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1 INTRODUCTION 
 
Dear Student 
 
The Department of Communication Science is pleased to welcome you to the CBC1501 
module on Communication in Business Contexts, and hope that you will find it both 
interesting and rewarding. We will do our utmost to make your study of this module successful 
and enjoyable. You will be well on your way to success if you start studying early in the 
semester and resolve to do your assignments thoroughly and timeously. 
 

 
You will receive a number of tutorial letters during the semester relating to CBC1501. A tutorial 

letter is our way of communicating with you about your studies and assessment. 
Please join our discussions on myUnisa too to stay updated with the latest announcements, 

resources and information on this module! 

 

Should you experience a problem with anything other than the module content, please 
contact the relevant department at Unisa as outlined in Section 3 of this tutorial letter. 
Please ensure that you always provide your student number, the module code and your contact 
details when making any enquiry. 

 

We trust that you will enjoy this module and wish you all the best! 
 

1.1 Study material 
 

» Some of the study material/tutorial matter mentioned in this section may not have been 
available when you registered. 

» Tutorial matter that was not available when you registered will be posted to you as soon 
as possible, but is also available immediately on myUnisa. 

 
CBC1501 is based on 
 
 one prescribed book (which you need to purchase yourself) 
 one study guide (which you will receive with your study pack) and  
 tutorial letters (this one and others which you will receive during the course of the 

semester). 
 

Unisa‟s Department of Despatch should supply you with the following study material for 
CBC1501 after registration: 
 
  Tutorial Letter 101/3/2015 
  Tutorial Letter 301 (CMNALLE/301/4/2015) 
  Study guide 
  The brochure my Studies @ Unisa 
 
If you do not receive all the study material in one study pack, please send an e-mail to 
despatch@unisa.ac.za. 
Please note that lecturers cannot help you with missing study material. 
 

mailto:despatch@unisa.ac.za
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If you have access to the internet, you can immediately view your tutorial letters and the study 
guides of the modules for which you are registered on myUnisa (http://my.unisa.ac.za). 

 
You can also determine the track-and-trace number(s) of your parcel(s), as well as the date 
when the parcel(s) was/were submitted to the post office or courier service under the relevant 
option on myUnisa. Please note that academic staff (lecturers) do not have access to the 
systems dealing with the despatch of study material and can therefore not assist you with any 
enquiries in this regard. 
 

1.1.1 Inventory letter 
 
As indicated above, you will receive an inventory letter with your study pack, listing all the study 
material items that you should have received. If any of the study material items is not included in 
your study pack (it may, for example, have been marked as “out of stock”), it will be dispatched 
to you as soon as it is available. You can follow the instructions printed on the reverse side of 
the inventory letter to follow up on the matter. Please always check the study material items 
that you have received against the inventory letter to ensure that you have received the correct 
material. For more information, please consult the brochure my Studies @ Unisa. 
 

If you receive your study material too late in the semester, you will NOT be able to submit 
the compulsory assignments by their respective due dates. 

 

1.1.2 Tutorial letters 
 
Tutorial letters form an integral part of the prescribed study material for assignment and 
examination purposes, as they are our means of “talking” to you. Tutorial letters also provide 
you with feedback on your assignments, and may contain information on problems you might 
have experienced, as well as guidelines for the examination. Therefore, read them, study them 
and keep them safe – you will only receive one set. 
 
The tutorial letters for this module will all have the code CBC1501 printed in the top right-hand 
corner. Each tutorial letter has its own unique number, starting with 101 (this document), and 
then followed by 102, 103, et cetera. You will be receiving a few more tutorial letters during the 
course of the semester. 
 
After the due date of Assignment 02, you will receive a tutorial letter containing feedback on 
Assignment 01 and Assignment 02, as well as guidelines for your preparation for the 
examination. Be on the lookout for this tutorial letter and if you do not receive it by middle April 
(for semester 1) or by the beginning of October (for semester 2), obtain it electronically from 
myUnisa or immediately contact the Department of Despatch to enquire about the delay. 
 
Tutorial letters (and your other study material – everything except for the prescribed book) can 
be accessed electronically on myUnisa under the option „Official Study Material‟. If you 
experience problems accessing or printing study material via myUnisa, please send an e-mail to 
myUnisaHelp@unisa.ac.za. Make sure that you provide extensive details about the nature of 
the problem you are experiencing. 
 
Also take note of the important information in Tutorial Letter 301 (CMNALLE/301). This is a 
general tutorial letter sent to all students registered for subjects in the Department of 
Communication Science. 

http://my.unisa.ac.za/
mailto:myUnisaHelp@unisa.ac.za
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✎ Tutorial Letter 101 (which you are reading now) contains 
 
o the scheme of work and information on your study resources/tutorial matter 
o the assessment plan 
o your assignments, and 
o extensive information on the technical presentation of your assignments and other 

guidelines that are specific to this particular module  
 
We urge you to read this tutorial letter carefully and to keep it at hand when working through 
your study material, when preparing your assignments, when preparing for the examination, and 
when addressing enquiries to your lecturers. 
 
Please study this information carefully and ensure that you obtain the prescribed book as 
soon as possible. 
 

The information contained in Tutorial Letter 101 is applicable to both semesters of the 2015 
academic year. The assignments and assessment criteria for both semesters are included in 
this tutorial letter. All the study material that you have received for this module is important 
and you will be examined on all of it.  
 
Please familiarise yourself with the respective due dates of the assignments. This is essential 
since you have to meet certain requirements in order to gain admission to the examination, 
as admission is not automatic. 
 

No extensions will be given for the submission of any assignments. 
 

 

✎ Please read Tutorial Letter 301 (CMNALLE/301) in combination with Tutorial Letter 101, 
as it will give you an idea of generally important information when studying at an open 
distance learning (ODL) institution and in Unisa‟s College of Human Sciences, and 
specifically the Department of Communication Science. 
 

PLEASE READ TUTORIAL LETTER 101 AND THEN TUTORIAL LETTER 301 
(CMNALLE/301) BEFORE YOU DO ANYTHING ELSE!! 

 

✎ Tutorial Letter 102, which you will receive closer to the examination, will contain 
guidelines for the examination. 

 

✎ Tutorial Letter 201, which will contain feedback on your assignments, will also be sent to 
you closer to the examination.  

 

1.1.3 Study guide 
 
Your study guide for CBC1501 is: 
 

Du Plessis, D, Dowling, F & Snyman, C. 2012. Communication in business contexts. Study 
guide for CBC1501. Pretoria: University of South Africa. 
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The study guide is exactly what its title suggests – a guide that will help you to study the module 
and pass the examination. We cannot rewrite the prescribed book and represent it as a study 
guide. That would be unethical. Therefore, the study guide should be used in conjunction with 
the prescribed book, and we urge you to work through the study guide and prescribed book 
when doing your assignments and preparing for the examination. You will find most of the 
answers to the activities in your study guide in the study guide and the prescribed book, but 
some you will have to work out for yourself. If you need help with any of the questions, please 
contact your lecturers. 
 

Please note: 
If you contact any lecturer about any matter already addressed in a tutorial letter, we will NOT 
respond to your enquiry, but instead refer you to the specific tutorial letter. We do this in order to 
ensure that you READ all your study material. 

 

1.2 Ethical clearance 
 
ETHICAL CODE OF CONDUCT FOR PRESCRIBED BOOKS 
 
The Department of Communication Science commits itself to adhering to the highest standard 
of professional ethical norms and values when prescribing textbooks authored and/or co-
authored by staff members. 
 
Norms and values 
Transparency 
To create a spirit of openness and trust - to this end, we will: 

 openly communicate to our students whenever textbooks authored by members of the 
Department are prescribed 

 publish the peer review reports on such textbooks on our Departmental website 

 accept constructive criticism from students and other stakeholders  

 provide explanations and take appropriate action on significant issues that may affect 
students‟ perception of the Department and/or our module offerings in relation to 
prescribed books 

 
Peer review 
To submit our prescribed textbooks to a peer review process by colleagues other than 
ourselves who are experts in a specific field of study. To this end, we will: 

 ensure that prescribed textbooks authored by members of staff have gone through a 
rigorous process of peer review to ascertain their suitability for the module and the level for 
which they have been prescribed 

 
Honesty 
To be forthright in our dealings with students - to this end, we will: 

 prescribe books of value that do what we claim in our communications 
 
Responsibility 
To accept the consequences of our decisions - to this end, we will: 

 strive to serve the needs of students and our respective fields of research 

 avoid coercion from the marketplace, that is, reject manipulation and sales tactics that 
might impact negatively on trust 
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2 THE PURPOSE AND OUTCOMES OF THE MODULE 
 
2.1 Purpose 
 
Students doing this module will become aware that communication forms an integral part of the 
role of the accounting practitioner within a business context. Students will also be sensitised to 
the variables influencing communication situations in the accounting environment and will know 
how to respond appropriately. 
 
This module serves as a response to an initiative of the South African Institute of Chartered 
Accountants (SAICA) who expressed the need for communication training of prospective 
accounting professionals. Successful completion of this module does not qualify students to be 
communication professionals or imply that they are able to use perfect English, but rather 
provides a basis for further self-development of these competencies by creating an awareness 
of the need for it. 
 
2.2 Outcomes 
 
In order to fulfil the mentioned purpose, students must take cognisance of the scope and 
context of this module, as well as reach the four specific outcomes set for the module. 
 

2.2.1 Scope and context of CBC1501 
 
In this module you will be introduced to the authentic communication world of accountants. The 
study material will be contextualised with the aid of examples and case studies. You will also be 
exposed to authentic texts from the accounting environment, and will be guided closely through 
the study material by means of a structured learning process. 
 

2.2.2 Specific outcomes of CBC1501 
 
Specific outcome 1: 
Students are sensitive to the importance of communication in accounting practice. 
 
Specific outcome 2: 
Students can analyse a communication situation in a business context in terms of target 
audience, purpose and content. 
 
Specific outcome 3: 
Students can respond appropriately when considering specific characteristics of the target 
audience, the purpose and the content. 
 
Specific outcome 4: 
Students can apply language appropriately in their communication activities. 
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3 LECTURERS AND CONTACT DETAILS 
 

3.1 Your lecturers 
 
You can contact any of the following lecturers for this module: 
 
Mrs Ashiya Abdool Satar (Module Coordinator) 
Tel 012 429 4203 
E-mail satara@unisa.ac.za 
 
Ms Luthando Ngema 
Tel 012 429 4168 
E-mail Ngemaln@unisa.ac.za 
 
 Please contact us via e-mail or telephone between 08:00 and 16:00 on weekdays, if you 

have any enquiries pertaining to the content of this module (academic matters). 
  Always have your student number, the module code (CBC1501) and your study material 

with you when making an enquiry. 
 Lecturers cannot assist you with problems related to myUnisa, the registration of 

assignments, problems with computer systems, outstanding study material, snail mail 
(post), SMS messages not received, or any other administrative matters. 

 We as your lecturers can only assist you with the academic aspects of the module, in other 
words matters that have a bearing on our teaching (for example, academic questions you 
may have), the assignments that we mark, or problems that you may have regarding 
marks that were allocated or recorded. 

 You can also communicate with us via myUnisa by going to the discussion forum on the 
module‟s course website. 

 Should you leave a telephonic message for a lecturer to contact you, please ensure that 
the number that you leave is clear and that you are available, or that your telephone has a 
facility to receive voice messages. We cannot return your call if the number is inaudible or 
if we cannot write it down (that is, if you say it too fast), and we can unfortunately not try to 
contact you repeatedly. 

 

Please note the following: 
 
Telephone calls 
If you phone any member of staff in the Department of Communication Science, please allow 
the telephone to ring long enough (for at least one minute) so that you can leave a voice 
message (if the lecturer is unavailable). The telephones of all staff members are connected to 
answering machines or calls automatically go through to a cellphone if not answered within a 
specific time limit. The telephone system of the university automatically keeps record of ALL 
incoming and outgoing telephone calls. If you, therefore, maintain that you could not get hold of 
a particular lecturer, you will have to indicate when which number was dialled and where you 
left a message. This information will enable us to take up the matter with the relevant lecturer. 
 

mailto:satara@unisa.ac.za
mailto:Ngemaln@unisa.ac.za
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SMS messages 
We sometimes have to send you an urgent SMS message. If your cellphone number is not 
available on the university‟s database, you will not get these messages. There is no other cost-
effective means by which we can contact you, and we therefore urge you to please update this 
information regularly. We will not misuse this tool and are, by law, not allowed to make 
personal information known. All messages sent from your lecturers will be preceded by the 
relevant module code. 
 
Please ensure that you always provide your student number, the module code and your contact 
details when making any enquiry. 

 

3.2 Department 
 
If you need to leave a message for your lecturers and the mentioned options (for example, the 
voicemail service) are not available for technical reasons, please contact one of the following 
departmental secretaries: 
 
Mrs Martha Malefo 
Tel 012 429 6565 
E-mail malefmn@unisa.ac.za 
 
Ms Annelize Vermeulen 
Tel 012 429 6016 
E-mail vermea@unisa.ac.za 
 

3.3 University 
 
If you need to contact Unisa about matters not related to the content of this module, please 
consult the brochure my Studies @ Unisa, which you should have received with your study 
material. In this document you will find the contact details of various administrative departments. 
If you did not receive this document and have access to the internet, you can find it on myUnisa 
under the „Resources‟ option. 
 
