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	PURPOSE OF THE UNIT STANDARD 


	This Unit Standard is intended for persons who support, or seek to support, skills development facilitation. The Unit Standard will be especially useful to human resource development officers who plan to take on skills development facilitation roles. 

Persons credited with this Unit Standard are able to: 


  collate and store data related to skills development 

  provide information related to skills development 

  contribute to the improvement of systems and procedures related to processing skills development data. 


	LEARNING ASSUMED TO BE IN PLACE 


	It is assumed that people starting to learn towards this Standard are competent in: 


  Communication at NQF level 3 

  Computer Literacy at NQF Level 3. 


	UNIT STANDARD RANGE 


	For the purposes of assessment against this Unit Standard, candidates may demonstrate the ability to apply the Specific Outcomes to a small to medium organisation, or a department within a large organisation. 


	UNIT STANDARD OUTCOME HEADER 


	N/A 


	Specific Outcomes and Assessment Criteria: 


	SPECIFIC OUTCOME 1 


	Collate and store data related to skills development. 


	OUTCOME RANGE 


	Data includes all information related to targets and achievements of skills development interventions identified in the organisation`s workplace or sector skills plan (e.g. number of learners per learnership or skills programme and other skills development programmes, budgeted and actual costs). 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. Data is obtained from valid sources. 


	ASSESSMENT CRITERION RANGE 


	Sources includes but is not limited to approved sector skills plans, workplace skills plans, individual skills plans, provider reports, impact reports and financial reports.
 


	ASSESSMENT CRITERION 2 


	2. The data is verified for accuracy. 


	ASSESSMENT CRITERION 3 


	3. Data is recorded and captured accurately within pre-determined timeframes according to organisational policies and procedures. 


	ASSESSMENT CRITERION 4 


	4. The data is updated accurately. 


	ASSESSMENT CRITERION 5 


	5. Problems experienced in the collation and storage of data are resolved directly, or referred to relevant persons with the required competency and/or authority. 


	SPECIFIC OUTCOME 2 


	Provide information related to skills development. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. The purpose, nature and scope of the request to retrieve and present information are accurately established and interpreted correctly. 


	ASSESSMENT CRITERION 2 


	2. Requests that fall outside the defined responsibilities or authority of the candidate are referred to the appropriate person. 


	ASSESSMENT CRITERION 3 


	3. The information is retrieved and provided in the form and manner appropriate to the needs of the recipient. 


	ASSESSMENT CRITERION 4 


	4. The information is presented in a manner that demonstrates respect for the individuals about whom information is given. 


	ASSESSMENT CRITERION 5 


	5. The information provided is accurate, current and relevant. 


	ASSESSMENT CRITERION 6 


	6. The information is provided in sufficient detail to allow parties to make informed decisions related to the purpose for which the data has been retrieved. 


	ASSESSMENT CRITERION 7 


	7. The information is provided in a manner that is consistent with organisational policy and procedures. 


	ASSESSMENT CRITERION 8 


	8. Confidentiality is maintained according to organisational policies and procedures. 


	SPECIFIC OUTCOME 3 


	Contribute to the improvement of systems and procedures related to processing skills. 


	OUTCOME NOTES 


	Contribute to the improvement of systems and procedures related to processing skills development data. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. Problems related to the processing of skills development data are identified and solutions are arrived at for their solution 


	ASSESSMENT CRITERION 2 


	2. Recommendations are made to relevant people to improve systems and procedures 


	ASSESSMENT CRITERION 3 


	3. Organisational constraints are taken into account when making the recommendations. 


	UNIT STANDARD ACCREDITATION AND MODERATION OPTIONS 


	1. Anyone assessing a learner against this Unit Standard must be registered as an assessor with a relevant Education and Training Quality Assurance Body (ETQA) for this Unit Standard, or with an ETQA that has a Memorandum of Understanding with the relevant ETQA. 
2. Any institution offering learning that will enable achievement of this Unit Standard or will assess this Unit Standard must be accredited as a provider with the relevant ETQA. 
3. Moderation of assessment will be overseen by the relevant ETQA according to the moderation guidelines in the relevant qualification and the agreed accredited ETQA procedures. 
4. Therefore, anyone wishing to be assessed against this Unit Standard may apply to be assessed by any assessment agency, assessor or provider institution that is accredited by the relevnt ETQA. 


	UNIT STANDARD ESSENTIAL EMBEDDED KNOWLEDGE 


	  Legislation and regulations related to skills development information (including the National Learner Record Database (NLRD) and principles of confidentiality) 


  Indicators of the impact of skills development programmes on the organisation 


  Organisational plans, policies and procedures related to skills development 


  Requirements of the relevant Sector Education and Training Authority with regard to reporting on skills development. 


	UNIT STANDARD DEVELOPMENTAL OUTCOME 


	N/A 


	UNIT STANDARD LINKAGES 


	N/A 


	Critical Cross-field Outcomes (CCFO): 


	UNIT STANDARD CCFO IDENTIFYING 


	Identify and solve problems by using critical and creative thinking by, e.g., 


  Identifying problems and solutions according to assessment criterion 1.5: 
Problems experienced in the collation and storage of data are resolved directly, or referred to relevant persons with the required competency and/or authority and the assessment criteria of Specific Outcome 3: 
Contribute to the improvement of systems and procedures related to processing skills development data. 


	UNIT STANDARD CCFO ORGANIZING 


	Organise and manage oneself and one`s activities by, e.g. 


  Planning to collate relevant skills development data according to the Assessment criteria set for Specific Outcome 1: Collate and store data related to skills development 


	UNIT STANDARD CCFO COLLECTING 


	Collect, analyse, organise and critically evaluate information by, e.g., 


  collating and processing relevant human resources data in accordance with the Assessment criteria set for Specific Outcome 1: 
Collate and store data related to skills development 


	UNIT STANDARD CCFO COMMUNICATING 


	Communicate effectively by, e.g., 


  providing data according to Assessment criteria set for Specific Outcome 2: 
Provide information related to skills development 


	UNIT STANDARD CCFO SCIENCE 


	Use science and technology effectively and critically, e.g., 


  calculating costs incurred by the implementation of skills development programmes. 


	UNIT STANDARD ASSESSOR CRITERIA 


	N/A 


	UNIT STANDARD NOTES 


	N/A 
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	PURPOSE OF THE UNIT STANDARD 


	This Unit Standard will be useful to people who oversee or manage education, training and skills development within organisations according to agreed development plans. The Unit Standard will be especially useful to skills development facilitators, training managers and human resource development practitioners. 

People credited with this Unit Standard are able to: 

  identify and prioritise learners` learning requirements 

  plan and organise learning interventions 

  coordinate learning interventions 

  review and report on learning interventions. 


	LEARNING ASSUMED TO BE IN PLACE 


	It is assumed that people starting to learn towards this standard are competent in Communication at NQF Level 4. 


	UNIT STANDARD RANGE 


	For the purposes of this Unit Standard, it is sufficient for the candidate to coordinate education, training and skills development within a small to medium organisation, or for a department of a large organisation. 

