HRD2602/101/3/2018

Tutorial Letter 101/3/2018

Training and Development Practices

HRD2602

Semesters 1 and 2

Department of Human Resource Management

IMPORTANT INFORMATION
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Please note:

This tutorial letter should be read in conjunction with the Study @ Unisa brochure and Tutorial Letter
HRMALLG6/301/4/2018 and the study guide (SG001) for this module.

It is strongly recommended that you register for and use myUnisa (see the Study @ Unisa brochure,
which you received when you registered, for details) as this will give you direct access to important
information and allow you to perform tasks such as updating your personal information, submitting
assignments, confirming receipt of assignments, obtaining assignment marks, obtaining examination
timetables and results, joining online discussion forums and many more.




HIRD2602

Training and Development Practices

Dear Student

1 INTRODUCTION

Welcome to the module, Training and Development Practices (HRD2602). | trust that you will find the
contents of this module stimulating and of practical value.

South Africa is currently experiencing tremendous changes in the area of training and development.
Training and development in the contemporary business world is more important than ever. Also, in the
last few years, the government has promulgated a great deal of educational and training-related
legislation. It is therefore important for every student in Human Resource Management to be afforded
the opportunity to make a careful study of training and development.

This module will expose you to a wide spectrum of significant aspects of training and development in
organisations. | strongly recommend that you start your studies as soon as possible because this
module is not only intensive, but also comprehensive.

Over and above the inventory letter and other items, you should also have received the brochure, Study
@ Unisa, which contains vital information. The Department of Despatch should supply you with the
following printed tutorial matter for this module:

o A study guide: HRD2602/SG001/3/2018 (which contains all the workbooks for this module)
o A general tutorial letter: HRMALL6/301/4/2018
o Tutorial Letter HRD2602/101/3/2018 (this tutorial letter)

Note: Some of this tutorial matter may not be available when you register. This tutorial matter will be
posted to you as soon as possible, but is also available on myUnisa. While the printed material may
appear different from the online study material, it is the same, as it has been copied from the myUnisa
website.

Another general tutorial letter (HRMONLI/301/4/2018) for modules offered online by the Department of
Human Resource Management will be available on the HRD2602 myUnisa site. This tutorial letter will
only be available electronically and will not be printed. Feedback on Assignment 01 will be provided in
Tutorial Letter 201, feedback on Assignment 02 in Tutorial Letter 202 and feedback on Assignment 03
in Tutorial Letter 203, which will be available on myUnisa a few weeks after the due date of this
assignment. These tutorial letters will only be available electronically and will not be printed.

Because this is an online module, you will need to use myUnisa to study and complete some of the
learning activities for this course. Go to the website at https://my.unisa.ac.za and log in using your
student number and password. You will see HRD2602-18-S1 (for semester 1 students) or HRD2602-18-
S2 (for semester 2 students) in the row of modules displayed in the orange blocks at the top of the
webpage. Select the More tab if you cannot find the module you require in the orange blocks. Then click
on the module you wish to open.

Wishing you every success in your studies!


https://my.unisa.ac.za/
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2 OVERVIEW OF HRD2602
2.1 Purpose

The purpose of this module is to equip you to apply the fundamental concepts, principles and processes
of training and development in the context of existing training-related legislation and organisational
requirements. Students credited with this module are able to demonstrate sound knowledge of, and
insight into training and development practices in organisations, including aspects pertaining to various
pressing needs and issues in South Africa, and concomitant targeted interventions.

This module is delivered using myUnisa and the internet. Peer group interaction and community
engagement are also included in some of the activities. | will interact with you on myUnisa and via e-
mail.

2.2 Outcomes

The learning outcomes are those outcomes that you must achieve in order to complete the module
successfully and be effective in the workplace. For this module, you will have to master several
outcomes:

o Specific outcome 1: Demonstrate the ability to analyse the fundamental principles required for the
management of training in organisations.

o Specific outcome 2: Describe how South African skills development legislation requirements are
applied in organisations.

o Specific outcome 3: Apply the training cycle to develop training and development interventions in
organisations.

3 LECTURER AND CONTACT DETAILS

3.1 Contacting the lecturer

Mrs Sumaiyah Fuad Ahmed

Office number: Room 3-55, AJH van der Walt Building, Unisa, Muckleneuk campus
Telephone number: 012 429 6197

E-mail address ahmedsf@unisa.ac.za

Postal address: The Lecturer

Training and Development Practices (HRD2602)
Department of Human Resource Management
PO Box 392

Unisa

0003

You may also contact me via the HR helpdesk (see details in section 3.2) or via the Course Contact
option on myUnisa. You will find this option on the left-hand side once you have logged on to the
HRD2602 myUnisa module site. Please do not send the same message to both the helpdesk and
via the course contact option on the myUnisa module site. This may cause delays as | have to
respond to duplicate enquiries.

Please address all correspondence about academic matters, such as enquiries about the contents of
assignments, to the lecturer. Administrative enquiries should be directed to the relevant department. See
section 3.3. Always write your student number and the module code at the top of any correspondence
to the University. If you contact me by e-mail always include the module code and your student number
in the subject line.



| will be available to take phone calls or respond to e-mails on academic matters and/or to attend to
students who may prefer to visit personally for academic engagement. However, the days and times that
| am available will be communicated on the welcome page on myUnisa. These days and times may
change from time to time in order to accommodate the lecturer’s work schedule and other commitments.
To avoid disappointment, | suggest that you make an appointment beforehand if you wish to visit me
personally.

3.2 Contacting the Department of Human Resource Management

Should you wish to contact the lecturer by telephone or e-mail, you may do so via the Department of
Human Resource Management’s helpdesk. The details are as follows:

Telephone number: 012 429 8701

E-mail address: hrmacademics@unisa.ac.za

Always include your student number and the module code in the
subject line of any e-mail messages you send to this e-mail
address.

By using the above telephone number or e-mail address your enquiry will be directed to the appropriate
person. Please do not send the same message to both the helpdesk and via the course contact
option on the myUnisa module site. This may cause delays as | have to respond to duplicate
enquiries.

3.3 Contacting the University

To contact the University, follow the instructions in the Study @ Unisa brochure or Tutorial Letter
HRMALLG6/301/4/2018. Remember to have your student number available whenever you contact the
University.

3.4  Contacting your fellow HRD2602 students

On myUnisa there are various ways that you can contact and engage with your fellow students. Please

access the Discussions tool on myUnisa. | have also developed a specific forum titled, “General
subject related discussions”, where you can engage with fellow students.

4 RESOURCES
4.1 Prescribed book

There is one prescribed book for this module, namely:

Erasmus, BJ, Loedolff, PvZ, Mda, T & Nel, PS. 2015. Managing training and development. 7th Edition.
Oxford University Press. ISBN 978 0 19 040917 3.

This book is not available on the HRD2602 myUnisa module site. Thus, you nheed to purchase a copy of
the book as soon as possible. Make sure you purchase the correct edition of the prescribed book as the
previous editions cannot be used.

Prescribed books can be obtained from the University’s official booksellers. You may access myUnisa
for information on the official booksellers that stock this book by logging on to the HRD2602 myUnisa
module site and clicking on the Prescribed Books tab on the left-hand side. You will find information on
the prescribed book for this module as well as information on the booksellers. Information on the
booksellers is also available in the Study @ Unisa brochure.


mailto:hrmacademics@unisa.ac.za

HRD2602/101/3/2018

If you have difficulty obtaining the prescribed book from these booksellers, please contact the Unisa
Prescribed Book Section as soon as possible at telephone number 012 429 4152 or send an e-mail to
vospresc@unisa.ac.za for assistance.

4.2 Recommended books
There are no recommended books for this module.

4.3 Electronic reserves (e-reserves)

There are no e-reserves for this module.
5 STUDENT SUPPORT SERVICES
5.1 Joining myUnisa

If you have access to a computer that is linked to the internet, you can quickly access resources and
information at the University. The myUnisa learning management system is the University's online
campus that will help you communicate with your lecturers, with other students and with the
administrative departments at Unisa — all through the computer and the internet.

You can start at the main Unisa website at http://www.unisa.ac.za and then click on the myUnisa orange
block. This will take you to the myUnisa website. To go to the myUnisa website directly, go to
https://my.unisa.ac.za. Click on the Claim UNISA Login on the right-hand side of the screen on the
myUnisa website. You will then be prompted to give your student number in order to claim your initial
myUnisa details as well as your myLife e-mail login details.

