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INTRODUCTION TO RPL HEALTH AND SAFETY IN THE WORKPLACE EVIDENCE DOCUMENT 

1.
Background

In the Recognition of Prior Learning (RPL) Evidence Document 2, you will be assessed in line with all four Unit Standards in this volume.  There will be an Evidence Collector who will submit your assessments to an Assessor.  The Assessor will assess your work and will find your evidence either, ‘competent’ or ‘not yet competent’ that is based on the evidence you submitted to the Evidence Collector.

HOW WILL THE COMPETENCY-BASED ASSESSMENT WORK?
All the instruments developed for this qualification are competency-based followed by the following approaches:  

a.
Criterion based

Each candidate who is assessed is not in competition with their peers, but is assessed 
against standard criteria or benchmarks. The criteria used are, SAQA US ID 123259, 
National certificate in Professional Driving against the specific outcomes and assessment 
criteria of all unit standards that are made up in this 
qualification.   

b.
Evidence based

Whether a person is competent is based upon evidence provided by the 
learner.  The 
evidence may be demonstrated or produced by the candidate or gathered by the 
assessor. 

c.
Participatory

The candidate is encouraged to be involved in the process of assessment.  The 
candidate and assessors have the scope to negotiate the form and range of 
assessment activities. 

d.
The Assessment process involves:

· Collection of evidence

· Judgment

· Recording 

2.
Defining RPL

Recognition of Prior Learning (RPL) is the comparison of the previous learning and experience of a learner howsoever obtained against the learning outcomes of a specific qualification,

and the acceptance thereof for purposes of certification.

The above definition holds the following implications:

a. That a comparison of contextualized competence be done against the unit


Standards requirements in a holistic way,

b. That recognition is done for learning and experience, not one or the other


only, and

c. That the process is focused on the learner and his/her current competence, not historical evidence only.

To understand the process, you need to understand the role of the two role players that are going to help you to become competent:

3.
The Two Role Players in RPL

There are two role players in this process.  They are:

a. The Evidence Collection Facilitator (ECF) is a person familiar with this field, who can help you to gather and organise evidence to prove to the assessor that you are competent.

b. The Assessor is a subject-matter expert who is registered as an assessor and will be able to weigh up the evidence you provide against the outcomes of each unit standard and qualification.

4.
The Steps of the RPL Process 
a. If you follow the five steps outlined below, you will progressively achieve competence, and at the end of the process be equipped. 
b. You will apply a step-by-step method (see Steps in the RPL process) to all three unit standards in this Evidence Guide for RPL.


Table 1:  Steps in the RPL Process 

	Step 1
	Review the Evidence Guides for each outcome of the unit standard.

	Step 2
	On each Evidence Guide the assessment criteria are listed. Each of these criteria includes different ways of assessment s for e.g. assignment, direct observation, written test, project etc.  This will help you to show evidence of your competence of the specific outcomes.

	Step 3
	Keep on collecting evidence and put them into your portfolio of evidence. This evidence will include all the work you have completed.

	Step 4
	You can monitor your progress by initialling and dating the SELF-ASSESSMENT checkboxes for each specific outcome.

	Step 5
	Once you have initialled all the self-assessment checkboxes on a page, you can ask the ‘Evidence Collection Facilitator’ to check the evidence, and to initial and date each of the ECF EVALUATION checkboxes.


Note:

Complete the above five steps for each RPL Evidence Guide for all the unit standards in this RPL Evidence Guide.  Remember to refer to the original unit standard reproduced in this RPL Evidence Guide to cross-check the evidence.

You may discover when you go through this process that you need more training.  If a need arises then you should arrange training with the person who is responsible for your training.  Ask for a training plan.  

Once you have collected all the evidence for this RPL Evidence Guide and the ECF has signed off the evidence, then you are ready to do the Summative Assessment. 

Unit Standard 1 of this Volume
	1. Unit Standard ID Title
	Accommodate audience and context needs in oral/signed communication 



	2. Unit Standard Number 
	119472 


	3. NQF Level 
	3


	4. Total Credit Value 
	5


	5. Field 
	Field 04 - Communication Studies and Language


	6. Issue Date
	2006-02-09 


	7. Review Date  
	2009-02-09 


	8. Purpose of the Unit Standard
	Learners at this level are aware of their audiences and purposes for communication. They adapt their style and language register to the requirements of different situations. They are able to listen and speak/sign confidently in both formal and familiar settings. They can articulate their purposes and reasons for the adoption of a particular register and style in any situation. They can usually identify the assumptions and inferences implicit in what people say/sign and how they say/sign it. 

Persons credited with this unit standard are able to: 

  Interact successfully in oral/signed communication 

  Use strategies that capture and retain the interest of an audience 

  Identify and respond to manipulative use of language 



	9. Learning assumed to be in place
	The credit calculation is based on the assumption that learners are already competent in terms of the following outcomes or areas of learning when starting to learn towards this unit standard: the NQF Level 2 unit standard, entitled Maintain and adapt oral/signed communication. 



	10. Unit Standard Range
	The learner can engage in oral/signed interactions in a variety of formal and informal contexts in socio-cultural, learning and workplace situations. 

Specific range statements include the following:

a. Contributions include: maintaining good group dynamics, identifying purposes, agendas, procedures and schedules, monitoring developments and retaining focus, drawing conclusions, preparing and delivering feedback and ensuring group ownership of conclusions.

b. Formal and informal; plans, background research; ordering of questions; flexibility in the situation when sequence or focus is disrupted; organisation of data elicited; and conclusions drawn.
c. Spectrum of formal meeting procedures.

d. Spectrum of discussion situations, informal and formal debating procedures, and procedures for negotiations and meetings.
e. Cue cards, visual aids, handouts, multi-media.
f. Responding to queries, repetition of information, rewording, asking questions to check understanding, referring to cue cards; timing techniques; responsiveness to audience cues that contact is being lost, appropriate use of NMFs.

g. News clips, summaries, political speeches/presentations, marketing material, advertisements. 


