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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 TECHNICAL COMPUTER PROBLEMS

	Learning outcomes

	You are required to resolve technical computer problems at your organisation or any organisation of your choice. After the completion of the assessment process you will be able to:
· Troubleshoot technical computer problems, identifying possible course of action

· Provide solutions to technical computer problems, including time estimates, cost and resources needed.

· Maintain information logs of problems identified
Note:
In order to achieve the objectives listed above, 

· Select an organisation that uses computers on a daily basis like a Tele- centre. The organisation should have an IT department or technical support unit.
· Complete the following tasks and attach all relevant evidence in your POE guide



	Activity
	Activity Description
	Marks 

	1
	1. Troubleshoot technical computer problem in your organisation. Ensure that the troubleshooting;
· Verifies the reported hardware and software problems/ symptoms and identifies any further symptoms/problems. 

· Uses the following information sources to identify known problems:
· supplier staff
· fault database
· reference manuals. 
· Technical support staff.

· Use industry recommended procedures like problem isolation techniques to identify the cause of the problem. 
· Results in undiagnosed problems to be forwarded to technical expert support staff for assistance. 

	30



________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	Activity
	Activity Description
	Marks 

	2
	1. Document all the undiagnosed problems.  Attach a copy in your POE guide and forward a copy to technical expert support stuff for assistance
	10



__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	Activity
	Activity Description
	Marks 

	3
	1. Provide solutions to at least five- fifteen (5-15 depending on the seriousness of the problem) technical computer problems you identified in Task 1 above. This task should be completed in the presence of your supervisor where necessary. The supervisor should write a report confirming the effectiveness of each solution. Present your solutions in report format and ensure that your report;
· Documents the problem

· Recommends one suitable core solution and at least one alternative solutions

· Justifies the selection of a solution in terms of cost benefit analysis 
· Includes a plan for implementing the solution showing time estimates, resources required and specifies milestones
	60




__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	[bookmark: _Hlk132811785]Activity
	Activity Description
	Marks 

	4
	1. Capture technical computer problems and solutions from Sections 1 and 2 in a fault database. Attach evidence (printouts and log sheets/records as source documents) in your POE guide.                                                                                                 
	20


________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	Activity
	Activity Description
	Marks 

	5
	1. Analyse your logs to identify sources for,
· Occurrence volumes for problems and solution. 
New information and trends for future reference. Present your findings in report format.  Attach a copy of your report in the POE guide
	15


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


	EVALUATION CHECKLIST
DATE:

TIME: 

TASK:  1

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

	TASK 1

	
	
	

	TROUBLESHOOTING TECHNICAL COMPUTER PROBLEMS
	
	
	

	Was the learner able to troubleshoot technical computer problems?
	
	
	

	Was the learner able to follow manufacturer’s troubleshooting guidelines?
	
	
	

	Was the learner able to ensure that the troubleshooting verifies the reported hardware and software problems/ symptoms and identifies any further symptoms/problems?
	
	
	

	Was the learner able to ensure that the troubleshooting uses relevant information sources to identify known problems?
	
	
	

	Was the learner able to use industry recommended procedures like problem isolation techniques to identify the cause of the problem? 
	
	
	

	Was the learner able to ensure the troubleshooting results in undiagnosed problems to be forwarded to technical expert support staff for assistance?
	
	
	

	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:
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