You can also submit the following enquiries electronically: 
 
 Enquiries about generic matters relating to your studies can be sent to 

info@unisa.ac.za.  
 Examination-related enquiries should be sent to exams@unisa.ac.za, or the enquiry can 

be faxed to 012 429 4150. 
 Enquiries about assignments, for example about SMS messages sent in connection 

with assignments, or the marks recorded for assignments, can be sent to 
assign@unisa.ac.za. You can also send a fax in this regard to 012 429 4150. 

 
The general contact details of the university are as follows: 
 
Fax number (RSA only): 012 429 4150 
Fax number (international): +27 12 429 4150 
E-mail address: info@unisa.ac.za 
Online address: http://my.unisa.ac.za 
Unisa website: http://www.unisa.ac.za 
Fax: +27 (0)12 429 4150 

mailto:malefmn@unisa.ac.za
mailto:vermea@unisa.ac.za
mailto:info@unisa.ac.za
mailto:exams@unisa.ac.za
mailto:assign@unisa.ac.za
mailto:info@unisa.ac.za
http://my.unisa.ac.za/
http://www.unisa.ac.za/
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Physical address: University of South Africa 
 Preller Street 
 Muckleneuk 
 Pretoria 
 City of Tshwane 
 
Postal address: University of South Africa 
 PO Box 392 
 UNISA 
 0003 
 
Administrative enquiries should be directed to the relevant university department as indicated 
below. Remember to always include your full name, student number/identity number and a 
short description of your enquiry. 
 
All students (from within South African borders and abroad) can make use of the e-mail 
addresses provided. However, note that the SMS numbers are only intended for students 
within South African borders. 
 

DESCRIPTION OF ENQUIRY E-MAIL ADDRESS 

General enquiries info@unisa.ac.za  

Applications or registrations  study-info@unisa.ac.za 

Assignments assign@unisa.ac.za 

Examinations exams@unisa.ac.za 

Study material enquiries despatch@unisa.ac.za  

Student account enquiries finan@unisa.ac.za  

Graduation enquiries gaudeamus@unisa.ac.za 

myLife e-mail accounts myLifeHelp@unisa.ac.za 

myUnisa myUnisaHelp@unisa.ac.za 

 
Send an SMS to 32695 for more information on how to contact Unisa via SMS (only for students 
in within the borders of South Africa). You will receive an auto response SMS with the various 
SMS options. 
 
You can also SMS enquiries directly to: 
 
43578 for applications and registrations 
43584 for assignments 
43584 for examinations 
43579 for study material 
31954 for student accounts 
43582 for myUnisa and myLife 
 
* The SMS numbers are only for students residing in South Africa. Students from other 
countries should please make use of the e-mail address info@unisa.ac.za. 
 
Please ensure that you contact the correct section or department for each enquiry, as this 
will result in a speedy resolution of the enquiry. 

mailto:info@unisa.ac.za
mailto:study-info@unisa.ac.za
mailto:assign@unisa.ac.za
mailto:exams@unisa.ac.za
mailto:despatch@unisa.ac.za
mailto:finan@unisa.ac.za
mailto:gaudeamus@unisa.ac.za
mailto:myLifeHelp@unisa.ac.za
mailto:myUnisaHelp@unisa.ac.za
mailto:info@unisa.ac.za
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It is possible that some of the contact details in this tutorial letter could have changed by the 
time you receive this tutorial letter. 

 
The most recent contact details, links to the myLife email site, Unisa Radio and other 

information can be found on the main page of the myUnisa site: 

 

 
 

4 RESOURCES FOR THIS MODULE 
 

4.1 Prescribed books 
 
The ONLY prescribed book for CBC1501 is: 
 

Du Plessis, D, Dowling, F & Steinberg, S. 2009. Money talks: communication in business 
contexts. Johannesburg: Heinemann. 

 
The prescribed book for this module was written by Unisa employees and is prescribed 
in accordance with the Unisa Prescribed Book Policy and the Ethical Code of Conduct of 
the Department of Communication Science. 
 
It is of the utmost importance that you purchase the prescribed book as soon as possible, 
since both the assignments and the examination are based on the contents of this book. You 
CANNOT pass this module if you only use the study guide. 
 

Unisa does NOT provide you with the prescribed book – you have to PURCHASE it yourself. 

 
Please refer to the list of official booksellers and their addresses in the my Studies @ Unisa 
brochure. If you have difficulty finding your prescribed book at these booksellers, please contact 
the Prescribed Books Section at Unisa at 012 429 4152, or e-mail vospresc@unisa.ac.za. 

mailto:vospresc@unisa.ac.za
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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 FOR THE MODULE 
 
Since you have chosen to enrol at Unisa, which is an open distance learning (ODL) institution of 
higher education, have you really thought about what this means? This university is often 
selected by people to obtain a qualification because it is „open‟ to everyone who might not want 
to attend lectures at a residential university, or sometimes people have been out of the 
education system for a long time and want to acquire new skills in their own time. Unisa offers 
such people the ideal opportunity to obtain an academic qualification on a part-time basis. 
 
However, many people are not used to studying completely in isolation from the university, their 
lecturers and their fellow-students. As a result, many distance education students feel lonely 
and drop out. This is not necessary, though, as Unisa offers various resources to support you 
and to bridge this distance. 
 

For detailed information on the various student support systems and services available at Unisa 
(for example counselling, tutorial classes, language support, etc), please consult the brochure 
my Studies @ Unisa, which you should have received with your study material. 
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5.1 myLife student e-mail account 
 

 
 
 

 
 
Once you have registered as a student at Unisa, you are automatically assigned a Unisa myLife 
student e-mail account. However, you need to activate this account. 
 
Marked assignments will also be sent to you via this platform. 
 
Your e-mail address consists of your Unisa student number: studentnumber@mylife.unisa.ac.za 
(for example, if your student number is 2841452, your Unisa myLife e-mail address will be 
2841452@mylife.unisa.ac.za).  
 
It is very important that you regularly access the information that is sent to this e-mail 
address, because this is the only e-mail address that your lecturers have at their disposal. 
Please also ensure that you use this e-mail address when interacting with Unisa and your 
lecturers. We do, however, understand that it is sometimes difficult to access your myLife e-mail 
account on a regular basis. In order not to miss out on important communications, Unisa gives 
you the option to forward all your myLife e-mails to an alternative e-mail address of your choice 
(for example, your work e-mail address). 
 
Follow the instructions below, or consult the brochure my Studies @ Unisa, to forward your 
myLife e-mails to another e-mail address: 
 

How to forward your myLife emails to another email address 
 

» Log in to your myLife account (www.outlook.com). 

» Click on “Options” (top right-hand corner of the myLife email screen) and select the 
“Create Inbox Rule” option from the drop-down list. 

» Click on “Create a new rule for arriving messages…” on the “New” drop-down list. 

» Select the “[Apply to all messages]” option from the “When the message arrives, 
and:” drop-down list. 

» Select the “Redirect the message to…” option from the “Do the following:” drop-down 
list. 

» Type in your preferred email address in the “To - >” box in the “Message Recipients:” 
drop-down list. 

» Check that your three options are filled in correctly and click on “Save”. 

» Click on the “YES” button for “Do you want this rule to apply to all future messages?” 

» To reply using the address the message was sent to, select “Automatic” from the 
“Default Reply Address” drop-down list. 

» A COPY of all your incoming emails will now be redirected to your alternative email 
account.  

» PLEASE NOTE: The original email will still be stored in your myLife email box. 
 

mailto:studentnumber@mylife.unisa.ac.za
mailto:2841452@mylife.unisa.ac.za
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5.2 myUnisa 
 

  
 
If you have access to a computer that is linked to the internet, you can access resources and 
information on the various Unisa websites. The myUnisa learning management system is the 
university‟s online campus which will help you to communicate with your lecturers, other 
students, and the administrative departments of Unisa. You will be able to access administrative 
information such as your biographical details, academic and assignment records, examination 
dates and results, and financial records. Study material (such as tutorial letters and study 
guides), subject-related academic guidance, discussion forums, announcements made by your 
lecturers, and so forth can also be accessed via myUnisa. 
 
To register for myUnisa, click on the „Join myUnisa‟ link on the left navigation panel on the 
following website:  http://my.unisa.ac.za. 
 
To go to the myUnisa website, start at the Unisa website (http://www.unisa.ac.za), and then 
click on the „Login to myUnisa‟ link on the right-hand side of the screen. This should take you to 
the myUnisa website. Alternatively, you can go there directly by typing http://my.unisa.ac.za into 
your internet browser. 
 
Please consult my Studies @ Unisa, as well as Tutorial Letter 301 (CMNALLE/301) for more 
information on myUnisa. 
 

5.3 Study groups 
 
It is advisable to have contact with your fellow-students. One way to do this is to form study 
groups/networks. The addresses of students in your area may be obtained from the following 
department: 
 
Directorate: Student Administration and Registration 
PO Box 392 
UNISA 0003 
 
Alternatively, you can consult the brochure my Studies @ Unisa for more information in this 
regard. 
 
You can also keep an eye on the CBC1501 discussion forum on myUnisa, as students 
regularly use this tool to form their own study groups. 

http://my.unisa.ac.za/
http://www.unisa.ac.za/
http://my.unisa.ac.za/
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5.4 Library information 
 

 
 
 
The Unisa library is available to all registered students. Please take note of the following: 
 

 The brochure my Studies @ Unisa lists all the services offered by the Unisa library. 

 A list of Unisa‟s branch libraries at the Unisa regional centres is available at 
http://www.unisa.ac.za/Default.asp?Cmd=ViewContent&ContentID=6981. 

 Adobe Reader© should be loaded on your computer so that you can view or print PDF 
documents. This software program can be downloaded free of charge from 
http://www.adobe.com. 

 
Students are expected to purchase their own copy of the prescribed book, as indicated in this 
tutorial letter. The Unisa branch libraries have a limited number of copies, however, and 
borrowing these is subject to each library‟s lending regulations. 
 

If you have ANY outstanding library material in your possession, NO examination results will be 
released before you have either returned the outstanding items or settled the amount owed for 

them. 

 

5.5 E-tutors in a “virtual classroom” 
 
Unisa is changing. Most of our tutors – the experts we employ to help you – are now e-tutors, 
communicating exclusively via the internet. They‟re there to guide you, give you advice, explain 
difficult concepts and generally enrich your Unisa experience. 

http://www.unisa.ac.za/Default.asp?Cmd=ViewContent&ContentID=6981
http://www.adobe.com/
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E-tutors are experts in their fields. They‟ve been down the same road and they‟ve excelled, so 
they can also advise you on effective study and research methods, help you plan and schedule 
your study time, and help you to develop study skills. 
 
The tutors at UNISA play a pivotal role in bridging the distance that students may experience 
whilst studying at an open distance learning institution. The tutor is integral to your engagement 
with the university, the academic community and the course. At Unisa tutors form part of the 
teaching team within each academic department. Tutors perform academic and related 
activities on the instruction of and in keeping with the specifications, guidance and quality 
assurance requirements of the relevant academic department, as represented by the course 
coordinator. 
 
An e-tutor provides learning support in a “virtual classroom environment”. In this environment 
the tutor stimulates discussion to enhance learners‟ collaborative, content and thinking skills, 
supports learners in taking ownership of their learning, and enables flexible, lifelong learning. 
 

✎ The e-tutor group site is accessible through an additional tab on the myUnisa platform for 
this module (see the explanation that follows).  

✎ There are various group sites. You will have access to the main module site and only 
one (1) e-tutor group site if you have been linked to a group site (depending on the 
availability of e-tutors). 

✎ There is only one main module site, which is available to all registered students and 
which provides an important communication tool between you and us, your lecturers, for 
this module. 

✎ However, there are various e-tutor group sites. Each e-tutor site is available to about 200 
students who are linked to it. 

✎ E-tutors form an additional teaching support tool and the group sites provide you with yet 
another opportunity to interact with students in your group. 

✎ The e-tutors have been trained to provide support that is in line with the requirements of 
the module.  

✎ The main tab for this module appears as CBC1501-15-S1 and the e-tutor tab appears as 
CBC1501-15-S1-1E in the screenshot below. 

✎ For the main site: 
o (CBC1501) - the module code appears first,  
o followed by the year of registration (-15-, which indicates the year 2015)  
o this year‟s sites should display -15- to indicate the year 2015, and 
o the semester for which you are registered (-S1, indicating semester 1; if you are 

registered for semester 2 this suffix will be -S2).  

✎ The same order of abbreviations appears on the e-tutor sites, but with an additional suffix 
(-1E, indicating e-tutor group site 1). You might of course be linked to group 2 or group 3, 
and so forth, which will be indicated by a corresponding suffix such as -2E or -3E and so 
on). 
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If you have trouble accessing a group site please contact: 
 
Ms Anastacia Mukwevho 
Email mukwea@unisa.ac.za 
Tel 012 429 6593 
 

6 MODULE-SPECIFIC STUDY PLAN 
 
Please consult the my Studies @ Unisa brochure for general time-management and planning 
skills. 
 
Draw up your own study programme for each of the modules that you are registered for in a 
specific semester, including CBC1501. Remember that a semester generally extends over a 
period of 15 weeks. In your study programme, take into account the due dates for your 
assignments, as well as the examination date. Remember to always allow yourself sufficient 
time to revise for the examination. 
 

7 PRACTICAL WORK AND WORK-INTEGRATED LEARNING FOR THIS MODULE 
 
There are no practicals or work-integrated learning components for this module. 
 