	11. Specific outcomes and assessment criteria 
	Specific outcome 1: 
Interact successfully in oral/signed communication. 

Assessment criteria:  

1. Contributions to group work are appropriate to the task and nature of the group, and promote effective communication and teamwork. 
2. Interviews successfully establish a relationship appropriate to the context, and provide a non-threatening opportunity for participants to share information. 
3. Participation in formal meetings is appropriate to the purpose and context of the meeting. Participation is consistent with meeting procedures and contributes to the achievement of meeting objectives. 

4. Participation in discussions, debates or negotiations is appropriate to the purpose and topic. Participation is consistent with the formality of procedures and contributes to meaningful interaction between participants. 
5. Responses to the ways others express themselves are sensitive to differing socio-cultural contexts. 



	
	Specific outcome 2:

Use strategies that capture and retain the interest of an audience. 

Assessment Criteria: 

1. Key words/signs, pace and pause, stress, volume and intonation or sign size, pace, rhythm and non-manual features (NMFs) are used in appropriate ways to reinforce the message. 
2. Body language is appropriate to context and topic, and reinforces main ideas and points of view. 

3. Formal communications are planned in writing/signing, and plans are detailed, complete, and realistic with respect to time allocation and content
4. Visual aids are appropriate to topic and context, and enhance the presentation and the transfer of information and understanding. 

5. Techniques are used to maintain continuity and interaction. 



	
	Specific Outcome 3 

Identify and respond to manipulative use of language. 
Assessment criteria:  

1. Facts and opinions are identified and distinguished. 
2. Omission of necessary information is noted and addressed. 
3. The implications of how the choice of language structures and features, specifically tone, register, style and point of view affect audience interpretations of spoken/signed texts are explained. 

4. Distortion of a contributor`s position on a given issue is explored with specific reference to what has been selected and omitted.

	12. Unit Standard Accreditation and Moderation Options 
	Accreditation Options: 

  Providers of learning towards this unit standard will need to meet the accreditation requirements of the relevant ETQA. 

Moderation Option: 

  The moderation requirements of the relevant ETQA must be met in order to award credit to learners for this unit standard. 

	13. Unit Standards Essential Embedded knowledge 
	The essential embedded knowledge will be assessed through assessment of the specific outcomes in terms of the stipulated assessment criteria. 

Learners can understand and explain that languages have certain features and conventions, which can be manipulated. Learners can apply this knowledge and adapt language to suit different contexts, audiences and purposes. Knowledge of formats, conventions, protocols and contexts is acquired through activities used to attain this unit standard. 

Learners are unlikely to achieve all the specific outcomes to the standards described in the assessment criteria, without knowledge of the listed embedded knowledge. This means that for the most part, the possession or lack of the knowledge can be directly inferred from the quality of the learner`s performance. Where direct assessment of knowledge is required, assessment criteria have been included in the body of the unit standard. 

	14. Critical Cross-field Outcomes 
	UNIT STANDARD CCFO IDENTIFYING 

Identify and solve problems: using context to decode and make meaning individually and in groups in oral, reading and written or signing activities. 

UNIT STANDARD CCFO WORKING 

Work effectively with others and in teams: using interactive speech/signing in activities, discussion and research projects. 

UNIT STANDARD CCFO ORGANISING 

Organise and manage oneself and one’s activities responsibly and effectively through using language. 

UNIT STANDARD CCFO COLLECTING 

Collect, analyse, organise and critically evaluate information: fundamental to the process of growing language capability across language applications and fields of study. 

UNIT STANDARD CCFO COMMUNICATING 

Communicate effectively using visual, mathematical and/or language skills: in formal and informal communications. 

UNIT STANDARD CCFO DEMONSTRATING 

Understand the world as a set of inter-related parts of a system: through using language to explore and express links, and exploring a global range of contexts and texts. 

UNIT STANDARD CCFO CONTRIBUTING 

Contribute to the full development of oneself: by engaging with texts that stimulate awareness and development of life skills and the learning process. 


EVIDENCE GUIDE

Unit Standard ID Title:  Accommodate audience and context needs in oral/signed communication
Unit Standard number:  119472
Specific outcome 1:  Interact successfully in oral/signed communication.
Assessment Criteria

1. Contributions to group work are appropriate to the task and nature of the group, and promote effective communication and teamwork. 

2. Interviews successfully establish a relationship appropriate to the context, and provide a non-threatening opportunity for participants to share information. 

3. Participation in formal meetings is appropriate to the purpose and context of the meeting. Participation is consistent with meeting procedures and contributes to the achievement of meeting objectives. 

4. Participation in discussions, debates or negotiations is appropriate to the purpose and topic. Participation is consistent with the formality of procedures and contributes to meaningful interaction between participants. 

5. Responses to the ways others express themselves are sensitive to differing socio-cultural contexts. 

Specific outcome 2:  Use strategies that capture and retain the interest of an audience
Assessment Criteria

1. Key words/signs, pace and pause, stress, volume and intonation or sign size, pace, rhythm and non-manual features (NMFs) are used in appropriate ways to reinforce the message. 

2. Body language is appropriate to context and topic, and reinforces main ideas and points of view. 

3. Formal communications are planned in writing/signing, and plans are detailed, complete, and realistic with respect to time allocation and content

4. Visual aids are appropriate to topic and context, and enhance the presentation and the transfer of information and understanding. 

5. Techniques are used to maintain continuity and interaction. 

Evidence for Specific outcome 1 and 2
	Evidence Required 

Video recording of individual role play and submitting written evidence
	
	Evidence sign off

	Do a role play and show how to interact successfully with other people in a group through oral communication.  Base your topic on the Occupational Health and Safety Standards, procedures and Legislation.  
Criteria 

The learner is able to show how to  

Yes

No

Comments 

Oral  Communication 
1. Promote effective communication in a team.
2. Illustrate effective interviewing processes to establish good relationships between an employee and other people without being threatening.  The learner must illustrate in the role play that the other people in the team are comfortable to share information.   
3. Show illustration of formal meeting participation and how to follow correct meeting procedures.. 
4. Demonstrate how to deal with debates and negotiations in a group of people with the formal correct procedures.
5. Show how to respond to other members in a group and to express sensitivity for socio-cultural differences.  
6. Techniques are used to maintain continuity and interaction.
The learner must comply with the following criteria: 
1. Use key words and signs 
2. Pace the context that is discussed
3. Talk with the appropriate volume 
4. Balanced rhythm  
5. Show appropriate body language
Written Communication 

Evidence to include:
1. Minutes and Agenda of a meeting
2. Visual Aids are appropriate to the topic

	
	Self-assessment

	
	
	Initial

	
	
	Date

	
	
	

	
	
	ECF evaluation

	
	
	Initial

	
	
	Date


Evidence for Specific outcome 3
Specific Outcome 3:  Identify and respond to manipulative use of language. 

