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Welcome to the ISS Online learning programme 

Welcome to the start of your learning journey with ISS Online, we look forward to 
you receiving a SAQA Accredited National Qualification with us.   

ISS Online has been designed to benefit the learner in the following ways: 

 Learners can enjoy the flexibility of learning without time constraints, 
without having to attend class-room training and wherever they are, 
whether it be at work, at home or on the road. 

 It allows for work based assessments where learners can gain practical experience from their own 
place of work. 

 Learners may study at a pace that is convenient for them.  In addition to this learners may skip 
over theory they already understand – fast tracking the learning process. 

 Technology tools make collaboration among students much easier. 

 There are many different tools used in order to make learning enjoyable for the learner, such as 
videos, theory based work as well as workplace assignments. 

  

Programme Structure 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Each Course is divided into *Modules, each Module is preceded by a description of the 
required *Specific Outcomes and *Assessment Criteria as contained in the *Unit 
Standards specified by the South African Qualifications Authority. These descriptions 
will define what you have to know and be able to do in order to be awarded the 
*Credits attached to this learning programme. These credits  

 

 

 

Title, SAQA ID, NQF level,  
Credits, Specific Outcomes 

NQF level, Credits, 
Specific Outcomes, Assessment Criteria 
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Programme methodology  

The programme methodology includes online materials containing presentations, readings, activities and 
skill application exercises.  The programme is broken up into different *Courses, each Course is made up 
of different Modules, in each *Module there are specific *Unit Standards that are required to be 
completed. Each Course and Unit Standards have a *SAQA Title and *ID number as well as a *NQF Level 
and a number of *Credits attached to each, at which *Specific Outcomes and *Assessment Criteria are 
based on.  The Unit Standards are comprised of *Core lessons, that are compulsory to obtain the 
qualification, as well as *Fundamental lessons and a selection of *Electives that make up the correct 
number of credits that are regarded as building blocks towards achieving a National Qualification upon 
successful assessment and can never be taken away from you! 

 

*Terminology 

Course: This is the Qualification you will receive verified by the SAQA (South 
African Qualifications Authority) receiving a National Certificate. 

Module: These are the sections that categorise the Unit Standards of the Course. 

Unit Standard: A unit standard is one unit of learning that covers one specific area of 
study.  They are considered as the building blocks of a Qualification, a 
qualification is made up of many unit standards. 

SAQA Title: This is the SAQA accredited title/name of either the Qualification or the 
Unit Standard. 

SAQA ID Number: This is the SAQA accredited number that has been assigned to a 
Qualification or Unit Standard, this goes together with the SAQA Title. 

NQF Level: Refers to the Level of the Qualification or Unit Standard as displayed on 
the National Qualifications Framework, this determines what Qualification 
type an individual would receive. 

Credits: Indicates the time an average learner would take to achieve the 
Qualification or Unit Standard. 

Specific Outcomes: Outcomes that are specific to certain occupations and fields of learning.  
What a learner is required to be able to do at the end of the learning 
programme. 

Assessment Criteria: Evidence that is required to establish whether the learner has achieved the 
specific outcome and often implies the appropriate method of evidence 
collection.  

Core Unit Standards: These are the Unit Standards that are core to the specific job. 

Fundamental Unit 
Standards: 

These are the Unit Standards that are fundamental to the learning and 
include communication and mathematics. (Do not require a logbook) 

Elective Unit Standards: These are the Unit Standards that are elected or chosen to make up the 
Qualification and focus on a field of specialization. 

 

Each element of the Programme Structure will be explained in more detail further on in the Starter 
Pack. 
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Responsive Design 

Our website is responsive and flexible which allows you to view and interact on 
desktops, laptops, tablets and smart phones, including Android, Mac and Windows 
platforms. 
Browse our pages, download courses, modules and unit standards with ease on 
any device, as well as viewing our informative videos. Our formative and 
summative assessments are best completed on desktops and laptop computers. 
All devices allow you to be a part of an interactive community via blogs and 
live chats with fellow students and subject matter experts. 

 

 

 

 

Learner Expectations 

 Before starting the course take time to think about the following question regarding what you 
expect from the course and start applying your new skills immediately.  Compare this with your 
end evaluation. 

 What do you hope to achieve by attending this course / what are your course expectations? 

 Engage with the material as much as possible so that the learning will be stimulating.   

