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	Copy Right

This document was created for Services SETA on behalf of the (Insert name) Chamber. 

Services SETA holds copyright on this document and it may not be reproduced in any form without permission.  However, the SAQA qualification outline and the unit standards are public property and Services SETA is the official certification body for the (insert name) qualification. 

Please contact Services SETA ETQA Department if you are in any doubt about what may or may not be copied and/or reproduced. 

This tool is only for use by registered assessors for the (Insert name) qualification on their registered assessment scope.


	


Section A: Introduction

1.
About this Workplace Guide   

The following guide is a workplace guide which entails a workplace journal and reflective journal. These journals serve as  record keeping mechanisms for  the learner and his mentor / supervisor to record structured duties performed in the workplace in line with the outcomes of the qualification  (insert qualification ID and title). This Qualification is for any individual who is, or wishes to be involved in the insert industry, and it serves to support and advance the functioning of individuals in this industry.  The purpose of this Workplace guide is to provide the workplace mentor with guidelines on the process and scope of mentoring that is required on the workplace components  of the qualification in preparing candidates for final summative assessment. 
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	Tip:

This Workplace Guide will enable the Mentor and the learner to follow a structured and targeted mentoring process, and document evidence of practical application in the work place in such a manner that it can be included in the learners’ final portfolio of evidence. 


2.
About the Qualification 

2.1
Qualification Overview 

The following table provides a brief overview of the qualification (insert name) for which you will provide mentorship.

	No
	Area 
	Description

	1
	Purpose of Programme 
	(Copy from alignment strategy)

	2
	Duration of Programme
	

	3
	Target Group / Occupational link
	

	4
	Learning assumed to be in place 
	

	5
	Exit Level Outcomes 
	

	6
	Overview – Provision / Facilitation   
	

	7
	Overview – Learner Support
	Provider Support

Workplace Support



	8
	Overview – Learner Duties / Learning
	


The programme structure that will be followed in this qualification is as follows: 
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(Copy from alignment strategy)
2.2
Unit Standards Overview 

The following unit standards are contained in the qualification, and will form the basis of your mentoring interactions with the mentees. 

(Copy from alignment strategy)
Learning Unit (insert nr):  (insert title )
	ELO
	US Type 
	NLRD
	US Title 
	Level 
	Credits

	(insert ELO )
	(insert type)
	 (insert ID nr)
	(insert us title)
	(insert level)
	(insert nr of credits)

	
	
	
	
	 
	

	
	
	
	TOTAL CREDIT VALUE 
	
	


Learning Unit (insert nr):  (insert title )
	ELO
	US Type 
	NLRD
	US Title 
	Level 
	Credits

	
	
	 
	
	
	

	
	
	
	
	 
	

	
	
	
	TOTAL CREDIT VALUE 
	
	


Learning Unit (insert nr):  (insert title )
	ELO
	US Type 
	NLRD
	US Title 
	Level 
	Credits

	
	
	 
	
	
	

	
	
	
	
	 
	

	
	
	
	TOTAL CREDIT VALUE 
	
	


(ADD OR DELETE ADDITIONAL TABLES AS REQUIRED)
Workplace Logbook

	ELO
	CANDIDATE NAME 
	

	(enter ELO details)

	ASSESSOR NAME
	

	
	JOURNAL PERIOD
	FROM
	TO

	US NR AND TITLE
	WORKPLACE ACTIVITY
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Sorted!
	[image: image4.jpg]



Mostly?
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Needs Help!
	COMMENTS

	(insert us nr and title)
	(look at the us outcomes and extract the components in which the learner may engage in the workplace)
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	SUPERVISOR COMMENTS :

	REMEDIAL / IMPROVEMENT AREAS
	

	
	

	
	

	
	


_______________________________


_________________________________

______________________________

      SUPERVISOR SIGNATURE



          ASSESSOR SIGNATURE



           LEARNER SIGNATURE

	ELO
	CANDIDATE NAME 
	

	(enter ELO details)

	ASSESSOR NAME
	

	
	JOURNAL PERIOD
	FROM
	TO

	US NR AND TITLE
	WORKPLACE ACTIVITY
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Sorted!
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Mostly?
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Needs Help!
	COMMENTS

	(insert us nr and title)
	(look at the us outcomes and extract the components in which the learner may engage in the workplace)
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	SUPERVISOR COMMENTS :

	REMEDIAL / IMPROVEMENT AREAS
	

	
	

	
	

	
	


_______________________________


_________________________________

______________________________

      SUPERVISOR SIGNATURE



          ASSESSOR SIGNATURE



           LEARNER SIGNATURE

	ELO
	CANDIDATE NAME 
	

	(enter ELO details)

