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Introduction

1.
Introduction 

Welcome to the (Insert Qualification name and level) – this is an NQF registered qualification (SAQA Reg. No - insert NLRD). This Qualification is for any individual who is, or wishes to be involved in Insert industry, and it serves to support and advance the functioning of individuals in this industry. 
1.1
Why are we here? 
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	Learner Tip:

(Insert reason why learner is on the qualification, for example legislation / industry requirements / access to trade test)


1.2
What is the NQF? 

The South African Qualifications Authority Act (1995) created a new framework for education and training in South Africa by: 
· Creating a single, unified system of classifying qualifications (the National Qualifications Framework or NQF) 
· [image: image29.jpg]


Creating the institutions and infrastructure to ensure that these qualifications are of a high quality. 
· The NQF is a framework on which qualifications, courses, and learning programmes are registered. Achievements obtained by learners are recorded and recognized nationally. It is therefore an integrated approach towards education and training. 

The objectives of the NQF are as follows: 
· Create an integrated national framework of learning achievements;

· Facilitate access to, and mobility and progression within education, training and career paths;

· Enhance the quality of education and training;

· Accelerate the redress of past unfair discrimination in education, training and employment opportunities, and thereby

· Contribute to the full personal development of each learner and the social and economic development of the nation at large.
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KEY: 
	DoE
	Department of Education
	DoL
	Department of Labour 

	SAQA 
	South African Qualifications Authority 
	SETA
	Sector Education Training Authority

	SGB
	Standard Generating Bodies
	ETQA
	Education & Training Quality Assurance body


The National Qualifications Framework is broadly structured into three bands, and 10 levels of education and training: 
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	HET
	Higher Education Training 

Levels 5 - 10

	FET
	Further Education and Training (vocational training)

Level 2 - 4 

	GET 
	General Education and Training (entry level – schools and ABET – Adult Basic Education and Training 


1.3
What is in a Qualification? 

According to SAQA, a qualification registered on the NQF is defined as “a planned combination of learning outcomes which has a defined purpose and which is intended to provide qualifying learners with applied competence and a basis for further learning…”. 
A qualification is therefore a structured combination of standards consisting out of fundamental, core and elective components, and has a specified amount of credits that must be achieved by the learner in a period of time: 

· Fundamental – literacy, numeracy and communication standards

· Core – vocational standard generic to the whole occupation

· Elective – standards that allow a learner to specialize in certain areas
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	Learner Tip:

This qualification is registered at NQF Level X in the Further Education and Training Band, and amounts to X credits in total. In this Qualification the credits are allocated as follows: 


· Fundamental: XX credits. 

· Core: XX credits. 

· Electives: XX credits. 


A unit standard describes the learning outcomes to be achieved by the learner, as well as the assessment criteria against which the student’s performance will be judged. These unit standards are the minimum levels of competency as agreed by an entire industry.
A learning outcome is what a student will know and be able to do when they have completed their qualification and have been judged competent. These outcomes will be recognized through national standards and qualifications. 
2.
About this Qualification in (Insert name) 

2.1
Purpose of the Qualification
The (insert) Industry is a well-established industry and thus has many learners that would benefit from qualifications aligned to career paths.  The scope of (insert industry area) is changing and evolving all the time, with opportunities for learners in this arena to get involved in a wide variety of opportunities such as (insert qualification career pathing examples) . 

2.2
Learner Entry Requirements
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	Learner Tip:

Who should be on this qualification? 

It is assumed that the person who is registered for this qualification has the following: 

· Communication and Mathematical Literacy at the level of NQF Level X or equivalent.

· It is preferable for the learner to be in possession of a Senior Certificate / list any pre-requisite qualifications. 

· Person is already working in the XXX industry, or wish to seek a career in this industry.


2.3
Programme Structure 

Based on the qualification description and requirements, the Real Estate Qualification is divided into 3 Learning Units with modular sub-divisions, based on the exit level outcomes and related assessment criteria.
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Insert qualification structure from alignment strategy
2.4
Qualification Alignment 

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

	Exit Level Outcomes 
	
	
	

	Assessment criteria 
	
	
	


Insert from alignment strategy 
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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 X Learning Units. 


2.5
Unit Standard Alignment 

2.5.1
Learning Unit 1

This Learning Unit has two (X) sections to it:

 (Insert more blocks to accommodate modules) 
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Learning Unit  (Insert Name)

	ELO
	US Type 
	NLRD
	US Title 
	Level 
	Credits

	1. 
	
