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PROGRAMME WORKPLACE GUIDE

	Employer(s)
	     

	Programme Coordinator
	     

	Coordinator Contact Details
	     

	Provider(s)
	     

	Provider Roles
	Manage Delivery
	     

	
	Manage Assessment
	     

	
	Manage full provision
	     

	Programme nature and Name
	Nature
	Name

	
	Qualification
	 FORMCHECKBOX 

	     

	
	Learnership
	 FORMCHECKBOX 

	     

	
	Learning Programme
	 FORMCHECKBOX 

	     

	
	Skills Programme
	 FORMCHECKBOX 

	     

	Programme Duration (Notional Hours)
	     

	Workplace Component (Notional Hours)
	     


	Workplace delivery and assessment agreement for the above unit standards


	
	
	Yes
	No
	Comments

	1
	The learner is familiar with all required workplace exposure for this learning programme, and has access to the Workplace Guide
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	2
	The employer is familiar with all required workplace exposure for this learning programme, and has access to the workplace guide
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	3
	All required assessment instruments and resources are available in advance to the employer to carry out workplace assessment
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


Workplace Guide: Learnerships

	1.
	Overall roll out strategy of the learnership for the period

	
	to
	


	Learnership Quarter
	Time Period
	Unit Standards
	Total Notional Hours

	     
	     
	·      
	


	2.
	Workplace exposure requirements for the above quarterly period


	Unit Standard
	Workplace Experience
	Required Resources
	Notional hours (Workplace Component)

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	3.
	Workplace assessment requirements for the above unit standards


	Unit Standard
	Assessment Strategy
	Instruments
	Resources / Environment (Workplace Component)

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


Workplace Guide: Skills Programmes

	
 1.
	Overall roll out strategy of the Skills Programme


	Skills Programme Name
	Unit Standards
	Total Notional Hours

	     
	·      
	


	2.
	Workplace exposure requirements for the above Skills programme


	Unit Standard
	Workplace Experience
	Required Resources
	Notional hours (Workplace Component)

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	3.
	Workplace assessment requirements for the above unit standards


	Unit Standard
	Assessment Strategy
	Instruments
	Resources / Environment (Workplace Component)

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


GUIDE TO PROGRAMME WORKPLACE GUIDE

	Employer(s)
	Employer – even if same as provider

	Programme Coordinator
	Name and company of person implementing programme

	Coordinator Contact Details
	Contact details, i.e. email

	Provider(s)
	All provider parties – contracted in and lead.

	Provider Roles
	Manage Delivery
	Name of provider, if applicable

	
	Manage Assessment
	Name of provider, if applicable

	
	Manage full provision
	Name if provider, if applicable

	Programme nature and Name
	Nature
	Name

	
	Qualification
	 FORMCHECKBOX 

	Academic mainstream programme 

	
	Learnership
	 FORMCHECKBOX 

	Contracted workplace based qualification

	
	Learning Programme
	 FORMCHECKBOX 

	Generic unit standard based learning programme 

	
	Skills Programme
	 FORMCHECKBOX 

	Specific occupational, unit standard based programme

	Programme Duration (Notional Hours)
	As per unit standards’ requirements in terms of credits – includes all delivery, practical and assessment time required. 

	Workplace Component (Notional Hours)
	Unit standard requires that approximately 70% of notional hours is spent on practical / workplace based exposure. 


	Workplace delivery and assessment agreement for the above unit standards


	
	
	Yes
	No
	Comments

	1
	The learner is familiar with all required workplace exposure for this learning programme, and has access to the Workplace Guide
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Outline how learner has access to information on required workplace activities

	2
	The employer is familiar with all required workplace exposure for this learning programme, and has access to the workplace guide
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Outline how employer is made aware of opportunities to be created for learner in the workplace

	3
	All required assessment instruments and resources are available in advance to the employer to carry out workplace assessment
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Provider to provide all instruments required for workplace assessment  on full unit standard, including workplace.