The learner should have access to an organisational training and development plan. 


	UNIT STANDARD OUTCOME HEADER 


	N/A 


	Specific Outcomes and Assessment Criteria: 


	SPECIFIC OUTCOME 1 


	Identify and prioritise learners` learning requirements. 


	OUTCOME RANGE 


	From supplied training and development plans or learning needs analyses. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. Learning requirements are identified and defined in outcome terms at individual and group level. 


	ASSESSMENT CRITERION 2 


	2. Justifications for learning programmes are provided in terms of available needs analyses. 


	ASSESSMENT CRITERION 3 


	3. Learning outcomes are confirmed with relevant stakeholders. 


	ASSESSMENT CRITERION 4 


	4. Priorities are established using agreed criteria and policies. 


	ASSESSMENT CRITERION 5 


	5. Decisions are consistent with learner and organisational needs and take into account costs versus benefits. 


	ASSESSMENT CRITERION 6 


	6. Prioritisation is matched with available resources, including budget, facilities, personnel and learning opportunities. 


	SPECIFIC OUTCOME 2 


	Plan and organise learning interventions. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. Individuals and organisations are assisted to identify and consider options for implementation of education, training and development plans. 


	ASSESSMENT CRITERION 2 


	2. The selection of providers ensures a suitable match between identified needs of the learner/s and the availability, experience, expertise, resources and delivery style of the providers. 


	ASSESSMENT CRITERION 3 


	3. Selection of provider/s and learners allows identified learning requirements to be met within available resources and according to established priorities. 


	ASSESSMENT CRITERION 4 


	4. Plans take into account the culture of the organisation and lessons learnt from other interventions. 


	ASSESSMENT CRITERION 5 


	5. Location, facilities and equipment support learning requirements and are ensured to be ready and available. 


	ASSESSMENT CRITERION 6 


	6. Interventions are promoted, grouped and scheduled to accommodate stakeholder requirements and learner availability. 


	SPECIFIC OUTCOME 3 


	Coordinate learning interventions. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. Coordination activities are carried out according to the plan. 


	ASSESSMENT CRITERION 2 


	2. Communication is maintained between involved parties in such a way as to maximise efficiency. 


	ASSESSMENT CRITERION 3 


	3. Implementation difficulties are addressed through appropriate mechanisms. 


	ASSESSMENT CRITERION 4 


	4. Records are maintained to reveal the progress of learning interventions. 


	SPECIFIC OUTCOME 4 


	Review and report on learning interventions. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. Reviews provide information on the strengths and weaknesses of the learning interventions. 


	ASSESSMENT CRITERION 2 


	2. Recommendations made have the potential to improve the planning and implementation of future learning interventions. 


	ASSESSMENT CRITERION 3 


	3. Outcomes are reviewed for conformity with identified needs so as to define and determine successes and discrepancies. 


	ASSESSMENT CRITERION 4 


	4. Learning data is recorded in accordance with quality management requirements for format and content. 


	ASSESSMENT CRITERION RANGE 


	Data can include but are not limited to attendance, learner achievements, evaluation results and feedback from stakeholders
 


	UNIT STANDARD ACCREDITATION AND MODERATION OPTIONS 


	1. Anyone assessing a learner against this Unit Standard must be registered as an assessor with the relevant Education and Training Quality Assurance Body (ETQA), or an ETQA that has a Memorandum of Understanding with the relevant ETQA. 
2. Any institution offering learning that will enable achievement of this Unit Standard or will assess this Unit Standard must be accredited as a provider with the relevant ETQA. 
3. Moderation of assessment will be overseen by the relevant ETQA according to the moderation guidelines in the relevant qualification and the agreed accredited ETQA procedures. 
4. Therefore, anyone wishing to be assessed against this Unit Standard may apply to be assessed by any assessment agency, assessor or provider institution that is accredited by the accredited ETQA. 


	UNIT STANDARD ESSENTIAL EMBEDDED KNOWLEDGE 


	  A variety of learning methodologies. 

  Methods of gathering, analysing and recording data 

  Key mechanisms for training and developing people. 


	UNIT STANDARD DEVELOPMENTAL OUTCOME 


	N/A 


	UNIT STANDARD LINKAGES 


	N/A 


	Critical Cross-field Outcomes (CCFO): 


	UNIT STANDARD CCFO IDENTIFYING 


	  Identify and solve problems: 
This outcome will be demonstrated during the planning stage as well as when coordinating activities. 


	UNIT STANDARD CCFO WORKING 


	  Work effectively with others and in teams 
This outcome will be demonstrated when coordinating the various activities. 


	UNIT STANDARD CCFO ORGANIZING 


	  Organise and manage oneself and one`s activities responsibly and effectively 
This Unit Standard requires high levels of self-management and organisation. 


	UNIT STANDARD CCFO COLLECTING 


	  Collect, analyse, organise and critically evaluate information 
The standard addresses this outcome throughout the learning. 

	


	UNIT STANDARD CCFO COMMUNICATING 


	  Communicate effectively using visual, mathematical and/or language skills 
Communication will be demonstrated mainly during the coordination of activities. 


	UNIT STANDARD ASSESSOR CRITERIA 


	N/A 


	UNIT STANDARD NOTES 


	N/A 
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	PURPOSE OF THE UNIT STANDARD 


	This Unit Standard will be useful to people who are involved in planning, managing and/or implementing training and development within organisations. The Unit Standard will be especially useful to skills development facilitators, training managers and human resource development practitioners. 

People credited with this Unit Standard are able to: 

  investigate and analyse the status of the learning culture within the organisation 

  develop strategies for the promotion of a learning culture within the organisation 

  implement strategies to promote a learning culture. 


	LEARNING ASSUMED TO BE IN PLACE 


	It is assumed that people starting to learn towards this Unit Standard are competent in Communication at NQF Level 4. 


	UNIT STANDARD RANGE 


	A "learning culture" refers to an environment and attitude in which learning and assessment is encouraged and rewarded, learning and assessment opportunities are provided and supported across the organisation, participation is voluntary and at high levels, learning is clearly linked to organisational goals and individual aspirations and learning and assessment is supported by quality policies and procedures. 
For the purposes of assessment against this Unit Standard, candidates may demonstrate the ability to apply the Specific Outcomes for a small to medium organisation, or a department within a large organisation. 


	UNIT STANDARD OUTCOME HEADER 


	N/A 


	Specific Outcomes and Assessment Criteria: 


	SPECIFIC OUTCOME 1 


	Investigate and analyse the status of the learning culture within the organisation. 


	OUTCOME RANGE 


	The analysis to be based on information derived from training and development plans, reports, interviews and observation. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. Information is gathered from relevant and representative sources. The range of sources utilised is sufficient to confirm the accuracy and validity of the information across the full spectrum of the organisation. 


	ASSESSMENT CRITERION 2 


	2. The analysis defines the extent to which learning is needed within the organisation across levels of work and/or functional work areas. 