For more information on myUnisa, consult the Study @ Unisa brochure.
5.2  Printed support material

Because we want you to be successful in this online module, we also provide you with some of the study
material in printed format. This will allow you to read the study material even if you are not online.

The printed study material will be sent to you at the beginning of the semester, but you do not have to
wait for it before you start studying — you can go online as soon as you have registered and find all your
study material there. The material we will send you is an offline copy of the formal content for the online
module. Having an offline copy will enable you to study for this module WITHOUT having to use the
internet or to go to an internet café. It will save you time and money, and you will be able to read and re-
read the material and start doing the activities.

It is imperative that you log into myUnisa regularly. | recommend that you log in at least once a week or
every 10 days to do the following:

o Check for new announcements. You can also set your myLife e-mail account to receive the
announcement e-mails on your cellphone.

o Do the Discussion Forum activities. When you complete certain activities in each workbook, |
want you to share your answers with the other people in your group. You can read the instructions
and even prepare your answers offline, but you will need to go online to post your messages.

| hope that by giving you extra ways to study the material and practise all of the activities, this system wiill
help you succeed in the online module. To get the most out of the online course you MUST go online
regularly to complete the activities and assignments on time.


vospresc@unisa.ac.za%20
http://www.unisa.ac.za/
https://my.unisa.ac.za/

Remember, the printed support material is back-up material for everything that is found online on
myUnisa. It does not contain any extra information. In other words, do NOT wait for the printed
support material to arrive before you start studying.
5.3 Library services and resource information

For brief information, go to www.unisa.ac.za/brochures/studies.

For detailed information, go to the Unisa website at http://www.unisa.ac.za/ and click on Library.
For research support and services of personal librarians, go to
http://www.unisa.ac.za/Default.asp?Cmd=ViewContent&ContentID=7102.

The Library has compiled numerous library guides:

o finding recommended reading in the print collection and e-reserves —
http://libquides.unisa.ac.za/request/undergrad

o requesting material — http://libguides.unisa.ac.za/request/request

o postgraduate information services — http://libguides.unisa.ac.za/request/postgrad

o finding, obtaining and using library resources and tools to assist in research —
http://libguides.unisa.ac.za/Research_Skills

o contacting the Library/finding us on social media/frequently asked questions —
http://libguides.unisa.ac.za/ask

54 E-tutors

Please be informed that, with effect from 2013, Unisa started offering online tutorials (e-tutoring) to
students registered for modules at NQF levels 5, 6 and 7 (qualifying first-year, second-year and third-
year modules).

Once you have been registered for HRD2602, you will be allocated to a group of students with whom
you will be interacting during the tuition period as well as an e-tutor who will be your tutorial facilitator.
Thereafter you will receive an sms informing you about your group, the name of your e-tutor and
instructions on how to log onto myUnisa in order to receive further information on the e-tutoring process.

Online tutorials are conducted by qualified e-tutors who are appointed by Unisa and are offered free of
charge. All you need to be able to participate in e-tutoring is a computer with an internet connection. If
you live close to a Unisa Regional Centre or a Telecentre contracted with Unisa, you are welcome to visit
any of these to access the internet. E-tutoring takes place on myUnisa where you are expected to
connect with other students in your allocated group. It is the role of the e-tutor to guide you through your
study material during this interaction process. In order to get the most out of online tutoring, you need to
participate in the online discussions that the e-tutor will be facilitating.

5.5 Predatory providers of classes and examination support

Please be aware of the existence of multiple fraudulent and predatory providers of classes and
examination guidance to Unisa students. Please note that Unisa does not have agreements with any of
these agencies/schools/colleges to provide tuition or support to our students. Unisa also does not
provide these predators with study material, guidelines or your contact information.

These providers may not have the necessary expertise to assist you and often charge exorbitant fees. If
you receive an invitation from any agency or College, it is best to confirm with your lecturer if the provider
is a legitimate Unisa partner.


http://www.unisa.ac.za/brochures/studies
http://www.unisa.ac.za/
http://www.unisa.ac.za/Default.asp?Cmd=ViewContent&ContentID=7102
http://libguides.unisa.ac.za/request/undergrad
http://libguides.unisa.ac.za/request/undergrad
http://libguides.unisa.ac.za/request/request
http://libguides.unisa.ac.za/request/request
http://libguides.unisa.ac.za/request/postgrad
http://libguides.unisa.ac.za/request/postgrad
http://libguides.unisa.ac.za/Research_Skills
http://libguides.unisa.ac.za/Research_Skills
http://libguides.unisa.ac.za/ask
http://libguides.unisa.ac.za/ask
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5.6 TVET Agreements

Unisa, however, has agreements with a number of technical and vocational education and training
(TVET) Colleges to provide contact tuition and support for students in the following Higher Certificates:

Higher Certificate in Economic & Management Sciences
Higher Certificate in Banking

Higher Certificate in Tourism

Higher Certificate in Accounting Sciences

More information on this is available on the Unisa website.

5.7 Additional information

For information on the various student support systems and services available at Unisa (e.g. student
counselling, tutorial classes and language support), please consult the Study @ Unisa brochure.
Information on how to establish contact with fellow students, the use of myUnisa and tutor support is also
provided in Tutorial Letter HRMALL6/301/4/2018.

6 HOW TO STUDY ONLINE

6.1 What does it mean to study online?

Studying online modules differs completely from studying some of your other modules at Unisa.

o All your study material and learning activities for online modules are designhed to be
delivered online on myUnisa. Although we give you a printed copy to support your studies, the
module is designed to be delivered online.

o All of your assignments must be submitted online. This means that you do all your activities
and submit all your assignments on myUnisa. In other words, you may NOT post your assignments
to Unisa using the South African Post Office.

o All of the communication between you and the University happens online. Lecturers will
communicate to you by e-mail, and using the Announcements and the Discussion Forums tools.
You can also use these ways to ask questions and contact your lecturers.

6.2 The myUnisatools you will use

All of the information about the various myUnisa tools that you will use can be found in the preface of the
HRD2602 study guide (SG001). A copy of the HRD2602 welcome page can be found in Appendix G of
this tutorial letter.

7 STUDY PLAN

You should plan your personal study programme in such a way that you are able to go through all the
workbooks, have time to complete the assignments, and have sufficient time to spend on your
preparation for the examination. Given the limited time you have to do this, | have drawn up a study plan
for you, which you may use as a guideline for studying this module. The study plan for semester 1
appears in Appendix E of this tutorial letter. The study plan for semester 2 appears in Appendix F of this
tutorial letter. You can also find this study plan under Additional Resources in the study plan folder on
the HRD2602 myUnisa module site. Assignment due dates are available on the schedule and are also
included in this tutorial letter.

Remember that this study plan serves as a guideline only. You should work at your own pace and you
may even prefer to draw up your own time management schedule, which is better suited to your
particular situation. If you intend on drawing up your own schedule please remember that the assignment

9



and examination dates cannot change. Thus, you need to plan your schedule around these dates. You
can also use the electronic schedule on myUnisa or the study plan document in the Study @ Unisa
brochure to compile a comprehensive plan for all your modules, if you prefer. Please refer to this
brochure for guidelines on general time management and planning.

8 ASSESSMENT
8.1 Assignments (formative assessment)

8.1.1 Assessment plan

Unisa, unlike residential universities, does not require students to write tests to gain admission to the
examination. Assignments are used for this purpose. The assignments serve as an important criterion to
determine whether you have studied the content in the study guide (SG001) and the prescribed book in
a systematic fashion and are able to research certain prescribed objectives. At the same time, you
become conversant with the standards applied at the University, broaden your knowledge of your subject
and gain valuable practice in answering questions.

Four assignments are set for this module. Assignments 01, 02, and 03 are compulsory. They must be
submitted to the University for assessment and will contribute towards your final mark for this module.
Assignment 04 is a self-assessment assignment and should not be submitted to the University
for assessment (see Appendix C of this tutorial letter). You may complete this assignment after you
have studied the relevant sections of the work. Try to answer the assignment questions without
consulting the SG001 and prescribed book. After you have completed the assignment, assess your
answers by using the guidelines provided in Appendix D of this tutorial letter. Assignments 01 and 02
consist of multiple-choice questions, while Assignments 03 and 04 contain essay questions and case
studies.