8 ASSESSMENT 
 
You have to complete two (2) assignments and write one (1) venue-based examination per 
semester. Assignments are seen as part of the learning material for this module. As you do your 
assignments, study your study material and discuss the module with your fellow-students or 
tutors, so that you are actively engaged in learning. Looking at the assessment criteria and 
guidelines for each assignment will help you to understand what is required of you. 
 

8.1 Assessment plan and calculation of semester mark 
 
Both assignments contribute towards your semester mark for CBC1501. Your final mark for this 
module will therefore consist of: 
 

✎ a semester mark contributing 20% (earned proportionately according to the marks that you 
obtain for your two assignments), and 

✎ an examination mark contributing 80% towards the final mark. 

mailto:mukwea@unisa.ac.za
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The mark you obtain for Assignment 01 will contribute a maximum of 50% towards the semester 
mark (or a maximum of 10 marks towards the final overall mark), and the mark you obtain for 
Assignment 02 will contribute a maximum of 50% towards the semester mark (or a maximum of 
10 marks towards the final overall mark). 

 

8.2 Submission of assignments  
 

» Both assignments (01 and 02) are compulsory and must be submitted by the respective 
due dates.  

» You have to submit Assignment 01 in order to gain admission to the examination, 
as admission is not automatic.  

» Should you not submit Assignment 01 on time, you will have to re-register for this module 
in the next semester. 

» Assignment 02 also contributes to the semester mark and it is therefore necessary to 
submit it on time. 

» Late assignments will be returned to you unmarked and you will receive 0%. 

 

✎ You may NOT answer a written assignment or the examination in pencil. If you do, neither 
the assignment nor the examination answer script will be marked – in other words, you will 
receive 0%.  

✎ A pencil may ONLY be used to complete the mark-reading sheet provided for multiple-
choice questions (MCQs) (this applies to Assignment 02 and the particular section in the 
examination). Consult the brochure my Studies @ Unisa for detailed instructions on how to 
complete a mark-reading sheet.  

✎ When submitting an assignment, please ensure that you have indicated the correct 
general assignment number (in this case, 01 or 02) on it, as well as the correct unique 
assignment number (for example, 654321). See 8.3 and 8.4 in this regard. 

✎ For the general assignment number, ensure that the 0 precedes the assignment number 
on the assignment cover docket. It is extremely important to also ensure that the unique 
assignment number is filled in correctly. 

 
Please do NOT wait until the last day (due date) to submit assignments electronically. 
Irrespective of whether your computer breaks down or whether it has a virus, it remains your 
responsibility to ensure that your assignments reach Unisa in Pretoria on time. Assignments 
may NOT be submitted to lecturers via fax or e-mail. 
 
Please keep a copy of your assignment which you can produce if your assignment goes 
missing. For detailed information and requirements as far as the submission of assignments is 
concerned, please see the brochure my Studies @ Unisa. 
 
If you have access to myUnisa, you can check to see whether a submitted assignment has 
been recorded on the system (there will be a date in the „Processed‟ column). The mark 
allocated to you for an assignment (once it has been marked) and the date on which the 
assignment was returned to you are also indicated on myUnisa. 
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✎ An assignment can be submitted (whether by post or via myUnisa) only ONCE. No 
re-submissions can be accepted.  

✎ You therefore have to ensure that the assignment that you submit is the final and 
complete copy. 

 
Bear in mind that you and your lecturers are privy to the same information on myUnisa. If you 
have questions about the mark you have received for an assignment, you may phone us to 
discuss the matter, or you can email us a copy of the whole assignment (including the inside 
and outside of the cover docket). Please state your student number and the module code 
clearly in the subject line of your email. Please explain the problem clearly in the body of your 
email and also include your contact details. 
 
Once assignments have been marked and the marks have been recorded on the system, these 
assignments are automatically posted back to you by snail mail (post) or electronically (refer to 
8.2.2 in this regard). The marker‟s comments and other feedback will appear on the marked 
assignment. You are welcome to contact us (your lecturers) with questions relating to the 
assignment and the marks awarded (provided that you have seen the comments, the feedback 
and the mark awarded). 
 

8.2.1 Important guidelines for completing assignments 
 

 
When you work through the questions in the assignments, you will note that almost all of the 
sections in the syllabus and all of the study units are covered.  
 
This should indicate to you that it is important to study ALL THE STUDY MATERIAL and not to 
deem some sections more important than others. The format of the questions in the 
examination will also be similar to that of the assignment questions. 

 

✎ Assignment 01 consists of paragraph/essay-type questions. 

✎ Assignment 02 consists of multiple-choice questions (MCQs).  

✎ Assignment 01 MUST include a declaration that it is your own work you are submitting, a 
table of contents, an introduction, a conclusion, and a list of sources consulted, along with 
the answers to the assignment questions, as well as the answers to the self-assessment 
and reflection questions.  

✎ Each of these elements is worth a number of marks. Tutorial Letter 301 (CMNALLE/301) 
contains examples of each of these items and their correct presentation. Please study 
Tutorial Letter 301 (CMNALLE/301) before you attempt Assignment 01 and ensure that 
you are familiar with the examples given there. 

✎ You may submit Assignment 01 in a typed or handwritten format. 

✎ Both assignments for the semester may be submitted to the university either by snail mail 
(post) or electronically via myUnisa. 

✎ However, we strongly encourage you to submit your assignments via the myUnisa 
platform, as it makes it easier to track and trace your submissions and you will receive 
feedback sooner. 
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8.2.2 Submitting assignments via myUnisa – general guidelines 
 
For detailed information, please refer to the my Studies @ Unisa brochure, which you should 
have received with your study material. 
 
To submit an assignment via myUnisa, please do the following: 
 

 Go to the myUnisa website (http://my.unisa.ac.za). 

 Log in with your student number and password. 

 Select the module (in this case, CBC1501) from the orange bar. 

 Click on „Assignments‟ in the menu on the left-hand side of the screen. 

 Click on the number (01 or 02) of the assignment that you want to submit. 

 Follow the instructions displayed on the screen. 
 

✎ Assignments submitted via myUnisa have a size restriction of 1MB. If you experience 
any trouble with, or have any enquiries about the electronic submission of assignments, 
please send an e-mail to mylifehelp@unisa.ac.za. 

✎ Assignments may NOT be submitted by fax, e-mail, or directly to lecturers, since they have 
to be registered formally on the university system. For more information, please consult 
the brochure my Studies @ Unisa. 

✎ Assignments submitted electronically via myUnisa will be returned to you via a link on your 
myLife email account, once marked. Please activate your myLife email account and link 
this account to your regular email account. 

 
If you are experiencing problems with the submission of an assignment via myUnisa, please first 
make sure that your assignment is in the correct format. The Department accepts documents 
that are created in Microsoft Word and Acrobat (PDF).  
 
Preferably, you should submit your assignment in PDF format, as the university‟s marking 
software only uses this format, and converting MS Word documents is time-consuming and 
delays the marking process.  
 

8.2.3 Submitting MCQ assignments via myUnisa 
 
Please follow the following instructions in order to submit multiple-choice question/MCQ 
assignments via myUnisa: 
 
Find the course code: 
 

 Find the course code (in this case, CBC1501) of the assignment that you want to submit in 
the Course column. 

 Find the corresponding number of the assignment, for example 01 or 02 (in this case, 02), 
in the Ass. No. (assignment number) column. 

 To save time online, you should have the answers to your assignment ready beside you. 

 Click on the Submit link in the Action column next to the assignment number. 

http://my.unisa.ac.za/
mailto:mylifehelp@unisa.ac.za
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Step 1: 
Enter the total number of questions required for the assignment. 
 

 Enter the total number of questions in your assignment in the Number of Questions field 
(in this case, 25). 

 Click on the Continue button. 
 
Step 2: 
Fill out the MCQ answers. 
 
The number of questions requested in the previous step will now be displayed with five answer 
options next to each one. Please note that each ROW represents a question in your 
assignment: 
 

 Click on the radio button (the small circle) that corresponds to your answer for that 
question. 

 Click on the Continue button to move to Step 3. 

 If you want to restart the assignment, click on Clear Form to remove all your selections 
and start from the beginning. 

 
Step 3: 
Verify the answers to your MCQ assignment. 
 
This screen presents a summary of all of the answers you have submitted. Use it as a final 
check: 
 

 Click on the Continue button to submit your assignment. If you do not click Continue, 
the assignment will not be submitted. 

 If you want to redo the answers to the assignment, click Back to go back to the previous 
step. 

 
Step 4: 
Assignment submission report 
 
This is your proof that your assignment was submitted. We strongly advise you to print this 
page for record purposes. 
 

 Click on the Return to Assignment List button to go back to the assignment overview 
screen. 

 
8.2.4 Technical presentation 
 
Assignments have to meet certain academic standards. That is why you have to include a 
declaration of own work submitted, a table of contents, an introduction, a conclusion, and a list 
of sources consulted in Assignment 01. Also keep the following important matters in mind: 
 

✎ Nothing (no headings or anything else) should ever be underlined in an assignment. 

✎ All the technical aspects and academic standards are explained in Tutorial Letter 301 
(CMNALLE/301). We will also post additional guidelines on myUnisa as and when the 
need arises. Pay careful attention to grammar, spelling, articulation, alignment, margins, 
headings, numbering and the overall structure and format of your work. 
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✎ Tutorial Letter 301 (CMNALLE/301) contains examples of a declaration of own work 
submitted, a table of contents, a list of sources consulted and relevant referencing 
techniques. 

✎ Tutorial Letter 301 (CMNALLE/301) also explains how MCQs should be approached and 
answered. 

✎ The correct compilation and sequence of items in Assignment 01 is: cover page, 
declaration of own work submitted, table of contents, introduction, body of assignment 
(assignment questions), conclusion, self-assessment and self-reflection questions, and list 
of sources consulted. 

✎ Use an academic writing style, with particular reference to writing in the third person, as 
we are training you to write in a formal tone of voice, UNLESS otherwise stated. 

✎ Ensure that you use grammatically sound and flawless language in your writing. 
 

8.2.5 Plagiarism 
 
The dangers of plagiarism cannot be overemphasised. It can have a very serious impact on 
your academic career if you do not acknowledge other authors in your work. You are referred to 
Tutorial Letter 301 (CMNALLE/301) for more detailed information on plagiarism. Please 
familiarise yourself with the content of this tutorial letter, as well as with the Disciplinary Code for 
Students. 
 
In the past, some students have copied text from their prescribed book or study guide, and 
presented these copies as original work in their assignments. If you do not acknowledge the 
authors of the sources that you use, you are committing plagiarism, which is a SERIOUS 
transgression.  
 
If you have committed plagiarism, the university is obliged to subject you to a disciplinary 
hearing. If you are found guilty, you may be suspended and excluded from studying at all 
universities (including Unisa) for several years. 
 
Therefore, you have to interpret the information in your prescribed book and study guide and 
make it your own. You must also understand the meaning of the contents, interpret it, and 
present it in your own words. 
 
Although students may work together when preparing assignments, each student must write 
and submit his/her own individual assignment. In other words, you must submit your own ideas 
in your own words, sometimes interspersing them with relevant short quotations that are 
properly referenced.  
 
Students are not allowed to submit identical assignments on the basis that they worked 
together. That is copying (which constitutes a form of plagiarism) and NONE of these 
assignments will be marked. Furthermore, you may be penalised or subjected to disciplinary 
proceedings by the university. 
 

8.2.6 Feedback on the assignments 
 
You will receive the correct answers to the paragraph/essay-type questions (Assignment 01) 
and the MCQs (Assignment 02) in a follow-up tutorial letter that will be sent to you after the due 
date for Assignment 02. This tutorial letter will also be made available on myUnisa. 
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The markers will comment constructively within your written assignments. Additionally, feedback 
and model answers on both assignments (tutorial letter 201) will be sent to all students 
registered for CBC1501, and not only to those students who submitted their assignments. 
 
Please check your answers against the model answers given tutorial letter 201. This constitutes 
an important part of your learning and should help you to be better prepared for the 
examination. 
 
CBC1501 has approximately 5 000 registered students per semester. After the assignments 
have been received in the department, the lecturers will mark and return them as soon as 
possible. Assignment 02 is marked automatically by a computer on a pre-determined date. 
 

If you submit an assignment after the due date, it will be returned to you, unmarked. 
In other words, you will receive 0%. 

 
8.3 General assignment numbers 
 
Assignments are numbered consecutively per module, starting from 01 (e.g. Assignment 01, 
Assignment 02 etc). 
 

8.4 Unique assignment numbers 
 
In addition to the general assignment numbers (Assignment 01, 02 etc.), assignments also have 
unique assignment numbers. In this module, unique assignment numbers are given to both 
assignments in both semesters. 
 
Semester 1: 
If you are registered for semester 1, the unique assignment numbers for your assignments are 
as follows: 
 
Assignment 01: 505975 
Assignment 02: 526798 
 
Semester 2: 
If you are registered for semester 2, the unique assignment numbers for your assignments are 
as follows: 
 
Assignment 01: 526890 
Assignment 02: 527009 
 

8.5 Due dates for assignments 
 
Semester 1: 
If you are registered for semester 1, the due dates for your assignments are as follows: 
 
Assignment 01: 12 March 2015 
Assignment 02: 14 April 2015 
 
Semester 2: 
If you are registered for semester 2, the due dates for your assignments are as follows: 
 
Assignment 01: 21 August 2015 
Assignment 02: 25 September 2015 
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» The due dates are the dates on which your assignments should be AT THE MAIN 
CAMPUS OF UNISA IN PRETORIA.  