	
	
	Level 
	

	
	
	
	
	Level 
	

	
	
	
	TOTAL CREDIT VALUE 
	
	


Insert from alignment strategy 

Fundamental Literacy

For National Certificate /National Diploma, delete this section and add qualification fundamental rules. 

The fundamental unit standards in the FETC qualification are presented in 2 languages: 

· English

· Afrikaans
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	Learner Tip:

According to the SQA Policy on FETC, Clause 5 of Executive Summary:

5.1 The 20 compulsory credits in Language and Communication must be obtained in one of the eleven official languages provided for by the SA Constitution of 1996 (Act 108 of 1996) at level 4. All holders of an FETC will have achieved the same outcomes as indicated by the 20 compulsory credits but these may be achieved in any one of the eleven official languages. 

5.2 To address the need to develop citizens who can participate effectively in a multi-lingual society, a further 20 credits in Language and Communication must be obtained in a second official language at a minimum of level 3. All holders of an FETC will have achieved the same outcomes as indicated by the 20 compulsory credits but these may be achieved in any one of the eleven official languages.


The following unit standards will be presented in English – Modules XX

	
	US Type 
	NLRD
	US Title 
	Level 
	Credits

	[image: image31.jpg]



	Fundamental
	
	
	
	

	
	Fundamental
	
	
	
	

	
	Fundamental 
	
	
	
	

	
	Fundamental
	
	
	
	

	
	
	
	
	
	


The following unit standard will be presented in Afrikaans (insert 2nd language) – Modules XX

	Picture
	US Type 
	NLRD
	US Title 
	Level 
	Credits
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	Fundamental
	
	
	
	

	
	Fundamental
	
	
	
	

	
	Fundamental 
	
	
	
	

	
	Fundamental
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	Facilitator Note: 

Although the fundamentals literacy standards are addressed under exit level outcome X, the fundamentals are applicable to all X exit levels of this qualification.


2.5.2
Learning XX
This Learning Unit has two (X) sections to it:
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Learning Unit XX 

	ELO
	US Type 
	NLRD
	US Title 
	Level 
	Credits

	2. 
	
	
	
	Level 
	

	
	
	
	
	Level 
	

	
	
	
	
	Level 
	

	
	
	
	TOTAL CREDIT VALUE
	
	


Insert from alignment strategy and repeat unit all learning units have been outlined 
Fundamental Numeracy 

	
	US Type 
	NLRD
	US Title 
	Level 
	Credits

	
	
	
	
	Level 
	

	
	
	
	
	Level 
	

	
	
	
	
	Level 
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	Facilitator Note: 

Although the fundamentals numeracy standards are addressed under exit level outcome X, the fundamentals are applicable to all X exit levels of this qualification.


2.6
Fundamentals Assessment - CAT
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	CAT

CAT is the acronym for “Credit Award Transfer”, and is based in a model developed by SAQA that will be used to determine whether CAT (Credit Award Transfer) will be implemented to recognise school / FET qualifications and sector qualifications.


The rationale for the above separation of the fundamentals standards from the core and elective standards is to accommodate the credit recognition policy that SAQA has presented to SETA ETQAs, and to allow for entry level options for candidates in terms of an option of CAT, RPL or training and assessment option.  It also allows providers to outsource the fundamental training option to providers specializing in fundamental provision
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	Self Reflection:

All qualifications require that every learner must do at least 56 credits in fundamental standards, of which 20 credits must be in a 2nd language if the qualification is al level 4 or above – update according to level of qualification, if not FETC
It is acknowledged that many of the learners will have come from different backgrounds, and with different scholastic achievements already in place – it is therefore appropriate that prior scholastic qualifications be recognised. SAQA recognises that candidates may have prior learning in literacy and numeracy that may be recognized through a process of Credit Accumulation Transfer (CAT).