Since you are expected to adopt a scientific approach to your assignments, study the guidelines for
answering assignments and examination questions in Tutorial Letter HRMALL6/301/4/2018. Pay special
attention to the key concepts for assignments and examinations, and the guidelines for answering case
studies to ensure that you understand how to avoid plagiarism. Ensure that you meet the administrative
requirements in this appendix when submitting assignments.

8.1.2 Assignment numbers and due dates

There are four assignments for this module per semester. Assignments 01, 02 and 03 are compulsory.
Assignment 04 is a self-assessment assignment and should not be submitted to the university for
assessment (refer to Appendix C).

Specific due dates have been determined for the assignments. A few weeks after the due date of each
assignment a tutorial letter will be available on myUnisa with the answers and guidelines for that
assignment. These guidelines should be studied in preparation for any examination questions that may
stem from assignment questions. The due dates of the compulsory assignments and their unique
numbers are reflected below.

Assignment FIRST SEMESTER SECOND SEMESTER.
number Due date Unique number Due date ;Junr:qqgjeer
01 2 March 2018 772294 17 August 2018 876567
02 16 March 2018 877890 31 August 2018 831432
03 6 April 2018 881621 21 September 2018 800336
04 Self-assessment n/a Self-assessment n/a

10
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Please ensure that you provide the correct unique number when submitting assignments and
that you submit your assignments on/before the due dates. Lecturers cannot grant extensions
for assignments so please plan ahead. Since you should make provision for slow systems and
routine maintenance, | advise you to submit your assignments a few days prior to the due date.

8.1.3 Year mark and final examination

In this module, your competence will be assessed by means of three assignments and a venue-based
examination. You earn a year mark by submitting Assignments 01, 02, and 03. The marks obtained for
these assignments will be combined with your examination mark in order to calculate the final
assessment mark for this module. Your final mark will thus comprise the following:

Assignment 01 (5%) + Assignment 02 (5%) + Assignment 03 (10%) + Examination (80%) = 100%

Note that the submission of either Assignment 01, 02 or 03 on/before the due date is required for
admission to the examination; however, the marks obtained for all three compulsory
assignments will contribute towards your final mark. Therefore, although you will be admitted to the
examination even if you submit only one of the three assignments, you will forfeit the marks for the
assignments that you do not submit. You should thus submit all three compulsory assignments as your
year mark will be very low if you only submit one of them. You will have to obtain a minimum of 50% for
the year mark and the examination mark combined for the final assessment mark in order to pass the
module. Please take note of the subminimum rule at Unisa that applies to the final assessment mark
(your year mark combined with your examination mark).

Subminimum rule

Irrespective of the year mark obtained, a subminimum of 40% must be obtained in the
examination. In line with the Unisa assessment policy, your year mark will not be taken into
account if you obtain less than 40% in the examination. In such an event the mark obtained in
the examination will be your final mark.

You will therefore not pass a module if your examination mark is less than 40%.

If you write a supplementary or aegrotat examination the year mark will be taken into account when the
final mark is calculated, and the sub-minimum rule is applicable. Students who write a supplementary or
aegrotat examination do not submit assignments during the semester that they will be writing the
supplementary or aegrotat examination. See Tutorial Letter HRMALL6/301/4/2018 for more information
on the calculation of your final assessment mark.

The completion of assignments affords you an excellent opportunity to ensure that the work you do
during the course of the year contributes towards your final assessment mark. You are therefore advised
and encouraged to do every assignment (including the self-assessment assignment in Appendix C of
this tutorial letter, that should not be submitted to Unisa for marking) and obtain a good mark in the
assignments.

8.1.4 Format of the assignments

Assignment 01

Assignment 01 comprises 10 multiple-choice questions. In Assignment 01 you are required to select the
most appropriate option from options 1 to 4. Choose the option you think is the correct (most
appropriate) one. In other words, if you think that option 4 in question 1 is correct, then select option 4
next to the appropriate question number (in this case it is question 1). If you need assistance with
answering multiple-choice questions, refer to the Study @ Unisa brochure.
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Use the Self-Assessments tool available on the HRD2602 module site to submit your multiple-choice
guestion assignment. This assignment will be completed online. Feedback for Assignment 01 will be
provided in Tutorial Letter 201, which will be available on myUnisa a few weeks after the due date of this
assignment.

Assignment 02

Assignment 02 comprises 10 multiple-choice questions. In Assignment 02 you are required to select the
most appropriate option from options 1 to 4. Choose the option you think is the correct (most
appropriate) one. In other words, if you think that option 4 in question 1 is correct, then select option 4
next to the appropriate question number (in this case it is question 1). If you need assistance with
answering multiple-choice questions, refer to the Study @ Unisa brochure.

Use the Self-Assessments tool available on the HRD2602 module site to submit your multiple-choice
question assignment. This assignment will be completed online. Feedback for Assignment 02 will be
provided in Tutorial Letter 202, which will be available on myUnisa a few weeks after the due date of this
assignment.

Assignment 03

Assignment 03 contains essay questions and case studies. Guidelines on answering essay type/case
study assignment questions are provided in Tutorial Letter HRMALL6/301/4/2018. You can type your
assignment on any word processor and then convert it to pdf. Assignment 03 can only be submitted in
pdf format. No other formats will be accepted. This assignment should be submitted online.
Feedback on Assignment 03 will be provided in Tutorial letter 203, which will be available on myUnisa a
few weeks after the due date of this assignment.

8.1.5 Where to find the assignments and how to submit them

Assignments 01, 02 and 03 should be submitted on or before the due dates. Remember that you
can submit your assignments until 00:00 (12 o’clock midnight) on the due date for the assignment.
However, | advise you not to wait until the day of the due date before you submit your
assignments on myUnisa, as the system might be very busy or down for routine maintenance.

The questions for Assignments 01 and 02 are available online under the Self-Assessments tool on the
HRD2602 myUnisa module site and should be completed and submitted online.

To submit Assignments 01 or 02 on myUnisa do the following:

1. Goto myUnisa (http://my.unisa.ac.za) and log in with your student number and password.

2.  Select the HRD2602 module in the row of modules displayed in the orange blocks at the top of the
webpage.

3. Click on Self-Assessments from the menu on the left-hand side of the screen.

4.  Click on the assignment number that you wish to complete and follow the instructions.

The questions for Assignment 03 are available in the Appendix A (for semester 1 students) and
Appendix B (for semester 2 students) of this tutorial letter and should be submitted online using the
Assignments tool.

To submit Assignment 03 on myUnisa do the following:

1. Goto myUnisa (http://my.unisa.ac.za) and log in with your student number and password.

2.  Select the HRD2602 module in the row of modules displayed in the orange blocks at the top of the
webpage.

3.  Click on Assignments from the menu on the left-hand side of the screen.

4.  Click on the assignment number that you wish to submit and follow the instructions.
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Note

o Once you have submitted an assignment, do not resubmit it even though such an option is
available. Once the due date has lapsed, this option will become unavailable.

o You can check on myUnisa if we have received your assignments.

o When you have submitted an assignment, print or save the proof of submission page.

o Always keep a copy of your assignments.

8.1.6 Who to contact about the receipt of an assignment or marks obtained

Enquiries about the receipt of assignments or assignment marks may be directed to the Directorate of
Student Assessment and Administration (see the Study @ Unisa brochure for details). Assignment
information can also be obtained by accessing myUnisa and clicking on Assignments on the left-hand
side of the screen.

8.2 Examination (summative assessment)

The summative assessment is a venue-based examination. The examination is your opportunity to
demonstrate that you have achieved the outcomes for this module.

8.2.1 Requirements for admission to the examination

Admission to the examination is automatic provided you have submitted one of the assignments
(Assignment 01, 02 or 03) on or before the due date for assignment; however, the marks obtained
for all three compulsory assignments contribute towards your final mark. Therefore, although you
will be admitted to the examination even if you submit only one of the three assignments, you will forfeit
the marks for the assignments that you do not submit. You should thus submit all three compulsory
assignments as your year mark will be very low if you only submit one of them. Students who do not
submit either of the compulsory assignments will NOT be granted admission to the examination. No
extension for the submission of assignments will be granted.

