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	CANDIDATE DETAILS

	
LEARNER NAME(S):
	

	LEARNER SURNAME:
	

	ID NUMBER:
	

	NAME OF ASSESSOR:
	

	DATE OF ASSESSMENT:
	

	VENUE:
	

	
	ACHIEVED
	NOT ACHIEVED

	KNOWLEDGE:
	
	

	SKILLS:
	
	

	Signature of Learner:
	Signature of Assessor:

	
	

	ASSESSMENT PLAN

	ASSESSMENT DETAILS:

	DATE OF ASSESSMENT:
	Option 1
	Option 2
	Option 3

	
	
	
	

	TIME OF ASSESSMENT:
	Start:
	
	End:
	

	Venue:
	
	Contact Person:
	

	LANGUAGE MEDIUM:
	ENGLISH

	METHOD OF ASSESSMENT 

	OBSERVATION
	ORAL
	WRITTEN

	SIMULATION
	
	KNOWLEDGE TEST
	
	KNOWLEDGE TEST
	X

	PRODUCT
	
	INTERVIEW
	
	
	

	


	
	
	
	
	

	


	
	
	
	
	

	PRE-ASSESSMENT MEETING CHECKLIST


	ACTION:
	YES/NO:
	COMMENTS:

	Set learner at ease; be friendly, polite and professional.
	

	

	Explain to the learner and agree on the following issues:
1. The unit standard that will be assessed
2. Date, time, venue and process to be followed during the assessment
3. Summative assessment tools to be used for the assessment
4. The assessment plan
5. Purpose of assessment
	
	

	Explain to the learner and agree on the role of all involved during the assessment process.
	
	

	Identify possible barriers and or disabilities of the learner.
	

	

	Explain the meaning and application of RPL.
	

	

	Explain, discuss and provide one complete set of the Appeals process documentation.
	
	

	Explain to the learner when final results will be available and how feedback will be provided.
	
	

	Discuss previous assessment results, if applicable.
	

	

	
I, ______________________________________________________ (initials and surname of learner), 
DECLARE THE FOLLOWING:
A copy of the module has been given to me prior to this meeting. I know I will be assessed against the criteria, which have been set to the applicable module. The criteria have been discussed with me, and the procedures and purpose of the assessment has been clearly explained to me.

I am well aware of the venue, date and time that I will be assessed. I consider the period of time given to me to prepare myself for the assessment to be fair.

I understand clearly that I have the right to appeal against any decision made by the assessor during the assessment of the evidence provided by me, and that I have free access to the appeals procedures attached to this assessment pack. I understand that I have the right to be accompanied by another person during all procedures.

	
	


	Signature of Learner
	Date



	ASSESSMENT PACK

	Please complete the following sections (A and B) before commencing with this assessment. The moderator of this assessment will complete section C.

	Section A:     LEARNER INFORMATION

	Name:
	

	Surname:
	

	Contact Details:
	

	Apprenticeship Agreement no:
	

	Company:
	

	Site:
	
	Date:
	

	ID
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Section B:     ASSESSOR INFORMATION

	Name:
	

	Surname:
	

	Contact Details:
	

	Assessor No:
	

	Provider No:
	

	Site:
	
	Date:
	

	ID
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Section C:     MODERATOR INFORMATION

	Name:
	

	Surname:
	

	Contact Details:
	

	Moderator No:
	

	Provider No:
	

	Site:
	
	Date:
	

	ID
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	RESULTS:

	

	

	



	
SESSION 1: Resolve Computer User`s Problems

	Learning outcomes

	Work on the following tasks, gathering evidence and attaching all documentation used. Be as practical as possible and use current and past projects to answer the questions asked.

You are required to resolve computer user`s problems in your organisation or any organisation of choice. After the completion of the assessment process you will be able to:
· Receive computer user`s problems.

· Investigate computer users’ problems.

· Implement solutions to computer user`s problems.

· Close resolved computer user`s problems.

· Forward unresolved computer user`s problems to appropriate area

Note:
In order to achieve the objectives listed above, 
· Complete the following tasks and attach all relevant evidence in your POE guide



	Activity
	Activity Description
	Marks 

	1
	1. A scenario where you receive at least ten (10) computer user’s problems telephonically. Be professional, sympathetic, confident and apply the code of conduct when speaking to users. Present your findings in report format and ensure that the request received
· Identifies the users and their terms of support 
· Records sufficient information about the problem to begin an investigation. This should include; 
· Date problem occurred
· Circumstances when it occurred
· Symptoms
· Is assigned a timeframe and priority to the problem. Follow organisation standards and the terms of the support agreement for each user. 

