the contact session with a copy of your ID document.

	[image: image14.png]



	Learner Tip/Truths:

Without the Learner Registration and ID Documents we will not be able to register you with ETDP SETA for certification purposes.


4.3
Programme Evaluation Form 

At the end of the Learning Guide is a Learning programme Evaluation Form. Please complete the form before the end of the contact sessions, as this will assist us in improving our service and programme material.  Your assistance is highly appreciated!
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Learning Map

	Module 1: 
	(List topical areas here from specific outcomes )

	Module 2: 
	

	Module 3: 
	

	Module 4:
	

	
	


Module 1: 

	[image: image15.png]



	Learning Outcomes:

The following learning outcomes are covered in this module.



(INSERT FROM ALIGNMENT MATRIX)
Heading 1 

Heading 2

Heading 3

Heading 4
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	Learner Tip:
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	Group Activity / Pair Activity:
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	Individual Activity:
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	Mentored Discussion:
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	Portfolio Activity:
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	Self Reflection:




6.  Conclusion 

1.  Self Assessment
	[image: image22.png]



	Self Assessment:

You have come to the end of this module – please take the time to review what you have learnt to date, and conduct a self assessment against the learning outcomes of this module  by following the instructions below:


Rate your understanding of each of the outcomes listed below :
Keys : 
( - no understanding


( - some idea


( - completely comfortable

INSERT LEARNING OUTCOMES BELOW , ADD NECESSARY LINES
	NO
	OUTCOME
	SELF RATING 



	
	
	(
	(
	(

	
	
	
	
	

	
	
	
	
	


OR MAKE USE OF THE FOLLOWING MIND MAP
Complete the mind map below by listing the main point you remember from the module you have just completed.
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2.   Portfolio Activities
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	Portfolio Activity:

Refer to your Portfolio Guide for the assessment activities related to this section.


Module 2: 

	[image: image24.png]



	Learning Outcomes:

The following learning outcomes are covered in this module.



(INSERT FROM ALIGNMENT MATRIX)
Heading 1 

Heading 2

Heading 3

Heading 4
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	Learner Tip/Truths:
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	Group Activity / Pair Activity:
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	Individual Activity:
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	Mentored Discussion:
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	Portfolio Activity:
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	Self Reflection:




6.  Conclusion 

1.  Self Assessment 
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	Self Assessment:

You have come to the end of this module – please take the time to review what you have learnt to date, and conduct a self assessment against the learning outcomes of this module  by following the instructions below:


Rate your understanding of each of the outcomes listed below :

Keys : 
( - no understanding


( - some idea


( - completely comfortable

INSERT LEARNING OUTCOMES BELOW , ADD NECESSARY LINES
	NO
	OUTCOME
	SELF RATING 



	
	
	(
	(
	(

	
	
	
	
	

	
	
	
	
	


OR MAKE USE OF THE FOLLOWING MIND MAP
Complete the mind map below by listing the main point you remember from the module you have just completed.





2.
Portfolio Activities
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	Portfolio Activity:

Refer to your Portfolio Guide for the assessment activities related to this section.


Module 3: 
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	Learning Outcomes:

The following learning outcomes are covered in this module.



(INSERT FROM ALIGNMENT MATRIX)
Heading 1 

Heading 2

Heading 3

Heading 4
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	Learner Tip/Truths:
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	Group Activity / Pair Activity:
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	Individual Activity:
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	Mentored Discussion:
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	Portfolio Activity:
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	Self Reflection:




6.  Conclusion 

1.  Self Assessment 
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	Self Assessment:

You have come to the end of this module – please take the time to review what you have learnt to date, and conduct a self assessment against the learning outcomes of this module  by following the instructions below:


Rate your understanding of each of the outcomes listed below :

Keys : 
( - no understanding


( - some idea


( - completely comfortable

INSERT LEARNING OUTCOMES BELOW , ADD NECESSARY LINES
	NO
	OUTCOME
	SELF RATING 



	
	
	(
	(
	(

	
	
	
	
	

	
	
	
	
	


OR MAKE USE OF THE FOLLOWING MIND MAP
Complete the mind map below by listing the main point you remember from the module you have just completed.