	ASSESSOR NAME
	

	
	JOURNAL PERIOD
	FROM
	TO

	US NR AND TITLE
	WORKPLACE ACTIVITY
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Sorted!
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Mostly?
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Needs Help!
	COMMENTS

	(insert us nr and title)
	(look at the us outcomes and extract the components in which the learner may engage in the workplace)
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	SUPERVISOR COMMENTS :

	REMEDIAL / IMPROVEMENT AREAS
	

	
	

	
	

	
	


_______________________________


_________________________________

______________________________

      SUPERVISOR SIGNATURE



          ASSESSOR SIGNATURE



           LEARNER SIGNATURE

	ELO
	CANDIDATE NAME 
	

	(enter ELO details)

	ASSESSOR NAME
	

	
	JOURNAL PERIOD
	FROM
	TO


	US NR AND TITLE
	WORKPLACE ACTIVITY
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Sorted!
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Mostly?
	[image: image14.jpg]



Needs Help!
	COMMENTS

	(insert us nr and title)
	(look at the us outcomes and extract the components in which the learner may engage in the workplace)
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	SUPERVISOR COMMENTS :

	REMEDIAL / IMPROVEMENT AREAS
	

	
	

	
	

	
	


_______________________________


_________________________________

______________________________

      SUPERVISOR SIGNATURE



          ASSESSOR SIGNATURE



           LEARNER SIGNATURE

(ADD OR DELETE ADDITIONAL TABLES AS REQUIRED)
Reflective Journal
(the following two templates reflect: a) a structured journal and b) free-style diary journal with evidence locator in which the learner must connect the diary entries back to the relevant unit standards.  Decide which journal would be most suitable to your development and delete the unused template)
a. Structured Journal
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	Learner Tip:

This Reflective Journal must be completed by you during your time in the Workplace, before you attend Learning Unit (insert learning unit nr). 

You are required to note down on a weekly basis the activities that you engaged in, the lessons learnt and challenges in relation to the unit standard purpose. 

This activity supports the  critical cross field outcomes of the qualification, and must show your ability to do the following as stated in the exit level outcomes and related assessment criteria: 

ELO: 

1.  (Enter the ELO requirements here). 

RELATED ASSESSMENT CRITERIA 
1.1 (enter the related assessment criteria)
1.2 


	ELO
	CANDIDATE NAME 
	

	(enter ELO details)

	ASSESSOR NAME
	

	
	JOURNAL PERIOD
	FROM
	TO


	US ID AND TITLE
	BROAD BASED DESCRIPTION OF THE UNIT STANDARD PURPOSE

	(enter us id and title)
	(enter the details of the unit standard)


	
	DATE
	LEARNER REFLECTION

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	ELO
	CANDIDATE NAME 
	

	(enter ELO details)

	ASSESSOR NAME
	

	
	JOURNAL PERIOD
	FROM
	TO


	US ID AND TITLE
	BROAD BASED DESCRIPTION OF THE UNIT STANDARD PURPOSE

	(enter us id and title)
	(enter the details of the unit standard)


	
	DATE
	LEARNER REFLECTION

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(ADD OR DELETE ADDITIONAL TABLES AS REQUIRED)
b.  Free style diary journal
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	Learner Tip/Truths:

This Reflective Journal must be completed by you during your time in the Workplace, before you attend Learning Unit (insert learning unit nr). 

You are required to note down on a weekly basis the activities that you engaged in, the lessons learnt and challenges.  You are provided with a list of the unit standards that make up the qualification. In the evidence locator column you are required to align your reflections back to the relevant unit standards listed. This activity supports the  critical cross field outcomes of the qualification, and must show your ability to do the following as stated in the exit level outcomes and related assessment criteria: 

ELO: 

2.  (enter the ELO requirements here). 

RELATED ASSESSMENT CRITERIA 
2.1 (enter the related assessment criteria)



Unit standard alignment table
	US ID
	UNIT STANDARD TITLE

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


(ADD OR DELETE LINES AS REQUIRED)
	ELO
	CANDIDATE NAME 
	

	(enter ELO details)

	ASSESSOR NAME
	

	
	JOURNAL PERIOD
	FROM
	TO


	DATE
	DIARY ENTRY OF WORKPLACE EVIDENCE
	EVIDENCE LOCATOR  - NOTE APLICABLE UNIT STANDARD 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	DATE
	DIARY ENTRY OF WORKPLACE EVIDENCE
	EVIDENCE LOCATOR – NOTE APPLICABLE UNIT STANDARD

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(ADD OR DELETE ADDITIONAL LINES AS REQUIRED)
	SUPERVISOR COMMENTS :

	REMEDIAL / IMPROVEMENT AREAS
	

	
	

	
	

	
	


_______________________________


_________________________________

______________________________

      SUPERVISOR SIGNATURE



          ASSESSOR SIGNATURE



           LEARNER SIGNATURE
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