» It is unacceptable to claim that your assignment was submitted at a regional office on a 
specific date – the mail from a regional centre can take up to a week to reach the main 
campus. 

 

8.6 The assignments 
 

8.6.1 Semester 1 
 

SEMESTER 1: ASSIGNMENT 01 
** COMPULSORY FOR EXAMINATION ADMISSION ** 

 
DUE DATE 12 MARCH 2015 
UNIQUE ASSIGNMENT NUMBER 505975 
TOTAL MARKS 100 
CONTRIBUTION TO SEMESTER MARK 50% 
CONTRIBUTION TO FINAL MARK 10% 
 

Mark allocation for Assignment 01 

 
Question 1 25 marks 
Question 2 35 marks 
Question 3 25 marks 
Self-assessment and self-reflection   5 marks 
Technical presentation 10 marks 
 
Total 100 marks 
 

Important information regarding Assignment 01 

 
This assignment is COMPULSORY! 
 
You will NOT be admitted to sit for the examination if you do not submit this assignment 
by the due date. 
 
Remember to enter the unique assignment number correctly in the space provided when 
submitting this assignment. 
 
ASSIGNMENT FORMAT 
 
Assignment 01 consists of paragraph/essay-type questions. These may be answered in a typed 
or handwritten format. 
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The correct compilation and sequence of Assignment 01 is: 
 
 cover page 
 declaration of own work submitted 
 table of contents, introduction 
 body of assignment (answers to the assignment questions) 
 conclusion 
 answer to the self-assessment and reflection questions  
 list of sources consulted 
 
TECHNICAL PRESENTATION [10 marks] 
 
Please ensure that this assignment complies with the departmental requirements for the 
technical presentation of assignments. 
 
Please note that the Department of Communication Science has specific formatting guidelines, 
which we want you to adhere to precisely. Please consult Tutorial Letter 301 
(CMNALLE/3/2015) for extensive guidelines on technical presentation. Also read and take 
cognisance of the section on plagiarism. Additional guidelines, specific to this course, are 
provided on myUnisa. 
 
The technical presentation criteria applicable to Assignment 01 are as follows: 
 

 The assignment must contain a personal declaration that the work you have submitted 
is your own. 

 The table of contents must correspond with the numbering, headings and sub-headings 
in the assignment. Correct page numbers must be supplied. 

 An introduction to the overall assignment must be included, in which clear reference is 
made to what will be discussed in the assignment. This could consist of a short description 
of the assignment questions (without writing down the actual questions), as well as of the 
self-assessment and self-reflection questions. The introduction should not be longer than 
one paragraph. 

 A conclusion to the overall assignment must be included, in which a short summary is 
given about what has been discussed in the assignment. Do not introduce any new 
information here – just summarise what has been done. The conclusion should not be 
longer than one paragraph. 

 All sources consulted must be cited in the list of sources consulted, including tutorial 
letters, the study guide and the prescribed book. 

 The correct referencing techniques must be used in the text of the assignment and in the 
list of sources consulted. These should not be numbered. 

 General rules related to the overall presentation of the assignment must be adhered to. 
For example, your presentation should not contain language, spelling or typing errors, or 
personal types of address (UNLESS otherwise stated).  

 Also, headings and numbering (where required) should be presented in the correct 
format. 

 It is also of vital importance that you should adhere to the CORRECT format, structure and 
stylistic requirements of each piece of writing, as required by the relevant assignment 
question. Failure to follow these guidelines will result in the loss of marks. 

 
 

YOU WILL QUALIFY FOR EXAMINATION ADMISSION IF YOU HAVE SUBMITTED THIS 
ASSIGNMENT BY THE DUE DATE. 
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ASSIGNMENT 01 

 
PLEASE READ THE ARTICLE BELOW CAREFULLY BEFORE ATTEMPTING TO ANSWER 
THIS ASSIGNMENT’S QUESTIONS. 
 
ALL THE QUESTIONS IN THIS ASSIGNMENT ARE BASED ON THE FOLLOWING 
ARTICLE. 
 
Please use this article as the backdrop for your answers. 
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QUESTION 1: STANDARD OPERATING PROCEDURES (SOPs) [25 marks] 

 
Instructions 
 
You are Professor Jonathan Jansen‟s personal assistant at the University of the Free State. It is 
customary to recruit a first-year student at the university each year to assist you with the 
professor‟s administrative duties. The new recruit will be responsible for responding to all 
enquiries via telephone, email and face-to-face communication; keeping all records stored 
correctly in electronic and printed formats; as well as creating and maintaining an electronic 
database of current students and alumni. Thus, you have been assigned the task of drawing up 
a standard operating procedures (SOP) document for the prospective student recruit to follow 
carefully. 
 
Before attempting to answer question 1, you need to study the following: 
 

✎ In the prescribed book: 
 

 Chapter 2: The reading process 
 Chapter 3: English grammar toolkit 
 Chapter 4: Format 

 

✎ In the study guide: 
 

 Study unit 2: The reading process 
 Study unit 3: English grammar toolkit 
 Study unit 4: Format 

 
Break-down of mark allocation and additional guidelines for question 1: 
 

✎ Use of the correct format and stylistic requirements for a SOP document.  (10 marks) 

✎ Provide a minimum of 10 instructions in your SOP, which should be relevant and coherent 
as per scenario and instructions provided. That is, writing must always be logically linked to 
the given scenario and the instructions provided.  (10 marks) 

✎ Fluent and grammatically correct writing.  (5 marks) 

✎ The SOP document should be approximately 1 page in length. 

✎ The SOPs must be written in a formal tone, in the third person. Apart from being awarded 
marks for following the question instructions and for the actual content of your answer, you 
will also receive marks for using the correct formatting conventions. Remember to use the 
correct format for numbering as well. 

 



 

30 

 

QUESTION 2: ARGUMENTATIVE ESSAY [35 marks] 

 
Instructions 
 
As a first-year student, you are expected to take on a leadership role in your country, in your 
community and in your personal space. A university education aims to equip the youth with the 
skills required to function in and contribute to the “learning organisation”. In view of your 
understanding of the “learning organisation”, critically discuss Professor Jansen‟s arguments in 
his article “It‟s right to be wrong”. In other words, critically analyse and interpret Professor 
Jansen's arguments, indicating whether you agree with him or not, and explaining how, in your 
view, first-year students could or could not put his expectations of first-year students in the 
learning organisation and as leaders into practice. 
 
Before attempting to answer question 2, you need to study the following: 
 

✎ In the prescribed book: 
 

 Chapter 5:  The writing process 
 Chapter 6:  Persuasive writing 
 Chapter 7:  Non-verbal communication and listening 
 Chapter 9:  Communication in groups and teams  
 Chapter 10 (pages 210-211): Multicultural presentations 

 

✎ In the study guide: 
 

 Study unit 5:  The writing process 
 Study unit 6:  Persuasive writing 
 Study unit 7:  Non-verbal communication and listening 
 Study unit 9:  Communication in groups and teams 

 
Break-down of mark allocation and additional guidelines for question 2: 
 

✎ Displaying evidence of brainstorming, and systematic planning and structuring of the 
essay.  (10 marks) 
 We expect you to provide your thesis statement in your planning.  
 Your planning, as discussed above, can be presented graphically or can be listed 

and should appear BEFORE your essay. This brainstorming stage can be written in 
point form. 

 You must set out at least five (5) sets of relevant and logical arguments. Each set of 
logical arguments should contain two premises and a logical conclusion (Du Plessis, 
Dowling & Steinberg 2009: 122).  

 The final essay must be formatted correctly and should begin on a new page. In other 
words, begin your final essay by providing a clear and creative heading for your 
essay, followed by a clearly structured essay that is divided into appropriate 
paragraphs and full, coherent sentences. We DO NOT require sub-headings for the 
final essay. DO NOT write in point form, NOR tabulate your ideas. 
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✎ Critical and logical development of the argument.  (20 marks) 
 Start your discussion with a clear thesis statement and relevant substantiation of your 

argument. 
 Define and discuss the concept of a “learning organisation” in your own words (Du 

Plessis et al 2009: 180). You will be penalised for rewriting the words of the authors.  
 Develop an argument and take a clear position with respect to the scenario and in 

accordance with the instructions provided. 
 Correct balance of theory and application in the discussion of Professor Jansen‟s 

arguments within the framework of the learning organisation and the development of 
leadership skills in first-year university students. 

 Your essay must be written in a formal tone, in the third person. 
 You must use the correct in-text referencing where appropriate. 
 The essay should be approximately 11/2 pages in length. 

✎ Fluent and grammatically correct writing.  (5 marks) 
 

QUESTION 3: OUTLINE OF A TALK [25 marks] 

 
Instructions 
 
Assume you are invited to deliver a talk, on behalf of all first-year students, to the lecturers of 
the University of the Free State in response to Professor Jonathan Jansen‟s article above. The 
first-year students believe that this article portrays a stereotypical view of them. Use the five (5) 
steps of Monroe’s Motivated Sequence to draw up an outline of a talk persuading the 
audience to view first-year students with a new lens, as you feel that students have already 
been making an impact in their communities before they entered university. Emphasis can be 
made on the “born-frees” who have been at the cornerstone of creating a democratic and non-
racial society in post-1994 South Africa. Any other relevant and pertinent issues related to the 
positive contribution that the youth has made to this country can be discussed, within the 
context of the article. Present your answer as follows: 
 
TOPIC OF THE TALK 
 
Purpose of the talk 
 

1 ATTENTION 
2 NEED 
3 SATISFACTION 
4 VISUALISATION 
5 ACTION 

 
Before attempting to answer question 3, you need to study the following: 
 

✎ In the prescribed book: 
 

 Chapter 5:    The writing process 
 Chapter 6:    Persuasive writing 
 Chapter 7:    Non-verbal communication and listening 
 Chapter 9:    Communication in groups and teams  
 Chapter 10 : Oral presentations 
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✎ In the study guide: 
 

 Study unit 5:    The writing process 
 Study unit 6:    Persuasive writing 
 Study unit 7:    Non-verbal communication and listening 
 Study unit 9:    Communication in groups and teams 
 Study unit 10 : Oral presentations 

 
Break-down of mark allocation and additional guidelines for question 3: 
 

✎ Provide an appropriate, relevant and attention-grabbing topic and state the purpose of 
the intended talk.  (3 marks) 

✎ Format and structure of the required outline as per instructions.  (5 marks) 

✎ Please write in a formal tone using the third person. We are training you to understand and 
apply a formal tone in your writing; therefore we encourage you to present your answers 
as such.  (2 marks) 

✎ Use Monroe‟s motivated sequence to present an outline of the intended talk 
 Do NOT provide a full speech. We only require an outline of a talk to train you in 

preparing for formal oral presentations. 
 Provide at least two (2) numbered sentences for each item in the numbered list 

provided above. Use a balance of theory and application when stating these 
points. 

 Write in full, coherent sentences. 
 Use an appropriate numbering system. Structure your headings and content 

appropriately as well. This is a general requirement for your assignment as a 
whole (although subheadings are not required in question 2). Please refer to 
Tutorial Letter CMNALLE/301 for guidelines on numbering systems, formatting, 
academic writing and overall technical presentation. 

 Use the correct in-text referencing where appropriate. 
 Provide relevant and appropriate sentences which are linked to the scenario and 

the requirements of the question. 
 Even though this task only requires you to provide an outline of a talk, we still expect 

you to provide the correct balance of theory and application in the discussion and 
critique (where relevant) of Professor Jansen‟s arguments. You could draw from the 
theory on stereotypes, culture, leadership skills, and verbal and non-verbal 
communication. Always apply the theory used to the scenario and context provided 
to ensure that your writing is coherent and persuasive. 

 The outline of your talk should be approximately 11/2 pages in length.  (10 marks) 

✎ Fluent and grammatically correct writing.   (5 marks) 
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SELF-ASSESSMENT AND SELF-REFLECTION QUESTIONS [5 marks] 
 
Answer the following questions in full sentences. Each question is worth one (1) mark. 
 
1 What have you learnt (what knowledge have you gained) by doing this assignment? 
2 What skills, abilities and orientations (attitudes and values) have you acquired? 
3 Which strengths could you apply in your future life and work environment? 
4 Which shortcomings do you need to address in future? 
5 To what extent have you achieved the learning outcomes formulated for this module? 

(Please specify the exact learning outcomes you have achieved – these can be 
found under section 2.2 of this tutorial letter.) 

 

SEMESTER 1: ASSIGNMENT 02 
*** This assignment is COMPULSORY! *** 

 
DUE DATE 14 APRIL 2015 
UNIQUE ASSIGNMENT NUMBER 526798 
TOTAL MARKS 25 
CONTRIBUTION TO SEMESTER MARK 50% 
CONTRIBUTION TO FINAL MARK 10% 
 

Mark allocation for Assignment 02 

 
Questions 25  
 
Total 25 marks 
 

Important information regarding Assignment 02 

 
This assignment is COMPULSORY! 
 
Remember to enter the unique assignment number correctly in the space provided when 
submitting this assignment. 
 
Although Assignment 02 is not taken into account for examination admission, you must 
nevertheless submit it, as it will be very difficult to pass this module without the mark this 
assignment contributes towards your semester mark. 
 
This assignment consists of 25 multiple-choice questions (MCQs), worth one (1) mark each. 
 
Use a pencil and a mark-reading sheet (as provided with your study material) to complete this 
assignment or, alternatively, submit the assignment online via myUnisa. 
 