 The programme incorporates a knowledge component as well as a practical component which 
allows learners to apply their knowledge into the workplace performing specific skills. 

 

 

Different role players in delivery process 

 Learner 

 Mentor/Supervisor 

 Assessor 

 Moderator 

 

 

 

ISS Online 

Workplace 

Internal 

External 
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What Learning Material you should have 

This learning material has also been designed to provide the learner with a comprehensive reference 
guide. 

It is important that you take responsibility for your own learning process; this includes taking care of your 
learner material.  You should at all times have the following material: 

 

 Learner Guide 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This learner guide is your valuable possession: 

This is your textbook and reference material, which provides you with all the information you will require 
to meet the exit level outcomes.  This can be found under “Media”. 

Follow along in the guide as start your training process. Make notes and sketches that will help you to 
understand and remember what you have learnt. Take and share information with your 
mentor/supervisor. Important and relevant information and skills are transferred by sharing! 

It is encouraged to not rely purely on the learner guide, learners are required to show a depth of 
understanding by using workplace examples or other resources. 

 

 

 

 Formative Assessments 
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These are considered the “class activities” that serve as the stepping stones of generating and applying 
the relevant knowledge and information to a task.  By completing these formative assessments you are 
preparing yourself to answer the more challenging summative assessments. These can be found under 
“Media”.  

They are compulsory and can be downloaded and completed in the Word document (the format you 
download it in). These can be completed during the process of you making your way through the Learner 
Guide.  

They can be SAVED and submitted under the first question of the Summative Assessment. These must be 
completed BEFORE you commence with the Summative Assessment.  

 

 

 

 

 

 Summative Assessments 

 

 

The Summative Assessments support the Learner Guide and assists the learner in applying what they have 
learnt. These assessments can be found under “View the Summative Assessment”. 

The summative assessments contain individual activities, individual research assignments, as well as 
practical assignments that will take place within the workplace with observation from the learners 
mentor/ supervisor. 

These can be viewed in the online course as the following: Knowledge Questionnaires, Assessment 
Activities, Research Activities, Workplace Activities, Observation Activities, Logbooks, etc. 
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Types of Activities Description Purpose 

Knowledge Activities 

 

You are required to 
complete these activities on 
your own.  
 

These activities normally test 
your understanding and ability to 
apply the information. 

Skills Application Activities 

 

You need to complete these 
activities in the workplace.  

These activities require you to 
apply the knowledge  and skills  
gained in the workplace. 

Natural Occurring 
Evidence 

 

You need to collect 
information and samples of 
documents from the 
workplace. 

 

 

These activities ensure you get 
the opportunity to learn from 
experts in the industry. 

Collecting examples 
demonstrates how to implement 
knowledge and skills in a 
practical way 

 

All summative assessments are compulsory and are required to be completed.  The mentor/supervisor may 
place deadlines for submission of assignments. 

Your ISS and Workplace mentor/supervisor will assist, lead and coach you through the process. 

These activities ensure that you understand the content of the material and that you get an opportunity to 
test your understanding. You may SAVE your progress of these assessments at any time, once completed 
you may submit them. 

 

 

 

 

 

 

 

 

 

 

NOTE:  After submission of both your Formative and Summative Assessments your course teacher may 

contact you to add additional information if it is found that you have not submitted sufficient evidence in 
your assessments.  The goal is to find you COMPETENT in all Assessments. 
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 Logbooks 

The Learner will be required to keep a Logbook as evidence of any workplace experience performed that 
specifically relates to the specific outcomes of that Unit Standard as well as any additional workplace 
assessments that are required to be completed.  The logbooks are based on tasks set in the Summative 
Assessment.  These are called Workplace Observation Form/Logbook. 

This is to be checked and signed off by the learner’s workplace mentor/supervisor.  These logbooks can be 
accessed at any time during the course. 

Logbooks can be found under the Summative Assessment under the relevant task that is being assessed, 
download the logbook under the first Workplace Project, this is to be completed, scanned and submitted 
under the final question of the Summative Assessment. NB: NOT all Unit Standards require hours to be 
logged. (See instruction below) 
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 Online Attendance Registers 

Learners are required to keep track of the hours they study the learning material, working on 
assessments and completing workplace exposure.  This is submitted as evidence showing the hours 
accumulated working on the learnership. 