Check the table below – do you qualify for CAT? 
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If so, you may apply for credit recognition for the fundamental unit standards – that means you do not have to re-do the training or assessment for the above standards! 
The following is the model proposed by SAQA: 

	National Qualification 
	Literacy / Communication 
	Numeracy / Mathematics 
	2nd Language

	
	Level 3
	Level 4
	Level 3
	Level 4
	

	Grade 12 with Mathematics 
	Yes
	Yes
	Yes
	Yes
	Yes

	Grade 12 without Mathematics
	Yes
	Yes
	No
	No
	Yes

	Grade 11 with Mathematics
	Yes
	No
	Yes
	No
	Yes

	Grade 11 without Mathematics
	Yes
	No
	No
	No
	Yes

	Grade 10 with Mathematics
	No
	No
	No
	No
	No

	Grade 10 without Mathematics
	No
	No
	No
	No
	No

	Grade 9
	No
	No
	No
	No
	No
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	Learner Tip:

Learners will therefore be able to receive credits towards all or portions of the fundamental unit standards, depending on the scholastic match they have to the proposed model above.

Learner Note: CAT

Should  a learner qualify for CAT (Credit Award Transfer) for one or both of the fundamental Learning Units, the notional hours and roll out plan for structured learning on the qualification may be shortened proportionately by up to 70 days. 


Update table below to reflect actual learning units and credit values of fundamentals
	Learning Unit 
	Credits
	Notional Hours
	Days
	Contact Session

30%
	Experiential Learning 

70%
	FSA
	TOTAL

	
	
	
	
	Theory


	Practical


	WPE
	Ass Prep
	
	

	1.2
	20

	200
	25
	5
	5
	12
	3
	0
	25

	
	20

	200
	25
	5
	5
	12
	3
	0
	25

	2.2
	16
	160
	20
	4
	4
	8
	4
	0
	20

	TOTAL 
	56
	560
	70
	14
	14
	30
	10
	0
	70


3.
Provision & Assessment

3.1
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.

3.2
Provision

This qualification should be presented over a period of at least 10 – 12 months – during this period the learner will be required to attend formal contact sessions, complete portfolio activities by him/herself and in a learning set, and spend time in the workplace as a (Insert job title). 
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	Learner Tip:

The credit value of a unit standard acts as a guide to how long it should take you to complete it – 1 credit = 10 notional (learning) hours.  For example, if a standard is 4 credits, it would take 40 hours to complete – a workday consists out of 8 hours – therefore one week to complete the standard.

Learning is made up of the hours spent in actual training (contact), practical exercises, workplace experience and preparation for assessment. 

The split between theory (contact and self study) and practical (practical, workplace and assessment preparation) is normally approximately 30/70 – in the example of 40 hours/5 days above, it would mean 1 – 2 days theory, and 3 days practical.  
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Below id the proposed roll out plan for your qualification – please note that your provider may make some changes based on operational requirements. 

	Proposed Roll Out Strategy


	Learning Unit 1
	Learning Unit 2
	Learning Unit 3

	
	
	
	
	
	
	

	Notional Hours 

Total Days 
	
	
	
	
	
	

	Days - Theory 

Contact:

Self Study:
	
	
	
	
	
	

	Days – Practical

Workplace 

Assessment Preparation 
	
	
	
	
	
	


Refer to Design Guide for example of a completed roll out strategy. 
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	Learner Note:

The table on the following page provides an overview of what will be covered in each block of learning. 

KEY: ELO = Exit Level Outcome, FSA = Final Summative Assessment 




The following roll out plan is recommended for the (Insert Name) qualification programme: 
	Learning Unit 1: 
	ELO FSA
	Learning Unit 2 :
	ELO FSA
	Learning Unit 3
	ELO FSA
	Qualification FSA

	· Insert unit standards 
	
	· Insert unit standards  
	
	· Insert unit standards 
	
	

	Literacy & Communication
	
	Mathematics 
	
	Elective Streams
	
	

	· Insert fundamentals integrated 


	
	· Insert fundamentals  
	
	Stream 1:

· Insert electives
OR

Stream 2: 

Insert electives  
	
	

	PORTFOLIO OF EVIDENCE
	
	PORTFOLIO OF EVIDENCE
	
	PORTFOLIO OF EVIDENCE
	
	


The above tables acts a guide to template only – the Designer may alter the above to show a suitable roll out plan for the qualification. 

4.
Assessment 

	[image: image17.png]



	Learner Tip:

You will receive X Learning Guides during this qualification. 

Learning Unit 1: 

1.1  List

1.2  LIst

Learning Unit 2: 

2.1  List 

2.2  List 

(Repeat for all Learning Units) 
At the beginning of each Learning Guide a list of all the learning outcomes related to the unit standard covered in that Guide is provided. Make sure you are familiar with the learning outcomes, as it will guide you towards assessment.