Assessment Criteria

1. Facts and opinions are identified and distinguished. 

2. Omission of necessary information is noted and addressed. 

3. The implications of how the choice of language structures and features, specifically tone, register, style and point of view affect audience interpretations of spoken/signed texts are explained. 

4. Distortion of a contributor’s position on a given issue is explored with specific reference to what has been selected and omitted.
	Evidence Required 

Do research and find answers for the following information.   Write a one page document with your answers included.  
	
	Evidence sign off

	1. Identify facts and opinions to manipulate the use of language.  
2. Distinguish between ‘facts’ and ‘opinions’.  

3. Define the word omission.

4. Explain how you will identify text errors.   

5. Give examples of choices of language structures and features.

6. Explain how the following features can influence the view point of the affected audience with regard to the following: 

· Tone

· Register

· Style

· Point of view 

7. Write the incident also on the one page document   Focus on what was incorrectly said, and how you two overcame the error in communication. 

             Ask one of your friends to create a scenario where he/she brings   

             across incorrect messages.  Refer to your conversation and fix  

             the miscommunication. 
	
	Self-assessment

	
	
	Initial

	
	
	Date

	
	
	

	
	
	ECF evaluation

	
	
	Initial

	
	
	Date


Unit Standard 2 of this Volume
	1. Unit Standard ID Title
	Interpret and use information from texts 

	2. Unit Standard Number 
	119457 

	3. NQF Level 
	3

	4. Total Credit Value 
	5

	5. Field 
	Field 04 - Communication Studies and Language

	6. Issue Date
	2006-02-09 

	7. Review Date  
	2009-02-09 

	8. Purpose of the Unit Standard
	Learners at this level read and view a range of texts. People credited with this unit standard are able to read and view a variety of text types with understanding and to justify their views and responses by reference to detailed evidence from texts. They are also able to evaluate the effectiveness of different texts for different audiences and purposes by using a set of criteria for analysis. 

Learners credited with this unit standard are able to: 

  Use a range of reading and viewing strategies to understand the literal meaning of specific texts 

  Use strategies for extracting implicit messages in texts 

  Respond to selected texts in a manner appropriate to the context 

  Explore and explain how language structures and features may influence a reader/viewer 

	9. Learning assumed to be in place
	The credit calculation is based on the assumption that learners are already competent in terms of the following outcomes or areas of learning when starting to learn towards this unit standard: Level 2 unit standards entitled Access and use information from texts. 

	10. Unit Standard Range
	A variety of written and/or signed/visual texts used in socio-cultural, learning and workplace contexts.
Specific range statements include the following:
Borrowed words/signs, complex terms, acronyms, neologisms, colloquialisms, slang, jargon, dialect.
Composition, layout, light, foregrounding, back grounding, perspective, camera angle, frame, sequence, use of colour/black and white, font type, font size, headlines, captions, subtitles.

Length of sentence, punctuation/non-manual features (NMFs), diction/choice of words, use of figurative language/jargon/technical terms/slang/dialect/irony/humour/satire/sarcasm/legalisms, choice of visuals, choice of camera angle, type of shot, cinematographic techniques.
Bias (cultural, religious or peer preferences, misrepresentation, discrimination, racist, sexist, ageist); humour; irony; sarcasm, use of omission and silence, figurative expressions, repetition; hyperbole; generalisations; stereotyping; pictures and captions; typography and grammar.



	11. Specific outcomes and assessment criteria 
	Specific Outcome 1 
Use a range of reading and/or viewing strategies to understand the literal meaning of specific texts. 
Assessment Criteria: 
1. Unfamiliar words/signs are identified. Their meanings are correctly determined by using knowledge of syntax, word-attack skills/sign parameter/analysis skills, and contextual clues. 
2. Different options for the meanings of ambiguous words are tested, and selected meanings are correct in relation to the context. 
3. Main ideas are separated from supporting evidence and paraphrased or summarised. 

4. The purpose of visual and/or graphic representations in texts are recognised and explained. 

5. Features of visual texts are explained in relation to the way they impact on meaning. 

	
	Specific outcome 2:
Use strategies for extracting implicit messages in texts.
Assessment criteria: 

1. Source of text is identified and discussed in terms of reliability and possible bias. 
2. Attitudes, beliefs and intentions are explored in order to determine the point of view expressed either directly or indirectly.
3. Techniques are explored and explained in terms of purpose and audience. 
4. Promotion of, or support for, a particular line of thought/cause is identified and explained with reference to selection or omission of materials. 


	
	Specific outcome 3:
Respond to selected texts in a manner appropriate to the context.
Assessment criteria: 

1. Instructions and requests are acted upon.
2. Text-type, format and register used are on the appropriate level of formality. 


	
	Specific outcome 4:

Explore and explain how language structures and features may influence a reader/viewer
Assessment criteria:
The choice of words/signs, language usage, symbols, pictures and tone/sign size and pace is described in terms of how a point of view is shaped or supported. 


	12. Unit Standard Accreditation and Moderation Options 
	Accreditation Options: 

 Providers of learning towards this unit standard will need to meet the accreditation requirements of the relevant ETQA. 

Moderation Option: 

The moderation requirements of the relevant ETQA must be met in order to award credit to learners for this unit standard. 

	13. Unit Standards Essential Embedded knowledge 
	The essential embedded knowledge will be assessed through assessment of the specific outcomes in terms of the stipulated assessment criteria. 

Learners can understand and explain that languages have certain features and conventions, which can be manipulated. Learners can apply this knowledge and adapt language to suit different contexts, audiences and purposes. Knowledge of formats, conventions, protocols and contexts is acquired through activities used to attain this unit standard. 