8.2.2 Format of the examination paper

The examination paper will consist of five essay questions (25 marks each), of which you will be
expected to answer three (total of 75 marks). These questions may be subdivided into paragraph
guestions. Note that there will be no multiple-choice questions in the examination paper. The duration
of the examination is two hours.

Previous examination papers will be available on myUnisa. Please note that these examination
papers are provided to give you an idea of the expected format of your examination and you
should not regard these papers as an indication of questions that are likely to appear in the
examination you will write. However, please refer to the specific examination guidelines provided
in this tutorial letter as the format of examination papers may vary from year to year. No further
previous examination papers will be provided, and we cannot provide you with memoranda for
the example papers provided.

Please do not contact me about the availability of examination papers on myUnisa as this is a function
performed by the Examinations Department.

8.2.3 Guidelines on preparing for the examination

Please use the study guide (SGO001) as your starting point when preparing for the examination. The
SGO001 indicates which parts of the prescribed book you must study. Where you are required to read a
section of the prescribed book, you need not study that particular section in the prescribed book because
it merely serves as background information.
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As far as the examination is concerned, there are essentially two sources from which examination
questions can be derived. The first source is the assignments. In the assignments you have the
opportunity to work through the relevant tutorial matter and formulate answers using either the SG001 or
the prescribed book, or both. In this tutorial letter and Tutorial Letters 201, 202 and 203 you are also
given guidelines on how you should have answered the assignment questions and what you should have
included in your answer. A wise student will make an effort to master this aspect of the work so that
he/she can handle any examination question that may be taken from this source.

The self-assessment questions in the SGO001 constitute the second source of questions for the
examination. These questions will help you to achieve the learning outcomes. They also afford you the
opportunity to apply your newly acquired knowledge and help you to develop insight into and
understanding of the learning material. My advice is that you should also work on these questions and
that you should assess yourself against the theoretical requirements spelt out in the prescribed book
and/or the SG001. You should not expect exactly the same assignment questions to be included
in the examination. Original questions will be drafted for the examination, although the format
may be similar to the format used in the assignments.

When preparing for the examination, you should consider the following guidelines:

o Compile a roster for revising the work and arrange study leave in good time.

o Reformulate the learning outcomes as questions.

o Revise all the assignments and the guidelines on the assignments in the tutorial letters.

o Revise all the self-assessment questions at the end of each workbook in the study guide.
o Make notes of important concepts, principles and processes.

o Allow enough time so that you can revise all the material more than once.

o Learn actively. Do not merely read through the study material; practise what you will need to do in
the examination. For instance, if you expect to have to answer an essay question, you need to
practise writing essay questions.

o Plan and practise the framework of possible questions. Spend five minutes sketching a quick mind
map of how you would answer a 40-minute question.

When writing the examination, it is important to remember the following:

e Use the first five or ten minutes to read carefully through the whole paper before you rush into it. Get
a feel for the paper and choose the question you want to answer first. It might be a good idea to
answer the more difficult questions first in order to get them out of the way. Alternatively, you may
feel more comfortable answering an "easier" question first to motivate yourself before you tackle the
guestions you might find more difficult. Read the questions carefully and make sure that you answer
the entire question.

e You should work out a timetable for yourself at the start of the examination, based on the
number of questions you have to do. Depending on how much they are worth, allocate time slots for
each question, and note the starting times for each.

e Do something of everything, rather than all of some questions and none of the others. Keep to your
timetable.

e Set out your answers clearly and logically. Use numbered paragraphs if the question asks you to
explain or discuss a series of facts. You can also make use of headings and subheadings. Start a
new paragraph for each new idea and use simple, separate sentences for each item of information.
Do not repeat yourself; you will not earn extra marks by filling up your pages with repeated
information.

e Although time is limited, write neatly, using a pen with dark ink, so that the marker can read your
answers easily.
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e You can also write short sentences and underline the key words, but please do not answer your
guestions in bullet format.

¢ Some of the questions may have sub questions. Please number them clearly.

e You are not expected to provide a table of contents, introduction, conclusion and bibliography when
writing the examination. Simply answer the question asked.

e Look at the mark allocation for a question or subsection of a question. Make sure that you include
sufficient facts to make up the marks allocated to a question or subsection of a question.

e Keep a level head. Do not panic. If you cannot do it all, you should do enough to pass, and even to
pass well.

e Prioritise. For each question that you answer, ask yourself what the crux of it is or what the lecturers
will expect, if nothing else. Do the most important parts that are relevant to the question.

e Make sure that you fill in your personal details on the cover page of the examination paper.

e You may answer the questions in any order, but remember to number them clearly and keep all the
answers of the sub questions together.

¢ Avoid slang, jargon and abbreviations. Choose and use your words carefully (if you are not certain of
the meaning of a word, do not use it).

e You have two hours to complete the paper; it has been set so that the average candidate should be
able to finish with time to spare. Use your time wisely and try to have enough time left over so that
you can re-read your final answers. Where necessary, make neat changes and additions in the extra
space that you have left after each answer. This might just earn you the few extra marks you need to
pass or get a distinction.

¢ You may use the back pages of the answer book to make notes and plan your answers. However, if
you do this, please cross out the notes afterwards and write "rough notes" so that the examiner does
not confuse them with your final answers.

e Try to imagine that the examiner knows nothing about the subject and that you must explain the
concepts to the examiners in such a way that they will understand it.

¢ Remember to look at the mark allocation and provide enough information that is relevant to be
awarded with the marks.

e Some application questions will be included in the examination. These are questions where you will
be required to apply what you have learnt to a case study or a scenario. Although these questions
may ask you to give your own opinion, it does not mean that the theory is not applicable to the
guestion. The theory remains the base for assessment.

o Take careful note of the way the questions are worded (look for key words), and structure your
answers accordingly. Refer to the table on the next page for some key words that may be used and
their meaning, to help you understand what is expected of you in answering the questions.

‘ Keyword || Meaning ‘

Analyse Show the essence of something by breaking it down into its component parts and
examining each part in detail.

‘Argue H Present the case for and against a particular proposition. ‘

‘Compare H Look for similarities and differences between propositions. ‘

Contrast Place the two propositions in opposition in order to show the differences between
them.

Criticise Give your judgement about the merit of theories or opinions about the truth or facts,
and back your judgement by a discussion of evidence.
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Keyword ll Meaning

Define Set down the precise meaning of a word or phrase. Show that the distinctions
implied in the definition are necessary.

Describe Give a detailed or graphic account of the characteristics of the subject.

Differentiate Show the difference between two things by determining their distinctions.

‘Discuss H Investigate or examine by argument, sift and debate, giving reasons for and against. ‘

‘Enumerate H Listen or specify and describe one by one. ‘

Evaluate Make an appraisal of the worth of something, in the light of its apparent truth or
utility. Include your personal opinion, supported by evidence.

Explain Make clear, interpret, and account for in detail.

Explore Thoroughly inquire into a topic by examining and analysing every aspect of it.

lllustrate Explain and make clear by the use of concrete examples or by the use of figure
diagrams.

Interpret Bring out the meaning of, and make clear and explicit; usually also giving your own
judgement.

‘Investigate HSearch, study and carefully survey all areas of the subject. ‘

‘Justify H Defend or show adequate grounds for decisions or conclusions. ‘

Outline Give the main points or general principles of a subject, omitting minor details, and
emphasising structure and relationship.

‘Prove H Demonstrate truth or falsity by presenting evidence. ‘

Relate Narrate or show how things are connected to each other and to what extent they are
alike or affect each other.

‘Review H Make a survey of, examining the subject critically. ‘

‘State H Specify details fully and clearly. ‘

Summarise Give a concise account of the chief points or substance of a matter, omitting details
and examples.

Trace Identify and describe the development or course of history of a topic from some point
or origin.

Source: https://education.exeter.ac.uk/dll/studyskills/answering questions.html

Please see the Study @ Unisa brochure and Tutorial Letter HRMALL6/301/4/2018 for general
examination guidelines and examination preparation guidelines.

8.2.4 Supplementary examinations

Supplementary examinations may be granted by the University, provided you achieved a minimum of
40% in the examination. You cannot apply for a supplementary examination, refer to the Study @ Unisa
brochure.

