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Part 5: 

The 
assessment 

The purpose of the lecturer guide 
 
 
The purpose of this guide is to inform lecturers about the task book so that they can help 
students complete the books – which count as the ICASS practical task 2. The success of 
the workplace-based experience (WBE) depends on the thorough preparation of the 
students before they leave the college. Students need to know the task book ‘back-to-
front’ and have already faced any possible difficulties (and their solutions) before leaving 
the college. Briefing students on their task books is a key lecturer responsibility. 
 
 
While students will be assessed on the task book as ICASS practical task 2 and have the 
possibility of doing well with the structure provided by the task book; more importantly they 
will gain exposure to a real workplace. This means that they are better prepared when 
seeking future employment and can increase their chances of finding a job. It is important 
that students realise these benefits.  
 
 
Part of preparing students is about creating excitement about going into the field for which 
they have been studying – this is the real thing!  
 
 
There is a task book for each Business Studies programme. The task book is structured in 
the same way for each programme; although each task book contains specific activities 
relevant to the particular subjects within each programme.  
 
 
This guide is a short booklet that should be read in conjunction with the task book for the 
relevant business programme. The basic structure of the task book is as follows: 
 
 
 

  
 

 
 
 
 
 
 

 

Remember to start early! 
 
Start preparing students early in the year so they have sufficient time 
to get to know the task book. Once students are in the workplace it 
will be more difficult for them to communicate with lecturers to solve 
problems.  
 
 

Images: Stuart Miles / freedigitalphotos.net 
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The structure of the WBE Business Studies  
task books 

 
 

The purpose of the task book 
 
The purpose of the task book is provide the student with a structured WBE; the book 
ensures that the student actively engages in the workplace by looking for ‘information’, 
asking questions and completing the basic ‘operating’ tasks conducted in any business or 
organisation. 
 
 

The structure of the task book 
 
The task book is divided into 5 parts. It starts with an overview of the student’s programme 
as well as instructions to complete the WBE (part 1). This is followed by the administrative 
forms that need to be completed (part 2). Part 3 is the core of the task book and contains 
the activities  - a set of general workplace activities and a set of subject specific activities. 
Part 4 is about gathering evaluation documents from the employer, students and college 
mentor. Part 5 explains how assessment works.  
 
A very useful diagram is contained in each task book on page 7 and reproduced on the 
next page of this guide. The diagram provides detail on what is included in parts 2 to 5 on a 
single page – the entire task book at a glance. This diagram is customized for each 
Business Studies programme. The diagram can be used to orientate both students and 
employers to all the activities the student needs to complete during the WBE process. 
 
Before you proceed make sure students understand the diagram and how everything fits 
together. 
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PART 1: UNDERSTANDING WBE 
 
Part 1 provides an introduction to WBE and consists of: 

 

 
In creating student understanding of, and enthusiasm for, WBE it is important that lecturers 
provide a clear overview of WBE from the start. Lecturers should use the notes in part 1 to 
provide a broad definition of WBE and focus on the three key phases of the WBE: 
 before placement, 
 during placement (what happens at the workplace) 
 and after placement.  
 
It is vital that students understand what is expected of them in each of the WBE phases. 
Below is an overview of the three phases. As lecturers have a key role in briefing and 
preparing students for WBE, an overview of each phase is provided below. 
 
 

OVERVIEW OF THE THREE WBE PHASES 
 

 
 
There are a number of activities that need to be completed before students go on WBE. It is 
important that students understand what these are, how these activities will be completed, 
who is responsible for their completion and, in particular, what their role is in completing the 
activities.  
 
‘Before WBE’ activities include: 
 
 Finding a host employer for each student: it is the responsibility of the college to 

ensure that each student has a host employer even if students assist to find their own 
employers. 

 Briefing host employers: the college needs to ensure that each host employer 
understands how the WBE will work and what is required of them. Informing employers 
takes place through visits, phone calls and emails.  

 Briefing students: students need to know how their WBE will work, what is required of 
them and, very importantly, how to complete their task books. Student briefing is done by 
lecturers and other college staff. 

 Students completing WBE forms: students need to complete various forms and 
documents to manage their placement. These are contained in part 2 of the task book 
and are discussed later in this guide. 

 Students researching their host employers: once students have a host employer they 
need to find out as much as they can about the employer before their WBE. They can do 
this in various ways, for instance, internet research and asking other students who 
previously visited the employer. 

Before going on WBE 

 An overview of WBE. 

 A programme overview. 