Assignment 02 is automatically marked by a computer, on a predetermined date. Refer to the 
information in Tutorial Letter 301 (CMNALLE/301) for a discussion on how to approach and 
complete MCQs. 
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ASSIGNMENT 02  

 
Q1 You have just been given a temporary promotion – you will have to stand in for a senior 

staff member while he is away on vacation. As you are briefed on your new role, the 
most appropriate way for you to listen would be ... . 

 
(1) for content, trying to grasp the main points 
(2) with the purpose of reflecting on the intent of the communicator 
(3) with your critical faculties ready to pick up bias or illogicality 
(4) empathetically, encouraging the colleague to vent all feelings 

 
Q2 Read the scenario below and answer the question that follows. 
 
Fearless HIV/AIDS activist, Thembi Ngubani from Khayelitsha, has passed away. When she 
was 21 years old, she started a year-long radio diary about her life as a poor person living with 
HIV/AIDS. Her message was that you may be poor, but you still have a voice. The diary was 
broadcast in 2006 by the US-based National Public Radio and was heard by millions of people 
in 12 countries and in five languages. Thembi died of a multi-drug-resistant form of tuberculosis.  
Her diaries can be heard at www.aidsdiary.org. 
 

Identify the sender and the channel of the message referred to in the scenario by 
choosing the correct option: 

 
(1) The sender is Thembi Ngubani, and the channel is radio. 
(2) The sender is the US-based National Public Radio, and the channel is 

www.aidsdiary.org. 
(3) The sender is the US-based National Public Radio, and the channel is “...you 

may be poor, but you still have a voice”. 
(4) The sender is Thembi Ngubani, and the channel is a printed diary. 

 
Q3 Who is most likely to share a frame of reference? 
 

(1) Two new colleagues from different backgrounds who have just started working 
together. 

(2) An auditor from Shanghai and a violinist from Honduras. 
(3) A female student who is just starting her studies and a male student who has 

just graduated. 
(4) Two colleagues who have worked on the same project for more than five years. 

 
Q4 Which of the following sentences is written in correct English? 
 

(1) “You should eat fewer chips and drink less alcohol.” 
(2) “You should eat less chips and drink less alcohol.” 
(3) “You should eat less chips and drink fewer alcohol.” 
(4) “You should eat fewer chips and drink fewer alcohol.” 

http://www.aidsdiary.org/
http://www.aidsdiary.org/
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Q5 Read the scenario below and answer the question that follows. 
 
The CEO of a Pretoria company is an old man who is set in his ways. He is obsessed with 
protocol and frequently finds fault with his employees. Because he does not welcome 
suggestions from his dynamic young staff members, they have ceased to keep him in the loop 
about the way they are thinking and what is happening at the coalface. They rely on hearsay 
and gossip to find out what is going on at senior level and as far as possible make decisions 
behind his back. 
 

What is the barrier to effective communication in the scenario? 
 

(1) External noise 
(2) Internal noise 
(3) Cultural difference 
(4) Negative organisational communication climate 

 
 
 
Q6 The company you work for is deeply concerned about rising telephone costs. Which of 

the following is a suitable method for identifying the source of the problem? 
 

(1) Look into the possibility of other telephonic options, including Skype. 
(2) Look through the itemised bill to see where the expenditure is coming from. 
(3) Ask staff members whether there has been any cause recently to make more 

telephone calls than usual. 
(4) Both options 2 and 3 above are suitable. 

 
 
 
Q7 Read the scenario below and answer the question that follows. 
 
Four university friends start a business together after graduation. After ten years of trading, they 
are ready to part ways. Zinzi and Ben have been offered jobs in the formal sector, whereas 
Carla and Salim want to use their skills to start a different type of business. The friends argue 
about what to do with the existing business, its inventory of unsold goods and its goodwill. Zinzi 
and Ben believe that they should sell their existing stock to a company which is offering them a 
fair but not excellent price. Carla and Salim want to hold out for a much higher price. Because 
Carla and Salim put in the seed money for the business, Zinzi and Ben reluctantly agree to their 
plan. The company that had offered to buy the stock withdraws its offer. No one else comes 
forward to buy the stock. 
 

In the scenario, the resolution of the conflict resulted in a ... . 
 

(1) win-lose outcome, because Carla and Salim got their way whilst Zinzi and Ben 
suffered 

(2) win-lose outcome, because Zinzi and Ben were proven right and Carla and 
Salim were proven wrong 

(3) lose-lose outcome, because the friends lost the opportunity to sell without 
gaining the opportunity to profit 

(4) lose-lose outcome, because neither party got exactly what they wanted 
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Q8 Read the scenario below and answer the question that follows. 
 
Promoters of Michael Jackson‟s last tour released video footage of the pop singer dancing and 
singing only a week before his death. President of AEG Live, Randy Phillips, told Sky News he 
choose the video because he was “sick to death” of the rumours that Jackson was incapable of 
carrying off the concert. 
 

Identify the grammatical error in the scenario. 
 

(1) “Jackson‟s” should be “Jacksons”. 
(2) “Randy Phillips” should not be between commas. 
(3) The word “choose” should be “chose”. 
(4) There should be a comma after “because”. 

 
Q9 Read the scenario below and answer the question that follows. 
 
Sipho has been working late to finish a big project and he is exhausted. Sipho leans back, joins 
his hands behind his back and yawns. At that very moment his boss, Dali, enters the office. 
 

Which of the following actions would best avoid the negative connotations of Sipho‟s 
yawn? 

 
(1) Saying: “I‟m sorry, I‟m just exhausted.  At least I finished the project.” 
(2) Remarking: “You see how the overtime I do for you has exhausted me!” 
(3) Putting his hand over his mouth. 
(4) Immediately continuing to work busily. 

 
Q10 Read the scenario below and complete the sentence that follows. 
 
Jan is the head of department in a big company. He likes the sound of his own voice and often 
makes tactless or hurtful remarks. Recently, while he was out of the office for an extended 
period, his second-in-command, Leila, had to take an important decision on his behalf.  
Although the decision was the correct one, Jan was furious that Leila had dared to take the 
initiative in his absence. He called her into his office and castigated her until she cried. 
 

As a communicator, Jan is … . 
 

(1) open and aggressive 
(2) blind and aggressive 
(3) hidden and assertive 
(4) closed and passive 

 
Q11 The most appropriate way to listen to a colleague who is experiencing emotional turmoil 

at home is to listen ... . 
 

(1) empathetically, encouraging the colleague to vent all feelings 
(2) for content, trying to understand the main points 
(3) with the purpose of understanding and remembering information 
(4) with your critical faculties ready to pick up bias or illogicality 
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Q12 Read the scenario below and answer the question that follows. 
 
Liz is well-liked by all her colleagues. She is a hard worker and often puts in voluntary overtime. 
She knows the system inside and out – you can ask her any question about office operating 
procedures and she will be able to answer you immediately and clearly. She also mentors 
younger colleagues. But when Liz is invited to apply for promotion, she does not do so. She has 
heard that Don is also applying, and she is sure he will get the position. Liz secretly feels like a 
failure because she has never married, she lives alone, and she is overweight. Don is attractive 
and believes in himself. Liz‟s bosses cannot understand why she will not submit an application 
and her failure to do so leaves them with no other choice but to appoint Don. 
 

Identify the communication problem in the scenario. 
 

(1) Liz has a poor self-image and is locked into a self-fulfilling prophecy. 
(2) Liz is a poor communicator. 
(3) Don has a gender advantage. 
(4) Liz is a blind communicator. 

 
 
 
 
Q13 Read the scenario below and answer the question that follows. 
 
Malika walked into a problem the moment she was promoted to a position in charge of the 
Finance Department of a large organisation. A colleague in another department repeatedly 
requested her to settle various invoices for costs incurred by his department. However, Malika 
had heard through the grapevine that this colleague‟s business dealings were under suspicion. 
She was therefore reluctant to settle any of his invoices. He bombarded her inbox with e-mails, 
and phoned her secretary daily. Malika simply ignored everything. She decided that she would 
wait for a formal charge to be laid against him. She expected that this would result in a 
moratorium being placed on all payments. However, her colleague was cleared of all suspicion. 
He immediately motivated a case of dereliction of duty against Malika for not replying to his 500 
e-mails and multiple telephone messages. 
 

How could Malika have dealt with this situation better?  By... . 
 

(1) encouraging her colleague to be more communicative 
(2) encouraging her colleague to be more flexible and consider alternatives 
(3) being pro-active and dealing with a minor conflict before it became a major 

conflict 
(4) being more open about her feelings 
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Q14 Read the scenario below and answer the question that follows. 
 
You are the manager of a team at work. Each member of the team has strong views about a 
project that they are working on together. One of the team members comes up to you at the 
coffee machine and starts talking excitedly about her ideas. 
 

Given that it is your aim to be an open communicator, which of the following responses 
is most appropriate? 

 
(1) “Send it to my e-mail address. My secretary will print it out for me and will 

highlight the important parts with a neon yellow marker. I will dictate my 
response back to her, where after she will send you this response from my 
email account next week.” 

(2) “Come with me to my office and I will tell you about my own ideas for the 
project. I have got some really fantastic plans I have been sketching out this 
morning.” 

(3) “How many people have you told this to? Do the others know you are speaking 
to me?” 

(4) “Really? That is interesting. Walk back to my office with me and we can chat.” 
 
 
 
 
 
Q15 Read the scenario below and answer the question that follows. 
 
Members of large groups usually do not go out of their way to attain their common goals.  The 
main reason for this is that in a large group an individual has little influence on creating the 
collective good, but has to bear the cost if he or she contributes. Furthermore, if a common goal 
(collective good) is achieved, every group member can enjoy it, even if he or she has not 
contributed to producing it. There is, thus, unfortunately an incentive to a “free ride” – to wait 
until others have provided the goods, and then consume it with them. 
 

What is the main idea portrayed in the scenario? 
 

(1) The advantages of large groups 
(2) The disadvantages of large groups 
(3) The importance of conflict resolution 
(4) A perfect win-win situation 
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Q16 Read the scenario below and answer the question that follows. 
 
Jeremy‟s restaurant and coffee shop is not doing well during an economic recession. He tells 
his workers that he cannot pay their bonuses. They are angry and demand a meeting. Jeremy 
explains that if he has to pay out their bonuses, he cannot guarantee that he will be able to keep 
the business going to offer them continued employment. His workers have seen friends lose 
their jobs during the economic recession. They do not want that to happen to them. For these 
workers, the main thing is to stay employed. They do, however, have a few suggestions for 
Jeremy on how to improve the business. He is buying lamb curry and lemon meringue pie at an 
exorbitant cost. The staff would like to try out their own recipes. They offer to defer the issue of 
their bonuses until a later date, but if their extra work in the kitchen results in increased profits, 
they want a larger bonus. Jeremy agrees. The meeting ends and everyone goes back to work. 
 

In the scenario, the resolution of the conflict resulted in a ... . 
 

(1) win-lose outcome, because Jeremy did not have to pay the bonuses, and, thus, 
his workers lost their bonuses 

(2) win-lose outcome, because Jeremy‟s workers won a higher bonus which 
Jeremy will still have to pay during the economic recession 

(3) lose-lose outcome, because neither party got exactly what they wanted 
(4) win-win situation, because Jeremy was given some breathing space and the 

workers kept their jobs and gained a potentially higher bonus 
 
Q17 Which of the following sentences does NOT contain a grammatical error? Choose the 

only grammatically correct sentence. 
 

(1) The students have to submit their assignments online, and they‟re not happy 
about it. 

(2) I always loose my car keys when I am in a hurry to get to work in the mornings. 
(3) Thato beliefs that the petrol price will be reduced next week because the oil 

price is stabilising. 
(4) The family cat, along with it‟s kittens is asleep in the beautifully woven basket. 

 
Q18 “Typically, the word travels beyond the local group and, as it spreads, it becomes more 

and more distorted and hints of trouble tend to breed more trouble wherever the rumour 
turns up.‟‟ 

 
Choose the option that represents the best way of separating the above sentence into 
clauses. 

 
(1)  Typically the word travels/ beyond the local group/and as it spreads/ it becomes 

more and more distorted/and hints of trouble/tend to breed more 
trouble/wherever the rumour turns up. 

(2)  Typically the word travels beyond the local group/and as it spreads it becomes 
more/and more distorted/and hints of trouble tend to/breed more trouble 
wherever/ the rumour turns up. 

(3)  Typically/the word travels/beyond the local group and/as it spreads it/becomes 
more and more distorted/and hints of trouble/tend to breed more trouble 
wherever/the rumour goes. 

(4)  Typically/the word travels beyond/the local group/and as it spreads it 
becomes/more and more distorted and/hints of trouble tend to breed/more 
trouble/wherever the rumour turns up. 
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Q19 When communicating with his employees and clients, Roger tries his best to ensure 
that the communication between him and the recipient is always well understood by 
both himself (the sender) and the recipients, who are the employees and clients. 

 
With this kind of approach towards communicating, which element is emphasised most? 
The … . 

 
(1)   recipient 
(2)   communicator 
(3)   message 
(4)   medium 

 
Q20 Apart from Trevor‟s poor command of English, colleagues and clients at the annual 

board meeting a difficult time understanding him because of his accent. 
 

Of which barrier is this an example? 
 