Learners are unlikely to achieve all the specific outcomes, to the standards described in the assessment criteria, without knowledge of the listed embedded knowledge. This means that for the most part, the possession or lack of the knowledge can be directly inferred from the quality of the learner’s performance. Where direct assessment of knowledge is required, assessment criteria have been included in the body of the unit standard. 

	14. Critical Cross-field Outcomes 
	UNIT STANDARD CCFO IDENTIFYING 

Identify and solve problems: using context to decode and make meaning individually and in groups in oral, reading, signed and written activities.
UNIT STANDARD CCFO WORKING 

Work effectively with others and in teams: using interactive speech/signing in activities, discussion and research projects.

UNIT STANDARD CCFO ORGANISING 

Organise and manage oneself and one’s activities responsibly and effectively through using language.

UNIT STANDARD CCFO COLLECTING 

Collect, analyse, organise and critically evaluate information: fundamental to the process of growing language capability across language applications and fields of study.

UNIT STANDARD CCFO COMMUNICATING 

Communicate effectively using visual, mathematical and/or language skills: in formal and informal communications.

UNIT STANDARD CCFO SCIENCE 

Use science and technology effectively and critically: using technology to access and present texts and exploring the ethics of science and technology through studying texts from and about these fields.

UNIT STANDARD CCFO DEMONSTRATING 

Understand the world as a set of inter-related parts of a system: through using language to explore and express links, and exploring a global range of contexts and texts.

UNIT STANDARD CCFO CONTRIBUTING 

Contribute to the full development of oneself: by engaging with texts that stimulate awareness and development of life skills and the learning process.




EVIDENCE GUIDE

Unit Standard ID Title:  Interpret and use information from texts  
Unit Standard number:  119457 
Evidence for Specific outcome 1 and 2
Specific Outcome 1 

Use a range of reading and/or viewing strategies to understand the literal meaning of specific texts. 

Assessment Criteria: 

1. Unfamiliar words/signs are identified. Their meanings are correctly determined by using knowledge of syntax, word-attack skills/sign parameter/analysis skills, and contextual clues. 

2. Different options for the meanings of ambiguous words are tested, and selected meanings are correct in relation to the context. 

3. Main ideas are separated from supporting evidence and paraphrased or summarised. 

4. The purpose of visual and/or graphic representations in texts are recognised and explained. 

5. Features of visual texts are explained in relation to the way they impact on meaning. 

Specific outcome 2:

Use strategies for extracting implicit messages in texts.
Assessment Criteria: 
1. Source of text is identified and discussed in terms of reliability and possible bias. 
2. Attitudes, beliefs and intentions are explored in order to determine the point of view expressed either directly or indirectly.
3. Techniques are explored and explained in terms of purpose and audience. 
4. Promotion of, or support for, a particular line of thought/cause is identified and explained with reference to selection or omission of materials. 
	Evidence Required 

Assignment
	
	Evidence sign off

	Question 1

Identify the following signs of the hazard classes together with their sub-divisions
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Question 2
Test different options for the meanings of ambiguous words below, and explain the meaning of the words. 

Load compatibility and segregation shall be based on the hazard class and subsidiary risk diamonds, displayed on packages and containers. Both the hazard class and any subsidiary risks shall be considered, on an equal basis, in the segregation of cargo. Cargo segregation on mixed load vehicles shall conform to the requirements of the load compatibility chart in table G.1  (SANS10231:2006) and the special provisions according to hazard class in G.3. Furthermore, cognisance shall be taken of the reactivity of individual substances with each other, even if allowed in accordance with the load compatibility chart in table G.1.

See Table G.1 overleaf.  (Source: SANS 10231)

Question 3

Extract and summarise  the main ideas of the following paragraph
The driver shall not allow any passengers or unauthorized persons to be in or on the vehicle at any stage during the journey.

The driver shall adhere to the agreed route and authorized stopping places, unless directed otherwise by a member of the emergency services.

Where pre-planned stops, for example those required every two hours for tyre and spillage checks, are not in designated places, the vehicle shall stop only in areas sufficiently far away from the main traffic flow so as not to present a risk to other road users.

Question 4 - Answer the following questions:
4.1  Explain the purpose of visual and/or graphic representations in texts. 

4.2  Explain the Features of visual texts in relation to the way they impact on meaning. 

Refer to this document when answering the following questions:
Source:  http://www/capegateway.gov.za/eng/topics/6905 

17 February 2005

Language Unit (Department of Cultural Affairs & Sport, Provincial Government of the Western Cape)

After five-years of consultation, the Western Cape Language Committee has finalised the Western Cape Language Policy, a first of its kind in South Africa. This policy will help create a Home for All in the province by ensuring the equal status and use of the three official provincial languages, Afrikaans, English and isiXhosa. It also supports and promotes South African Sign Language, the Khoi and San languages and the other official South African languages. This policy was passed by the Provincial Parliament in June 2004.  >  

English-isiXhosa Government Terminology (Guidelines, Manuals & Instructions) 

2004

Provincial Parliament of the Western Cape (Provincial Government of the Western Cape)

This publication contains a list of English terms and their Xhosa translations that are often used in a government context.  >  

Promotion of Multilingualism (Service) 

Multilingualism Week is an annual programme that promotes awareness of the benefits of being able to communicate in more than one of the three official languages of the Western Cape (English, Afrikaans and Xhosa).  > 
Language Information Service (Service) 

Language Services maintains a database of persons, organisations and institutions relating to language matters in the Western Cape. The database also includes names of accredited freelance translators and interpreters.  > 
Western Cape Language Committee (Public Entity) 

The Western Cape Language Audit: 2001 (Reports & Research) 

(File type: pdf; size: 479 KB)

2002

Culture and Heritage (Department of Cultural Affairs & Sport, Provincial Government of the Western Cape)

A study of the performance of the provincial government in meeting the language needs among its personnel, stakeholders and the general public. The report explores the way in which senior officials understand the implications of language policy and the problems encountered in implementing legislation; evaluates the patterns of language use and competence among the personnel and problems that arise in day-to-day interactions; assesses the extent to which the language needs and preferences of the general public are addressed when interacting with government; and identifies the problems encountered during stakeholder 

Question 5

Identify the source.