 Instructions to complete WBE.  
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Sample work schedule for one-day: 
 

Time: Task: Department 
/ work area: 

Supervised 
by: 

8.00 – 8.30 Morning induction – outline 
student’s work schedule for 
the day / week 

 

Sign attendance register / 
activity approvals from 
previous day 

- Mr. John 
(mentor) 

8.30 -10.00 Filling of supplier and 
customer folders  

Documents 
room 

Claire 
Plaatjies, 
admin clerk 

10.00 – 10.15 Tea break 

 

10.15 – 1.00 Capture new customer 
details into an excel 
spreadsheet 

Customer 
Service 
department 

Sue 
Coetzee, 
customer 
service 
supervisor 

1.00 – 2.00 Lunch break 

2.00 – 3.15 
 
 

Answer telephone and 
redirect calls or take 
messages 

Reception 
desk 

Ntombi 
Dlamini, 
receptionist 

3.15 – 3.30 Tea break 

3.30 - 4.30 Answer telephone and 
redirect calls or take 
messages 

Reception 
desk 

Ntombi 
Dlamini, 
receptionist 

4.30 – 5.00 Student works on task book 
and notes any questions or 
assistance needed 

- Mr. John 
(mentor) 

 

 Finalising the WBE arrangements: the college must make sure that everything is in 
place for each student’s upcoming WBE placement. This includes a student’s transport 
arrangements. 

 
 

 
 
There are a number of activities that students are expected to complete while in the 
workplace (although certain activities can be finished off in the college). These activities are 
included to meet the subject requirements of the ICASS practical task 2.  
 
More importantly the activities are designed to ensure that students gain a structured 
experience of the workplace. We want to avoid the situation where the students do not 
fully apply themselves in the workplace because they are overwhelmed by the ‘newness’ 
and demands of a functioning business / organisation. The task book provides a step-by-
step process for the student of what 
needs to be achieved during the 
week / two weeks they are placed at 
a host employer. 
 
The structure of the task book also 
assists the employer to design a 
schedule of work for the student 
based on the clearly stated 
requirements for each activity. An 
example of such a schedule is 
included on the right.  
 
This preempts the situation of 
students sitting in the workplace with 
nothing to do or doing tasks that are 
completely unrelated to their field of 
study.  
 
The manner in which lecturers can 
assist students complete all the 
workplace activities is explained in 
detail below.  

Image: Luigi diamanti / freedigitalphotos.net 

During the WBE 

Getting confirmation of a student’s WBE placement 
 
In this phase the college also needs to get evidence of an employer’s agreement to 
host a student for WBE. Many colleges ask employers to complete a letter to confirm a 
student’s placement. If an employer has agreed to host a group of students, one letter 
would suffice for the whole group. 
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There are a number of activities that need to be completed when the student returns to the 
college. These include students finishing off the task books as well as the various role-
players completing evaluations. A key lecturer responsibility here is the assessment of the 
task book. 
 
 

A KEY MESSAGE TO STUDENTS: TAKE INITIATIVE 
 
When taking students through part 1 of the task book carefully go through the ‘How to get 
the most out of your work placement’ diagram. The message you want to get across is 
how to take initiative when preparing to go into the workplace and importantly how to take 
initiative when at the workplace.  
  
One way to get your message across is to conduct a short workshop (this will take 45 
minutes or less), as follows: 
 
 Divide students into groups. 
 Ask them to discuss how they can take their own initiative in each phase of the WBE 

process (see the questions in the blocks below).  
 Let them complete each of the blocks (they can draw the blocks on flipchart paper).  
 Allow time for each group to present their blocks, praise initiative and fill in any gaps (for 

example showing enthusiasm for the job through asking questions and taking notes). 
 
 
 
 
 
 
 
 
 
  

 

 
 

 

What can you do to prepare for your work placement? 
 

 

 

 
 

 

 
 

 

 

How can you show you are motivated and keen to learn  
when you are at the workplace? 

 

                How will you ensure you learn as much as you can from your WBE?  
                  Think about: 

 How you can engage in activities in the workplace. 

 How you can complete your task book. 

 What to do with what you have learned during the WBE after you get back 
to college. 

  

After the WBE 

Images: See-saw _ Master Isolated images_ Africa / freedigitalphotos.net 
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Guidelines on how to complete the forms and 
activities in the task books 

 
 

PART 2: THE WBE FORMS 
 
Part 2 contains four administrative forms that need to be completed by students. 
 

Provide students with the following instructions: 
 
Remind students that ALL 4 administrative forms need to be completed and signed by 
themselves, their guardian (if under 18), the college and the employer.  
 
Explain that completing the forms ensures all arrangements are in place by the time they 
arrive at the workplace – meaning they can start learning and working straight away. 
 
Remember to go through the following preparation tasks: 
 

 If the student is under 18 a parent/guardian letter, providing permission for the 
student to participate in WBE, is required (the letter to be provided by the college). 