The Online Attendance Register can be found under “Media” within each individual Unit Standard, 
download the Register, complete and sign it and have your mentor/workplace sign it off, these can be 
uploaded under the final question of each Summative Assessment (See instructions below). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



9 | P a g e  

 

Assessment Process Flow 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

Assessments 

The only way to establish whether a learner is competent and has accomplished the 
specific outcomes is through the assessment process.  Assessment involves collecting 
and interpreting evidence about the learners’ ability to perform a task. 

To qualify and receive credits towards your qualification, a registered Assessor will 
conduct an evaluation and assessment of your portfolio of evidence and 
competency. 

This programme has been aligned to registered unit standards.  You will be assessed 
against the outcomes as stipulated in the unit standard by completing assessments 
and by compiling a portfolio of evidence that provides proof of your ability to apply 
the learning to your work situation. 

 

 

 

SETA 

Completed Assessor 
report/Moderator 
report/Record of 

Learning forwarded to 

SETA 

Approval and 
Certification 

obtained from 

SETA 

Certificate of 
Competencies 

issued to 
successful 

candidates 

 
SETA to register on 
National Learner 

Database 

CANDIDATE 
Assessment Plan agreed by 
candidate & completed by 
the assessors before the 

actual assessment 

Assessment Activities 
conducted per the 

Assessment Plan 

Assessment Guide 
submitted to training 

provider as per 

Assessment Plan 

Detailed Assessor 
Report compiled & 

forwarded for 

Moderation 

ASSESSMENT 

Assessment 
Results 

Moderated 

Feedback 
Report 

Completed by 
Assessor & 
individual 
feedback 
given to 

candidate 

Appeal form 
completed by 
the candidate 

in event of 

dispute 

Record of 

Learning Updated 

Action Plan 
completed by 

Assessor 

All records & 

evidence filed 

Formative 
Assessments 

Summative 
Assessments 

Logbooks 
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Learner Support  

 

The responsibility of learning rests with you, so be proactive and ask questions and seek assistance 
and help from your mentor/supervisor, if required. 

 

Please remember that this Skills Programme is based on outcomes based education principles which 
implies the following: 

 You are responsible for your own learning – make sure you manage your study, research and 
workplace time effectively.  

 Learning activities are learner driven – make sure you use the Learner Guide and Summative 
Assessments in the manner intended, and are familiar with the workplace requirements.   

 The workplace mentor/supervisor is there to reasonably assist you during contact, practical and 
workplace time for this programme – make sure that you have his/her contact details. 

 You are responsible for the completion of ALL the Assessments.  

 If you need assistance please contact your mentor/supervisor who will gladly 
assist you. 

 If you have any special needs please inform your ISS and workplace 
mentor/supervisor.  

 You also have the opportunity to Contact a Course teacher at any time during 
your online learning experience – they will be able to give you Subject Matter Expertise.  

 

 

Competence 

The Online learning programme uses the terms “being found Competent”, this happens 
when you have achieved the required pass mark in the knowledge component as well as 
in the workplace practical component.  This means you have COMPETENT and are 
eligible for a SAQA Accredited Certificate. 

 

Being Declared Competent Entails: 

Competence is the ability to perform whole work roles, to the standards expected in employment, in a 
real working environment. 

There are three levels of competence: 

1. Foundational competence: an understanding of what you do and why 

2. Practical competence: the ability to perform a set of tasks in an authentic context 

3. Reflexive competence: the ability to adapt to changed circumstances appropriately and 

responsibly, and to explain the reason behind the action 

To receive a certificate of competence and be awarded credits, you are required to provide evidence of 
your competence by compiling a portfolio of evidence, which will be assessed by a SETA accredited 
assessor. 
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You Have to Submit a Portfolio of Evidence 

A portfolio of evidence is a structured collection of evidence that reflects your efforts, progress and 
achievement in a specific learning area, and demonstrates your competence.  This is a combination of 
your Administration documents, Formative Assessments, Summative Assessments and Logbook. 

 

The Assessment of Your Competence 

Assessment of competence is a process of making judgments about an individual's competence through 
matching evidence collected to the appropriate national standards. The evidence in your portfolio should 
closely reflect the outcomes and assessment criteria of the unit standards of the learning programme for 
which you are being assessed. 

To determine a candidate’s knowledge and ability to apply the skills before and during the learning 
programme, knowledge questionnaires are done to determine the learner’s progress towards full 
competence. This normally guides the learner towards a successful summative (final) assessment to which 
assessor and the candidate only agree when they both feel the candidate is ready. 