9 NEW LANGUAGE POLICY

Unisa has introduced a new language policy which states that the recently developed online modules will
be offered in English only. This applies to HRD2602. Therefore, all official study material (workbooks,
tutorial letters, etc.) will be provided in English only. You are also required to submit your assignments in
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English. All other communication (Discussion Forums on myUnisa, e-mail correspondence, self-
assessment questions on myUnisa, and e-tutor forums) will also be provided in English only.

10 FREQUENTLY ASKED QUESTIONS (FAQS)

On the HRD2602 myUnisa module site you will find a number of questions frequently asked by students.
To access these questions go to the HRD2602 module site and click on the FAQ tool (it appears on the
left hand side on the screen). You will also find FAQs relevant to all the modules offered by the
Department of Human Resource Management.in Tutorial Letter HRMALL6/301/4/2018.

Before contacting Unisa, read these FAQs as you may find the answer to your question there.
Remember to look at the FAQs regularly as | will add more questions as the semester progresses — they
may even be ones that you have asked. Also consult the Study @ Unisa brochure before you contact the
university, as most of your questions will be answered in this brochure.

11  SOUTH AFRICAN BOARD FOR PEOPLE PRACTICES (SABPP)

The South African Board for People Practices (SABPP) publishes an electronic newsletter — the HR
Voice — on a regular basis. | have created a subfolder “SABPP” under Additional Resources on the
HRD2602 myUnisa module site where you will be able to read the latest edition of this publication. As
new editions become available, they will be added to this folder.

The SABPP has accredited Unisa’s HRM qualifications and you can read more about the SABPP in
Tutorial Letter HRMALL6/301/4/2018. Visit their website on www.sabpp.co.za to learn more about
registration with the SABPP.

12 CONCLUDING REMARKS

You are now ready to begin the Training and Development Practices module. | trust that you will
approach your studies with enthusiasm and commitment. You are welcome to contact me should you
experience any problems with the content of this tutorial letter or with any academic aspect of the
module.

| wish you a fascinating and satisfying journey through the learning material and trust that you will
complete the module successfully.

Enjoy the journey!

Mrs Sumaiyah Fuad Ahmed

LECTURER: HRD2602
DEPARTMENT OF HUMAN RESOURCE MANAGEMENT

UNISA
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APPENDIX A: COMPULSORY ASSIGNMENTS (SEMESTER 1)

Assignment 01 for Semester 1
Topic 1 (Workbooks 01 — 03)
Due date Unique number
2 March 2018 772294

Assignment 01 comprises 10 multiple-choice questions. In Assignment 01, you are required to select the
most appropriate option from options 1 to 4. In other words, if you think that option 4 in question 1 is
correct, then select option 4 next to question 1. If you need assistance with answering multiple-choice
questions, refer to the Study @ Unisa brochure.

Use the Self-Assessments tool available on the HRD2602 module site to find and submit your
multiple-choice question assignment. This assignment will be available and must be completed
online.

To submit Assignment 01 on myUnisa do the following:

1. Go to myUnisa (http://my.unisa.ac.za) and log in with your student number and password.

2. Select the HRD2602 module in the row of modules displayed in the orange blocks at the top of
the webpage.

3. Click on Self-Assessments from the menu on the left-hand side of the screen.

4, Click on the assignment number that you wish to complete and follow the instructions.

This assignment should be submitted on or before the due date. Make sure that you answer ALL the
questions. Feedback on this assignment will be provided in Tutorial Letter HRD2602/201/1/2018, which
will be available on myUnisa a few weeks after the due date of this assignment. This tutorial letter will
only be available electronically and will not be printed.
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Assignment 02 for Semester 1
Topic 2 (Workbooks 04 - 06)
Due date Unique number
16 March 2018 877890

Assignment 02 comprises 10 multiple-choice questions. In Assignment 02, you are required to select the
most appropriate option from options 1 to 4. In other words, if you think that option 4 in question 1 is
correct, then select option 4 next to question 1. If you need assistance with answering multiple-choice
questions, refer to the Study @ Unisa brochure.

Use the Self-Assessments tool available on the HRD2602 module site to find and submit your
multiple-choice question assignment. This assignment will be available and must be completed
online.

To submit Assignment 02 on myUnisa do the following:

1. Go to myUnisa (http://my.unisa.ac.za) and log in with your student number and password.

2. Select the HRD2602 module in the row of modules displayed in the orange blocks at the top of
the webpage.

3. Click on Self-Assessments from the menu on the left-hand side of the screen.

4, Click on the assignment number that you wish to complete and follow the instructions.

This assignment should be submitted on or before the due date. Make sure that you answer ALL the
questions. Feedback on this assignment will be provided in Tutorial Letter HRD2602/202/1/2018, which
will be available on myUnisa a few weeks after the due date of this assignment. This tutorial letter will
only be available electronically and will not be printed.
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Topic 3 (Workbooks 07 — 11)

6 April 2018 881621

Learning outcomes

On completion of this assignment, you should be able to do the following:

Discuss the different methods of data collection to determine training needs.
Formulate learning outcomes that are linked to the identified training need.
Discuss the sources where training content can be found.

Describe the characteristics of an adult learner.

Identify the best sequencing techniques for the content of a programme.
Indicate the main instructional strategy to apply to a training programme.
Explain the characteristics required of a learning facilitator.

Describe the principles to consider for the assessment of a training programme.

Guidelines on how to approach this assignment

| advise that you work through the following steps in answering the assignment questions:

Read all the information relating to Topic 3 in the study guide (SG001) and the related sections in
the prescribed book.

Begin by carefully studying the relevant information/case study/scenario.
Read each question carefully.

Read the case study again.

Attempt to answer each question of the assignment.

Ensure that your answers are based on the information provided in the scenario. Remember that
the focus of the assessment is to determine whether or not you have the ability to relate the theory
to the scenario and to apply the concepts and processes.
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Carefully read the following case study and answer the questions that follow.

TRAINING AND DEVELOPMENT AT SUPREME BAKERS

Supreme Bakers is a well-established bakery and provides a variety of confectionery products to sulit
each client’s specific needs. The business was founded by Michael Perez in 1994 and started as a
very small bakery in Pretoria. Currently, Supreme Bakers has more than 200 employees at various|
outlets across Gauteng. Their product line includes various types of cakes, muffins, bread, and
pastries that are supplied to all sectors of the food industry, including supermarkets, restaurants,
coffee shops and schools. The business has a solid track record in providing excellent products and
services that meet the expectations of the clients. Supreme Bakers’ main aim is to constantly improve
on the quality of their products and the timely delivery to clients. Supreme Bakers strives to be
professional and ethical in all business dealings.

Although Supreme Bakers provides high standards of customer service, interviews with employees at
Supreme Bakers revealed that both old and new managers are unable to effectively deal with
employee grievances. Employees complained that they tried to raise feelings of dissatisfaction and
injustice with regard to their jobs as well as management policies and procedures. Specifically,
employees attempted to raise issues such as workplace hazards, harassment in the workplace and
inappropriate salary structure. However, managers seemed disinterested and continued with other
work when employees attempted to voice their concerns. Employees complained that mangers do not
make adequate time to listen to their grievances as they have other work commitments, which are
prioritised. This has resulted in employee dissatisfaction, low productivity, lack of interest in work and
higher absenteeism.

Salma Matsoma, a Human Resource Development (HRD) practitioner at Supreme Bakers, has been
tasked with addressing the training needs of the managers. Specifically, managers require training in
the skills required and ways in which grievances can be managed effectively. Salma is responsible for|
this task as she is proficient in the theoretical, technical and practical aspects of grievance
management and shows a genuine interest in people and their concerns. She also possesses the
knowledge and skills in the strategies and techniques of preparing subject matter for presentation and
the various learning styles that people use.

Salma has begun thinking of a few ideas on how to design and present the training programme.
Specifically, she intends designing the syllabus for the training programme from job data. Salma also
believes that the training material should be organised by providing the material that is familiar to the
managers before proceeding to new material that they do not know. Furthermore, Salma is of the
opinion that the material should be learnt by describing a real-life situation relating to grievance
management where the managers are required to read, analyse and discuss the situation at hand.