 

 Assist the student to make transport arrangements to get to the host employer.  
 

 Assist the student find out about the host employer’s dress code and/or personal 
protective equipment (PPE) requirements. 

 
 

Now go through each of the forms explaining why the forms are an important part of the 

WBE. You can use the table below: 
 
The forms and their importance: 
 

WBE Form Why the form is included in the task book 

Form 1: 
Employer and College contact 
information 

Employer and college contact details are provided right 
at the start to ensure that all parties know how to 
contact each other if necessary.  
 
Don’t let students just ‘skip’ over this page. Make sure 
they know who their college mentor is and how to 
contact the mentor. Students MUST be encouraged to 
contact the college mentor immediately if a difficulty 
arises in the workplace. Explain to students that it is 
better to sort out any problem as soon as it happens 
(even if it is their fault). Solutions can always be 
negotiated!  

Form 2: 
Student profile and contact information 

As explained above the profile is like the student’s CV 
or personal marketing tool. Encourage students to think 
carefully about what they should include in this profile in 
order to make a good impression on the employer.  
 
Let students complete the profile as soon as possible – 
before sourcing the employer if possible. 
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Form 3: 
Student learning agreement (and 
certified copy of ID) 

The student agreement is compulsory and ensures 
that all parties have agreed to the placement. The 
agreement is the student’s ‘pledge’ to apply 
him/herself during placement, act as an ambassador for 
the college and work within the rules of the host 
employer (these include appropriate dress code, the 
use of personal protective equipment, hours of 
operation etc.). 
 
The learning agreement should be completed and 
signed by the student and college representative before 
the WBE. The student should obtain the employer 
representative signature in the first two days of the 
WBE. The employer representative should be the 
employer mentor or some other staff member involved 
in the student’s WBE. 
 
Remind the student to include the certified copy of 
his/her ID. 

Form 4: 
Indemnity form 

It is standard practice to complete an indemnity form – 
failure to do so may result in the employer refusing to 
take the student on. 
 
Get the student to complete the indemnity form before 
the placement – or on the first day. 

 
Please ensure students complete all the forms accurately. Forms should preferably be 
completed before students leave the college; but if not within the first two days of the 
placement.  
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PART 3: WBE PLACEMENT ACTIVITIES 

Part 3 contains all the activities that need to be completed as part of the WBE and ICASS  
practical task 2. This is the CORE of the task book and the student must complete ALL 
these activities.  

It is important that students understand that each section counts for 50% of their ICASS 
practical task 2. 
 
This section of the guide will first outline aspects that are common across activities in both 
section A and B. The guide will then explain how to assist the student to understand each of 
the activities 1 to 7. 
 
 

ASPECTS COMMON TO ALL ACTIVITIES 
 
 

The start of activity  
 
At the start of each activity and / or section the student will find: 
 
 a list of instructions on how to complete the activity and possible areas of caution (alert 

signs). 
 

 a summary diagram that details what is covered in the activity or part. 
 
Please carefully go through these instructions with students.  
 

Information boxes and checklists 
 
There are a number of information boxes and checklists with specific icons that are 
repeated in each part of the book. Make sure students understand what these info / icon 
boxes mean before providing specific detail on how to complete each activity.  The icons are 
as follows:  

 

 
 
 
 

This icon is used to indicate an important action required by students or to remind them 
of an important step in the process. For example, students are reminded: 
 where to find the contact details of the college mentor, 
 to look at the assessment rubric for each activity to ensure they are on the right track, 
 to make sure all documents are collected before leaving the workplace. 
 
When going through the task book with students pause at each ‘alert sign’ and ensure 
students have grasped the importance of the warning. Not adhering to the warning may 
prevent students from completing the task book.  As illustration if students forget to gather 

There are two broad types of activities in the book 
 
 General activities 1 to 3 (SECTION A) are relevant to all types of organisations as well as 

the student’s programme. These activities are exactly the same in all task books. 
 
 Subject specific activities 4 to 7 (SECTION B) refer the specific programme on which the 

student is registered.  
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certain documents they may not have the chance to go back to the workplace once they 
have left.  

 
 

The light bulb icon is used to provide important information or a brief definition of 
concepts before starting a question.  
 
The icon is also used to highlight a possible difficulty that might require a creative 
solution. For example, what to do if financial figures are required but not submitted by the 
employer. A summary of these ‘tricky’ activities is provided in this guide when going 
through the activities below. You will need to go through each of these activities very 
carefully before students leave the college.  

 The checklist icon is used to alert students to a checklist that needs to be completed. See 
the description below on how to complete the section A and section B checklists. 
 