	ASSESSMENT CRITERION 3 


	3. The analysis identifies the status of learning and the learning culture in terms of quantitative and qualitative indicators. 


	ASSESSMENT CRITERION RANGE 


	Quantitative indicators include proportion of active learners to the total personnel, proportion of active learning in relation to identified needs, proportions of active learners across levels of work and/or functional areas. 
Qualitative indicators include perceptions of different categories of personnel in terms of the value, relevance and effectiveness of learning in general and the learning opportunities provided.
 


	ASSESSMENT CRITERION 4 


	4. The analysis identifies possible explanations for the current status of the learning culture, whether positive or negative, in terms of historical trends, current influences and future prospects. 


	ASSESSMENT CRITERION 5 


	5. The analysis identifies the potential contribution of learning and development to the attainment of organisational and individual goals. 


	SPECIFIC OUTCOME 2 


	Develop strategies for the promotion of a learning culture within the organisation. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. Objectives of the promotion strategies are defined in measurable and time bound terms. 


	ASSESSMENT CRITERION 2 


	2. The strategies are sustainable and are defined in terms of key actions, methods, required resources, target audience, timing of actions and potential constraints. 


	ASSESSMENT CRITERION 3 


	3. Strategies are relevant to the needs of the organisation and individuals, and address issues identified in the analysis. 


	ASSESSMENT CRITERION 4 


	4. Strategies cater for various categories of people and learning needs. 


	ASSESSMENT CRITERION 5 


	5. Details are provided of the costs associated with promotion activities. The costs are justified by the identified benefits. 


	ASSESSMENT CRITERION 6 


	6. The strategies are put to stakeholders with supporting arguments for their adoption. 


	SPECIFIC OUTCOME 3 


	Implement strategies to promote a learning culture. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. Learning and development opportunities are promoted throughout the organisation according to the planned strategies. 


	ASSESSMENT CRITERION 2 


	2. Promotion activities emphasise the benefits of learning and development to individuals and the organisation. 


	ASSESSMENT CRITERION 3 


	3. The promotion facilitates clear understanding of the learning and development needs of the organisation and individuals. 


	ASSESSMENT CRITERION 4 


	4. Promotion of learning is aligned with current skills profiles of individuals, organisation and transformation needs. 


	ASSESSMENT CRITERION 5 


	5. Promotion activities are sustained according to the planned strategies. 


	ASSESSMENT CRITERION 6 


	6. The impact of promotional strategies is evaluated against pre-determined objectives and appropriate changes are implemented as needed. 


	UNIT STANDARD ACCREDITATION AND MODERATION OPTIONS 


	1. Anyone assessing a learner against this Unit Standard must be registered as an assessor with the relevant Education and Training Quality Assurance Body (ETQA), or an ETQA that has a Memorandum of Understanding with the relevant ETQA. 
2. Any institution offering learning that will enable achievement of this Unit Standard or will assess this Unit Standard must be accredited as a provider with the relevant ETQA. 
3. Moderation of assessment will be overseen by the relevant ETQA according to the moderation guidelines in the relevant qualification and the agreed relevant ETQA procedures. 
4. Therefore, anyone wishing to be assessed against this Unit Standard may apply to be assessed by any assessment agency, assessor or provider institution that is accredited by the relevant ETQA. 


	UNIT STANDARD ESSENTIAL EMBEDDED KNOWLEDGE 


	The following essential embedded knowledge will be assessed through assessment of the Specific outcomes in terms of the stipulated assessment criteria. . 

  Methods of gathering, analysing and recording data 

  Promotional mechanisms. 


	UNIT STANDARD DEVELOPMENTAL OUTCOME 


	N/A 


	UNIT STANDARD LINKAGES 


	N/A 


	Critical Cross-field Outcomes (CCFO): 


	UNIT STANDARD CCFO IDENTIFYING 


	Identify and solve problems: 
This outcome will be demonstrated during the planning stage as well as when conducting the analysis. 


	UNIT STANDARD CCFO WORKING 


	Work effectively with others and in teams 
This outcome will be demonstrated when conducting the analysis using group processes. 


	UNIT STANDARD CCFO ORGANIZING 


	Organise and manage oneself and one`s activities responsibly and effectively 
This Unit Standard requires high levels of self-management and organisation. 


	UNIT STANDARD CCFO COLLECTING 


	Collect, analyse, organise and critically evaluate information 
This outcome will be addressed in analysis phase. 


	UNIT STANDARD CCFO COMMUNICATING 


	Communicate effectively using visual, mathematical and/or language skills 
Communication will be demonstrated mainly during the promotion phase. 


	UNIT STANDARD CCFO DEMONSTRATING 


	Understand the world as a set of inter-related parts of a system 
The inter-relatedness of a learning culture and the development of the organisation is central to this Unit Standard. 


	UNIT STANDARD ASSESSOR CRITERIA 


	N/A 


	UNIT STANDARD NOTES 


	N/A 
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	PURPOSE OF THE UNIT STANDARD 


	This Unit Standard is for people who intend to conduct an analysis to determine outcomes of learning for the purposes of defining skills needs at organisational level and/or to identify assessment standard titles at industry or sub-sector level. The Unit Standard will be especially useful to skills development facilitators, training managers and human resource development practitioners. 

People credited with this Unit Standard are able to: 


  plan, organise a skills analysis process 

  conduct an analysis to determine outcomes of learning needed for formal recognition 

  produce and verify a matrix of outcomes. 


	LEARNING ASSUMED TO BE IN PLACE 


	It is assumed that people starting to learn towards this Standard are competent in Communication, Mathematical Literacy and Computer Literacy at NQF Level 4. 


	UNIT STANDARD RANGE 


	An "Outcome" represents a significant, coherent, meaningful milestone of learning that is worth recognising as an individual achievement. 

The Outcomes identified may be used for the purposes of identifying skills development needs at organisational level or as titles for assessment standards at industry or sector level. 

It is expected that the candidate seeking this Unit Standard will conduct the analysis through the facilitation of group processes, interviews and document studies. 

The term "analyst" refers to the person seeking recognition for this Unit Standard. 


	UNIT STANDARD OUTCOME HEADER 


	N/A 


	Specific Outcomes and Assessment Criteria: 


	SPECIFIC OUTCOME 1 


	Plan and organise the analysis process. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. The scope and purpose of the analysis is defined in line with organisational or sub-field requirements and aligns with intended reasons for formal recognition of outcomes of learning. 


	ASSESSMENT CRITERION 2 


	2. The form of the analysis selected is appropriate to the skill areas to be analysed and enables the analyst to identify outcomes appropriate to those areas. 


	ASSESSMENT CRITERION RANGE 


	There are a variety of forms of analysis that could be used including purpose analysis, work process analysis, functional analysis, task analysis. More than one type of analysis could be used in order to verify results.
 


	ASSESSMENT CRITERION 3 


	3. Possible sources of information are identified and selected in terms of their potential to provide details of skills, knowledge and attributes required by people in relation to key roles and/or work processes. 