Question 6 

Explain the point of view of the author directly or indirectly.
Question 7

Explain the different techniques in terms of the purpose of the audience.

Question 8 

Explain the cause with reference to selection or omission of materials. 

	
	Self-assessment

	
	
	Initial

	
	
	Date

	
	
	

	
	
	ECF evaluation

	
	
	Initial

	
	
	Date


Evidence for Specific outcome 3 
Specific outcome 3:

Respond to selected texts in a manner appropriate to the context.
Assessment criteria: 

1. Instructions and requests are acted upon.
2. Text-type, format and register used are on the appropriate level of formality. 
	Evidence Required 

Questioning – Answer the following questions
	
	Evidence sign off

	Class 1: Explosives 

Sub-Class 1.1: Mass explosion or total load explosion hazard, e.g. black powder.

Sub-Class 1.2: Projection hazard, e.g. hand grenades.

Sub-Class 1.3: Fire hazard together with minor blast or projection hazard.

Sub-Class 1.4: Minor explosive hazard, e.g. fireworks.

Sub-Class 1.5: Very stable explosives, e.g. dynamite, bombs.

Sub-Class 1.6: Negligible explosive hazard, e.g. UN 0486 articles.

Respond to above text and answers questions: 
1. How are the instructions compiled?

2. What is the text type?

3. What is the format? 
	
	Self-assessment

	
	
	Initial

	
	
	Date

	
	
	

	
	
	ECF evaluation

	
	
	Initial

	
	
	Date


Evidence for Specific outcome 4
Specific outcome 4:

Explore and explain how language structures and features may influence a reader/viewer
Assessment criteria:

The choice of words/signs, language usage, symbols, pictures and tone/sign size and pace is described in terms of how a point of view is shaped or supported. 
	Evidence Required 

Project
	
	Evidence sign off

	Include an article and refer to the context in the document based on the following: - 
1. The choice of words

2. The choice of signs

3. The choice of language usage

4. The choice of symbols

5. The choice of pictures

6. The choice of sign size

7. What is the point of view of the reader (you)?
	
	Self-assessment

	
	
	Initial

	
	
	Date

	
	
	

	
	
	ECF evaluation

	
	
	Initial

	
	
	Date


Unit Standard 3 of this Volume
	1. Unit Standard ID Title
	Use language and communication in occupational learning programmes 

	2. Unit Standard Number 
	119467 

	3. NQF Level 
	3

	4. Total Credit Value 
	5

	5. Field 
	Field 04 - Communication Studies and Language

	6. Issue Date
	2006-02-09 

	7. Review Date  
	2009-02-09 

	8. Purpose of the Unit Standard
	The purpose of this unit standard is to facilitate learning and to ensure that learners are able to cope with learning in the context of learnerships, skills programmes, and other learning programmes. Many adult learners in the FET band have not been in a learning situation for a long time, and need learning and study strategies and skills to enable successful progression. 

Learners competent at this level will be able to deal with learning materials, to access and use useful resources, to seek clarification and help when necessary, and apply a range of learning strategies. They do this with an understanding of the features and processes of the workplace and occupations to which their learning programme refer. 


  Access and use suitable learning resources 

  Use learning strategies 

  Manage occupational learning programme materials 

  Conduct basic research, analyse and present findings 

  Function in a team 

  Reflect on how characteristics of the workplace and occupational context affect learning 

	9. Learning assumed to be in place
	The credit calculation is based on the assumption that learners are already competent in terms of the full spectrum of language knowledge and communication skills laid down in the Revised National Curriculum Statements and unit standards up to NQF level 2. 

	10. Unit Standard Range
	Learning materials appropriate to the learners in a given context. 

Specific range statements include the following:


The complexity of the texts in the learning programme is appropriate to the levels of the learning programme, which will in turn influence the application of this unit standard.
Resource centers, general texts, printed and visual media, internet, other people.

Group activities such as brainstorming, group analysis, peer and self-assessment mind maps, note taking, memorising, key words, underlining, skimming and scanning.

Checking understanding, clarifying meaning, is getting information, confirming accuracy of information.
 

Facilitators, other learners, colleagues.

Videos, internet, texts, handouts, text books, charts, maps, plans, diagrams.

Index, contents page, glossaries, electronic texts.

Gathering information, reading/viewing, interviewing, observing, using appropriate electronic sources.

Meetings, site/field visits, excursions, discussions, activities, workshops.

Turn taking, rotation of roles: conducting, chairing, recording, and reporting.

Reaching consensus, completed tasks.

Environmental features, technological resources, communication resources, communication strategies, and multilingual needs in relation to client or colleague interaction.

Sector/occupational focus: Services, manufacturing, financial, educational, etc. 

Organisation type: Government, parastatal, heavy/light industry, large organisation, small business

	11. Specific outcomes and assessment criteria 
	Specific outcome 1:

Access and use available learning resources. 
Assessment criteria:  

Relevant learning resources are identified. 

Learning resources are used effectively through appropriate selection of information and acknowledgement of sources. 



	
	Specific outcome 2:

Use learning strategies. 
Assessment Criteria:

Information is summarised and used for learning purposes. 
Specific techniques are selected and applied appropriately.

Relevant questions are asked. 

Texts are read/viewed for detail, interpreted and analysed for a given context. 

Spoken/signed input is listened to/viewed for detail, interpreted and analysed for a given context. 

Learning takes place through communicating with others in groups or as individuals. 



	
	Specific outcome 3:

Manage occupational learning materials. 
Assessment Criteria: 

Occupational learning materials are organized for efficient use. 

Layout and presentation of learning materials are understood and used effectively.

Technical language/ terminology are engaged with, and clarification sought if needed. 


	
	Specific outcome 4:

Conduct basic research and analyse and present findings. 
Assessment criteria:

Appropriate or relevant topic and scope is identified and defined. 
Research steps are planned and sequenced appropriately. 

Research techniques are applied. 

Information is evaluated for relevance.

Information is classified, categorized and sorted. 

Research findings are analysed and presented in the appropriate format.


	
	Specific outcome 5:

Function in a team. 

Assessment criteria: 

Active participation takes place in group learning situations.