 
 

 

 
 

The use of space and attaching documents 
 
Please provide students with the following tips for completing exercises and attaching 
documents: 
 
 The space provided for each question in an activity is a guide to the length of the 

required answer. But this will not be standard as students will be visiting very different 
types of workplaces. Please stress to students that if they need more space for 
additional (but relevant) information they can add extra pages to their task books. These 
pages must be stapled to the page of the question they are answering and must be 
clearly labelled or numbered. 
 

 Also, where students are asked to attach any of the documents (such as an 
organogram or promotional material) this must be stapled to the page (the question 
number) where the document is requested.  

 
 

The assessment 
 
The assessment is explained below. Here it is sufficient to alert students to the fact that 
there is an assessment rubric at the end of each activity. The assessment rubric clearly 
states marks for each of the questions, indicating: 

 how much detail to include in each of the different questions, 

 how long each question should be,  

 whether documentation is needed, 

 the level of analysis and reflection expected for the particular question and so on.  

 
 

It is VITAL that the relevant assessment rubric is consulted while completing the 
activities. 
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Verification of attendance and activities by the 
employer 
 
It is important to note that as the task book is an assessed part of the student’s programme 
the college needs verification from the employer that the student completed the practical 
work. An approval page can be found at the start of section A and at the start of Section B.  
 
Attendance and activity approval of Section A activities 
 
The approval for section A has two tables requiring employer signatures: 

 The attendance register 

 Activity approval 
 

 
 
Employer activity approval of Section B activities 

 
 
Notes on employer approval and signatures: 
 
 The same workplace representative does not need to check the completion of all activities but the 

mentor should sign the final approval. 
 

In the attendance register the employer’s 
signature is needed for each day the student is in 
the workplace. This approves student attendance 
and the completion of the journal for each day of 
the student’s WBE.  
 
In the activity approval table, employer approval 
for activities 1 to 3 is needed once the student has 
completed tasks / gathered information. The 
employer ticks the ‘yes’ or ‘no’ column for each 
activity and signs once all activities are complete.  
 
Remind the student that it is his / her responsibility 
to take the task book to the employer and ask for 
the needed signatures for section A. 
 

In the activity approval table, employer approval 
for activities 4 to 7 is needed once the student has 
completed tasks / gathered information. The 
employer ticks the ‘yes’ or ‘no’ column for each 
activity and signs once all activities are complete. 
 
Remind the student that it is his / her responsibility 
to take the task book to the employer and ask for 
the needed signatures for section B. 
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 It will not be possible for students to complete every aspect of the activities while in the 
workplace. They must be given the opportunity to fill in any missing gaps when they return to the 
college. The employer may sign the books once s/he is certain that the student has done the 
activity and has the documents (but just needs to write it down in the book).  

 

ALL employer signatures are required before the student leaves the workplace 
 
 
 

Completion checklists and college signatures 
 
At the start of section A and section B (just after the employer approval) you will find a 
checklist.  These checklists have been included to help students manage their completion of 
all the bits and pieces that make up each activity in a section. When the checklists have 
been completed in full, students can hand their task book in for assessment. Both section A 
and B checklist work in the same way, below is an example of the section A checklist:  
 
 

 
 
 
 
 
 
 
Now that you have provided students with an overview of WBE and the structure of the task 
book you can focus on the specific forms, processes and activities in the task book. The 
remainder of this guide will go through parts 2 to 5 showing how each part is structured and 
includes tips you should offer to students on how to complete the task book. 
 

The student should carefully go through the activities in 
the checklist ticking off what has been done and what 
still needs to be done. Once the student feels 
everything is complete, the task book is given to the 
lecturer / student WBE mentor for a final check.   
 
The lecturer / student WBE mentor uses the checklist 
to verify: 

 The subject activities have been completed in full.  

 The employer has approved and signed off each 
section.  

 If the student has not completed aspects of the 
activity s/he should be given the opportunity when 
back at college to fill in any missing gaps. The 
lecturer should offer advice on how to complete any 
final ‘bits’ of the activity. Once the lecturer is 
satisfied that the student has completed the 
activities s/he signs to indicate that the section is 

now ready for assessment. 
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PART 3: WBE PLACEMENT ACTIVITIES CONTINUED 

Part 3 contains all the activities that need to be completed as part of the WBE and ICASS  
practical task 2. This is the CORE of the task book and the student must complete ALL 
these activities.  

 
How to ensure students understand each activity 
 
As lecturers it is your responsibility to ensure students understand how to complete each 
activity before leaving the college. The students need to confidently go into the workplace 
knowing what to do and what to ask the employer for. 
 

 Each lecturer is responsible for the activity that relates to his/her subject. Carefully 
note which activities relate to your subject. You will not need to go through the whole 
task book with students only the activities that form part of the subject you teach. 