	ASSESSMENT CRITERION RANGE 


	Any of the following sources as may be applicable in the situation: subject matter experts, management, customers, work instructions, standing operating procedures, training manuals, key shareholders, legislation, reports.
 


	ASSESSMENT CRITERION 4 


	4. People with an established interest in the results of the analysis are identified and the nature of their contribution is confirmed in accordance with organisational or national policies and procedures. Sufficient notification is provided to ensure participants are aware of times, venues and purpose of any activities related to the analysis process. 


	ASSESSMENT CRITERION 5 


	5. All resources needed to ensure an effective process are obtained so as to be ready and available on time. 


	ASSESSMENT CRITERION RANGE 


	Resources include venue, audio and visual aids, source documentation, recording resources and catering.
 


	ASSESSMENT CRITERION 6 


	6. Insights gained from similar processes are incorporated into the planning and preparation. 


	SPECIFIC OUTCOME 2 


	Conduct the analysis. 


	OUTCOME RANGE 


	The analysis to include the facilitation of group processes, interviews and document studies where these methods are relevant. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. Clear definitions are provided to participants concerning the nature and purpose of any outcomes analysis workshops. The nature and purpose are confirmed with relevant stakeholders where necessary. 


	ASSESSMENT CRITERION RANGE 


	Confirmed to be within the scope, terms of reference and authority of the analyst.
 


	ASSESSMENT CRITERION 2 


	2. Information is collected and recorded using structured data collection methods. 


	ASSESSMENT CRITERION RANGE 


	Including the use of a selection of interviews, observation, questionnaires, brainstorms or surveys as may be applicable to the situation.
 


	ASSESSMENT CRITERION 3 


	3. The information is checked and verified for completeness, relevance and validity. 


	ASSESSMENT CRITERION 4 


	4. Group processes and dynamics are managed to ensure the achievement of the workshop purposes. 


	ASSESSMENT CRITERION 5 


	5. The analysis yields outcomes that are realistic, current and fit for purpose in terms of the needs of the organisation or sub-field concerned. 


	ASSESSMENT CRITERION RANGE 


	"Fit for purpose" means the outcomes 

  are significant, measurable, meaningful, coherent milestones 

  are attainable by and attributable to individuals 

  can be justified as outcomes worthy of recognition, 

  reflect the organisation or sub-field`s current and predicted needs, and 

  address individual`s needs for recognition.
 


	SPECIFIC OUTCOME 3 


	Develop and verify a matrix of outcomes. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. The matrix reflects the outcomes needed within the defined scope and a clear rationale is provided and endorsed in terms of the established needs for recognition. 


	ASSESSMENT CRITERION RANGE 


	The needs for recognition including standards as parts of a qualification or as recognition milestones in their own right.
 


	ASSESSMENT CRITERION 2 


	2. The matrix is continually updated so as to reflect changes that emerge through the design and implementation process. 


	ASSESSMENT CRITERION 3 


	3. The outcomes are written in precise and meaningful language, consistent with normal and/or sub-field usage. 


	ASSESSMENT CRITERION 4 


	4. Outcome statements are presented in the format required by approval bodies and are unique to the organisation. 


	ASSESSMENT CRITERION RANGE 


	Unless specifically required in another format, the conventional format of "active verb - noun" should be used, including a condition or modifier where required.
 


	ASSESSMENT CRITERION 5 


	5. The presentation of the matrix allows for easy access to and interpretation of the information and Outcomes are clearly linked to the various roles or disciplines within the scope of the analysis. 


	ASSESSMENT CRITERION 6 


	6. The Outcomes describe results of applying skill and knowledge and avoid describing methods and procedures. 


	ASSESSMENT CRITERION 7 


	7. Key stakeholders are consulted, through structured processes, concerning the usefulness, relevance, validity and size of the proposed Outcomes. 


	ASSESSMENT CRITERION 8 


	8. Agreed changes are made to reflect the inputs of key stakeholders, if necessary. 


	UNIT STANDARD ACCREDITATION AND MODERATION OPTIONS 


	1. Anyone assessing a learner against this Unit Standard must be registered as an assessor with a relevant Education and Training Quality Assurance Body (ETQA) or with an ETQA that has a Memorandum of Understanding with the relevant ETQA.. 
2. Any institution offering learning that will enable achievement of this Unit Standard or will assess this Unit Standard must be accredited as a provider with the relevant ETQA. 
3. Moderation of assessment will be overseen by the relevant ETQA according to the moderation guidelines in the relevant qualification and the agreed accredited ETQA procedures. 
4. Therefore, anyone wishing to be assessed against this Unit Standard may apply to be assessed by any assessment agency, assessor or provider institution that is accredited by the relevant ETQA. 


	UNIT STANDARD ESSENTIAL EMBEDDED KNOWLEDGE 


	The following essential embedded knowledge will be assessed through assessment of the Specific Outcomes in terms of the stipulated Assessment criteria 

  The essential concepts, principles, structures and terminology of an 
outcomes-based system. 

  Methods of facilitating group processes and the dynamics involved. 

  Methods of gathering, analysing and recording data 


	UNIT STANDARD DEVELOPMENTAL OUTCOME 


	N/A 


	UNIT STANDARD LINKAGES 


	N/A 


	Critical Cross-field Outcomes (CCFO): 


	UNIT STANDARD CCFO IDENTIFYING 


	  Identify and solve problems: 
This outcome will be demonstrated during the planning stage as well as when conducting the analysis. 


	UNIT STANDARD CCFO WORKING 


	  Work effectively with others and in teams 
This outcome will be demonstrated when conducting the analysis using group processes. 


	UNIT STANDARD CCFO ORGANIZING 


	  Organise and manage oneself and one`s activities responsibly and effectively This Unit Standard requires high levels of self-management and organisation. 


	UNIT STANDARD CCFO COLLECTING 


	  Collect, analyse, organise and critically evaluate information 
The standard is primarily focused on this outcome, in particular specific outcome 2: 
Conduct the analysis 


	UNIT STANDARD CCFO COMMUNICATING 


	  Communicate effectively using visual, mathematical and/or language skills 
Communication will be demonstrated during the preparation, the actual analysis and when recording the results. 


	UNIT STANDARD CCFO DEMONSTRATING 


	  Understand the world as a set of inter-related parts of a system 
The inter-relatedness of roles, disciplines and outcomes will emerge throughout the analysis. 


	UNIT STANDARD ASSESSOR CRITERIA 


	N/A 


	UNIT STANDARD NOTES 


	N/A 
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	PURPOSE OF THE UNIT STANDARD 


	This Unit Standard will be useful to people who are involved in the development and implementation of training and development plans for organisations. The Unit Standard will be especially useful to skills development facilitators, training managers and human resource development practitioners. 

People credited with this Unit Standard are able to assist an organisation in: 


  the identification and interpretation of quality assurance requirements for skills development practices 

  the design of a quality management system for skills development practices 

  the development of effectiveness indicators for skills development practices 

  the implementation and improvement of a quality management system for skills development practices. 