 2.   Portfolio Activities
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	Portfolio Activity:

Refer to your Portfolio Guide for the assessment activities related to this section.


(ADD ADDITIONAL MODULES IF NECESSARY )
Learner Evaluation Form
	Learning Programme Name 
	
	Facilitator Name 
	

	Learner name (Optional)  
	
	Dates of Facilitation 
	

	Employer / Work site 
	
	Date of Evaluation
	


	
	Learner Tip:

Please complete the Evaluation Form as thoroughly as you are able to, in order for us to continuously improve our training quality!

The purpose of the Evaluation Form is to evaluate the following:

· logistics and support 

· facilitation

· training material 

· assessment

Your honest and detailed input is therefore of great value to us, and we appreciate your assistance in completing this evaluation form!  


	A
	Logistics and Support Evaluation 

	No
	Criteria / Question
	Poor
	Below Standard
	Sufficient
	Above Standard
	Excellent

	1
	Was communication regarding attendance of the programme efficient and effective?  
	
	
	
	
	

	2
	Was the Programme Coordinator helpful and efficient?  
	
	
	
	
	

	3
	Was the training equipment and material used effective and prepared?
	
	
	
	
	

	4
	Was the training venue conducive to learning (set-up for convenience of learners, comfortable in terms of temperature, etc.)?
	
	
	
	
	

	Additional Comments on Logistics and Support 

	

	


	No
	Criteria / Question
	Poor
	Below Standard
	Sufficient
	Above Standard
	Excellent

	B
	Facilitator Evaluation

	1
	The Facilitator was prepared and knowledgeable on the subject of the programme
	
	
	
	
	

	2
	The Facilitator encouraged learner participation and input
	
	
	
	
	

	3
	The Facilitator made use of a variety of methods, exercises, activities and discussions
	
	
	
	
	

	4
	The Facilitator used the material in a structured and effective manner
	
	
	
	
	

	5
	The Facilitator was understandable, approachable and respectful of the learners
	
	
	
	
	

	6
	The Facilitator was punctual and kept to the schedule
	
	
	
	
	

	Additional Comments on Facilitation 

	

	

	

	


	No
	Criteria / Question
	Poor
	Below Standard
	Sufficient
	Above Standard
	Excellent

	
	
	1
	2
	3
	4
	5

	C
	Learning Programme Evaluation

	1
	The learning outcomes of the programme are relevant and suitable.
	
	
	
	
	

	2
	The content of the programme was relevant and suitable for the target group.
	
	
	
	
	

	3
	The length of the facilitation was suitable for the programme. 
	
	
	
	
	

	4
	The learning material assisted in learning new knowledge and skills to apply in a practical manner. 
	
	
	
	
	

	5
	The Learning Material was free from spelling and grammar errors
	
	
	
	
	

	6
	Handouts and Exercises are clear, concise and relevant to the outcomes and content. 
	
	
	
	
	

	7
	Learning material is generally of a high standard, and user friendly 
	
	
	
	
	

	Additional Comments on Learning Programme

	

	

	

	


	D
	Assessment Evaluation 

	No
	Criteria / Question
	Poor
	Below Standard
	Sufficient
	Above Standard
	Excellent

	
	
	1
	2
	3
	4
	5

	1
	A clear overview provided of the assessment requirements of the programme was provided
	
	
	
	
	

	2
	The assessment process and time lines were clearly explained
	
	
	
	
	

	3
	All assessment activities and activities were discussed
	
	
	
	
	

	Additional Comments on Assessment 

	

	

	


______________________________________________________________________________________________________________





___________________________________________________________________________________________________________________





______________________________________________________________________________________________________________





___________________________________________________________________________________________________________________





______________________________________________________________________________________________________________





___________________________________________________________________________________________________________________