 

 BUT: In going through the task book with students, lecturers will need to decide who 
provides the students with input on section A and the ‘summary for providing 
feedback on WBE’ (the WBE presentation near the end of the task book). 
Remember these general activities relate to ALL subjects.  

 
 

In preparing students, go through each activity carefully ensuring they know three things 

for each activity: 
 

 
At first students may be daunted by the length of the task book but if the basic logic of each 
section is carefully explained they will soon realise that every form, activity or daily journal is 
do-able. It is important when teaching students how to use the task book that the sessions 
are made as practical and fun as possible. Please do not just page through the book and 
read each page!  
 

You can make the sessions ‘REAL’ by: 
 
 Telling stories of how other students experienced WBE.  

 What to do (and what documents to collect) in each activity. 

 What to ask the employer for to complete each activity. 

 How they will be assessed for each activity. 
 

 

There are two broad types of activities in the book 
 
 General activities 1 to 3 (SECTION A) are relevant to all types of organisations as well as 

the student’s programme. These activities are exactly the same in all task books. 
 
 Subject specific activities 4 to 7 (SECTION B) refer the specific programme on which the 

student is registered.  
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 Providing examples of what they may encounter in the workplace. These examples 

need to relate directly to each of the different activity and activities. 
 

 Using examples of the completed work of previous students (this will not be available 
if this is the first time you are using the book but keep examples for use in the future). 
 

 Letting students go through the activities in groups. The groups can raise questions or 
challenges about different activities and suggest possible ways to complete the activities 
or source the documents and information required. 

 
 Allowing students to practice the completion of one or two more challenging questions – 

conduct a mock exercise! 
 

 
 
When running through the activities explain to students that it will not be possible to 
complete every aspect of the activities while in the workplace. They will be given the 
opportunity to fill in any missing gaps when they return to the college. It is a good idea to set 
aside about three class periods to allow students to finish. Make sure the students complete 
the task books immediately after the WBE while it is still fresh in their memory.  
 
 

 
When going through each activity with students end off by unpacking the 
assessment rubric for the particular activity or section (it is noted in the discussion 

on assessment below that section A has a single rubric at the end of the section). 
 
 
This guide now turns to look at the purpose and structure of each activity.  
 
 

SECTION B -ACTIVITY 1: 
 WORKPLACE INDUCTION CHECKLIST 

 
Remember to allocate the briefing of activity 1 to a lecturer, HOD or the student WBE mentor 
– this activity cuts across all subjects.  
 
Activity 1 is a very short activity that requires students to complete the one-page induction 
checklist.  
 
The purpose of the activity is to orientate students to the workplace. In some organisations 
students will be given some form of induction training, which will greatly assist them 
complete the induction checklist, know how to behave and know what is expected in the 
workplace. 

Student responsibility: 
 
Make sure students know that it is their responsibility to ask the employer for the information, 
documents and signatures they need. The employer does not know the task book. Remind 
students that the questions relating to the task book (as well as other general questions) will 
actually impress the employer – they are showing initiative.  
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In other organisations students will not be given a formal induction and in these instances 
the induction checklist directs them to key aspects of the organisation they need to know 
before they can get started - for example important rules, the start and end times of the 
working day, who they will be reporting to and so on.  

 
This list MUST be completed on day 1 of the placement. Alert students to the fact that 
the list counts for marks! 

 
 
 

SECTION B -ACTIVITY 2: 
DAILY ACTIVITY LOG AND JOURNAL 

 
The Daily Activity Log and Journal is an important part of WBE. It is a record of all the 
tasks students completed during the placement period; such as answering the phone, 
sending emails, capturing data and so on.  
 
The daily log is evidence of the practical exposure students gained in the workplace. For 
this reason it is vital that the log is accurately completed – preferable on a daily basis.  
 
Decide who will brief students on the Daily Activity Log and Journal as it is an activity that 
cuts across all subjects. 

 

How to complete the daily activity log and journal 
 
Please go through this in detail. It is important to highlight the following: 
 

 

 
 

Remind students: 
 
Activity 2 is the only activity that MUST to be completed in full while IN the workplace – 
it cannot be completed when back in the college. Here the student is being assessed on 
practically completing tasks and the completed log is the verification.  

 

 Students should complete an ACTIVITY 
TABLE for every day they are in the 
workplace. Students should estimate the 
time spent in each activity listed in the table 
and complete the relevant columns.  
 

 Where students spend time in additional or 
‘other activities’ not already listed in the 
table they should carefully note the activities. 
Other activities might include preparing a 
presentation or marketing promotion, 
working with financial statements, typing up 
court rolls, running specific errands etc.  