	LEARNING ASSUMED TO BE IN PLACE 


	It is assumed that people starting to learn towards this Unit Standard are competent in: 

  Communication at NQF Level 4 

  Mathematical Literacy at NQF Level 4 

  Unit Standards entitled: 
> "Use mathematics to investigate and monitor the financial aspects of personal, business and national issues" > "Supervise a project team of a development project to deliver project objectives". 


	UNIT STANDARD RANGE 


	N/A 


	UNIT STANDARD OUTCOME HEADER 


	N/A 


	Specific Outcomes and Assessment Criteria: 


	SPECIFIC OUTCOME 1 


	Assist in the identification and interpretation of quality assurance. 


	OUTCOME NOTES 


	Assist in the identification and interpretation of quality assurance requirements for skills development practices. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. Current national, sectoral and organisational quality assurance requirements related to skills development are correctly identified from valid sources. 


	ASSESSMENT CRITERION RANGE 


	Valid sources include but are not limited to relevant legislation and regulations, web-sites, policy documents, pamphlets, organisational policies and procedures.
 


	ASSESSMENT CRITERION 2 


	2. Information is provided to management, with executive power, to allow for the design of an enabling policy environment in the organisation that is aligned with the objectives of the National Qualifications Framework and skills development legislation. 


	ASSESSMENT CRITERION 3 


	3. An appropriate quality standard is identified for the organisation`s quality management system for skills development. 


	ASSESSMENT CRITERION 4 


	4. Appropriate action is taken to obtain adoption of the identified quality standard by the organisation. 


	SPECIFIC OUTCOME 2 


	Plan and prepare to assist in the design and establishment of a quality management system. 


	OUTCOME NOTES 


	Plan and prepare to assist in the design and establishment of a quality management system for skills development practices within the organisation. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. A plan is drawn up according to best planning practices to design a quality management system for skills development practices appropriate to the size and nature of the organisation. 


	ASSESSMENT CRITERION 2 


	2. The plan is fit for purpose according to the size and nature of the organisation. 


	ASSESSMENT CRITERION 3 


	3. A quality team is established that has the authority and resources to design and establish a quality management system for skills development. 


	ASSESSMENT CRITERION 4 


	4. The size of the team is appropriate to the nature and size of the organisation. 


	SPECIFIC OUTCOME 3 


	Assist in the design of a quality management system for skills development practices. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. Stakeholders are identified in the use of the quality management system and are given opportunities to contribute to the process to develop the quality management system. 


	ASSESSMENT CRITERION 2 


	2. The quality team is assisted to sufficiently identify and define the key processes in the organisation that critically influence quality related to the skills development interventions identified in the organisation`s skills development plan. 


	ASSESSMENT CRITERION RANGE 


	Key processes include but are not limited to: 

  quality management system 

  planning, monitoring, evaluation and review of quality management system 

  procuring, managing and maintaining financial, administrative and physical resources for skills development interventions 

  selecting, appraising, developing and registering trainers, assessors and other key skills development personnel 

  contracting providers 

  establishing and maintaining systems for learner entry, guidance and support services 

  establishing and maintaining a system to manage information related to skills development interventions (including learner enrolment and achievements, registration of assessors, impact on organisational objectives) 

  managing off-site practical/work-site components where applicable 

  methods and processes of assessment, including recognition of previous learning 

  designing curricula for skills development interventions 

  developing and/or procuring materials for skills development interventions 

  delivering skills development interventions 

  monitoring, evaluating and improving skills development interventions 

  evaluating and improving the quality management system 

  reporting on skills development interventions
 


	ASSESSMENT CRITERION 3 


	3. The quality management system clearly specifies the processes, procedures and measurements required to ensure skills development services are within the limits of acceptable quality. 


	ASSESSMENT CRITERION 4 


	4. The quality management system is capable of making sure that agreed customer requirements are consistently met. 


	ASSESSMENT CRITERION 5 


	5. The quality management system makes provision for the allocation of responsibilities and authority to achieve quality objectives at organisation, team and individual level. 


	ASSESSMENT CRITERION 6 


	6. The quality management system complies with the identified quality standard, and meets the requirements set by relevant Education and Training Quality Assurance Bodies and relevant legislation. 


	ASSESSMENT CRITERION 7 


	7. Explanations are provided of how the quality management system will contribute to national and organisational strategic objectives. 


	ASSESSMENT CRITERION 8 


	8. Explanations are provided of how the quality management system will promote the values described in the Bill of Rights and the principles underpinning relevant legislation. 


	ASSESSMENT CRITERION 9 


	9. The quality management system is validated for appropriateness and practicality with stakeholders before it is submitted for approval. 


	SPECIFIC OUTCOME 4 


	Assist in the development of effectiveness indicators for skills development practices. 


	OUTCOME NOTES 


	Assist in the development of effectiveness indicators for skills development practices within the organisation. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. Stakeholders to monitor and evaluate the effectiveness indicators are identified and given opportunities to contribute to the process of developing the indicators. 


	ASSESSMENT CRITERION 2 


	2. The quality team is assisted to develop observable and appropriate effectiveness indicators to measure the effectiveness and impact of the skills development practices. 


	ASSESSMENT CRITERION RANGE 


	Effectiveness indicators include but are not limited to: 

  measures of effectiveness of learning interventions (e.g. actual vs. planned learner numbers, actual vs. planned expenditure, numbers of qualifications and/or Unit Standards actually achieved vs. planned numbers, etc.) 

  measures of the impact on knowledge, skills and attitudes in the organisation for each skills development intervention identified in the organisation`s skills plan 

  measures of productivity improvement 

  measures of improvement in process/product/service quality 

  measures of customer satisfaction..
 


	ASSESSMENT CRITERION 3 


	3. The effectiveness indicators relate to the Standards (e.g. NQF Qualifications and/or Unit Standards) linked to each learning intervention. 


	ASSESSMENT CRITERION 4 


	4. The identified effectiveness indicators relate to the objectives set by the organisational skills plan at organisational, team and individual level for each learning intervention. 


	ASSESSMENT CRITERION 5 


	5. The identified effectiveness indicators cover reporting requirements set at national, sectoral and organisational levels by relevant legislation and organisational policies. 


	ASSESSMENT CRITERION 6 


	6. The proposed indicators are justified in terms of the values of actively affirming target groups of learners and avoiding unfair discrimination against any learners. 


	ASSESSMENT CRITERION 7 


	7. The proposed indicators and measurement procedures are validated for appropriateness and practicality with stakeholders before submitting them for approval. 


	SPECIFIC OUTCOME 5 


	Assist in the establishment of a quality management system for skills development practices. 


	OUTCOME NOTES 


	Assist in the establishment of a quality management system for skills development practices within the organisation. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. A plan is drawn up according to best planning practices to establish a quality management system for skills development practices appropriate to the size and nature of the organisation. 


	ASSESSMENT CRITERION 2 


	2. Clear policies and procedures required by the quality management system and to measure the identified effectiveness indicators are developed appropriate to the nature and size of the organisation in accordance with organisational policy and procedures, legislation and best practice. 