Task

You were appointed as the HRD consultant at Supreme Bakers to assist Salma with this task. You are
required to address the following:

Question 1

1.1 Which method of data collection was used to determine the training needs at Supreme Bakers? (1)
1.2 Do you think that this data collection method is an effective method to determine the training needs

at Supreme Bakers? Justify your response by indicating either three advantages or three
disadvantages of using this method to collect data. (4)
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Question 2

Formulate two learning outcomes to address the training need mentioned in the case study. (6)

Question 3

3.1 Identify and briefly discuss the source Salma intends using to find appropriate content for the
training programme. 3)

3.2 Name and briefly discuss another source that you suggest Salma use to select the learning

content. Motivate your choice. 3)
Question 4
Explain to Salma what the “readiness to learn” characteristic of an adult learner entails. 3)
Question 5
5.1 Explain what sequencing of content is and hame the sequencing approach Salma intends using.
(2)
5.2 Identify and briefly describe two other approaches that can be used to sequence the content for the
grievance management training programme. (4)
Question 6
Which instructional strategy does Salma intend using? Provide two benefits of using this instructional
strategy. 3)
Question 7

You are of the opinion that Salma possesses the characteristics to be an effective learning facilitator for
the training programme. Explain this by classifying her characteristics mentioned in the case study
according to those required of a learning facilitator. (8)

Question 8

Salma intends assessing the managers after the training programme to determine whether they have
achieved the learning outcomes. Identify and briefly describe four assessment principles that Salma

should consider. (8)
[45]
Technical presentation [5]

Total: (50x2) =[100]

Important notice

Please note that you will be awarded marks for your technical presentation. The following will be taken
into consideration:

Cover page

Table of contents

Introduction

Conclusion

Bibliography (acknowledge and reference the sources that you used to answer the assignment
even if it is only the prescribed book and study guide).

See Tutorial Letter HRMALL6/301/4/2018 for more details. Feedback on Assignment 03 will be provided
in Tutorial letter HRD2602/203/1/2018, which will be available on myUnisa a few weeks after the due
date for this assignment. This tutorial letter will only be available electronically and will not be printed.
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APPENDIX B: COMPULSORY ASSIGNMENTS (SEMESTER 2)

Assignment 01 for Semester 2
Topic 1 (Workbooks 01 — 03)
Due date Unique number
17 August 2018 876567

Assignment 01 comprises 10 multiple-choice questions. In Assignment 01, you are required to select the
most appropriate option from options 1 to 4. In other words, if you think that option 4 in question 1 is
correct, then select option 4 next to question 1. If you need assistance with answering multiple-choice
questions, refer to the Study @ Unisa brochure.

Use the Self-Assessments tool available on the HRD2602 module site to find and submit your
multiple-choice question assignment. This assignment will be available and must be completed
online.

To submit Assignment 01 on myUnisa do the following:

1. Go to myUnisa (http://my.unisa.ac.za) and log in with your student number and password.

2. Select the HRD2602 module in the row of modules displayed in the orange blocks at the top of
the webpage.

3. Click on Self-Assessments from the menu on the left-hand side of the screen.

4, Click on the assignment number that you wish to complete and follow the instructions.

This assignment should be submitted on or before the due date. Make sure that you answer ALL the
questions. Feedback on this assignment will be provided in Tutorial Letter HRD2602/201/2/2018, which
will be available on myUnisa a few weeks after the due date of this assignment. This tutorial letter will
only be available electronically and will not be printed.
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Assignment 02 for Semester 2
Topic 2 (Workbooks 04 - 06)
Due date Unique number
31 August 2018 831432

Assignment 02 comprises 10 multiple-choice questions. In Assignment 02, you are required to select the
most appropriate option from options 1 to 4. In other words, if you think that option 4 in question 1 is
correct, then select option 4 next to question 1. If you need assistance with answering multiple-choice
questions, refer to the Study @ Unisa brochure.

Use the Self-Assessments tool available on the HRD2602 module site to find and submit your
multiple-choice question assignment. This assignment will be available and must be completed
online.

To submit Assignment 02 on myUnisa do the following:

1. Go to myUnisa (http://my.unisa.ac.za) and log in with your student number and password.

2. Select the HRD2602 module in the row of modules displayed in the orange blocks at the top of
the webpage.

3. Click on Self-Assessments from the menu on the left-hand side of the screen.

4, Click on the assignment number that you wish to complete and follow the instructions.

This assignment should be submitted on or before the due date. Make sure that you answer ALL the
questions. Feedback on this assignment will be provided in Tutorial Letter HRD2602/202/2/2018, which
will be available on myUnisa a few weeks after the due date of this assignment. This tutorial letter will
only be available electronically and will not be printed.
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Topic 3 (Workbooks 07 — 11)

21 September 2018 800336

Learning outcomes

On completion of this assignment, you should be able to do the following:

Identify data collection methods that can be used to determine training needs.
Discuss the training needs assessment model that can be used in the case study.
Critically evaluate the case study to determine on which level the training need lies.
Formulate learning outcomes that are linked to the identified training need.

Discuss the factors to consider when selecting content for a training programme.
Describe the characteristics of an adult learner.

Indicate the main instructional strategy to apply to a training programme.

Select the appropriate instructional media to use for a training programme.
Describe the types of evaluation that can be used for a training programme.

Guidelines on how to approach this assignment

| advise that you work through the following steps in answering the assignment questions:

Read all the information relating to Topic 3 in the study guide (SG001) and the related sections in
the prescribed book.

Begin by carefully studying the relevant information/case study/scenario.
Read each question carefully.

Read the case study again.

Attempt to answer each question of the assignment.

Ensure that your answers are based on the information provided in the scenario. Remember that
the focus of the assessment is to determine whether or not you have the ability to relate the theory
to the scenario and to apply the concepts and processes.
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Carefully read the following case study and answer the questions that follow.

TRAINING AND DEVELOPMENT AT BEAUTY FIRST

Beauty First is a leading manufacturer of hair care, skin care and body care products in South Africa.
The organisation was established by the Molotsi family as a small trading operation near Krugersdorp
in the 1980s. Currently, Beauty First has a staff complement of 1 000 employees and consists of four
manufacturing plants across South Africa. From the outset, the organisation focused on the unique
needs and opportunities inherent to Africa’s emerging markets. Beauty First prides itself on
continuous improvement through ongoing investment to refine and develop its offering to clients. The
organisation is built on the premise that sustainable growth is best achieved by harnessing the
collective genius of all employees, thereby unleashing their full creative potential. Training and
development of employees are prioritised at Beauty First in order to maximise employees’ skills and
ensure that they are performing to the best of their ability. As a result, Beauty First is consistently
rated as one of the top 20 empowerment companies in the country.

Although Beauty First is a fast-growing organisation, surveys sent out to employees have revealed
that supervisors are unable to effectively manage the performance of employees. Specifically,
employees complained that supervisors review performance based on the employees that they like
and dislike and not on the actual performance of the individual. Employees also revealed that
supervisors do not provide negative feedback sensitively. Supervisors have called employees
‘useless” and “liabilities to the organisation” when their performance was not up to standard. The
ineffective manner in which the employees’ performance is managed has resulted in low employee
morale after each performance review, which has a negative impact on the wellbeing and productivity
of employees at Beauty First.

Victor Botha, a Human Resource Development (HRD) consultant, has begun designing a
performance management training programme to be offered to managers at the organisation. When
determining the content to be included in the training programme, Victor considered the different
cultures and learning styles of the managers. He intends using lectures along with graphics to
present the training material. Furthermore, he will determine the extent to which the training
programme was successful by evaluating the managers in the workplace to determine if their
performance has improved.

Task

You are a HRD practitioner at Beauty First and are required to assist Victor by addressing the following:

Question 1

1.1 Which method of data collection was used to determine the training needs at Beauty First? D

1.2 You are of the opinion that using a scientific approach is the best way to establish training needs in
an organisation. ldentify and briefly discuss the training needs assessment model that could have

been used to determine the training needs of the managers in the case study. (10)
Question 2
From the case study, determine on which level Beauty First’s training need lies. Motivate your answer.
(5)
Question 3
Formulate two learning outcomes to address the training need mentioned in the case study. (6)
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Question 4

4.1 Which factor did Victor consider when selecting the content for the training programme? Q)

4.2 ldentify and briefly discuss two other factors that Victor could consider when selecting content for

the training programme. (6)
Question 5
Explain to Victor what the “orientation towards learning” characteristic of an adult learner entails. 3)
Question 6
Which instructional strategy does Victor intend using? Provide two benefits of using this instructional
strategy. )
Question 7
7.1 Explain the term “instructional media” and identify the instructional medium that Victor intends
using. (4)
7.2 Provide another instructional medium that Victor could use and provide a reason for your choice.
(2)
Question 8
Identify and briefly discuss the type of training evaluation that Victor intends using. (4)
[45]
Technical presentation [5]

Total: (50x2) = [100]
Important notice

Please note that you will be awarded marks for your technical presentation. The following will be taken
into consideration:

Cover page

Table of contents

Introduction

Conclusion

Bibliography (acknowledge and reference the sources that you used to answer the assignment
even if it is only the prescribed book and study guide).

