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A. [bookmark: _Toc272421963][bookmark: _Toc242090836][bookmark: _Toc263177253]WELCOME NOTE


Dear Learner,

Welcome to the National Certificate: Business Advising (NQF Level 05) Skills Programme

You will receive the following resources during this Learning Programme: 

1. Orientation Guide
2. Learner Guide
3. Additional Material enhancing the outcomes of the Qualification

You should use your Learner Guide in conjunction with the material issued out during facilitation for developmental purposes and to assist you in completing your formative activities.

The Facilitator will be available to assist you in preparing evidence towards your portfolio.  Make sure you read the instructions carefully before attempting to answer each task.  Participate in class actively as this will increase your grasping of discussions and course.

Remember, the learning responsibility lies with you and only you.
- Ask questions of clarity and take initiative
- The coach is there to guide you, make use of that.





B. [bookmark: _Toc272421964]PORTFOLIO INDEX

	Section
	Section Title
	Sub-Section

	1
	Administrative Details
	· PoE Checklist
· Learner Roles and Responsibilities
· Biographical Details

	2
	Assessment Details
	
· Pre-assessment Briefing

	3
	PoE Activities
	· PoE Activities
· Formative Assessments
· Summative Assessments
· Final Integrated Summative Assessment

	4
	Assessment Feedback
	· Review Assessment
· Candidate feedback 

	5
	Conclusion
	· Declaration of Authenticity


C. 
PoE CHECKLIST


Please check and tick under Yes or No to validate if your PoE meets the requirements before submission.  Submit a copy of this document with your PoE.
	Sub-sections
	Met Requirements
	Comments

	
	YES
	NO
	

	· PoE checklist
	
	
	

	· Learner Role and Responsibilities
	
	
	

	· Biographical details
	
	
	

	· Pre-Assessment Briefing
	
	
	

	· Learner Assessment Review
	
	
	

	· PoE Activities
· Formative Assessments
· Summative Assessments
	
	
	

	· Declaration of Authenticity
	
	
	








 












D. LEARNER ROLES AND RESPONSIBILITIES

	Learner Roles And Responsibilities

	Roles
	Learner
Feedback 

	Responsibilities
	Be available for assessment.
Be actively involved in the consultative process.
Learn from the assessment process.
Provide feedback to the facilitator in terms of the assessment as learning activity.
Provide feedback to the facilitator on the efficacy of the assessment process.

	Assessment Instruments
	Observation checklist
Written documents

































E. BIOGRAPHICAL DETAILS       

Instructions:
1. Please complete your details below (your names should be written as they appear on your Green ID Book or Passport),
	Qualification ID:
	79886

	Qualification:
	National Certificate: Business Advising (Skills Programme) - NQF Level 05

	LEARNER DETAILS

	Name/s
	
	Surname
	

	Learner Identity Number
	
	
	
	
	
	
	
	
	
	
	
	
	

	Physical Address
	Postal Address

	
	




	Telephone Number
	
	
	
	
	
	
	
	
	
	
	

	Email
	

	FACILITATOR DETAILS

	Name/s
	
	Surname
	

	 Identity Number
	
	
	
	
	
	
	
	
	
	
	
	
	

	Physical Address
	Postal Address

	
	


	Telephone Number
	
	
	
	
	
	
	
	
	
	
	

	Email
	

	Registration Number
	

	Physical Address
	Postal Address

	
	





F. PRE-ASSESSMENT BRIEFING
To be completed with the facilitator during orientation:

	Activity
	[√]
	Comments

	Learner preparation
	
	

	Welcome the learner and make them feel at ease
	
	

	Explain the purpose of the meeting
	
	

	Explain the following:
· NQF
· Credits
· Learning pathway
· Participants (learner, facilitator)
	
	

	
I, (name and surname of learner) …………………………………………………………………...............................................

	herewith declare that I have attended the above Pre-Assessment Briefing


	………………………………………………………………….	………………………………………

	Learner's signature								Date

	

	………………………………………………………………….	………………………………………

	Facilitator signature			Date
























G. POE ACTIVITIES


	[image: ]
	Insert the following dividers after this page: 

· Formative Assessments
· Summative Assessments
· Final Integrated Summative Assessment

Insert all completed assessments under each of the above dividers as evidence.    


