(1) Physiological 
(2) Semantic 
(3) Physical 
(4) Psychological 

 
Read the scenario below and answer questions 21 to 23 that follow: 
 
A multi-national technology company successfully tendered for government work, winning a 
contract for imported content in excess of $10 million. This contract has put the company in a 
position of having to fulfil obligations by either investing in South Africa or stimulating South 
African exports, in terms of the National Industrial Participation Programme (NIPP) regulations. 
 
Q21 What does the word “multi-national” mean in the scenario?  The company... . 
 

(1) employs people who speak different languages 
(2) operates in many countries of the world 
(3) is extremely large and successful 
(4) employs foreigners 

 
Q22 What does the word “tendered” mean in the scenario? 
 

(1) Kind and sympathetic 
(2) With gentle feeling 
(3) Offered to supply 
(4) Paid for 

 
Q23 What does “win a contract” mean in the scenario? To ... . 
 

(1) be awarded a large grant of money 
(2) be given permanent employment 
(3) be chosen as the person or firm who will do the work 
(4) bribe an official in order to be given a job 
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Q24 Read the brief scenario below and answer the question that follows. 
 
A team of developers is meeting to discuss what type of dwellings to build on a large piece of 
land. Some want as many dwellings as possible on the land in order to maximise profit.  Others 
want aesthetic and environmental aspects to be taken into consideration. 
 

The team has reached consensus when ... . 
 

(1) they all agree unanimously with the final decision that is taken 
(2) they have reached a point where no one is prepared to compromise any further 
(3) they take a vote and the majority wins 
(4) each person agrees to abide by the final decision and assists in implementing it 

 
 
 
Q 25 In an interview, which nonverbal clue would be most likely to ruin your chances? 
 

(1) Angling your feet and knees so that they point in the direction of the interviewer. 
(2) Offering a firm handshake. 
(3) Wearing smart clothes. 
(4) Moving your eyes rapidly around the room so as not to seem like you are 

staring. 
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8.6.2 Semester 2 

 

SEMESTER 2:  ASSIGNMENT 01 
** COMPULSORY FOR EXAMINATION ADMISSION ** 

 
DUE DATE 21 AUGUST 2015 
UNIQUE ASSIGNMENT NUMBER 526890 
TOTAL MARKS 100 
CONTRIBUTION TO SEMESTER MARK 50% 
CONTRIBUTION TO FINAL MARK 10% 
 

Mark allocation for Assignment 01 

 
Question 1 25 marks 
Question 2 35 marks 
Question 3 25 marks 
Self-assessment and self-reflection   5 marks 
Technical presentation 10 marks 
 
Total 100 marks 
 

Important information regarding Assignment 01 

 
This assignment is COMPULSORY! 
 
You will NOT be admitted to sit for the examination if you do not submit this assignment 
by the due date. 
 
Remember to enter the unique assignment number correctly in the space provided when 
submitting this assignment. 
 
ASSIGNMENT FORMAT 
 
Assignment 01 consists of paragraph/essay-type questions. These may be answered in a typed 
or handwritten format. 
 
The correct compilation and sequence of Assignment 01 is: 
 
 cover page 
 declaration of own work submitted 
 table of contents, introduction 
 body of assignment (answers to the assignment questions) 
 conclusion 
 answers to the self-assessment and self-reflection questions 
 list of sources consulted 
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TECHNICAL PRESENTATION [10 marks] 
 
Please ensure that this assignment complies with the departmental requirements for the 
technical presentation of assignments. 
 
Please note that the Department of Communication Science has specific formatting guidelines, 
which we want you to adhere to precisely. Please consult Tutorial Letter CMNALLE/301 for 
extensive guidelines on the technical presentation. Also read and take cognisance of the 
section on plagiarism. Additional guidelines, specific to this course, are provided on myUnisa. 
 
The technical presentation criteria applicable to Assignment 01 are as follows: 
 

 The assignment must contain a personal declaration that the work you have submitted 
is your own. 

 The table of contents must correspond with the numbering, headings and sub-headings 
in the assignment. Correct page numbers must be supplied. 

 An introduction to the overall assignment must be included, in which clear reference is 
made to what will be discussed in the assignment. This could consist of a short description 
of the assignment questions (without writing down the actual questions), as well as of the 
self-assessment and self-reflection questions. The introduction should not be longer than 
one paragraph. 

 A conclusion to the overall assignment must be included, in which a short summary is 
given about what has been discussed in the assignment. Do not introduce any new 
information here – just summarise what has been done. The conclusion should not be 
longer than one paragraph. 

 All sources consulted must be cited in the list of sources consulted, including tutorial 
letters, the study guide and the prescribed book. 

 The correct referencing techniques must be used in the text of the assignment and in the 
list of sources consulted. These should not be numbered. 

 General rules related to the overall presentation of the assignment must be adhered to. 
For example, your presentation should not contain language, spelling or typing errors, or 
personal types of address (UNLESS otherwise stated).  

 Also, headings and numbering should be presented in the correct format. 

 It is also of vital importance that you should adhere to the CORRECT format, structure and 
stylistic requirements of each piece of writing, as required by the relevant assignment 
question. Failure to follow these guidelines will result in a loss of marks. 

 
YOU WILL QUALIFY FOR EXAMINATION ADMISSION IF YOU HAVE SUBMITTED THIS 

ASSIGNMENT BY THE DUE DATE. 
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Assignment 01  

 
PLEASE READ THE ARTICLE BELOW CAREFULLY BEFORE ATTEMPTING TO ANSWER 
THIS ASSIGNMENT’S QUESTIONS. 
 
ALL THE QUESTIONS IN THIS ASSIGNMENT ARE BASED ON THE FOLLOWING 
ARTICLE.  
 
Please use this article as the backdrop for your answers. 
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QUESTION 1:  REPORT WRITING [25 marks] 

 
Instructions  
 
Suppose you are the Deputy President of the Student Representative Council (SRC) of the 
University of the Free State. Your position now requires you to compile a report to be 
presented at the annual general meeting (AGM). This report has to consider some points 
made in the article provided above. The focus of the report has to be on student protests that 
occurred earlier in the year. Hence, you should include some details on student protests and 
how these protests can be avoided. The protests were over two student demands: one for 
better residences and the other for financial aid from the National Student Financial Aid 
Scheme (NASFAS). Students marched across the campus, damaging property and 
intimidating other students. There was chanting, classes were disrupted and bins and 
benches were overturned.  
 
Before attempting to answer question 1, you need to study the following: 
 

✎ In the prescribed book: 
 

 Chapter 2: The reading process 
 Chapter 3: English grammar toolkit 
 Chapter 4: Format 
 Chapter 9: Communication in groups and teams 

 

✎ In the study guide: 
 

 Study unit 2: The reading process 
 Study unit 3: English grammar toolkit 
 Study unit 4: Format 
 Study unit 9: Communication in groups and teams 

 
Break-down of mark allocation and additional guidelines for question 1: 
 

✎ Use of the correct format and stylistic requirements for a report.  (8 marks) 
 Ensure that you use the correct headings, numbering, alignment and structure. 

✎ Provide four (4) findings, four (4) conclusions and four (4) recommendations, all of which 
should be numbered appropriately.  (12 marks) 
 Ensure that your writing is always logically linked to the given scenario and that it 

adheres to the instructions provided. Apply the theory of conflict resolution and 
negotiation when compiling your recommendations. 

 Ensure that your findings, conclusions and recommendations are logically and coherently 
linked. This should be evident in your use of the appropriate numbering system. 

✎ Fluent and grammatically correct writing.  (5 marks) 

✎ Please write in full sentences. We expect a short report that should begin with a short 
introduction. DO NOT tabulate NOR list your answers. 

✎ The report must be written in a formal tone, in the third person.  

✎ You will be awarded marks for following the question instructions, for the actual content of 
your answer, and for your use of the correct formatting conventions. Remember to use the 
correct format for numbering as well.  
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QUESTION 2: DESCRIPTIVE ESSAY [35 marks] 

 
Instructions 
 
Using the article provided as a backdrop, write a descriptive essay in which you discuss how 
a university environment may influence cultural diversity and gender equality in South Africa 
either negatively or positively. Highlight some points on how culture and gender differences 
may influence communication processes in our society. 
 
Before attempting to answer question 2, you need to study the following: 

 

✎ In the prescribed book: 
 

 Chapter 3: English grammar toolkit 
 Chapter 5:  The writing process 
 Chapter 8:  Interpersonal communication in the workplace  

 

✎ In the study guide: 
 

 Study unit 3: English grammar toolkit 
 Study unit 5:  The writing process 
 Study unit 8:  Interpersonal communication in the workplace 

 
 
Break-down of mark allocation and additional guidelines for question 2: 
 

✎ Displaying evidence of brainstorming, systematic planning and structuring of the essay 
 (10 marks) 

 Provide a clear indication of your planning BEFORE compiling the final essay. 
 Your planning, as discussed above, can be presented graphically or may be listed 

and should appear BEFORE your essay. This brainstorming stage may be written in 
point form. 

 The final essay must be formatted correctly and should begin on a new page. In other 
words, begin your final essay by providing a correctly formatted, clear and 
creative/attention-grabbing heading for your essay, followed by a clearly structured 
essay that is divided into appropriate paragraphs and written in full, coherent 
sentences. We DO NOT require sub-headings for the final essay. DO NOT write in 
point form, NOR tabulate your ideas. 

 

✎ Logical development of your argument (theory and application)  (20 marks) 
 Start your discussion with a catching introduction that leads the reader to the focus 

area of your discussion.  
 Define and discuss the concepts “cultural diversity” and “gender equality” in your own 

words (Du Plessis et al 2009: 180). You will be penalised for rewriting the words of 
the authors.  

 Correct balance of theory and application in your discussion of Professor Jansen‟s 
arguments within the framework of how a university environment influences cultural 
diversity and gender equality in South Africa either negatively or positively. 
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 Show the reader your in-depth understanding of cultural and gender differences 
 Your essay must be written in a formal tone, in the third person. 
 You must use the correct in-text referencing where appropriate. 
 The essay should be approximately 11/2 pages in length. 

✎ Fluent and grammatically correct writing.  (5 marks) 
 

QUESTION 3:  BUSINESS LETTER [25 marks] 

 
Instructions 
 
Write a formal business letter to the editor of the Times newspaper in reaction to the article 
provided. In the letter, challenge the pre-conceived perceptions of the youth and tertiary 
education that Professor Jonathan Jansen, the vice-chancellor of the University of the Free 
State, holds. Your letter should show some understanding of the opinions shared in this 
opinion piece written by Professor Jansen, while you build an argument in which you strongly 
disagree with the opinions he expresses. 
 
The address of the Times is as follows: 
 
The Editor  
102 Boulevard Street 
Media House Building 
Sandton 
0001 
 
Before attempting to answer question 3, you need to study the following: 
 

✎ In the prescribed book: 
 

 Chapter 1: Communication 
 Chapter 4: Format 
 Chapter 6: Persuasive writing 
 Chapter 8:  Interpersonal communication in the workplace  

 

✎ In the study guide: 
 

 Study unit 1: Communication 
 Study unit 4: Format 
 Study unit 6: Persuasive writing 
 Study unit 8:  Interpersonal communication in the workplace 

 
Break-down of mark allocation and additional guidelines for question 3: 

 

✎ Use of the correct format for a business letter and adhering to the stylistic requirements of 
such a letter, which should include:  (8 marks) 
 correct formatting conventions as applicable to the letter format (addresses, date, 

subject line, salutation, complimentary close, signature and name) 
 use of the UK block format  
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✎ Content of the letter  (12 marks) 
 You need to clearly state your reason for writing the letter. Provide three (3) 

persuasive sentences to fulfil this requirement. 
 You must establish a clear position in reaction to the writer of the article (that is, build 

an argument). 
 Provide information to support your argument. Information can be gleaned from the 

theory on perceptual differences, self-fulfilling prophecies and stereotypes. 
 Provide appropriate concluding remarks to close your argument. 
 Limited use of the personal, first-person tone will be allowed in your writing. 
 

✎ Fluent and grammatically correct writing.  (5 marks) 
 
SELF-ASSESSMENT AND SELF-REFLECTION QUESTIONS [5 marks] 
 
Answer the following questions in full sentences. Each question counts one (1) mark. 
 
1 What have you learnt (what knowledge have you gained) by doing this assignment? 
2 What skills, abilities and orientations (attitudes and values) have you acquired? 
3 Which strengths could you apply in your future life and work environment? 
4 Which shortcomings do you need to address in future? 
5 To what extent have you achieved the learning outcomes formulated for this module? 

(Please specify the exact learning outcomes you have achieved – these can be 
found under section 2.2 of this tutorial letter.) 
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SEMESTER 2:  ASSIGNMENT 02 
***  This assignment is COMPULSORY! *** 

 
DUE DATE: 25 SEPTEMBER 2015 
UNIQUE ASSIGNMENT NUMBER: 527009 
TOTAL MARKS: 25 
CONTRIBUTION TO SEMESTER MARK: 50% 
CONTRIBUTION TO FINAL MARK:  10% 
 

Mark allocation for Assignment 02 

 
Questions: 25  
Total: 25 marks 
 

Important information regarding Assignment 02 

 
This assignment is COMPULSORY! 
 
Remember to enter the unique assignment number correctly in the space provided when 
submitting this assignment. 
 
Although Assignment 02 is not taken into account for examination admission, you must 
nevertheless submit it, as it will be very difficult to pass this module without the mark this 
assignment contributes towards your semester mark. 
 
Assignment 02 consists of 25 multiple-choice questions (MCQs), worth one (1) mark each. 
 