4.1
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 in the contact session, or not!
4.2
Summative Assessment 

4.2.1
Portfolios of Evidence

You will be required to complete a Portfolio of Evidence for summative assessment purposes at the end of each Learning Unit. A portfolio is a collection of different types of evidence relating to the work being assessed. It can include a variety of work samples.
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	Portfolio Activity:

The Portfolio Guides provided in every Learning Unit will assist you in identifying the portfolio and evidence requirements for final or summative assessment purposes for that Learning Unit. You will be required to complete the Portfolio activities on your own time, using real life projects in your workplace environment in preparing evidence towards your portfolio.


4.2.2
Final Summative Assessments 

It is a Services SETA requirement that a FSA (Final Summative Assessment) is conducted on each of the exit level outcome clusters / Learning Unit, as well as on the overall qualification at the end of the learning and assessment period. You will therefore be required to write 4 FSA assessments in the form of a Test / Examination. 

4.3
Assessment Strategy 

The following assessment activities are applicable to each Learning Unit: 
1. Knowledge Assignment

2. Practical / Research Assignment 

3. CCFO / Simulated Case Studies

4. Portfolio of Natural Occurring Evidence

5. Final Summative Assessment 

(Update above list to reflect actual portfolio activities)
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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


The following assessment strategy is applicable to this qualification for Provision based assessment Purposes: 
Insert assessment strategy from alignment matrix or Master Assessment Guide 

4.4
RPL Assessment 

This qualification has an RPL option available for learners that have previously been in the (insert name) business, and who do not wish to attend all training sessions. 

As RPL is based primarily on historical evidence, the option of RPL assessment is available on assumption that the learner has met the minimum literacy and numeracy requirements, preferably holds a senior certificate (insert qualification entry requirement)  and has spent time in the (Insert industry)  environment. 

You may apply for RPL against any of the Learning Units, whether in the Fundamental or Core / Elective component. The RPL options is based on the same structure as this learning programme – your application will therefore be based on all the unit standards in the Learning Unit area (i.e. 1.1 or 1.2, 2.1 or 2.2, 3.1 or 3.2(update module numbers to reflect qualification) as per the Roll-Out Strategy discussed earlier)

4.5.
Professional Registration
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	Learner Tip:

State the industry professional registration if applicable to this qualification. Delet if not applicable. 


5.
Learner Administration 
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	Learner Tip:

Please refer to the last section of this Orientation Guide for the learner administration that needs to be completed – this is essential in your registration as a learner for the Real Estate Qualification with Services SETA.


The learner administration which must be completed and submitted are as follows: 

1. Learner Registration Form

2. Submission of certified ID copy 

3. Provision and Assessment Contract 

6.
Conclusion  

You are now ready to start your training on the (insert name), Level X qualification which will enable you to follow a career in (insert industry). 

Please refer to the qualification description in the next section for further details on your qualification. 

(Insert NLRD & Qualification Name)

Insert a copy of the qualification description document from the SAQA web-site. Make sure the correct electives are included, and surplus removed. 

Candidate Administration 

1.
Learner Registration Form 
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	Learner Note:

Please complete the Learner Registration Form in the next section, and hand it back to your Facilitator. Use the Key table provided to complete the registration form correctly and accurately.


2.
Candidate Identification Document (ID) Copy
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	Learner Note:

Please attach a certified copy of your Identity Document (ID) to the Learner 

Registration Form in the next section.  


3.
Provision and Assessment Contract 
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	Learner Note:

Please complete the Provision and Assessment Contract provided in the section hereafter and hand it back to your Facilitator.   
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Learner Registration and SAQA Coding Form  

	No
	Field
	Description
	Information

	
	Personal Details 

	1
	Learner Surname
	
	

	2
	Full Names 
	
	

	3
	Learner Title
	Mr, Ms, Mrs, Dr, Prof. 
	

	4
	ID Number
	RSA ID. If not, Complete next line
	

	5
	Alternative ID 
	Only complete if no RSA ID available.

Indicate type of alternative ID 
	

	6
	Date of Birth
	Insert date of birth
	

	7
	Gender
	Male – M, Female – F, Other – O 
	

	8
	Equity
	Black African – BA, Black Indian Asian – BI, Black Coloured – BC, White – W, Other – O (specify)
	

	9
	Socio Economic Status
	Employed, unemployed, student
	

	10
	Disability Status
	None, hearing / sight / speech / movement, other (specify)
	

	11
	Geographic Area
	List geographic area that you live in, i.e. Gauteng, Kwa Zulu Natal, Eastern Cape, Western Cape, Northern Cape, Limpopo, Polokwane, Free State, North West, Mpumalanga, Northern Province, Outside SA
	