 
 

 
 The journal part of the Daily Activity Log and 

Journal allows students to reflect on what they 
are learning in the workplace. Encourage students 
to put thought into this and record their thoughts.  
This is also where students can add any extra 
documents or drawings to demonstrate what they 
have learnt during the WBE.  
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How to complete the activity table summary:  
 

 
Stress the importance of the Daily Activity Log and Journal by indicating to students 
that the activity counts for  32 out of the total 100 marks they can obtain for section 
A.  

 
Remind students to complete the attendance register and obtain the employer 
representative’s signature for every day in the workplace.   

 
 

SECTION B -ACTIVITY 3: 
INVESTIGATE THE WORKPLACE  

AND YOUR CAREER PATH 
 
Note: Again, it needs to be decided amongst college staff who will go through activity 3 
with students as part of their preparation.  
 
Activity 3 includes a set of three general workplace tasks that are relevant to all college 
programmes. The tasks provide students with an understanding of the type of 
organisation hosting them, typical policies and procedures found in workplaces, health 
and safety policies as well as insight into the career paths of the particular field they are 
studying.  
 
Activity 3, together with activity 1 and activity 2 - the daily activity log and journal, makes 
up 50% of the total mark that will be given to practical 2 for each subject (the way the 
marks are allocated is explained in more detail below). As such, the student needs to 
complete the three tasks in activity 3 as fully as possible.  
 

The ACTIVITY TABLE SUMMARY is completed on 
the last day of the placement (or first day back at 
college) and is a summary of all the activities noted 
in the daily logs.  
 
Basically students need to add up the time spent in 
each type of activity from the daily tables and insert 
totals into the summary table. This needs to be done 
for the pre-listed activities as well as the ‘other 
activities’. 
 

Instructions to complete tasks 1-3 of activity 3 
 
Explain to students that it is not necessary to complete each task in full before they finish the 
WBE. But before they leave the host employer they must make sure: 
 

 They have obtained all the information and supporting documents needed to complete 
each task once back at college.  

 

 They are certain that the information is correct. 
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The tasks forming part of activity 3 are explained in the table below: 

General Activity 3 Purpose of the activity 

Task 1: Overview of the 
Workplace  

This activity assists students to understand the size 
and nature of the host organisation. The questions ask 
for details such as the vision of the organisation, 
whether or not the organisation has other branches, its 
main products and services etc. 
 
The students should experience no difficulties 
completing the questions. 

Task 2: Health and Safety  This activity highlights the importance of health and 
safety requirements - a legislative requirement of all 
types of organisations.  
 
Students should have no difficulty sourcing this 
information in large organisations. Although they may 
need to request the workplace mentor arrange a visit 
to the health and safety department. 

 
However, smaller organisations may not 
always have formalised policies. Point 

students to the text box of creative ways of getting 
around this included in the task book – for example 
through an interview or searching the internet. 

Task 3: Appreciate your Career 
Path  

Activity 3 requires students interview someone in the 
workplace in a career similar to the career they have 
chosen. This gets students to reflect on their future 
goals and career. 
 
Explain that students only need to conduct a short (15 
minute) interview. Remind students that they should 
prepare (know all the questions) before conducting 
the interview. 
 
Again students may need the workplace mentor’s 
assistance to find the correct person to interview. 
 
Some past students have found it difficult to get busy 
‘business’ people to commit to an interview. A way to 
get around this is to ask one or two questions at a time 
(for example over tea). 
 
NOTE: it is ideal that the person interviewed has at 
least two years’ experience in the field but if the 
students cannot find someone with sufficient 
experience they should still conduct the interview with 
the most relevant person; even if they are more junior.  

 

 

Please refer students to rubric 1 (section A). Activity 3 counts for substantial 
marks, as section A is 50% of the final practical 2 mark for the particular subject.  

Check before leaving: 
 

Remind students that it is best to complete as much as they can in the workplace but if this 
is not possible they MUST check they have all the information and documents for tasks 1 to 
3 before leaving the workplace. They can get the employer approval signature by showing 
they have done work on the tasks and have all the necessary documents 
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SECTION B –ACTIVITIES 4 - 7: SUBJECT ACTIVITIES 
 
Section B consists of a set of subject specific activities (activities 4 to 7) but these activities 
vary for the different business studies programmes. In other words, section B is different in 
each business programme task book. 
 
Activities 4 to 6 are linked to the core vocational subjects for the programme and activity 7 
is linked to the optional subject for the programme. 
 
The optional subject activities (activity 7) are included in a separate appendix book from 
which the college will select the optional subject being done by the student in question.  
 
As lecturers you should prepare students to complete the subject specific activities (for 
your particular subject) according to the process described above. Please guide students 
through each activity, allowing interaction, questions and practice.   
 