Use a pencil and a mark-reading sheet (which is provided with your study material) to 
complete this assignment or, alternatively, submit it online via myUnisa. Assignment 02 is 
automatically marked by a computer, on a predetermined date. Refer to Tutorial Letter 301 
(CMNALLE/301) for a discussion on how to approach and complete MCQs. 
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Assignment 02  

 
Q1 Who is most likely to share a frame of reference? 
 

(1) Two new colleagues from different backgrounds who have just started working 
together. 

(2) An auditor from Shanghai and a violinist from Honduras. 
(3) A female student who is just starting her studies and a male student who has 

just graduated. 
(4) Two colleagues who have worked on the same project for more than five years. 

 
Q2 A CEO shakes his/her head when communicating to board members that the future 

projections of profitability are not looking good. 
 

Which function of non-verbal communication does this gesture fulfil? 
 

(1) Contradictory 
(2) Complimentary 
(3) Regulatory 
(4) Replacement 

 
Q3 Jan is the head of a department in a big company. He likes the sound of his own voice 

and often makes tactless or hurtful remarks. Recently, while he was out of the office for 
an extended period, his second-in-command, Leila, had to take an important decision 
on his behalf. Although the decision was the correct one, Jan was furious that Leila had 
dared to take the initiative in his absence. He called her into his office and castigated 
her until she cried. 

 
As a communicator, Jan is ... . 

 
(1) open and aggressive 
(2) blind and aggressive 
(3) hidden and assertive 
(4) closed and passive 

 
Q4 Gerhard has been working late to finish a big project and he is exhausted. Gerhard 

leans back, joins his hands behind his back and yawns. At that very moment his boss, 
Mr Matthews, enters the office. 

 
Which of the following actions would best avoid the negative connotations of Gerhard‟s 
yawn? 

 
(1) Saying: “I‟m sorry, I‟m just exhausted. At least I finished the project.” 
(2) Remarking: “You see how the overtime I do for you has exhausted me!” 
(3) Putting his hand over his mouth. 
(4) Immediately continuing to work busily. 
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Read the scenario below and answer the two questions that follow. 
 
 
 
Margot Katz, one of the United Kingdom‟s most successful business gurus, describes two kinds 
of people in her latest book. The first is the bright, cheerful and articulate person who talks 
easily to strangers, has a positive view of life and lacks self-pity. The polar opposite is the 
person with the mind-set of “poor me”, a victim, she writes. “Things happen to them; they are 
defined by things around them and are rarely in charge of their own life; they wait for a fairy 
godmother or winning lottery ticket to save them. We are „poor me‟ ourselves every time we say: 
„It is my boss‟s fault‟; or „The company does not encourage me, that is why I have not done it‟; 
or „I cannot achieve my results because of the market‟; or „I cannot progress because there is a 
glass ceiling‟.” 
 
 
 
Q5 The bright, cheerful person that Margot Katz describes is a typical ... . 
 

(1) closed communicator who suffers from a negative self-image and is trapped in a 
self-fulfilling prophecy of failure 

(2) open communicator who enjoys a positive self-image which attracts success 
(3) blind communicator with an inflated self-image 
(4) hidden communicator who suffers from a negative self-image and is trapped in 

a self-fulfilling prophecy of failure 
 
 
 
Q6 What Margot Katz says relates to the notion of a self-fulfilling prophecy, because ... . 
 

(1) it is better to expect good luck, for example, winning a lottery ticket, than trying 
to work for it 

(2) you just have to accept it when your company fails to encourage you 
(3) if you are passive, and believe yourself to be a victim, you are likely to end up 

being treated badly 
(4) there are times when your boss will blame you for something you have not done 
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Consider the format of the business letter below before attempting to answer the following two 
questions. 
 
 

 01 Preller Street 
 Muckleneuk Ridge 
 Tshwane 
 0002 
 
 21 March 2012 
 
District Manager 
Department of Education 
Pretorius Street 
Tshwane 
0002 
 
Dear Sir or Madam 
 
INITIATIVE TO EDUCATE STUDENTS ABOUT THE UNIVERSITY APPLICATIONS 
PROCESS 
 
 

 
 
Q7 A salutation to the receiver of the letter reading “Dear Sir or Madam” suggests that the 

writer does not know the gender or the name of the receiver. A standard complimentary 
closing for such a letter would be ... . 

 
(1) your friend 
(2) yours sincerely 
(3) yours faithfully 
(4) Sincerely yours 

 
 
Q8 Most business letters written in the United Kingdom (UK) style have a letterhead, which 

makes writing business letters easier. Which one of the following is the correct UK 
format to follow if you do not have a letterhead? The … . 

 
(1) return address comes second and is left-aligned 
(2) return address comes first and is right-aligned 
(3) return address comes first and is left-aligned 
(4) return address comes second and is right-aligned 
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Q9 Read the scenario below and answer the question that follows. 
 
Jonas fancies Lindi. He phones her to ask her out, but the telephone line breaks up. He tries to 
phone her again using his landline, but Lindi has an ear infection and she mishears the venue 
for their date. Lindi and Jonas arrive at different venues. By the time the misunderstanding has 
been cleared up, Jonas has become completely anxious about how everything could have gone 
so wrong. He hears Lindi say, “So what do you think?”, and he realises that he has not been 
listening to a word, because he has been so preoccupied with his own train of thought. 
 

Identify the barriers to communication in the scenario. 
 

(1) Physical, physiological and semantic 
(2) Physical and psychological 
(3) Physical, physiological and psychological 
(4) Psychological, semantic and perceptual 

 
 
 
Q10 Read the scenario below and answer the question that follows. 
 
The gangly young auditor trembles behind an unreliable lectern. His hands shake, and pages 
fall to the floor. He scrambles after the pages and then reassembles them in the wrong order. 
There is an excruciating pause before his strangled voice stumbles through a distorted public 
address system. The audience experiences discomfort. Ten minutes feel like a lifetime. The 
auditor plods off to the sound of weak applause, secretly vowing never to do this again. 
 

Which aspect of communication is highlighted in the scenario? 
 

(1) Downward communication 
(2) Internal communication 
(3) Oral presentation 
(4) Intrapersonal communication 

 
 
 
Q11 Read the scenario below and answer the question that follows. 
 
We have learned that some European countries do not have a direct translation for “word of 
mouth”, so they translate it as “mouth to mouth”.  I had to explain that this has a totally different 
connotation in the United States, and that there are a lot of people over here getting quite 
excited about this “mouth to mouth” marketing taking place in Europe! 
 

Identify the barrier to communication in the scenario. 
 

(1) Physical 
(2) Physiological 
(3) Psychological 
(4) Semantic 
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Q12 Read the scenario below and answer the question that follows. 
 
Exchanging business cards is an essential part of most cultures. In most Asian countries, after a 
person has introduced him- or herself and bowed, the business card ceremony begins. In 
Japan, this is called “meishi”. A business card is presented to the other person with the front 
side facing upwards towards the recipient. Offering the business card with both hands holding 
the top corners of the card demonstrates respect to the other person. 
 

Given the information in the scenario, which of the following actions would be most 
appropriate once you have received a business card from a Japanese associate? 

 
(1) Offering your own business card with both hands in exchange 
(2) Tucking it safely into a pocket 
(3) Writing on it and folding it 
(4) Putting it in your mouth while opening your wallet 

 
 
Q13 Which of the following sentences does NOT contain a grammatical error? Choose the 

only grammatically correct sentence. 
 

(1) I always loose the product key. 
(2) Download the HTA, along with it‟s readme file. 
(3) The managers are in they‟re weekly planning meeting. 
(4) The technicians have to check their cell phones at the door, and they‟re not 

happy about it. 
 
 
Q14 When a customer at a restaurant waves at the waiter to get his attention, his/her 

nonverbal communication … his/her verbal message. 
 

(1) reinforces 
(2) complements 
(3) contradicts 
(4) replaces 

 
 
Q15 Choose the option listed below which corrects the following sentence: 
 
“One had to wave each time you needed someone.” 
 

(1) We had to wave each time we needed someone. 
(2) We had to wave every time you needed someone. 
(3) We had to wave each time you needed somebody. 
(4) We waved each time you needed someone. 

 
 
Q16 Which of the options listed below is NOT an example of internal communication? 
 

(1) The manager speaks to the waiter about his behaviour. 
(2) The CEO of Exclusive Books meets with the branch manager. 
(3) The waitrons draw up a memorandum stating their grievances. 
(4) The customer publishes her experience on her blog. 
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Q17 There is a rumour circulating among the staff that the customer who complained has 
contacted the CEO of Exclusive Books. This is an example of ... . 

 
(1) nonverbal behaviour 
(2) horizontal communication 
(3) upward communication 
(4) the grapevine 

 
Q18 Read the brief scenario below and answer the question that follows. 
 
A team of developers is meeting to discuss what type of dwellings to build on a large piece of 
land. Some want as many dwellings as possible on the land in order to maximise profit. Others 
want aesthetic and environmental aspects to be taken into consideration. 
 

The team have reached consensus when... . 
 

(1) they all agree unanimously with the final decision that is taken 
(2) they have reached a point where no one is prepared to compromise any further 
(3) they take a vote and the majority wins 
(4) each person agrees to abide by the final decision and assists in implementing it 

 
Q19 The waiter reports to the restaurant manager who, in turn, reports to the general 

management of the Pavilion Shopping Centre. This is an example of ... . 
 

(1) downward communication 
(2) the grapevine 
(3) public communication 
(4) hierarchy 

 
Q20 When the lecturer raises her voice, she is indicating aggression through ... . 
 

(1) paralanguage 
(2) downward communication 
(3) upward communication 
(4) the grapevine 

 
Q21 Which of the following sentences does NOT contain a grammatical error?  Choose the 

only grammatically correct sentence. 
 

(1) Close your eyes and imagine one of the most deadliest viruses that could kill 
hundreds of people in the world. 

(2) This virus is called swine flu, and it was first reported in Mexico in 2009. 
(3) The swine flu virus is one of the most worst flu viruses that is infecting the whole 

world as of now. 
(4) It is infecting most people daily due to widespread infection. 

 
Q22 Nomagugu always begins her day by reflecting on what happened during her previous 

shift. This is an example of .......... communication. 
 

(1) internal 
(2) external 
(3) intrapersonal 
(4) dyadic 
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Q23 Isabella smiles as she asks a passenger who looks lost if she can be of assistance. In 
this case, Isabella‟s nonverbal communication .......... her verbal message. 

 
(1) reinforces 
(2) complements 
(3) contradicts 
(4) replaces 

 
Q24 William encounters a lost passenger who tells him about his travel problems. William 

should listen ... . 
 

(1) empathetically, putting himself in the passenger‟s shoes 
(2) empathetically, trying to understand the passenger‟s feelings 
(3) critically, trying to evaluate whether the passenger is right or wrong 
(4) for content, trying to establish what information the passenger lacks 

 
Q25 What is the correct order of events when planning a meeting? 
 

(a) Distribute the notice. 
(b) Decide whether a meeting is really necessary. 
(c) Distribute the minutes. 
(d) Distribute the agenda. 
(e) Conduct the meeting. 

 
(1) a   b   c   d   e 
(2) b   a   d   e   c 
(3) b   a   c   e   d 
(4) a   b   d   e   c 

 

9 OTHER ASSESSMENT METHODS 
 
The assignments and the examination are the only assessment methods used in this module. 
There are no other assessments for this module. 
 

10 EXAMINATION 
 
The examination for CBC1501 takes place at the end of each semester. This means that 
 

✎ if you are registered for semester 1, you will write the examination in May/June 2015, with 
a supplementary examination opportunity in October/November 2015  

✎ if you are registered for semester 2, you will write the examination in 
October/November 2015, with a supplementary examination opportunity in May/June 2016  

 

The final examination date, information on the examination venue and time, and other general 
information will be made available to you in writing during the course of the semester. 
If you have not received this information by the beginning of April (for semester 1) or by the 
beginning of September (for semester 2), please contact the Examination Section immediately 
by sending an e-mail to exams@unisa.ac.za. 

mailto:exams@unisa.ac.za
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10.1 Examination admission is NOT automatic 
 

✎ You have to submit Assignment 01 in order to gain admission to the examination (that is, 
to be allowed to write the examination), as admission is not automatic. 

✎ If you do not submit Assignment 01, you will have to re-register for this module in the 
next semester.  

✎ Although Assignment 02 is not taken into account for admission to the examination, you 
must nevertheless submit this assignment as it will be very difficult to pass the module 
without the mark that this assignment contributes to the semester mark.  

✎ Remember that you will only receive marks for assignments which are received by the 
specified due dates.  

✎ Therefore, ensure that you submit ASSIGNMENT 01 by the due date in order to qualify 
for examination admission.  

✎ NO EXTENSIONS will be given for the submission of any assignment and all 
assignments received after the specified due dates will be returned unmarked – in other 
words, you will receive 0%. 

 

10.2 Important information about the examinations 
 

✎ Only students who have obtained admission to the examination by submitting 
ASSIGNMENT 01 will be eligible to sit for the examination, as admission is not automatic.  

✎ You have to obtain a minimum final mark of 50% to pass this module. 

✎ Because provision has been made for you to accumulate a maximum of 20% towards your 
final mark (by doing the assignments), a sub-minimum of 40% is applicable to the 
examination.  

✎ In reality this means that you have to obtain at least 40% in the examination, otherwise 
you will automatically fail the examination, and, therefore, the module.  