	ASSESSMENT CRITERION 3 


	3. Resources appropriate to the capacity, nature and size of the organisation to establish and implement the quality management system are identified. 


	ASSESSMENT CRITERION 4 


	4. Management with executive powers is advised to provide for the identified resources in the organisation`s business plan. 


	ASSESSMENT CRITERION 5 


	5. Management with executive powers is advised to take appropriate actions to communicate the aims, policies and procedures of the quality management system for skills development to relevant people in the organisation in a way that is clear and sufficiently detailed, and allows adequate time for preparation. 


	SPECIFIC OUTCOME 6 


	Assist in the implementation and improvement of a quality management system for skills development. 


	OUTCOME NOTES 


	Assist in the implementation and improvement of a quality management system for skills development practices within an organisation. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. Effectiveness indicators are accurately measured and recorded according to the requirements of the quality management system. 


	ASSESSMENT CRITERION 2 


	2. Skills development practices are evaluated and reviewed according to the requirements of the quality management system. 


	ASSESSMENT CRITERION 3 


	3. Appropriate actions to improve effectiveness and impact are identified, recommended and implemented according to the requirements of the quality management system. 


	ASSESSMENT CRITERION 4 


	4. Non-conformities are evaluated and clear and appropriate corrective and preventive actions are recommended according to the requirements of the quality management system. 


	ASSESSMENT CRITERION 5 


	5. Results and benefits of assuring quality are communicated at times most likely to gain the commitment of stakeholders in the quality management system. 


	UNIT STANDARD ACCREDITATION AND MODERATION OPTIONS 


	1. Anyone assessing a learner against this Unit Standard must be registered as an assessor with the relevant the Education and Training Quality Assurance Body (ETQA), or with an ETQA that has a Memorandum of Understanding with the relevant ETQA. 
2. Any institution offering learning that will enable achievement of this Unit Standard or will assess this Unit Standard must be accredited as a provider with the relevant ETQA. 
3. Moderation of assessment will be overseen by the accredited ETQA according to the moderation guidelines in the relevant qualification and the agreed relevant ETQA procedures. 
4. Therefore, anyone wishing to be assessed against this Unit Standard may apply to be assessed by any assessment agency, assessor or provider institution that is accredited by the relevant ETQA, or with an ETQA that has a Memorandum of Understanding with the relevant ETQA. 


	UNIT STANDARD ESSENTIAL EMBEDDED KNOWLEDGE 


	The entire Unit Standard addresses issues of knowledge related to the skills development system - thus all the outcomes and criteria define the knowledge explicitly. Particular aspects embedded are: 

  Legislation and regulations pertaining to the skills development acts and the National Qualifications Framework 

  Organisational mission, vision, goals, strategies and implementation plans 

  Organisational structure and decision-making dynamics 

  Key constituencies in the organisation and their relationship to people development policies and procedures 

  Quality management system standards 

  Models of quality assurance 

  Methods and techniques to design effectiveness indicators 

  Costing of monitoring processes and techniques 

  National and relevant sectoral quality assurance requirements 

  Requirements of the relevant Sector Education and Training Authority with regard to reporting on quality assurance 

  Forms of practice consistent with the strategic intent of relevant legislation and the Bill of Rights. 


	UNIT STANDARD DEVELOPMENTAL OUTCOME 


	N/A 


	UNIT STANDARD LINKAGES 


	N/A 


	Critical Cross-field Outcomes (CCFO): 


	UNIT STANDARD CCFO IDENTIFYING 


	Identify and solve problems by using critical and creative thinking by, e.g. proposing improvements according to assessment criteria: 

  The identified effectiveness indicators relate to the objectives set by the organisational skills plan at organisational, team and individual level for each learning intervention. 

  The proposed indicators are justified in terms of the values of actively affirming target groups of learners and avoiding unfair discrimination against any learners. 


	UNIT STANDARD CCFO WORKING 


	Work effectively with others and in teams by, e.g. giving stakeholders opportunities to contribute according to assessment criteria: 

  The quality management system is capable of making sure that agreed customer requirements are consistently met. 


	UNIT STANDARD CCFO ORGANIZING 


	Organise and manage oneself and one`s activities responsibly and effectively by, e.g. designing plans according to assessment criterion: 

  A plan is drawn up according to best planning practices to design a quality management system for skills development practices appropriate to the size and nature of the organisation. 


	UNIT STANDARD CCFO COLLECTING 


	Collect, analyse, organise and critically evaluate information by, e.g. 
identifying quality assurance requirements according to assessment criterion: 

  Current national, sectoral and organisational quality assurance requirements related to skills development are correctly identified from valid sources 
Range: Valid sources include but are not limited to relevant legislation and regulations, web-sites, policy documents, pamphlets, organisational policies and procedures, 
and monitoring effectiveness indicators according to assessment criteria: 

  The identified effectiveness indicators relate to the objectives set by the organisational skills plan at organisational, team and individual level for each learning intervention. 

  The proposed indicators are justified in terms of the values of actively affirming target groups of learners and avoiding unfair discrimination against any learners. 


	UNIT STANDARD CCFO COMMUNICATING 


	Communicate effectively using visual, mathematical and/or language skills by, e.g. providing information on quality assurance requirements according to assessment criterion: 

  Information is provided to management, with executive power, to allow for the design of an enabling policy environment in the organisation that is aligned with the objectives of the National Qualifications Framework and skills development legislation. 
and advising top management according to assessment criteria: 

  Stakeholders to monitor and evaluate the effectiveness indicators are identified and given opportunities to contribute to the process of developing the indicators. 


	UNIT STANDARD CCFO DEMONSTRATING 


	Demonstrating an understanding of the world as a set of related systems by, e.g. assisting to design a quality management system according to the assessment criteria for specific outcome: 

  A plan is drawn up according to best planning practices to design a quality management system for skills development practices appropriate to the size and nature of the organisation. 

  The plan is fit for purpose according to the size and nature of the organisation. 

  A quality team is established that has the authority and resources to design and establish a quality management system for skills development. 

  The size of the team is appropriate to the nature and size of the organisation. 


	UNIT STANDARD ASSESSOR CRITERIA 


	N/A 


	UNIT STANDARD NOTES 


	N/A 


	SOUTH AFRICAN QUALIFICATIONS AUTHORITY 
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	PURPOSE OF THE UNIT STANDARD 


	This Unit Standard is for people who are involved in some capacity in human resource development. This Unit Standard will be of particular application for those involved in skills development facilitation. 

People credited with this Unit Standard are able to 


  provide information related to skills development, including relevant legislation, learning and assessment, 

  advise an organisation concerning the alignment of skills development practices to the information provided; and 

  advise on the promotion of skills development. 


	LEARNING ASSUMED TO BE IN PLACE 


	Learners should be competent in communication at NQF Level 4. 


	UNIT STANDARD RANGE 


	The Information and advice could be given to a range of people including learners, employees, providers, employers, educators, trainers and careers counsellors. Further range statements have been included throughout the Unit Standard as needed. 

For the purposes of assessment against this Unit Standard, candidates may demonstrate the ability to apply the specific outcomes for a small to medium organisation. 


