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WARNING - REGISTRATION FOR WORK PLACE LEARNING
	IF YOU HAVE NOT REGISTERED FOR WORK PLACE LEARNING AT THE NELSON MANDELA UNIVERSITY PRIOR TO YOUR PERIOD OF WORK PLACE LEARNING, THE TRAINING RECEIVED WILL NOT BE RECOGNISED FOR NATIONAL DIPLOMA: ELECTRICAL ENGINEERING PURPOSES.




PLEASE READ AND FOLLOW THE FOLLOWING INSTRUCTIONS CAREFULLY.

1.         REGISTRATION

1.1 To register for P1 students must have completed at least all S1 and S2 modules 1 year = 120 credits.
1.2 Get an work place learning registration form from:

· Nelson Mandela University Department of Electrical Engineering website

· Ms Janine Homes – Room C112A

· Faculty Officer – Room C112

1.3 Fill in all the blank spaces using a black pen and block letters. Typed forms will be appreciated – NO REGISTRATION FORMS WITH ANY BLANK SPACES WILL BE ACCEPTED!

1.4 Choose the correct module code:

	SEMESTER 1
	SEMESTER 2

	P1
	EEP1211
	P1
	EEP1212


1.5 Hand the completed registration form in:

· Ms Janine Holmes – Room C112A

· Fax it to Ms Janine Holmes – 041 504 9518
· E-mail it to Janine.Holmes@mandela.ac.za
1.6 Regularly check your academic record to ensure you are registered onto the ITS system.

1.7 You must complete a work place learning Registration form or else a compulsory visit cannot take place during work place learning.

1.8 Please inform Ms Janine Holmes immediately if your physical work address changes during the work place learning period.

2.
LOGBOOK

2.1
You must use the latest version – 2018.

2.2        
It must be typed – NO HANDWRITTEN LOGBOOKS WILL BE ACCEPTED!

2.3        
You must give a detailed description of the work done per month (4 weeks) – at least two pages per month – excluding photographs.
2.4        
You must complete the skills learned for every month.

2.5        
The mentor must assess you on a monthly basis.

2.6        
The logbook must be signed and stamped every month.

2.7
A minimum of 24 weeks must be completed. 
2.8
A maximum of one module can be registered for with P1 but five additional weeks of training must be completed OR a letter from company that states that the learner has worked in extra time. 
2.9
Summary and declaration at the end of week 24 must be completed.
2.10
Mentor’s report, final evaluation and declaration must be completed.

2.11
Complete a detailed list of descriptions of all the acronyms used.
2.12
Perform a spelling and grammar check before printing.
2.13
Preview pages before printing document – make sure every monthly report starts on a new page. Skills learned and assessment must be on one page.
2.14
Pages do not overlap – full pages – delete extra blank rows if necessary.
2.15
Complete the checklist before submission.

2.16
Must be spiral bind – NO FILES WILL BE ACCEPTED!

3.
SUBMISSION OF LOGBOOK FOR EVALUATION
3.1
Logbooks must be handed in OR posted to:

Ms Janine Holmes
Room C112A

Summerstrand Campus (North)

PO BOX 77000

Nelson Mandela University

PORT ELIZABETH

6031

3.2
Submission date

3.2.1     
Semester one registrations – on/before 30 July of the year of registration.

3.2.2     
Semester two registrations – on/before 15 January of the year following the year of registration or you will only graduate the next year.

3.2.3
Any late registrations during the year – 30 days after the completion of the work place learning.


IF THE STUDENT FAILS TO ADHERE TO THE ABOVE MENTIONED DATES, THE STUDENT WILL HAVE TO RE-REGISTER FOR THE MODULE!!

4.
INDUSTRY VISIT DURING WORK PLACE LEARNING
4.1        
It is the responsibility of the learner to ensure that:

· The name of the contact person is correct on the registration form.

· The physical company address is correct on the registration form. 

· Supply an e-mail address of the mentor/contact person if possible.

4.2        
Mentor and student must be available for the visit – maximum 60 minutes per visit.

4.3        
An up to date completed and assessed logbook must be available during the visit – NO EXCEPTIONS WILL BE MADE!

4.4
Students will be visited once per semester if Nelson Mandela University funding allows it.

5.
ADMINISTRATION OF WORK PLACE LEARNING
The following persons are responsible for work place learning in the Department of Electrical Engineering.

5.1          Registration forms and logbook control – Ms Janine Holmes – Room C112A. 
E-mail: Janine.Holmes@mandela.ac.za
TEL: 041 5043518

FAX: 041 5049518
5.2           Academic registration onto ITS – Faculty Officer – Ms Hildegarde Boshoff – Room C112
E-mail: Hildegarde.Boshoff@mandela.ac.za
TEL: 041 5043446
FAX: 041 5049871
5.3           Arranging industry visits – Ms Lizl Blom – Room B005.  
E-mail: Lizl.Blom@mandela.ac.za 
TEL:  041 5043290
5.4
Work place learning assessor and Industry visits – Mr Fanus Grebe – Pr Tech (Eng) Room B112
E-mail: Fanus.Grebe@mandela.ac.za
Tel: 041 5043519

CELL:
 0834525323

6.          GENERAL INFORMATION

6.1
REMEMBER YOU MUST BE REGISTERED AS A STUDENT WITH THE NMMU THE YEAR PRIOR TO GRADUATION!

            
FOR EXAMPLE:

              IF YOU WANT TO GRADAUTE IN 2019 YOU MUST BE REGISTERED FOR AT LEAST ONE SUBJECT OR P1/P2 DURING 2018.