Responsibilities in the team are taken up and group work conventions are applied in learning situations.
Conflict management and negotiating techniques are practiced in a defined context. 
Team work results in meaningful product or outcomes


	
	Specific outcome 6:

Reflect on how characteristics of the workplace and occupational context affect learning. 
Assessment criteria: 

Sector and organisation type is identified.
Features of the occupational environment are described and discussed. 
Ways in which these features affect learning processes and/or application of learning are described and discussed. 


	12. Unit Standard Accreditation and Moderation Options 
	Accreditation Options: 

  Providers of learning towards this unit standard will need to meet the accreditation requirements of the relevant ETQA 

Moderation Option: 

  The moderation requirements of the relevant ETQA must be met in order to award credit to learners for this unit standard. 

	13. Unit Standards Essential Embedded knowledge 
	Accreditation Options: 

  Providers of learning towards this unit standard will need to meet the accreditation requirements of the relevant ETQA 

Moderation Option: 

  The moderation requirements of the relevant ETQA must be met in order to award credit to learners for this unit standard. 

	14. Critical Cross-field Outcomes 
	UNIT STANDARD CCFO IDENTIFYING 
Identify and solve problems: using learning programme material and learning tasks to solve problems. 

UNIT STANDARD CCFO WORKING 

Work effectively with others and in teams: using interactive speech/sign and roles in activities, discussions and projects.

UNIT STANDARD CCFO ORGANISING 

Organise and manage oneself and one’s activities responsibly and effectively: through organisation of learning materials and evidence.

UNIT STANDARD CCFO COLLECTING 

Collect, analyse, organise and critically evaluate information: through application of information processing skills in study.

UNIT STANDARD CCFO COMMUNICATING 

Communicate effectively using visual, mathematical and/or language skills in formal and informal learning situations.

UNIT STANDARD CCFO SCIENCE 

Use science and technology effectively and critically: using electronic media for learning. 

UNIT STANDARD CCFO DEMONSTRATING 
Reflect on and explore a variety of strategies to learn more effectively.

UNIT STANDARD CCFO CONTRIBUTING 

Explore education and career opportunities.




Unit Standard ID Title:  Use language and communication in occupational learning programmes 
Unit Standard number:  119467 
Evidence for Specific outcome 1 and 4
Specific outcome 1:

Access and use available learning resources. 

Assessment criteria:  

1. Relevant learning resources are identified. 

2. Learning resources are used effectively through appropriate selection of information and acknowledgement of sources. 

Specific outcome 4:

Conduct basic research and analyse and present findings. 
Assessment criteria:

Appropriate or relevant topic and scope is identified and defined. 

1. Research steps are planned and sequenced appropriately. 

2. Research techniques are applied. 

3. Information is evaluated for relevance.

4. Information is classified, categorized and sorted. 

5. Research findings are analysed and presented in the appropriate format
	Evidence Required 

Research Project – Submit evidence of learning resources and write a report
	
	Evidence sign off

	Criteria Checklist of report 
Yes

No

1. Relevant topic and scope is identified and defined. 
2. Relevant resources are identified

3. Learning resources are used effectively through appropriate selection of information and acknowledgement of sources
4. Research steps are planned and sequenced appropriately. 

5. Research techniques are applied

6. Information is evaluated for relevance.

7. Information is classified, categorized and sorted.  The learner must show draft of illustration.
8. Research findings are analysed and presented in the appropriate format

	
	Self-assessment

	
	
	Initial

	
	
	Date

	
	
	

	
	
	ECF evaluation

	
	
	Initial

	
	
	Date


Evidence for Specific outcome 2
Specific outcome 2:

Use learning strategies. 

Assessment Criteria:
1. Information is summarised and used for learning purposes. 

2. Specific techniques are selected and applied appropriately.

3. Relevant questions are asked. 

4. Texts are read/viewed for detail, interpreted and analysed for a given context. 

5. Spoken/signed input is listened to/viewed for detail, interpreted and analysed for a given context. 

6. Learning takes place through communicating with others in groups or as individuals. 

	Evidence Required 

One-on-one Interview
Project:  The learner must prepare different learning strategies and provide evidence for illustration.    
	
	Evidence sign off

	Criteria Checklist  - The learner is able to …
Yes

No

Summarise the information provided by your assessor and explain to your assessor how you came to your summary conclusion.
Show different techniques of learning strategies and explain how to apply them. 
Formulate different questions and communicate verbally to the assessor.
Read text from a book or magazine.  The text can be limited to 400 words.  Interpret the text and explain to the assessor how this can be broken down.   
The assessor must read a document relating to the Safety Standards.  The learner must listen, make notes and interpret the information.  This must be communicated back to the assessor.
The learner must do a practical role play and show how to communicate effectively with others in groups and with an individual.  The learner can discuss the Safety Procedures.

	
	Self-assessment

	
	
	Initial

	
	
	Date

	
	
	

	
	
	ECF evaluation

	
	
	Initial

	
	
	Date


Evidence for Specific outcome 3
Specific outcome 3:

Manage occupational learning materials. 

Assessment Criteria: 
1. Occupational learning materials are organized for efficient use. 

2. Layout and presentation of learning materials are understood and used effectively.

3. Technical language/ terminology are engaged with, and clarification sought if needed. 
	Evidence Required 

Test 
	
	Evidence sign off

	Question 1

Explain how to organize occupational learning material in an efficient manner. 
Question 2

Discuss the appropriate layout and presentation of learning materials.
Question 3

Explain the concept ‘Technical Language’.
Question 4

List at least ten ‘technical terminologies’.   
	
	Self-assessment

	
	
	Initial

	
	
	Date

	
	
	

	
	
	ECF evaluation

	
	
	Initial

	
	
	Date


Evidence for Specific outcome 5
Specific outcome 5:

Function in a team. 

Assessment Criteria: 
1. Active participation takes place in group learning situations.

2. Responsibilities in the team are taken up and group work conventions are applied in learning situations.
3. Conflict management and negotiating techniques are practiced in a defined context. 
4. Team work results in meaningful product or outcomes
	Evidence Required 
Observation 


	
	Evidence sign off

	The learner is able to function in a team.  
Yes

No 

The learner participates actively in the learning situations in groups.
Responsibilities in the team are taken up and group work conventions are applied in learning situations.