 
The activities are linked with the subject outcomes for each subject, which means that the 
topics and requirements are familiar to students. The majority of the activities are fairly 
straightforward to complete. 

 
 There are, however, a few activities where students may experience some 
difficulty or need to use creative ways to source information. These activities and 

their possible solutions are detailed in the light bulb textboxes in the task books. Please 
carefully go through each of these activities before students leave the college. 
 
The table below summaries ALL the subject specific activities across all the business 
programme task books. ‘Tricky’ activities are highlighted with the light bulb icon. 
 

Activity name Business programme and 
applicable subject 

Aspect to note 

Ensure Customer 
Satisfaction  

Office Administration:  

 Office Practice (activity 4) 

 Personal Assistance (activity 
7) 

Marketing: 

 Consumer Behaviour 
(activity 7) 

 Contact Centre Operations 
(activity 7) 

 

_ 

Plan and 
Prioritise Tasks  

 

Office Administration: 

 Business Practice 

      (activity 5) 

 

Marketing: 

 Marketing (activity 4) 

The purpose of the activity is for students to 
learn how to prioritise tasks and plan work – 
develop a schedule of work or a ‘to do list’. The 

activity also focuses on time management and how to 
avoid time wasters. 

  

This activity DOES NOT require students to manage 
someone’s diary. It requires them to ask questions 

Instructions to complete activities 4-7 
 
As with activity 3 explain to students that it is not necessary to complete all the 
activities in full when in the workplace but they need to get all information, documents 
and signatures before leaving the workplace.  
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and work alongside someone in the workplace to plan 
typical work tasks.   

Team 
Performance and 
Motivation 

Management: 

Management Practice (activity 4) 

_ 

Develop and 
Evaluate a Mini-
operational Plan 

Management: 

Operations Practice (activity 5) 

 If the organisation does not have a formalised 
operational plan the student should identify a 
section or process that needs to be carefully 

managed on a daily basis and develop an operational 
plan for this section / process. 

Team Work in a 
Marketing 
Environment 

Marketing: 

 Advertising and Promotions 
(activity 5) 

_ 

Prepare a 
Promotional 
Presentation on 
the Benefits of 
WBE 

Marketing: 

 Marketing Communications 
(activity 6) 

 

_ 

Complete an 
Income 
Statement and 
Balance Sheet  

 

 

  

 

Finance, Economics and 
Accounting: 

 Applied Accounting 

      (activity 5) 

 

Office administration: 

 Applied Accounting (activity 
7 – optional) 

The purpose of this activity is to teach students 
how to prepare an income statement and 
balance sheet in a real workplace. 

 

Not all organisations are able to provide students with 
actual financial figures. This does not mean that the 
students cannot complete the activity rather they need 
to estimate figures based on what they ‘see’ in the 
business. A flowchart is provided to assist students 
estimate the costs needed to operate the business. 

Analyse and 
Interpret an 
Income 
Statement and 
Balance Sheet 

Finance, Economics and 
Accounting: 

 Financial Management  

      (activity 5) 

 

_ 

Develop a Budget  

 

 

Management: 

 Financial Management 
(activity 6) 

 

The purpose of the activity is to teach students 
how to draw up a budget based on a real 
workplace.  

 

As with the income statement, students may 
experience similar constraints with obtaining actual 
figures and will need to make informed estimates 

based on what they see in the organisation. Again the 
flow charts provided for students on how to make 
informed estimates should be carefully worked 

through. 

Investigate a 
Product or 
Service in 
Relation to LED 
Environment 

Finance, Economics and 
Accounting: 

 Economic Environment  

      (activity 6) 

 

_ 

Prepare a 
PowerPoint  
document and an 
Excel 
spreadsheet 

Office administration: 

 Office Data Processing 
(activity 6) 

Management  

 Office Data Processing 
(activity 7 – optional) 

 

Finance, Economics and 
Accounting:  

 Office Data Processing 
(activity 7 – optional) 

_ 

 
Carefully explain to students how the assessment rubrics (rubrics 2-5) work for the 
subject specific activities. 
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SUMMARY FOR PROVIDING FEEDBACK ON WBE  
 
To get the most out of WBE it is important that students reflect on what they have 
experienced and learned and discuss it with each other and their lecturers.  
 
The summary section includes a set of questions which students can use to prepare a 
summary of their WBE experiences and highlight what they have learned. This summary can 
then be used to give feedback to other students, lecturers, college management, parents 
and even employers.  
 
Students could be asked to share their feedback informally through a classroom discussion 
or to prepare a PowerPoint presentation and make a more formal presentation. 
 
In preparing students to complete their summary, go through the questions and allow them 
to ‘brainstorm’ what they think might be included under each heading and to jot down their 
thoughts. 
 
