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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:

	

	

	














            SECTION A

	    
  1
	Give examples of short, medium and long sentences
	       3    



 
	















	        2
	Add linking devices in the paragraph below:

Our state’s correctional system is plagued with problems. (a) _________, (example) high officials increase their personal wealth by awarding building and catering contracts to disreputable companies in return for bribes. (b) ___________, (addition) promotions within the system are made on the basis of politics, not merit. (c) __________, the system is filled __________ (result) with people at the top who know little about what they are doing. (d) __________, (addition) careless security measures, allowing trusted inmates to control certain operations of the institution, are part of the growing problem. But one increasing tendency in particular is doing harm to the system’s image and efficiency. This is the tendency of officials who are charged with important tasks and who make faulty decisions to cover up their mistakes. (e) __________, one would think that amid all the strife some effort (f) __________ (conclusion) would be made to rectify these problems, but a seemingly dogged determination to resist change overshadows the system.

	       6    



 





	











	
	        3
	I. List any 5 examples of offensive words.							
II. Simplify the following complex wording.							
· For the reason that
· In view of the fact that	
· Affording us the opportunity	
Enclosed herewith please
	      3


      4


 





	














	  Section B
         1
	Assume you have been asked to write a speech of own choice to a group of audience. Examples can be: 
· Effects of smoking on teenagers;
·  The impact of unemployment in my community.

 Use the following questions as guidelines,
I. Define the purpose and the target audience for your speech.
II. Write the report (attach it in your POE). Ensure that;
· Grammar, diction, and sentence and paragraph structure are controlled.
· there is logical sequencing of ideas and overall unity
· Potentially offensive language is identified and removed.
· That your arguments are supported with sound reasons and your writing reflects a clear point of view and shows logical development.
· Paragraphs conventions, including links between paragraphs in texts, promotes coherence and cohesion in writing.
· The overall structure of the speech is controlled and the conclusion is clearly formulated. 
The is clear demonstration of research skills basing on the way in which data and information is identified, located and selected for inclusion in the final text.	
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	        2
	Draft a detailed report on a training workshop that you attended in the past.
I. Define the audience and purpose of the report.
II. The report must cover the following:
· Objectives of the workshop.
· Duration 
· Main highlights of the workshop
· Lessons learned
· Challenges 
· Recommendations.

NB: Write the report ensure that;
· Grammar, diction, and sentence and paragraph structure are controlled
There is logical sequencing of ideas and overall unity		
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	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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