	50



________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	Activity
	Activity Description
	Marks 

	2
	Determine response procedure for each request
	10



__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	Activity
	Activity Description
	Marks 

	3
	Determine and record timeframe for completion of job.                                              
	5




__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	SESSION 2: Resolve Computer User`s Problems

	Learning Outcomes

	· The demonstration explains safety measure for different types of fires and which applies to computer environments. 
· The demonstration covers potential hazards and safety procedures relating to the computer environment.
· The demonstration covers Electrostatic Discharge (ESD) and precautions for it.



	[bookmark: _Hlk132811785]Activity
	Activity Description
	Marks 

	4
	Estimated costs involved
	5


________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	Activity
	Activity Description
	Marks 

	7
	Compile detailed reports of each problem you were able to resolve and how you resolved it.
	30


_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Activity
	Activity Description
	Marks 

	9
	Compile detailed reports of each problem you were not able to resolve.                         
	10


__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


	NAME: ……………………………………….
COMPANY…………………………………..
ID……………………………………………..


	EVALUATION CHECKLIST
DATE:

TIME: 

TASK: 1, 2 and 3 

	EVALUATION CRITERIONS
	MET REQUIREMENTS
	DID NOT MEET REQUIREMENTS
	COMMENTS OR ACTION REQUIRED

	TASK 1

	
	
	

	RECEIVING COMPUTER USER'S PROBLEMS
	
	
	

	Was the learner able to to ensure that the request received identifies the users and their terms of support?
	
	
	

	Was the learner able to record sufficient information about the problem to begin an investigation?
	
	
	

	Was the learner able to professional when interacting with each user?
	
	
	

	Was the learner able to sympathetic when interacting with each user?
	
	
	

	Was the learner confident when interacting with each user?
	
	
	

	Was the learner able to apply the code of conduct when interacting with the users?
	
	
	

	Was the learner able to follow organisation standards and the terms of the support agreement for each user? 
	
	
	

	TASK 2

	
	
	

	CONDUCTING INVESTIGATION 
	
	
	

	Was the learner able to conduct an investigation of the use of computer technology in the organisation?
	
	
	

	Was the learner able to advise users of progress in terms of timeframe for resolution?
	
	
	

	Was the leaner able to advise third parties of the outcome of investigation?
	
	
	

	TASK 3

	
	
	

	IMPLEMENTING SOLUTIONS 
	
	
	

	Was the learner able to implement solutions to computer users’ problems?
	
	
	

	Was the learner able to ensure that the implementation uses reference data sources to identify known solutions to known problems?
	
	
	

	Was the learner able to ensure that the implementation ensures that the user's system is returned as soon as possible?
	
	
	

	Was the learner able to ensure that the implementation minimise disruption to user?
	
	
	

	Was the learner able to design solutions for any new problems identified?
	
	
	

	Was the learner able to provide contingency in case of failure?
	
	
	

	Was the learner able to ensure that the implementation monitors progress of a solution so that users may be advised of progress according to the terms of their support agreement?
	
	
	

	General comments













	Name of supervisor

	Date
	Signature
















	ASSESSMENT FEEDBACK REPORT

	FACILITATOR FEEDBACK & REMARKS:

	

	ASSESSMENT JUDGEMENT
	(Please Mark Relevant)

	Learner’s Total Mark:
	
	Requirements met:
	YES / NO

	Action/s required:


By when:

	LEARNER FEEDBACK & COMMENTS

	



	DECLARATION BY THE FACILITATOR

	
I, ___________________________________ hereby certify that I have examined the learner workbook and I am satisfied with the evidence provided by the learner.

	DECLARATION BY LEARNER

	
I, ____________________________________ declare that I am satisfied that the feedback given to me by the Facilitator was relevant, sufficient and done in a constructive manner.
I accept the assessment judgment and have no further questions relating to this particular assessment event.

	Learner Signature:
	Date:
	Facilitator Signature:
	Date:

	

	
	
	

	DECLARATION BY THE ASSESSOR

	
I, _____________________________________ hereby certify that I have examined the learner workbook and I am satisfied with the Facilitator Judgment of this assessment.

	Assessor Signature:
	Date:
	Moderator Signature:
	Date:

	

	
	
	




Page 9 of 12
 SUMMATIVE ASSESSMENT 
-(US 14919)
                                                                                                                                                                                                                                 REV 1.0
Clean Heat Academy (Pty) Ltd   I   Co Reg: 2013/143190/07   I   Tax No: 9202597184   I   Vat No: 4660264773
778 Lanseria Corporate Estate, Cnr Pelindaba (R512) & Amelia Roads, Lanseria, 1739
Tel: 011 708 6158 
image1.png
CH

Academy

Be part of the knowledge