Conflict management and negotiating techniques are practiced in a defined context. 

Team work results in meaningful product or outcomes.

	
	Self-assessment

	
	
	Initial

	
	
	Date

	
	
	

	
	
	ECF evaluation

	
	
	Initial

	
	
	Date


Evidence for Specific outcome 6
Specific outcome 6:

Reflect on how characteristics of the workplace and occupational context affect learning. 
Assessment Criteria: 

1. Sector and organisation type is identified.
2. Features of the occupational environment are described and discussed. 
3. Ways in which these features affect learning processes and/or application of learning are described and discussed. 
	Evidence Required 

Test 
	
	Evidence sign off

	1. Define characteristics of the workplace.
2. Reflect on how characteristics of your workplace can affect learning. 

3. Describe the features of the occupational environment.
4. Give practical examples of the following features: - 

· Environmental features
· Technological resources
· Communication resources
· Communication strategies, and 
· Multilingual needs in relation to client or colleague interaction.


	
	Self-assessment

	
	
	Initial

	
	
	Date

	
	
	

	
	
	ECF evaluation

	
	
	Initial

	
	
	Date


Unit Standard 4 of this Volume
	1. Unit Standard ID Title
	Write/present/sign texts for a range of communicative contexts 

	2. Unit Standard Number 
	119465 

	3. NQF Level 
	3

	4. Total Credit Value 
	5

	5. Field 
	Field 04 - Communication Studies and Language

	6. Issue Date
	2006-02-09 

	7. Review Date  
	2009-02-09 

	8. Purpose of the Unit Standard
	Learners at this level write/present/sign texts with complex subject matter and a need for various levels of formality in language and construction. They select text type, subject matter and language to suit specific audiences, purposes and contexts. Writers/signers can use linguistic structures and features to influence readers/their audience. They draft, redraft and edit own writing/signing to meet the demands of a range of text-types. They use language appropriate to the socio-cultural, learning or workplace/technical environment as required. They explore presentation techniques as an alternative to writing/signing own texts. 

Learners credited with this unit standard are able to: 

  Write/sign for a specified audience and purpose 

  Use language structures and features to produce coherent and cohesive texts for a wide range of contexts 

  Draft own writing/signing and edit to improve clarity and correctness 

	9. Learning assumed to be in place
	The credit calculation is based on the assumption that learners are already competent in terms of the following outcomes or areas of learning when starting to learn towards this unit standard: NQF Level 2 Unit Standard entitled Write/present/sign for a defined context. 

	10. Unit Standard Range
	Controls language patterns and structures and engages with context, purpose and audience.
Specific range statements include the following

Narrative, discursive, reflective, argumentative, descriptive, expository, transactional, business correspondence, electronic texts, multi-media presentations.
Brainstorming, mind-mapping, using spider diagrams, highlighting

Accessing information from different sources, sorting, categorising, classifying, sifting for relevance, validity and reliability, and recording, reporting, formulating conclusions.
Obfuscation, excessive use of jargon, jargon used to exclude, insensitive choice of words, (gender, rank, hierarchies in familiar settings or organisations, family, sports, wealth) offensive or incorrect register



	11. Specific outcomes and assessment criteria 
	Specific outcome 1:

Write/sign for a specified audience and purpose. 
Assessment criteria:

The purpose for writing/signing, the target audience and the context are clear in relation to the learning task or activity. 

1. The text-type, style, and register selected are appropriate to audience, purpose and context. 

2. Language appropriate to socio-cultural sensitivities is selected and used in an appropriate manner without compromising own values or arguments. 

3. Writing/signing is well-structured and conveys its message clearly. 

4. Critical thinking skills are used as strategies for planning. 

5. Writing/signing reflects a clear point of view with sound reasons and facts to support arguments and logical development of a clearly articulated premise.

6. Research skills are evident in the way data and information relevant to the context is identified, located, selected and synthesised for inclusion in the final text. 



	
	Specific outcome 2:
Use language structures and features to produce coherent and cohesive texts for a wide range of contexts. 
Assessment criteria:

1. Meaning is clearly expressed through the use of a range of sentence structures, lengths and types. 

2. The use of paragraph conventions and links between paragraphs in texts, promotes coherence and cohesion in writing/signing. Their use is explained with reference to logical progression, cause and effect and/or contrast. 

3. The overall structure of a piece of writing/signing is controlled and the conclusion is clearly formulated. 


	
	Specific outcome 3:
Draft own writing/signing and edit to improve clarity and correctness.

Assessment criteria: 

1. Writing/signing produced is appropriate to audience, purpose and context. Corrections are an improvement on the original. 
2. Control of grammar, diction/clarity of sign, sentence and paragraph structure is checked and adapted for consistency. 
3. Logical sequencing of ideas and overall unity are achieved through redrafting. 
4. There is clear evidence that major grammatical and linguistic errors are edited out in redrafts. 

5. Inappropriate or potentially offensive language is identified and adapted/removed. 

6. Experimentation with different layouts and options for presentation is appropriate to the nature and purpose of the task. 


	12. Unit Standard Accreditation and Moderation Options 
	Accreditation Options: 

  Providers of learning towards this unit standard will need to meet the accreditation requirements of the relevant ETQA. 

Moderation Option: 

  The moderation requirements of the relevant ETQA must be met in order to award credit to learners for this unit standard. 

	13. Unit Standards Essential Embedded knowledge 
	The essential embedded knowledge will be assessed through assessment of the specific outcomes in terms of the stipulated assessment criteria. 

Learners can understand and explain that languages have certain features and conventions, which can be manipulated. Learners can apply this knowledge and adapt language to suit different contexts, audiences and purposes. Knowledge of formats, conventions, protocols and contexts is acquired through activities used to attain this unit standard. 

Learners are unlikely to achieve all the specific outcomes, to the standards described in the assessment criteria, without knowledge of the listed embedded knowledge. This means that for the most part, the possession or lack of the knowledge can be directly inferred from the quality of the learner’s performance. Where direct assessment of knowledge is required, assessment criteria have been included in the body of the unit standard. 

	14. Critical Cross-field Outcomes 
	UNIT STANDARD CCFO IDENTIFYING 
Identify and solve problems: using context to decode and make meaning individually and in groups in oral, reading/signing and/or written activities.