See Tutorial Letter HRMALL6/301/4/2018 for more details. Feedback on this assignment will be provided
in Tutorial Letter HRD2602/203/2/2018, which will be available on myUnisa a few weeks after the due
date for this assignment. This tutorial letter will only be available electronically and will not be printed.
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APPENDIX C: SELF-ASSESSMENT ASSIGNMENT

SELF-ASSESSMENT ASSIGNMENT (BOTH SEMESTERS)

Note that the questions in the self-assessment assignment (04) provide good examples of possible
examination questions and should be used as such in your preparation for the examination. For your
convenience, a mark has been allocated for each question. As a general guideline, | suggest that you
write at least three to five pages (depending on your handwriting) per 25-mark question.

Assignment 04
(Topics 1to 3)

This assignment must NOT be sent to the University.

TRAINING AND DEVELOPMENT AT TSM TASTY FOODS

TSM Tasty Foods was established by two brothers Tebogo and Samuel Monaledi in Port Alfred,
Eastern Cape, in 1991. Today it is a growing food-service retailer with many restaurants in each of the
provinces in South Africa. The franchise is well-known and loved by many. TSM Tasty Foods currently
employs over 5000 people and is one of the top five food-service retailers in the country. The success
of the organisation is built on the highest standards of quality and customer service. Due to the success
of the franchise, Mohamed Carrim, the CEO recently announced the organisation’s plans to expand by
opening restaurants in other African countries.

The Human Resources Department is based at the head office in Johannesburg and deals with all
human resource-related activities, such as recruitment, selection, performance management, training
and development and employee relations. A specific emphasis is placed on the training and
development of staff, as it enhances the skills and knowledge of employees and ultimately provides the
organisation with the competitive advantage required to succeed in this industry. Mohamed is of the
opinion that the HRD activities currently in place need to be evaluated and the necessary changes
made in order to capitalise on the talent that the employees have to offer. The human resource (HR)
Department therefore allocated a substantial portion of its budget to training and development.

Due to the plans of expansion to other African countries, Tim Bosman, the HR Director, decided that a
training practitioner is needed in the HR Department to ensure that employees perform at their best. In
order to do so, the training practitioner will promote training programmes, draft an HRD policy in line
with the business plans of TSM Tasty Foods, and recommend solutions to performance problems at the
organisation.

Tim places great importance on the talent they hire as he believes that diversity serves as a catalyst for
new ideas and innovation within the organisation. More staff members in various departments will be
recruited as the HR Department sees fit.
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Question 1

Tim has come to you, as an HRD Consultant, to assist with the following:

1.1 Identify and discuss the roles that the training practitioner should perform, based on the
requirements that Tim stated. Suggest two other roles that the training practitioner at TSM Tasty
Foods should perform and discuss these roles. (10)

1.2 A Workplace Skills Plan (WSP) has to be compiled for TSM Tasty Foods and has to be submitted
to the relevant SETA for approval. Tim is unsure about what exactly this entails and asked you to
do the following:

1.2.1 Obtain an example of a WSP from an organisation and analyse it according to the
information required to include in a WSP. You are requested to indicate the areas where

the required information is included, as well as where there is information lacking. (13)
1.2.2 Indicate to which SETA TSM Tasty Foods has to submit the WSP. 2)
[25]
Question 2

Tim was very happy with how you responded to the previous task and you have recently been appointed
as the training manager at TSM Tasty Foods. Tim requested you to attend a meeting on "Training
issues in the organisation”. At this meeting you are given the task to determine the training needs of
three managers at TSM Tasty Foods. At the next meeting you have to explain to Tim how you would
go about executing this task. Write a three to five-page essay on what you will tell him.

[25]

Total: (50 x 2) = [100]

Guidelines for answering this assignment are provided in Appendix D.
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APPENDIX D: COMMENTS ON SELF-ASSESSMENT ASSIGNMENT

Did you attempt to answer these questions before looking at the answers?

Self-assessment means that you need to answer the questions and then assess your
answers by means of the guidelines provided.

Do not read the answers if you have not yet attempted to answer the questions
yourself.

COMMENTS ON ASSIGNMENT 04

These questions refer to Topics 1 to 3.
The marks allocated are indicated in brackets.

Question 1

1.1 Identify and discuss the roles that the training practitioner should perform, based on the
requirements that Tim stated. Suggest two other roles that the training practitioner at TSM
Tasty Foods should perform and discuss these roles. (20)

You could have used Chapter 1 in your prescribed book and Workbook 01 in the study guide (SG001) to
answer this question.

Tim intends to appoint a training practitioner so that he/she can do the following:

o Promote training programmes. By stating this, Tim suggests that the training practitioner performs
the role of a marketer.

o Draft an HRD policy in line with the business plans of TSM Tasty Foods. This indicates that the
training practitioner should perform the role of a strategic facilitator.

o Recommend solutions to performance problems at the organisation. This specifies that the training
practitioner should perform the role of a consultant.

Other roles that you could suggest include:

. Manager
. Facilitator
. Evaluator

For a complete discussion of the roles of the training practitioner, refer to Section 1.11 of the prescribed
book and Section 3 of Workbook 01. (Marks would have been awarded for naming and discussing the
three roles that Tim suggested, as well as identifying and explaining two other roles that you suggest the
training practitioner should perform).

1.2.1 Obtain an example of a WSP from an organisation and analyse it according to the
information required to include in a WSP. You are requested to indicate the areas where
the required information is included as well as where there is information lacking.  (13)

You could have used Workbook 03 in the study guide (SG001) to answer this question.

The following information should be included in the WSP:

o The number of people trained in the organisation by occupational group and race.
o The organisation’s strategic priorities for skills development.
o Qualitative information relevant to skills planning (referring to the recruitment and filing procedure).
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o Details of the education and training needed to achieve these priorities (including proposed training
interventions, estimated costs, specific job types and whether interventions will be conducted by
external training providers or the organisations themselves).

o Information regarding employment equity in the organisation.

You were required to evaluate the WSP against the required information and to indicate the information
that is provided in the WSP and that which needs to be included.

1.2.2 Indicate to which SETA TSM Tasty Foods has to submit the WSP. 2)

You could have used Workbook 05 in the study guide (SG001) to answer this question.
TSM Tasty Foods will have to submit the WSP to the Food and Beverage Manufacturing Industry Sector
Education and Training Authority (FoodBevSETA).

[25]

Question 2

Tim was very happy with how you responded to the previous task and you have recently been
appointed as the training manager at TSM Tasty Foods. Tim requested you to attend a meeting
on "Training issues in the organisation”. At this meeting you are given the task to determine the
training needs of three managers at TSM Tasty Foods. At the next meeting you have to explain to
Tim how you would go about executing this task. Write a three to five-page essay on what you
will tell him.

[25]

You could have used Chapter 5 in the prescribed book and Workbook 08 in the study guide (SG001) to
answer this question. You should have discussed the following:

(@) The concept "training needs assessment" 3)
You should first have explained that training needs assessment can be defined as determining the gap
between what employees "must do" and what they "actually can do". In other words, you should have
identified the gap between the current and expected results. This, in turn, implies a performance
deviation. There should be a prescribed standard with which the employee should conform, and if the
employee fails to do so, a deviation exists.

(b) Levels of training needs (6)

You had to discuss the different levels of training needs as delineated in Workbook 08.

. Macro-level needs
. Meso-level needs
. Micro-level needs
o Mega-level needs
(c) Models for determining training needs (13)

With reference to managers’ training needs, you should have used the model proposed by Graham and
Mihal. See Section 5.5.2 in the prescribed book. You should also have explained, with the aid of a
sketch, the steps used in this model.