Workplace Guide: Learnerships

	1.
	Overall roll out strategy of the learnership for the period

	(Date)
	to
	(Date)


	Learnership Quarter
	Time Period
	Unit Standards
	Total Notional Hours

	Each quarter of the learnership to be indicated separately
	Time line per quarter as per overall roll out strategy
	· All unit standards to commence in the particular learnership quarter

·  All unit standards to be assessed in the particular learnership quarter (even if it was commenced in a previous quarter)
	Stipulate planned time to be spent per unit standard in total – theory, practical and assessment time. Unit standard time spent may overlap with each other, as skills are not taught in isolation, and may be run parallel.


	2.
	Workplace exposure requirements for the above quarterly period


	Unit Standard
	Workplace Experience
	Required Resources
	Notional hours (Workplace Component)

	Identify each unit standard as noted above in the overall roll-out strategy for each quarter
	From the specific outcomes or learning outcomes in the programme strategy: identify units of skills that is workplace based, and requires specific workplace based environments and tasks. For ex: Handle Stock

· Count stock batches

· Verify stock count to delivery note

· Label stock  etc.
	All environments resources required to perform workplace component to be listed

For ex:

· Delivery notes

· Incoming stock batches

· Stock labelling equipment


	Workplace component of the unit standard should equate to approximately 70% of the learning time.  From total notional hours, 70% of workplace notional hours should act as guide to total time to be spent on an activity in the workplace. Unit standard time spent may overlap with each other, as skills are not taught in isolation, and may be run parallel.


	3.
	Workplace assessment requirements for the above unit standards


	Unit Standard
	Assessment Strategy
	Instruments
	Resources / Environment (Workplace Component)

	Identify each unit standard as noted above in the overall roll-out strategy for each quarter
	Overall assessment strategy is stipulated in programme strategy. This component only deals with workplace assessment or evidence facilitation that may be required.

For ex:

Observe candidate in stock labelling / counting, structured interview on stock reconciliation
	List instruments required to do workplace facilitation, for example Observation Checklist 1A, Structured Interview Sheet 1b, etc.
	All environments resources required to perform workplace component to be listed

For ex:

· Delivery notes

· Incoming stock batches

· Stock labelling equipment

Must correspond with unit standard requirements and resources for workplace delivery as stated above.


Workplace Guide: Skills Programmes

	1.
	Overall roll out strategy of the Skills Programme


	Skills Programme Name
	Unit Standards
	Total Notional Hours

	Name of the Skills programme to capture occupational group the learning is targeted at, for ex. Cashier, Chief Cashier, etc. 
	· All unit standards contained in the skills programme
	· Stipulate planned time to be spent per unit standard in total – theory, practical and assessment time. Unit standard time spent may overlap with each other, as skills are not taught in isolation, and may be run parallel


	2.
	Workplace exposure requirements for the above Skills programme


	Unit Standard
	Workplace Experience
	Required Resources
	Notional hours (Workplace Component)

	Identify each unit standard as noted in the skills programme
	Overall assessment strategy is stipulated in programme strategy. This component only deals with specific workplace assessment or evidence facilitation that may be required.

For ex:

Observe candidate in stock labelling / counting, structured interview on stock reconciliation
	List instruments required to do workplace facilitation, for example Observation Checklist 1A, Structured Interview Sheet 1b, etc.
	All environments resources required to perform workplace component to be listed

For ex:

· Delivery notes

· Incoming stock batches

· Stock labelling equipment

Must correspond with unit standard requirements and resources for workplace delivery as stated above.


	3.
	Workplace assessment requirements for the above unit standards


	Unit Standard
	Assessment Strategy
	Instruments
	Resources / Environment (Workplace Component)

	Identify each unit standard in the skills programme
	Overall assessment strategy is stipulated in programme strategy. This component only deals with workplace assessment or evidence facilitation that may be required.

For ex:

Observe candidate in stock labelling / counting, structured interview on stock reconciliation
	List instruments required to do workplace facilitation, for example Observation Checklist 1A, Structured Interview Sheet 1b, etc.
	All environments resources required to perform workplace component to be listed

For ex:

· Delivery notes

· Incoming stock batches

· Stock labelling equipment

Must correspond with unit standard requirements and resources for workplace delivery as stated above.


� Tables 1 – 3 must be repeated for every quarter within the learnership.


� Tables 1 – 3 must be repeated for every quarter within the learnership.
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