Should it happen that a candidate is deemed NOT YET COMPETENT upon a summative assessment, that 
candidate will be allowed to be re-assessed. The candidate can, however, only be allowed three 
reassessments.  

When learners have to undergo re-assessment, the following conditions will apply: 

 Specific feedback will be given so that candidates can concentrate on only those areas in which 
they were assessed as not yet competent 

 Re-assessment will take place in the same situation or context and under the same conditions as 
the original assessment 

 Only the specific outcomes that were not achieved will be re-assessed 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 1 

Discuss the issue with the assessor 

STEP 2 

Assessor re-assesses and collects additional evidence  

STEP 3 

If there is still a disagreement, candidate submits written 
complaint to internal moderator (within 21 days of 

assessment)  

STEP 4 

Internal moderator conducts investigation and meets with 
both parties. Moderator will make a decision in a written 
format & present to both parties involved within 21 days 

STEP 5 

If there is still a disagreement; candidate must refer the 
matter to the relevant ETQA manager within 21 days of 

receiving the internal moderators report 

STEP 6 

ETQA Manager will decide on the case and report back to all 
parties within 3 months of receipt of the appeal 
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Candidates who are repeatedly unsuccessful will be given guidance on other possible and more suitable 
learning avenues. 

In order for your assessor to assess your competence, your portfolio should provide evidence of both your 
knowledge and skills, and of how you applied your knowledge and skills in a variety of contexts. 

 

Appeals & Disputes 
The candidate has the right to appeal against assessment decision or practice they regard as unfair. An 
Appeals and Disputes procedure is in place and communicated to all assessment candidates in order for 
them to appeal on the basis of: 

 Unfair assessment 

 Invalid assessment 

 Unreliable assessment 

 Unethical practices 

 Inadequate expertise and experience of the assessor 

Appeals have to be lodged in writing (Candidate Appeal Form) & submitted to ICT internal moderator 
within 48 hours, following the assessment in question. The moderator will consider the appeal & make a 
decision regarding the granting of a re-assessment. The learner will be informed about the appeal-
outcome within 3 days of lodging the appeal. Should the learner not be satisfied with the internal appeal 
outcome, the learner will be advised of the rights to refer the matter to the SETA ETQA. 

 

 

Learner Administration 

 

 

 

 

 

 

 Summative Readiness Statement / Assessment Preparation  

Learner’s declaration: 

Before continuing with any Summative Assessment the learner will have to agree and accept that they 
have taken the responsibility of accessing all the relevant course material, become familiar with the 
information and feel prepared in continuing with the assessments. 

 

 Declaration of Authenticity  

On completing all the assessments the learner is required to complete a “Declaration of Authenticity of 
Evidence”.  This form will confirm that all the learners’ activities are their own original authentic work 
and if there is not enough substantial evidence to prove this then the necessary steps will have to be 
adhered to. 
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 Programme Evaluation Form  

On completion you will be supplied with a Learning programme Evaluation Form called an “Assessment 
Review”. You are required to evaluate your experience in attending the programme. 

Please complete the form at the end of the programme, as this will assist us in improving our service and 
programme material.  Your assistance is highly appreciated. 

 

 Candidate Appeal Form  

 Recognition of Prior Learning 

In the event that a candidate would like to recognised for prior learning an RPL Interview takes place 

 

Interview RPL Purposes (Recognition of Prior Learning)  

The purpose of the interview is two-fold: 

1. A type of self-assessment for the candidate.  It should assist the assessor in deciding the approach 
towards assessment in terms of making competence decisions where candidates are successful in 
proving their prior learning. 

2. To determine candidate preparedness for prior learning conducted and sensitize candidates to re-
assessment. 

 

PORTFOLIO BUILDING 
Your Portfolio of Evidence (PoE) contains the evidence needed to declare you competent and to award 
credits towards the award of this qualification to you. Evidence should be authentic and reflect both your 
knowledge of the subject and your ability to apply this knowledge in the workplace. Thus, evidence day to 
day activities supporting the specific outcomes addressed by this learning programme should complement 
the theoretical learning you attended and were assessed on. 

 

All assessments submitted online will form part of your PoE, which will be moderated. 

 

There are FIVE key steps in creating a portfolio that will reflect your competence. 