UNIT STANDARD CCFO WORKING 

Work effectively with others and in teams: using interactive speech/sign in activities, discussion and research projects.

UNIT STANDARD CCFO ORGANISING 

Organise and manage oneself and one’s activities responsibly and effectively through using language. 

UNIT STANDARD CCFO COLLECTING 

Collect, analyse, organise and critically evaluate information: fundamental to the process of growing language capability across language applications and fields of study. 

UNIT STANDARD CCFO COMMUNICATING 

Communicate effectively using visual, mathematical and/or language skills: in formal and informal communications in writing/signing.
UNIT STANDARD CCFO SCIENCE 

Use science and technology effectively and critically: using technology to access and present texts. 
UNIT STANDARD CCFO DEMONSTRATING 

Understand the world as a set of inter-related parts of a system: through using language to explore and express links, and exploring a global range of contexts and texts. 

UNIT STANDARD CCFO CONTRIBUTING 

Contribute to the full development of oneself: by engaging with texts that stimulate awareness and development of life skills and the learning process.




Unit Standard ID Title:  Write/present/sign texts for a range of communicative contexts 
Unit Standard number:  119465 
Evidence for Specific outcome 1
Specific outcome 1:

Write/sign for a specified audience and purpose. 

Assessment criteria:

1. The purpose for writing/signing, the target audience and the context are clear in relation to the learning task or activity. 

2. The text-type, style, and register selected are appropriate to audience, purpose and context. 

3. Language appropriate to socio-cultural sensitivities is selected and used in an appropriate manner without compromising own values or arguments. 

4. Writing/signing is well-structured and conveys its message clearly. 

5. Critical thinking skills are used as strategies for planning. 

6. Writing/signing reflects a clear point of view with sound reasons and facts to support arguments and logical development of a clearly articulated premise.

7. Research skills are evident in the way data and information relevant to the context is identified, located, selected and synthesised for inclusion in the final text. 

	Evidence Required 


	
	Evidence sign off

	Write a letter to your Manager.  Include argumentative facts in your letter and tell your manager why he/she must consider you for career pathing and succession planning.  The letter must be at least three pages on Arial, Font size 10.
The learner will be assessed on the following criteria:


1. The purpose for writing/signing, the target audience and the context are clear in relation to the learning task or activity. 

2. The text-type, style, and register selected are appropriate to audience, purpose and context. 

3. Language appropriate to socio-cultural sensitivities is selected and used in an appropriate manner without compromising own values or arguments. 


4. Writing/signing is well-structured and conveys its message clearly. 

5. Critical thinking skills are used as strategies for planning. 

6. Writing/signing reflects a clear point of view with sound reasons and facts to support arguments and logical development of a clearly articulated premise.


7. Research skills are evident in the way data and information relevant to the context is identified, located, selected and synthesised for inclusion in the final text. 


	
	Initial

	
	
	Date

	
	
	

	
	
	ECF evaluation

	
	
	Initial
Date 


Evidence for Specific outcome 2
Specific outcome 2:

Use language structures and features to produce coherent and cohesive texts for a wide range of contexts. 
Assessment Criteria:
1. Meaning is clearly expressed through the use of a range of sentence structures, lengths and types. 

2. The use of paragraph conventions and links between paragraphs in texts, promotes coherence and cohesion in writing/signing. Their use is explained with reference to logical progression, cause and effect and/or contrast. 

3. The overall structure of a piece of writing/signing is controlled and the conclusion is clearly formulated. 
	Evidence Required 

Selection questions 
	
	Evidence sign off

	Question 1

Identify the different ranges of sentence structures depending on the lengths and the types: 

Range 1:  Melt! 

Range 2:  Canada is a rich country.
Range 3:  The package arrived in the morning, but the courier left before I could check the contents. 

Range 4:  My friend invited me to a party, but I do not want to go.

Question 2
Explain the logical progression, cause and effect of content.

Team pennants, rock posters and family photographs covered the boy's bedroom walls. 

Her uncle and she walked slowly through the Inuit art gallery and admired the powerful sculptures exhibited there. 


	
	Self-assessment

	
	
	Initial

	
	
	Date

	
	
	

	
	
	ECF evaluation

	
	
	Initial

	
	
	Date


Evidence for Specific outcome 3
Specific outcome 3:

Draft own writing/signing and edit to improve clarity and correctness.

Assessment Criteria: 
1. Writing/signing produced is appropriate to audience, purpose and context. Corrections are an improvement on the original. 
2. Control of grammar, diction/clarity of sign, sentence and paragraph structure is checked and adapted for consistency. 
3. Logical sequencing of ideas and overall unity are achieved through redrafting. 
4. There is clear evidence that major grammatical and linguistic errors are edited out in redrafts. 

5. Inappropriate or potentially offensive language is identified and adapted/removed. 

6. Experimentation with different layouts and options for presentation is appropriate to the nature and purpose of the task. 
	Evidence Required (Draft and an edited document)

	
	Evidence sign off

	Write a two page document draft.  Remember no plagiarism is allowed, and this must be written in your own words.  You may select any topic which excludes information that is sensitive.  E.g. My School days, Applying for Bursaries etc.  After you completed the document you will then have to ‘edit’ your own document.  You may use a red or green marker.  Encircle the information that is incorrect and make comments next to it.  Re-type the document that is edited and submit this also for evidence.    
Base your document on the following criteria:
1. Writing/signing produced is appropriate to audience, purpose and context. Corrections are an improvement on the original. 
2. Control of grammar, diction/clarity of sign, sentence and paragraph structure is checked and adapted for consistency. 
3. Logical sequencing of ideas and overall unity are achieved through redrafting. 
4. There is clear evidence that major grammatical and linguistic errors are edited out in redrafts. 

5. Inappropriate or potentially offensive language is identified and adapted/removed. 

6. Experimentation with different layouts and options for presentation is appropriate to the nature and purpose of the task. 

	
	Self-assessment

	
	
	Initial

	
	
	Date

	
	
	

	
	
	ECF evaluation

	
	
	Initial

	
	
	Date











ecognition of Prior Learning (RPL)
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