 

Note: This summary is not marked as part of the assessment. As such, students’ 
summary points can be fairly rough. However, students who do ‘Office Data 
Processing’ as a subject can use the questions as the basis of the PowerPoint 

presentation they prepare and present, which is for marks. These students would then put 
more effort into the way they phrase and write up their answers. 
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PART 4: CONFIRMATION AND EVALUATION OF WBE 
 
Part 4 is an important administrative part of the WBE – it confirms that students did 
participate in WBE and evaluates their performance.  
 
The following forms need to be completed in Part 4. Please ensure students know what 
needs to be completed before they leave the workplace.  
 
 

Evaluation form / letter Why the form is included in the task book 

Employer letter to confirm student 
work experience  

This letter simply acts as confirmation that the WBE was 
successfully completed. The student needs to ensure 

that the employer has completed the letter before 

leaving the workplace.  
 
Remind students to attach this letter to their CVs when 
looking for a job. 

Employer evaluation of student The employer evaluation evaluates student performance 
during the placement. It is used as evidence in the 
assessment but more importantly can be used by 
students as a resource to seek employment in the 
future. 
 
Students need to ensure that the employer has 

completed the evaluation before they leave the 

workplace. In some instances the employer may commit 
to email or fax the evaluation to the lecturer / WBE 
coordinator. If this is the case students must follow-up 
that the lecturer has received the form. If not, students 
should phone the employer and respectfully ask for the 
form. 
 
Again remind students that the evaluation can be 
attached to their CVs. 

Student evaluation of WBE This is a self evaluation giving students the opportunity 
to rate different aspects of the WBE; including 
preparation for WBE, the connection between WBE and 
their programme of study, what was valuable about the 
process and so on.  
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PART 5: ASSESSMENT  

The way in which the assessment rubric is structured and the instructions to assess the task 
book are clearly detailed at the end of each task book. A brief overview is provided here. 
 

In total there are FIVE assessment rubrics which together provide a mark for practical task 2 
for each vocational subject and the optional subject. 
 

 Section A is assessed using ONE rubric, found at the end of section A.  
 

 Each activity in section B is assessed using a subject specific rubric, found at the 
end of each activity. There are FOUR section B rubrics. 

 
Each subject lecturer marks his/her subject activity in section B. As a group you will need to 
decide how to mark section A. In some colleges the programme manager marks section A 
for all students; in other colleges lecturer’s divide the books and all mark an equal amount of 
section A. You will need to discuss as a team what will work best in your college. 
 
 

Using the rubric 
 

 Each rubric clearly stipulates the assessment criteria linked to each question in 
the activity. Marks are allocated for each criterion (and sub-items of a criterion). You 
will see the table has a column for ‘possible mark per question’ and a column for 
‘mark achieved by student’.  
 

 In the rubric ‘tick icons’ show how many marks are allocated to each part of a 
question. Tick the questions in the activity and carefully transfer these marks to the 
assessment rubric, checking your calculations for each question against the possible 
marks the student can achieve for the particular question.   
 

 Each rubric is assessed out of a total of 100 marks (a percentage mark). Once you 
have marked your activity please pass the book onto the next lecturer to ensure that 
all activities get marked as quickly as possible. 
 

 When marking a particular activity be sure to assess the accuracy and degree of 
completion of each question but also be sure to assess the level of effort, analysis 
and thought that the student has provided. The student cannot get full marks merely 
for completing the particular question.  

 

The mark given for each subject consists of two marks – a mark for section A (50%) 
and a mark for the activity for the subject concerned in section B (50%).  
 

 

Please make sure students understand: 
 

 How each criterion relates to each activity. 
 

 How the final mark is calculated so that they can see the relative value of section A activities when 
compared with the subject specific activities. 
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Completing the Mark Table: 
 

 

The MARK TABLE is provided at the end of the task 
book. 
 
The table should be used to record and calculate your 
final mark for practical task 2 for each VOCATIONAL 
subject and the OPTIONAL subject. Section A provides 
half the total mark for each subject and the subject-
specific section (B) the other half. 
 
For instance, the mark for Office practice is calculated 
as follows: Section A: Rubric 1 + Section B: Rubric 2 ÷ 2 
= mark for Office Practice. 
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FINAL PREPARATION STEP  

 
 
Once students have been through the entire task book and just prior to going into the 
workplace it is useful to conduct a final workplace etiquette or job readiness workshop. 
Here you can recap professional behaviour (being an ambassador for the college), 
appropriate dress, how to deal with possible conflict or office politics and so on. 
 
And also remind students to call their college mentor should a difficult situation arise. 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Your students are now ready for an 

important opportunity to  

learn about the world of work! 
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