1. Plan Your Portfolio 

Plan and document the sequence, graphics and layout of your portfolio. This will assist you in following a 
logical sequence, which makes the Portfolio also much more user friendly and understandable for the 
assessor. It will also reflect your professional approach and attitude towards the subject matter, your 
work and your life. Impact and appearance always contribute to or affect your chances of being taken 
seriously and declared competent! 

 

2. Gather The Evidence 

An evidence checklist has been provided (Section 4) to tell you what evidence needs to be gathered for 
assessment purposes. However, there are four broad categories of evidence that you should include: 

 Knowledge evidence (your knowledge questionnaire) 

 Direct performance evidence (actual samples of your work or records of activities captured on 
audio or video tape) 

 Indirect performance evidence (documentary records of your performance e.g. appraisals, 
photographs, testimonials, self-assessments, customer ratings etc.)  



14 | P a g e  

 

 Supplementary evidence (to confirm the authenticity of your evidence) 

 

3. Evaluate Your Evidence 

Once you have collected your evidence, evaluate each piece by ensuring that it is: 

 Valid (relevant to the unit standard/s being assessed) 

 Authentic (clearly your own work) 

 Current (not more than 2 years old) 

 Sufficient (adequate to prove your competence against all of the assessment criteria and range 
statements in the unit standard/s) 

 

4. Cross-Reference Your Evidence To The Unit Standards 

Evidence for assessment against unit standards must be linked to the outcomes of the unit standard in 
question.  

 

5. Organise Your Information 

How you structure your portfolio is critical. Your design and layout must look professional and clearly 
articulate your achievements, and it should make sense to someone seeing it for the first time. Use the 
following structure as a guide: 

1. A title page indicating:  
o The title of the programme 
o The unit standard titles to which the programme is aligned 
o The assessment centre (The training provider) 
o Your name, position and organisation 
o Your contact details 
o The name of your assessor  
o The name of your moderator 
o The date 

2. An index 
3. Background information  

o Curriculum Vitae 
o Organisation profile 
o Job profile 
o Organisation/department structure 

4. A copy of the unit standard/s 
5. Your assessment plan 
6. Your completed Knowledge Questionnaire 
7. An evidence locator grid 
8. The evidence itself 
9. Supporting evidence e.g. witness testimonies, reflections and witness status list 
10. Assessment records  

 
 

Moderation 
Moderators are a secondary examiner to ensure that your mentor/supervisor and assessor’s 

opinion of competence is accurate and fair. 

Moderation Of Assessments Must Be Planned In Order To: 

 Identify the outcomes as per unit standards 
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 Identify the evidence to be collected 

 Identify steps of a logical process 

 Design an appropriate assessment (criteria and tool) 

 Review success or adjustments to be made to the assessments 

 Provide appropriate feedback and set targets and action plans 

 

Pre-Assessment Moderation 

This occurs prior to assessment taking place and includes moderation of: 

 Assessor suitability/qualifications 

 Assessment guidelines which are explained to all assessors in bi-weekly meetings 

 Standardised assessment tools which are reviewed in assessor meetings 

 Guidelines for organising evidence (see Portfolio of Evidence guidelines) 

 Assessor/candidate appeals process 

 The assessor must consult with the moderator to ensure that the assessment instrument is valid, 
reliable and practicable.  The moderation model will be the assessor moderator comparison, so as 
to ensure that the assessment instrument is fit for purpose and that the assessment plan is 
adequate in order to achieve the outcomes of the assessment process. 

 

Post Assessment Moderation 

Post-assessment moderation must take place at the end of the assessment process, once feedback has 
been given to the candidate.   

Post-assessment moderation must check specifically that the evidence on which the decision of 
competence is based is valid, authentic, current and sufficient.  Until post-assessment moderation has 
taken place, the assessment process is incomplete, as there is a chance that the moderator may disagree 
with the assessor regarding the decision reached in terms of competence.   

Even so, the candidate needs to be cautioned that external moderation/verification needs to take place 
prior to candidate achievement being confirmed and recorded on the National Candidate Record 
Database.   

The focus in post-assessment moderation is also to address continuous improvement of assessment 
activities and tools.  The moderator needs to critically evaluate the review process and ensure that 
candidate consultation in the review process was both meaningful and constructive i.e. avoid simplistic 
yes/no questions which give little qualitative data. 

15% of all assessment sampling across the board is moderated.  The samples are representative of 
assessments conducted by each assessor and for each project 

 