	UNIT STANDARD OUTCOME HEADER 


	N/A 


	Specific Outcomes and Assessment Criteria: 


	SPECIFIC OUTCOME 1 


	Provide information and advice on legislation related to skills development. 


	OUTCOME RANGE 


	Purpose of and relationships between the various Acts (South African Qualifications Authority Act (No 58 of 1995), Skills Development Act (Act (No. 97 of 1998), Skills Development Levies Act (No. 9 of 1999), 
Structures (National Skills Authority, Sector Education and Training Authorities, Education and Training Quality Assurance Bodies, Skills Development Planning Unit, Employment Services) Mechanisms (Learnerships, Skills Programmes, Employment Services) Financing (Levies, grants, subsidies, National Skills Fund). 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. Legislation relative to skills development is identified and outlined in terms of purposes and key elements. 


	ASSESSMENT CRITERION RANGE 


	Descriptions of the purposes of the legislation are consistent with the relevant Acts. The purposes are explained in the light of the prevailing context and historical development practices in South Africa.
 


	ASSESSMENT CRITERION 2 


	2. Explanations are provided concerning the benefits, challenges and responsibilities of the legislation for organisations, providers and individuals. Common misconceptions and misgivings are identified and clarified. 


	ASSESSMENT CRITERION 3 


	3. Descriptions of the mechanisms for the implementation of the legislation are consistent with the Acts. 


	ASSESSMENT CRITERION 4 


	4. Structures are described in terms of their composition, function and relationships in line with current published definitions. 


	ASSESSMENT CRITERION 5 


	5. The processes and requirements for participation in the structures are described in line with current published definitions. 


	ASSESSMENT CRITERION 6 


	6. Information and advice is provided in a way that aligns the objectives of the legislation with the strategic objectives of the organisation. Consideration is taken of the various workplace pressures that may be encountered. 


	SPECIFIC OUTCOME 2 


	Provide information and advice concerning learning and assessment. 


	OUTCOME RANGE 


	Informal and formal mechanisms and sources for learning and assessment. 
To include information on learnerships and skills programmes in general as those relevant to individuals and organisations. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. Information and advice is relevant to the established needs of the party concerned. 


	ASSESSMENT CRITERION 2 


	2. The information is sufficiently detailed to allow parties to make informed decisions concerning learning pathways and sources and mechanisms for learning and assessment. 


	SPECIFIC OUTCOME 3 


	Provide advice to an organisation concerning the promotion of skills development. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. Barriers to the implementation of skills development plans are identified and advice provided contributes to the removal of such barriers. 


	ASSESSMENT CRITERION 2 


	2. Advice contributes to the development of effective advocacy campaigns to sensitise people and organisations to the concept, context, purpose, mechanisms and structures related to skills development. 


	ASSESSMENT CRITERION 3 


	3. Advice is given in a manner that is sensitive to various target groups. 


	ASSESSMENT CRITERION 4 


	4. Skills development activities are monitored and trends are evaluated resulting in sensible advice concerning the improvement of skills development. 


	ASSESSMENT CRITERION RANGE 


	Trends related to successes and failures.
 


	ASSESSMENT CRITERION 5 


	5. Advice is given in a manner that helps to remove the emotional, educational, cultural and economic factors that constitute barriers to effective skills development. 


	UNIT STANDARD ACCREDITATION AND MODERATION OPTIONS 


	1. Anyone assessing a learner against this Unit Standard must be registered as an assessor with therelevant Education and Training Quality Assurance Body (ETQA). 

2. Any institution offering learning that will enable achievement of this Unit Standard or will assess this Unit Standard must be accredited as a provider with the relevant ETQA. 

3. Moderation of assessment will be overseen by the accredited ETQA according to the moderation guidelines in the relevant qualification and the agreed relevant ETQA procedures. 

4. Therefore, anyone wishing to be assessed against this Unit Standard may apply to be assessed by any assessment agency, assessor or provider institution that is accredited by the relevant ETQA. 


	UNIT STANDARD ESSENTIAL EMBEDDED KNOWLEDGE 


	The entire Unit Standard addresses issues of knowledge relative to the skills development system - thus all the outcomes and criteria define the knowledge explicitly. Particular aspects embedded are: 


  Legislation and regulations pertaining to the skills development acts and the NATIONAL QUALIFICATIONS FRAMEWORK 


  Organisational mission, vision, goals, strategies and implementation plans 


	UNIT STANDARD DEVELOPMENTAL OUTCOME 


	N/A 


	UNIT STANDARD LINKAGES 


	N/A 


	Critical Cross-field Outcomes (CCFO): 


	UNIT STANDARD CCFO IDENTIFYING 


	N/A 


	UNIT STANDARD CCFO WORKING 


	N/A 


	UNIT STANDARD CCFO ORGANIZING 


	N/A 


	UNIT STANDARD CCFO COLLECTING 


	N/A 


	UNIT STANDARD CCFO COMMUNICATING 

	  Communicate effectively using visual, mathematical and/or language skills Communication through oral and written means is central to this Unit Standard. 


	UNIT STANDARD CCFO SCIENCE 


	N/A 


	UNIT STANDARD CCFO DEMONSTRATING 


	  understand the world as a set of inter-related parts of a system Application of this outcome will be revealed through the quality of the descriptions and explanations of Skills Development which is an inter-related system. 


	UNIT STANDARD CCFO CONTRIBUTING 


	N/A 


	UNIT STANDARD ASSESSOR CRITERIA 


	N/A 


	UNIT STANDARD NOTES 


	N/A 
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	PURPOSE OF THE UNIT STANDARD 


	This Unit Standard will be useful to people who are involved in the development and implementation of training and development plans for organisations. The Unit Standard will be especially useful to skills development facilitators, training managers and human resource development practitioners. 

People credited with this Unit Standard are able to: 

  analyse current and required skills 

  develop a skills profile and define a skills gap 

  establish skills priorities 

  develop a training and development plan. 


	LEARNING ASSUMED TO BE IN PLACE 


	It is assumed that people starting to learn towards this standard are competent in Communication at NQF Level 4. 


	UNIT STANDARD RANGE 


	For the purposes of this Unit Standard, it is sufficient for the candidate to produce a plan for a small to medium organisation, or for a department of a large organisation. 


	UNIT STANDARD OUTCOME HEADER 


	N/A 


	Specific Outcomes and Assessment Criteria: 


	SPECIFIC OUTCOME 1 


	Conduct an analysis to identify and define the skills requirements of the organisation. 


	OUTCOME RANGE 


	The analysis is based on existing organisational plans, job designs, structures and strategies. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. The method and scope of the analysis is planned thoroughly and ensures effective and efficient analysis. 


	ASSESSMENT CRITERION RANGE 


	The plan covers sources, analysis techniques, time frames and recording techniques.
 


	ASSESSMENT CRITERION 2 


	2. Information is gathered from relevant sources in accordance with the plan. 


	ASSESSMENT CRITERION RANGE 


	Sources can include but are not limited to the organisation`s business plan, equity plan, unions, management, training and equity committees and other employees.
 