✎ Furthermore, you have to have a minimum of 50% for your final mark (semester mark and 
examination mark combined) in order to pass this module. Refer to the brochure my 
Studies @ Unisa for more information in this regard. 

✎ If your examination results are blocked due to outstanding study fees, please phone 
012 429 4299. Once you have settled the outstanding amount, you have to request that 
your examination results be released. Lecturers CANNOT do this, since we do not have 
access to these systems. 

✎ You can also consult the my Studies @ Unisa brochure for general examination guidelines 
and guidelines on how to prepare for your examination. 

✎ You DO NOT have to provide a cover page, declaration of own work submitted, table of 
contents, self-assessment and self-reflection questions NOR a list of sources consulted in 
the examination. 

✎ However, you MUST pay careful attention to grammar, spelling, articulation, alignment, 
margins, headings, numbering and the overall structure and format of your work in the 
examination. All technical aspects and academic standards are discussed in Tutorial Letter 
301 (CMNALLE/301).  

✎ Use an academic writing style, and particularly, write in the third person, as we are training 
you to write in a formal tone of voice. 
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10.3 The examination question paper 
 
To help you with your preparation for the examination, you will receive a tutorial letter that will 
explain the format of the examination question paper and set out clearly what material you have 
to study for examination purposes. 
 

✎ It is important to note that the examination will be based on ALL of the study material, 
including the assignments.  

✎ The CBC1501 examination question paper is a single two-hour paper.  

✎ The examination question paper will consist of multiple-choice questions (MCQs) 
and written (paragraph/essay-type) questions. Questions similar to (but not the same 
as) those in the two compulsory assignments can be expected and you will be tested on 
ALL of the study material. 

✎ When writing your examination, it is up to you to review the examination question paper in 
order to determine how much time you will need for each question.  

✎ You are strongly advised not to spend too much time on any specific question, or you may 
not be able to answer all of the questions within the specified time limit. 

 

10.4 Completing the mark-reading sheet for the MCQs section in the examination 
 

✎ The examination question paper contains a number of multiple-choice questions. The 
answers to these questions have to be filled in on a mark-reading sheet, which will be 
handed out together with the examination question paper.  

✎ Only a PENCIL may be used when filling in a mark-reading sheet. If you do not use a 
pencil, the computer will not be able to read the mark-reading sheet and you will get 0% 
for this section of the examination. 

✎ Please familiarise yourself (before the examination) with the content of the sections on 
mark-reading sheets, as explained in Tutorial Letter 301 (CMNALLE/301) and the 
brochure my Studies @ Unisa. Remember that you have to submit the mark-reading sheet 
together with your other answers and the examination question paper at the end of the 
examination. 

 

10.5 Marking of the examination paper 
 
Each correct answer to a MCQ in the examination will earn you one (1) mark and no marks are 
subtracted for omitting an answer. We do not use a correction factor or negative marking. If you 
do not know the answer to a specific question set in the examination, we encourage you to take 
an educated guess. You may just be right and score one more mark.  
 
As far as the written questions are concerned, the mark allocation will vary from question to 
question. The examination question paper as a whole counts 100 marks and will contribute 80% 
towards your final module mark. 
 
Please ensure that you are familiar with the sub-minimum requirements for CBC1501, because 
the semester mark is NOT added to your examination mark if you did not attain the sub-
minimum of 40% in the examination. 



 

60 

 

10.6 What happens if I fail the examination? 
 
Should you fail CBC1501 in semester 1, and qualify for a supplementary examination (that is, 
obtain the sub-minimum requirement of 40% in the examination and a final mark of at least 45% 
for the module), you will be allowed to sit for the supplementary examination in 
October/November 2015. If you fail the module in semester 2, and qualify for a supplementary 
examination, you will be allowed to sit for the supplementary examination in May/June 2016. 
 
Please note that should the university grant you a supplementary examination, your semester 
mark will NOT count towards your final mark. In other words, your examination will constitute 
100% of your final mark and you will have to achieve a mark of at least 50% in the 
supplementary examination in order to pass the module. However, this arrangement will not 
affect students who write the aegrotat examination. (This kind of examination is written by 
students who were ill on the day of the examination and whose medical condition is confirmed 
by a valid medical certificate.) The semester mark of these students will count towards their final 
mark. 
 
The supplementary examinations are based on the same syllabus and module content that you 
have studied during the semester, but new information will be incorporated and a new 
examination scope WILL apply. Therefore, please contact your lecturers before you write the 
supplementary examination and ask for the most recent tutorial letter pertaining to the 
supplementary examination. 
 
Should you fail CBC1501 in any semester and not qualify for a supplementary examination, you 
will have to re-register for the module in the next semester and completely redo the 
assignments and the examination. 
 

There are still students who think that they can take notes into the examination venue and that 
they will not be caught cheating. If you are caught during the examination with any information 
related to this module, you will face a disciplinary hearing. You may be suspended from 
studying at Unisa and any other tertiary institution for a number of years, if found guilty. It is not 
worth throwing away your academic career! Rather be well prepared for the examination. It is 
not a quiz and if you study all the study material, you will be able to answer all of the questions. 

 

11 FREQUENTLY ASKED QUESTIONS 
 
We receive many telephone calls and e-mails from students asking the same questions. Please 
note that there is an A-Z guide which contains the most relevant study information and 
associated questions in the my Studies @ Unisa brochure. Therefore, before you phone or e-
mail us with a question, please ensure that this question has not already been answered. 
 
 

 What is Tutorial Letter 101 (Tut 101)? 
You will receive a Tutorial Letter 101 for every module for which you are registered. Each 
Tutorial Letter 101 is specific to the particular module that it deals with. It contains essential 
information on issues such as administrative matters, assignment details such as due dates and 
the actual assignment questions, as well as the prescribed study resources for the specific 
module. It is essential to read Tutorial Letter 101 carefully for EACH MODULE. This is then 
also the document that you are reading now. 
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 Are there assignments that I need to complete? Do I have to submit these 
assignments? 

Yes, there are assignments that you need to complete. Both assignments (01 and 02) in 
each semester of this module are compulsory, and, therefore, need to be submitted. You have 
to particularly submit ASSIGNMENT 01 in order to gain admission to the examination. If 
you fail to submit Assignment 01 by the due date, you will NOT qualify to sit for the examination 
and you will have to re-register for this module. 
 
 Do I have to buy any prescribed books? 
Yes, you are required to purchase one prescribed book for this module.  
 

 What do I do if I experience problems with the content of the study material? 
Contact the lecturers responsible for teaching the module immediately. You can phone them 
between 08:00 and 16:00 on weekdays, make an appointment to come and see them 
personally, or send an e-mail.  
 

 I have not yet received my study material.  Could you send it to me? 
No, the study material is kept at a different department. Please e-mail despatch@unisa.ac.za 
and ask whether the specific item has been dispatched to you. If it has been dispatched and 
you have not received it after a reasonable period of time, ask for another copy to be 
dispatched. 
 
You can also immediately download your study material on myUnisa under the „Official 
Study Material‟ option once you have registered for a module. 
 

 What is myUnisa? 
myUnisa is the university‟s online learning management system. You can find your tutorial 
letters and study guides in PDF format on this website. You can also communicate 
electronically with your lecturers and fellow students, as well as with the various administrative 
departments of Unisa – all through a computer and the Internet. 
 
To go to the myUnisa website, start at the main Unisa website (http://www.unisa.ac.za), then 
click on the orange myUnisa button on the right-hand side of the screen. This should take you to 
the myUnisa website. Alternatively, you can go there directly by typing http://my.unisa.ac.za into 
your Internet browser. 
 
Please consult the brochure my Studies @ Unisa for more information on myUnisa. 
 

 When do classes start at Unisa? 
Unisa is a university that offers distance learning and is, therefore, not a residential 
university. This means that we do not present classes to our students on a daily basis.  
 

 When and where am I writing the examination? 
Please e-mail exams@unisa.ac.za to obtain details on the date, time and venue for writing the 
CBC1501 examination. When you register for modules, you would have selected an 
examination centre that is most convenient to you. If you need to change venues, please inform 
the Directorate: Student Assessment Administration timeously so that they can make 
provision for you at another examination centre. 
 

 When will the examination results be released? 
Please e-mail exams@unisa.ac.za to enquire about your examination results. 

mailto:despatch@unisa.ac.za
http://www.unisa.ac.za/
http://my.unisa.ac.za/
mailto:exams@unisa.ac.za
mailto:exams@unisa.ac.za
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 Where do I obtain my examination results? 
You will be able to obtain your examination results from the following places on the day on 
which the results are released: 
 

 On the Internet at http://www.unisa.ac.za. 

 By phoning the toll free number of the MTN Voice Response System: 083 1234. 
 
A hard copy of your official examination results will also be posted to you. Please note that 
examination results may NOT be made available to you via e-mail or telephone. 
Lecturers, therefore, CANNOT assist you in this regard. 
 

 What do I do if I am not happy with my examination results? 
Refer to the back page of the letter containing your official results (which will be posted to 
you) for the different options available to you.  Also, consult the brochure my Studies @ Unisa 
which you should have received as part of your study material. 
 

 How do I apply for my examination answer script to be re-marked or re-checked? 
All the information on the re-marking or re-checking of examination answer scripts is printed on 
the back page of the official results (which will be posted to you). You will also find 
information in the brochure my Studies @ Unisa which you should have received as part of your 
study material. 
 

 When do the supplementary examinations/aegrotat examinations take place? 
Please send an e-mail to exams@unisa.ac.za or aegrotats@unisa.ac.za for details in this 
regard. 
 

 For which modules do I have to register now? 
Please refer to the Calendar for this information. However, if you need further assistance, you 
can also phone the Directorate for Counselling, Career and Academic Development on 
(012) 429 3282.  For more information see the brochure my Studies @ Unisa, which you should 
have received with your study material. 
 

 What is ‘recognition of prior learning’ (RPL)? 
Recognition of prior learning (RPL) is the recognition by Unisa of any non-accredited learning at 
tertiary level related to a Unisa discipline which occurred before you decided to register for an 
academic qualification: 
 

 The RPL programme at Unisa enables you to gain recognition and credit for what 
you already know and are able to do at a level equivalent to university study. 

 You can receive credit for what you have learnt from experience, training courses, 
and so forth. For example, if you have worked as a police official for ten years, you 
will have learnt a vast number of skills, such as how to effect an arrest, how to write 
a statement, and how to negotiate. If you have started up and run your own 
successful business, you will be experienced in budgeting, stocktaking and 
preparing proposals for clients. If you have done research and written research 
reports, you could request credits in the field of research. 

 
RPL makes it possible for you to earn credits towards a Unisa qualification, thereby shortening 
your study time and decreasing your study fees. 

http://www.unisa.ac.za/
mailto:exams@unisa.ac.za
mailto:aegrotats@unisa.ac.za
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 I want to work with other students.  How can I do this? 
You can ask Unisa to connect you to other students in your area so that you can form a study 
group/network. The Directorate for Counselling, Career and Academic Development also 
trains senior students to offer peer collaborative learning at regional learning centres. 
 

 What can I do if I am not a confident reader or writer? 
The Directorate for Counselling, Career and Academic Development offers literacy support 
at many of the regional learning centres. They can also assist you to improve your study skills.   
 

 What if I have received a CD or DVD and I do not have the equipment to play it? 
Many regional learning centres have computers that students may use. Regional offices can 
also give you the details of multi-purpose community centres that might have equipment that 
you can use. For more information please consult your nearest regional learning centre. 
 

 What happens if I need a placement for work-integrated learning (WIL)? 
Please consult your nearest regional office. Most WIL courses have a questionnaire in Tutorial 
Letter 101 as well. 
 

 How much contact can I expect? 
Distance education relies on independent self-study, so your study material on its own should 
enable you to complete any module successfully. However, the university also offers some 
forms of contact besides tutorial letters, telephone calls, e-mails, or visits to lecturers in their 
offices.  
 
 

 PLEASE DO NOT CONTACT YOUR LECTURERS WITH NON-ACADEMIC MATTERS 
SUCH AS THE FOLLOWING: 

 

 I did not receive my study material. 

 Could you please send me my study material? 

 I cannot find the prescribed book. 

 I forgot to do my assignment. 

 When do I write my examination? 

 I am not happy with my marks. Could you please re-check them? 
 

These issues are all addressed in this tutorial letter and we will simply refer you to the relevant 
sections! In other words, if you read your Tutorial Letter 101/3/2015 carefully, you will find all 
the information that you need to know in order to successfully complete this module. 
 

12 CONCLUSION 
 
Please note that this tutorial letter had to be written and finalised at least six months before your 
registration for this module. Therefore, there may be changes to the course owing to decisions 
taken after this tutorial letter was compiled. In such an event, we will announce these changes 
on myUnisa and also in subsequent tutorial letters. If, however, you come across something 
that does not make sense, if you find clashing information or information that is not clear, or if 
you receive information that causes confusion, please feel free to contact us, your lecturers, 
with the details. 
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We wish you all the best with your studies. By ensuring that you have not registered for too 
many modules per semester and that you have enough time to devote to each module, the 
battle to pass is already half won. If you stay focused and dedicated, you will enjoy CBC1501! 

 
Best wishes 
 

The CBC1501 Team 
 

 
 
 
 
 

 
Mrs Ashiya Abdool Satar Ms Luthando Ngema 
Module Coordinator Lecturer 
Tel: 012 429 4203 Tel: 012 429 4168 
E-mail: satara@unisa.ac.za E-mail: ngemaln@unisa.ac.za 
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