(d) Examples of the various levels of training needs 3)

You could have provided examples of possible training needs of the managers.
[25]
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APPENDIX E:

SCHEDULE (SEMESTER 1 - 2018)

The study plan below is applicable to students registered for the first semester in 2018.

Semester 1 (January — June 2018)
Workbooks Prescribed book Assignment Preparation for the
examination*
Week 1 (29 January — 4 February 2018)
Orientation: Orientation:
Read tutorial Read the

letters, the Study @
Unisa brochure and
the preface to the

introductions to the
prescribed chapters.

study guide.
Week 2 (5 - 11 February 2018)
Workbook 01 Sections referred to | Complete the activities for
in the workbook Workbook 01.
Week 3 (12 — 18 February 2018)
Workbook 02 Sections referred to | Complete the activities for
in the workbook Workbook 02.
Week 4 (19 — 25 February 2018)
Workbook 03 Sections referred to | Complete the activities for
in the workbook Workbook 03.
Complete the self-
assessment questions for
Topic 1.
Week 5 (26 February — 4 March 2018)
Workbook 04 Sections referred to Complete and submit

in the workbook

Assignment 01 by 2 March
2018 using the Self-
Assessments tool on
myUnisa.

Complete the activities for
Workbook 04.

Week

6 (5— 11 March 2018)

Workbooks 05 and

Sections referred to

Complete the activities for

06 in the workbook Workbooks 05 and 06.
Complete the self-
assessment questions for
Topic 2.
Week 7 (12 — 18 March 2018)
Workbook 07 Sections referred to Complete and submit

in the workbook

Assignment 02 by 16 March
2018 using the Self-
Assessments tool on
myUnisa.

Complete the activities for
Workbook 07.
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Semester

1 (January — June 2018)

Workbooks

Prescribed book

Assignment

Preparation for the
examination*

Week 8 (19 — 25 March 2018)

Workbooks 08 and
09

Sections referred to
in the workbooks

Start Assignment 03.

Complete the activities for
Workbooks 08 and 09.

Week 9 (26 March — 1 April 2018)

Workbooks 10 and
11

Sections referred to
in the workbooks

Work on Assignment 03.

Complete the activities for
Workbooks 10 and 11.

Complete the self-
assessment questions for
Topic 3.

Week

10 (2 — 8 April 2018)

Complete Assignment 03
by 6 April 2018 and submit
the assignment on myUnisa
(http://my.unisa.ac.za)  or
via your cell phone.

Study Workbooks 01, 02 and
03.

Week

11 (9 — 15 April 2018)

Study Workbooks 04, 05 and
06.

Week 12 (16 — 22 April 2018)

Study Workbooks 07, 08 and
09.

Week 13 (23 — 29 April 2018)

Complete self-assessment
guestions in Assignment 04
and assess answers.

Study Workbooks 10 and 11.

Weeks 14 -

19 (30 April — 8 June 2018)

Revise: Workbooks 01 to11.

Examination begins
7 May 2018 and ends
15 June 2018.*

*Examination dates are subject to change, which means that you will have to adapt your study plan
accordingly if any changes occur.
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APPENDIX F:

SCHEDULE (SEMESTER 2 - 2018)

The study plan below is applicable to students registered for the second semester in 2018.

Semester 2 (July — November 2018)

letters, the Study @
Unisa brochure and
the preface to the

introductions to the
prescribed chapters.

Workbooks Prescribed book Assignment Preparation for the
examination*
Week 1 (16 — 22 July 2018)
Orientation: Orientation:
Read tutorial Read the

in the workbook

study guide.
Week 2 (23 — 29 July 2018)
Workbook 01 Sections referred to | Complete the activities for
in the workbook Workbook 01.
Week 3 (30 July = 5 August 2018)
Workbook 02 Sections referred to | Complete the activities for
in the workbook Workbook 02.
Week 4 (6 — 12 August 2018)
Workbook 03 Sections referred to | Complete the activities for
in the workbook Workbook 03.
Complete the self-
assessment questions for
Topic 1.
Week 5 (13 — 19 August 2018)
Workbook 04 Sections referred to Complete and submit

Assignment 01 by 17 August
2018 using the Self-
Assessments tool on
myUnisa.

Complete the activities for
Workbook 04.

Week 6 (20 — 26 August 2018)

Workbooks 05 and
06

Sections referred to
in the workbook

Complete the activities for
Workbooks 05 and 06.

Complete the self-
assessment questions for

Topic 2.

Week 7 (27 August — 2 September 2018)

Workbook 07

Sections referred to
in the workbook

Complete and submit
Assignment 02 by 31 August
2018 using the Self-
Assessments tool on
myUnisa.

Complete the activities for

Workbook 07.
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Semester 2 (July — November 2018)

Workbooks Prescribed book Assignment Preparation for the
examination*

Week 8 (3 — 9 September 2018)

Workbooks 08 and | Sections referred to Start Assignment 03.
09 in the workbooks

Complete the activities for
Workbooks 08 and 09.

Week 9 (10 — 16 September 2018)

Workbooks 10 and | Sections referred to | Work on Assignment 03.
11 in the workbooks

Complete the activities for
Workbooks 10 and 11.

Complete the self-
assessment questions for
Topic 3.

Week 10 (17 — 23 September 2018)

Complete Assignment 03 by | Study Workbooks 01, 02 and
21 September 2018 and 03.
submit the assignment on
myUnisa
(http://my.unisa.ac.za) or via
your cell phone.

Week 11 (24 — 30 September 2018)

Study Workbooks 04, 05 and
06.

Week 12 (1 — 7 October 2018)

Study Workbooks 07, 08 and
09.

Week 13 (8 — 14 October 2018)

Complete self- Study Workbooks 10 and 11.
assessment questions in
Assignment 04 and
assess answers.

Weeks 14 — 19 (15 October — 25 November 2018)
Revise: Workbooks 01 to 11.

Examination begins
15 October 2018 and ends
23 November 2018*

* Examination dates are subject to change, which means that you will have to adapt your study plan
accordingly if any changes occur.
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APPENDIXG WELCOME PAGE FOR HRD2602

HIRD2602

Training and Development Practices

Welcome to the wonderful world of Training and Developmer[g Practices (HRD2602)!!! | hope that your
experience with this module will be stimulating®, informative = and enjoyable ™ .

The field of training and development or human resource development (HRD) is extremely dynamic and
challenging. Government is committed to its efforts to address the national skills shortage through a
variety of initiatives. Both government and the private sector recognise the crucial need for organisations
to manage training and development more professionally and to ensure that the management of the
training and development effort is aligned with and contributes to the achievement of organisational
objectives.

The learning content and activities contained in the study material for this module will therefore afford
you opportunities to explore the latest developments in this field and help you to discover the field of
training and development as it is practised today.

HRD2602 is an online module. Thus, it is important that you check your module sites regularly (almost

as often as you check your Facebook account™ ) so that you can take full advantage of the tools
available. These tools include:

. Official Study Material: Here you will find your tutorial letters and the study guide (SG001). If you
are unable to find the study guide (SG001) under Official Study Material, you can find it under
Additional Resources in the 'Study Guide' folder.

. Prescribed Books: This tool provides relevant details with regard to the prescribed book for this
module.
. Discussions: This is a space for you to talk with your fellow students about this course. You are

also welcome to post questions to me and engage in discussions with your fellow students on the
discussion forums.

. Schedule: Here you will be able to check your official assignment and examination dates in order
to help you plan your own schedule and manage your time.
. Announcements: From time to time there may be announcements about important module-related

issues. The announcements will appear on the module site so please be sure to check this site
regularly to make sure that you are up to date with all the information and messages that | post.

| will be checking on the discussion forums from time to time and will reply to your questions on the
forum. | am also available for telephonic consultations/if you wish to make an appointment to see me
personally during the following times:

Tuesdays 10:00 -11:30
Fridays 10:30 -11:30

| understand that this is a challenging module therefore you are welcome to email me directly at
ahmedsf@unisa.ac.za in order for me to assist with any questions that you may have.
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Please be assured of my commitment to assisting you in successfully completing this module. | hope it

is an exceptional semester and that you will thoroughly enjoy the module. | wish you all the best for your
studies.

Kind Regards,
Mrs SF Ahmed

Lecturer: HRD2602
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