	ASSESSMENT CRITERION 3 


	3. The range of sources utilised is sufficient to confirm the accuracy and validity of the information. 


	ASSESSMENT CRITERION RANGE 


	Sources can include but are not limited to the organisation`s business plan, equity plan, unions, management, training and equity committees and other employees.
 


	ASSESSMENT CRITERION 4 


	4. The described skills requirements cover all key performance areas or jobs needed to achieve the organisational objectives. 


	ASSESSMENT CRITERION 5 


	5. The skills requirements are defined in outcome terms and in sufficient detail to support further analysis, planning and decision-making. 


	ASSESSMENT CRITERION RANGE 


	An "outcome" represents a significant, coherent, meaningful milestone of learning that is worth recognising as an individual achievement.
 


	SPECIFIC OUTCOME 2 


	Analyse current skills and develop skills profile of the organisation. 


	OUTCOME RANGE 


	"Current skills" refers to the complement of skills presently held by individuals relevant to the organisation`s needs. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. The method and scope of the analysis is planned thoroughly and ensures effective and efficient analysis. 


	ASSESSMENT CRITERION RANGE 


	The plan covers sources, analysis techniques, time frames and recording techniques.
 


	ASSESSMENT CRITERION 2 


	2. Methods of analysis used are cost effective, appropriate to the context and required data and in accordance with the plan. 


	ASSESSMENT CRITERION RANGE 


	Methods include skills audits, interviews, questionnaires and results from assessments.
 


	ASSESSMENT CRITERION 3 


	3. Analysis methods and results are recorded clearly and in sufficient detail to facilitate further interpretation and validation of the analysis. 


	ASSESSMENT CRITERION 4 


	4. The skills profile is an accurate reflection of the current skills in the organisation. 


	ASSESSMENT CRITERION 5 


	5. The current skills are defined in outcome terms and in sufficient detail to support further analysis, planning and decision-making. 


	SPECIFIC OUTCOME 3 


	Define training and development needs and establish priorities. 


	OUTCOME RANGE 


	Training and development needs refer to the difference between the current skills and the present and future skill requirements. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. The definition of the needs is consistent with the analysis of the current skills and skills requirements. 


	ASSESSMENT CRITERION 2 


	2. The needs are defined in outcome terms and in sufficient detail to support further analysis, planning and decision-making. 


	ASSESSMENT CRITERION 3 


	3. Established skills priorities are confirmed against organisational strategic objectives and equity plans. 


	ASSESSMENT CRITERION 4 


	4. The priorities are reported in terms of race and gender categories in line with organisational and legislative requirements. 


	ASSESSMENT CRITERION 5 


	5. Implications for addressing the needs are identified in terms of human, financial, and physical resources. 


	SPECIFIC OUTCOME 4 


	Develop a training and development plan. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. The plan is developed through and supported by participative structures involving key stakeholders, decision-makers and strategists. 


	ASSESSMENT CRITERION 2 


	2. The current capacity and capability of human and physical resources are evaluated in terms of their ability to meet priority training and development needs. Plans allocate human, physical and financial resources effectively. 


	ASSESSMENT CRITERION 3 


	3. Plans are sufficient to address the identified training and development needs according to established priorities. 


	ASSESSMENT CRITERION 4 


	4. Motivations are provided to demonstrate how learning provision will address the needs appropriately and effectively. 


	ASSESSMENT CRITERION RANGE 


	Provision could be through internal and/or external providers.
 


	ASSESSMENT CRITERION 5 


	5. The plan addresses specified categories and is presented in a format as per organisational and/or legislative requirements. 


	ASSESSMENT CRITERION RANGE 


	Categories include skill levels, jobs and occupations, race and gender
 


	ASSESSMENT CRITERION 6 


	6. The completed plan accurately reflects the analysis of present and required skills, training and development needs, agreed priorities and the means to address the needs. 


	ASSESSMENT CRITERION RANGE 


	"Means" refers to preferred providers, learning interventions and available courses.
 


	ASSESSMENT CRITERION 7 


	7. The plan is ready for submission within agreed time frames. 


	UNIT STANDARD ACCREDITATION AND MODERATION OPTIONS 


	1. Anyone assessing a learner against this Unit Standard must be registered as an assessor with a relevant Education and Training Quality Assurance Body (ETQA) accredited for this Unit Standard or an ETQA that has a Memorandum of Understanding with the relevant ETQA. 
2. Any institution offering learning that will enable achievement of this Unit Standard or will assess this Unit Standard must be accredited as a provider with the relevant ETQA. 
3. Moderation of assessment will be overseen by the relevant ETQA according to the moderation guidelines in the relevant qualification and the agreed accredited ETQA procedures. 
4. Therefore, anyone wishing to be assessed against this Unit Standard may apply to be assessed by any assessment agency, assessor or provider institution that is accredited by the relevant ETQA. 


	UNIT STANDARD ESSENTIAL EMBEDDED KNOWLEDGE 


	The following essential embedded knowledge will be assessed through assessment of the specific outcomes in terms of the stipulated assessment criteria. 


  The essential concepts, principles, structures and terminology of an outcomes-based system. 

  Methods of facilitating group processes and the dynamics involved. 

  Methods of gathering, analysing and recording data 

  Key mechanisms for training and developing people. 


	UNIT STANDARD DEVELOPMENTAL OUTCOME 


	N/A 


	UNIT STANDARD LINKAGES 


	N/A 


	Critical Cross-field Outcomes (CCFO): 


	UNIT STANDARD CCFO IDENTIFYING 


	Identify and solve problems: 
This outcome will be demonstrated during the planning stage as well as when conducting the analysis 


	UNIT STANDARD CCFO WORKING 


	Work effectively with others and in teams 
This outcome will be demonstrated when conducting the analysis using group processes. 


	UNIT STANDARD CCFO ORGANIZING 

	Organise and manage oneself and one`s activities responsibly and effectively 
This Unit Standard requires high levels of self-management and organisation. 


	UNIT STANDARD CCFO COLLECTING 


	Collect, analyse, organise and critically evaluate information 
The standard is primarily focused on this outcome, in particular specific outcomes: 

  Conduct an analysis to identify and define the skills requirements of the organisation. 
Range: The analysis is based on existing organisational plans, job designs, structures and strategies. 


  Analyse current skills and develop skills profile of the organisation 
Range: "current skills" refers to the complement of skills presently held by individuals relevant to the organisation`s needs. 


	UNIT STANDARD CCFO COMMUNICATING 


	Communicate effectively using visual, mathematical and/or language skills 
Communication will be demonstrated during the participative processes, the actual analysis and when recording the plan. 


	UNIT STANDARD CCFO DEMONSTRATING 


	Understand the world as a set of inter-related parts of a system 
The inter-relatedness of roles, disciplines and outcomes will emerge throughout the analysis. 


	UNIT STANDARD ASSESSOR CRITERIA 


	N/A 


	UNIT STANDARD NOTES 
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