[bookmark: _Toc159311370][bookmark: _Toc162152651][bookmark: _Toc162362269][bookmark: _Toc162364778][bookmark: _Toc286048905]
Assessment Review

	NAME of LEARNER
	[bookmark: _GoBack]NAME of FACILITATO R

	VENUE 
	DATE of REVIEW

	QUALIFICATION
	

	Review Dimension
	ASSESSOR
	LEARNER/
CANDIDATE
	ACTION

	The principles/criteria for good assessment were achieved.
	|_|Agree
|_|Disagree
	|_|Agree
|_|Disagree
	

	The assessment related to the registered unit standard.
	|_|Agree
|_|Disagree
	|_|Agree
|_|Disagree
	

	The assessment was practical.
	|_|Agree
|_|Disagree
	|_|Agree
|_|Disagree
	

	It was time efficient and cost-effective and did not interfere with my normal responsibilities.
	|_|Agree
|_|Disagree
	|_|Agree
|_|Disagree
	

	The assessment instruments were fair, clear and understandable.
	|_|Agree
|_|Disagree
	|_|Agree
|_|Disagree
	

	The assessment judgements was made against set requirements.
	|_|Agree
|_|Disagree
	|_|Agree
|_|Disagree
	

	The venue and equipment was functional.
	|_|Agree
|_|Disagree
	|_|Agree
|_|Disagree
	

	Special needs were identified and the assessment plan was adjusted.
	|_|Agree
|_|Disagree
	|_|Agree
|_|Disagree
	

	Feedback was constructive against the evidence required.
	|_|Agree
|_|Disagree
	|_|Agree
|_|Disagree
	

	An opportunity to appeal was given.
	|_|Agree
|_|Disagree
	|_|Agree
|_|Disagree
	

	The evidence was recorded.
	|_|Agree
|_|Disagree
	|_|Agree
|_|Disagree
	

	



LEARNER’S DECLARATION OF UNDERSTANDING

	

	

	
	

	Learner
	Date
	Facilitator
	Date
	
	




Candidate feedback report
	Candidate's Name
	
	ID No.
	

	Facilitator Name
	
	ID No.
	

	Unit Standard Title
	National Certificate: Business Advising 79886 (Skills Pogramme)

	ASSESSMENT DECISION

	Unit Standards 
	


Comments

	117241 - Develop a business plan for a small business 
	

	252030 - Analyse compliance to legal requirements and recommend corrective actions
	

	115821 - Apply business financial practices 
	

	115830 - Develop own ability to provide a business advisory service for SMMEs 
	

	115811 - Establish and appraise the SMME,s current situation and potential
	

	Date 
	
	

	Signature of Facilitator

Signature of Candidate




Q. DECLARATION OF AUTHENTICITY

I ………………………………………………………………….………………………………………
(Full name and surname of learner)

Understand plagiarism is:
· Copying someone else’s work and presenting it as my original work
· Allowing a fellow learner to copy my work
· Paraphrasing verbatim (word for word) without referencing
· Submitting the same answers as my fellow students when working in a group

Understand the consequences of plagiarism:
· I will receive a written warning explaining the possible consequences of plagiarism
· I may be suspended from the programme
· No marks will be awarded for the specific assignment
· A disciplinary hearing may be held
To avoid plagiarism:
· I have to acknowledge sources by referencing the sources
· Submit authentic answers different to the answers of other learners in the group
· Not allow other learners to copy my work


I hereby declare that ALL the evidence in this Portfolio of Evidence is entirely my own 
original work and examples, unless indicated as group work, where my contribution is authentic.

Learner's signature: ……………………………………………

I ……………………………………………………………….………………………………………………

(Full name and surname of Facilitator)

I am satisfied that the above declaration is true. 


Facilitator Signature: .......................................................  Date: ............................................
MORIPE BIUSINESS TRAINING
CONSULTANT (PTY) LTD
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