	
	Contact Details

	12
	Physical Address
	State physical address
	

	13
	Postal Address
	State PO Box, or address where mail is received
	Postal Code: 



	14
	Home Phone Number 
	One of the following contact details (number 12 – 16 is mandatory to complete
	

	15
	Business Phone Number 
	
	

	16
	Cell Phone Number
	
	

	17
	Fax Number
	
	

	18
	Email
	
	

	
	Educational Details 

	19
	Highest Education
	Overview of qualifications completed
	

	20
	Current Occupation
	State current or last occupation, if unemployed. 
	

	21
	Experience
	Overview of experience in years and fields / areas 


	

	22
	Years in Occupation
	State years in last occupation
	


	
	Programme Details 

	23
	Name of Learning Programme 
	Full name of programme, i.e. National Certificate in …
	(insert information required)

	24
	Registration Number of Programme 
	NLRD number 
	(insert information required)

	25
	NQF Level of programme
	State NQF Level 
	(insert information required)

	26
	Type of learning programme
	Qualification, learnership, skills programme, learning programme 
	(insert information required)

	
	Unit Standard Details 

	27
	Unit Standards 
	List NLRD numbers and names of unit standards in programme. 
	(insert information required)


	Alternative ID type
	Equity code
	Nationality code
	Citizen/residence status

	521 SAQA member ID

527 Passport No

529 Driver’s licence

531 Temporary ID no 

533 None

535 Unknown

537 Student no

538 Work permit no

539 Employee no

540 Birth certificate no

541 Human Sciences Research Council register no

561 ETQA record no
	BA  Black: African

BC  Black : Coloured 

BI  Black : Indian / Asian

U  Unknown

WH  White


	U  Unspecified

SA  South African

SDC  SADC except SA (i.e. Nam to ZAI)

NAM  Namibia

BOT  Botswana

ZIM Zimbabwe

ANG  Angola

MOZ  Mozambique

LES  Lesotho

SWA  Swaziland

MAL  Malawi

ZAM  Zambia

MAU Mauritius

TAN  Tanzania
	SEY  Seychelles

ZAI  Zaire

ROA  rest of Africa

EUR  European countries

AIS  Asian countries

NOR  North American countries

SOU  Central & South American countries

AUS  Australia & New Zealand

OOC  Other and rest of Oceania

NOT  N/A:  Institution
	U  Unknown

SA South Africa

O  Other

D  Dual (SA plus other)

	
	
	
	
	Gender Code

	
	
	
	
	M Male

F Female



	Home language code
	Province code
	Disability status
	Socioeconomic Status

	ENG  English

AFR   Afrikaans

OTH  Other

SEP   sePedi

SES   seSotho

SET   seTswana

SWA  siSwati

TSH   tshiVenda

U       Unknown

XHO   isiXhosa

XIT   xiTsonga

ZUL   isiZulu

NDE   siNdebele
	0 Undefined

1 Western Cape

2 Eastern Cape

3 Northern Cape

4 Free State

5 Kwazulu-Natal

6 North West 

7 Gauteng

8 Mpumalanga

9 Limpopo
	N  None

01 Sight (even with glasses)

02  Hearing (even with hearing aid)

03 Communication (talking, listening)

04 Physical (moving, standing, grasping)

05 Intellectual (difficulties in learning); retardation

06 Emotional (behavioural or psychological)

07 Multiple

09 Disabled but unspecified

U  Unknown
	U  Unspecified

01 Employed

02 Unemployed

03 Not working – not looking for work

04 Not working – housewife/homemaker

06 Not working – scholar/full time student

07 Not working – pensioner/retired person

08 Not working – disabled person

09 Not working – not wishing to work

10 Not working – none of the above

97 N/A : Aged < 15

98 N/A : Institution


SGB’s





SAQA





NQF





DoL





SETA’s





DoE





ETQA’s








� �HYPERLINK "http://www.saqa.org.za"�www.saqa.org.za� Policy FETC


� 20 credits in English, 20 credits in Afrikaans


� 20 credits Afrikaans
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