7.
WORK PLACE LEARNING FOR ELECTRICAL ENGINEERING STUDENTS

The policy at the Department of Electrical Engineering at this University is that students may only do Practical 1 after the second semester attendance and Practical 2 after you have completed 18 modules, but preferably after the fourth semester attendance.  Any student wishing to deviate from this policy must first contact the Faculty Officer.

The aim of this document is to serve as an up-to-date record of all the work performed by students and the learning that took place during their period of work place learning.

Apart from passing the prescribed examinations at the University, the successful completion of the diploma course is dependant upon written assessment statements signed off on a weekly/monthly basis by the employer/mentor, to the effect that the candidate has received work place learning of an appropriate nature and he/she has achieved acceptable levels of learning.
The requirements are:  National Diploma:  Electrical Engineering – four semesters University attendance plus two semesters (24 weeks of properly documented and assessed work place learning per semester)

Different employers will provide work place learning according to the facilities available within their normal range of activities.  It is however, in the interest of the students and the industry, that this learning shall include all the possible listed minimum requirements for the experiential component of the specific diploma.

For the National Diploma:  Electrical Engineering the objective is to obtain as broad a practical learning as possible.

Students wishing to be awarded the National Diploma:  Electrical Engineering must submit their P1 work place learning report for marking before 15 January of the year in which the qualification is to be awarded.

8. CO-OPERATIVE EDUCATION:  WORK PLACE LEARNING
NATIONAL DIPLOMA:  ELECTRICAL ENGINEERING PRACTICAL 1 (EEP1211/2)

8.1
LEARNING OUTCOMES
8.1.1
PURPOSE 

This module will allow the student to apply the basic theoretical knowledge gained in relevant and recognized practices within an electrical engineering environment.

8.1.2 LEARNING OUTCOMES (LO)
The student should be able to:

	LO Number
	Learning Outcomes
	Week(s) LOs were covered

	8.1.2.1
	Company orientation: Understand company rules, policies, procedures and management structures.
	

	8.1.2.2
	Safety and first aid: Apply safety regulations and render first line medical aid.
	

	8.1.2.3
	Basic hand skills: Handle hand and power tools effectively and safely.
	

	8.1.2.4
	Measuring instruments: Use measuring instruments accurately and safely to measure voltage, current, resistance, frequency, power, etc.
	

	8.1.2.5
	Electrical and electronic components: Identify, handle, test, source and handle electrical and electronic components.
	

	8.1.2.6
	Circuit diagrams: Create, read, interpret and use of electrical and electronic circuit diagrams.
	

	8.1.2.7
	Programmable devices: Be familiar with programmable controllers and devices.
	

	8.1.2.8
	Power sources: Identify, have a good understanding and do fault finding on AC and DC power sources.
	

	8.1.2.9
	General administration: Be familiar with general office administration.
	

	8.1.2.10
	Report writing: Type reports using word processing software, report data and conclusions accurately and neatly.
	

	8.1.2.11
	Communication skills: Written and oral communication with members of the engineering team and other stakeholders.
	


9. THE LOGBOOK


10.      GUIDELINES FOR MENTORS

Students must ensure that the next section is brought to the attention of their mentors

10.1 INTRODUCTION

The mentorship programme can be seen as an integral part of co-operative education in which academic tuition is continuously integrated with work place learning.  The advantage of co-operative education is that it gives students the opportunity to apply the theoretical course material or to see how the course material works in practice.

10.2 MENTORSHIP

Mentorship (preferably by Engineering Council of South Africa (ECSA) registered persons) is the process whereby knowledge, skills, behaviours, attitudes and experience are transmitted to a student under the guidance and supervision of an experienced professional, in order to develop the potential and to encourage the personal growth of the student.  Mentoring takes place when the experienced person provides guidance and support by fulfilling the following important roles:

· Stimulate the student to improve performance and prepare himself for greater responsibility within the Engineering team.

· Stimulate the student to think and work creatively and innovatively within the framework of Engineering rules and regulations, professional conduct and with due consideration to environmental factors.

· Encourage and train the student to use analytical problem-solving techniques, getting the facts, defining the problem, reviewing and evaluating alternative solutions before making a decision.

· Create opportunities for the student to serve on committees and to build up a network of contacts to get his ideas accepted.

· Challenge and confront the learner student giving him practice in presenting his arguments and handling counter-arguments.

10.3 DUTIES OF A MENTOR

· Assess the student’s work, projects, progress and conduct on a monthly basis.
A mentor must be a person who can be trusted to give positive but critical feedback on both progress and how other views his/her student. It is of utmost importance that the mentor critically assesses the student’s learning and personal development and records this on a monthly basis. Remedial action should be discussed and documented in the logbook where required.

· Enhance the student’s skills and intellectual development:

As a teacher the mentor gives upward mobility to a career by helping the student to design firm, clear, realistic goals and a program of career strategy and development.  He is also usually in a position to allocate extra responsibilities to the student, which in turn leads to increased development and visibility.

· Use his influence to facilitate the student’s entry and advancement:

· The mentor’s relative seniority means that people are less likely to reject the student.  A mentor boosts self-esteem by believing in his student.  The approval of a mentor leads to acceptance and even respect throughout the organization.  The faith of a mentor at turning points and during crisis is necessary to provide the courage needed for success.

· Guide the student into a new occupational and social world:

The mentor saves his student valuable time by introducing him to the corporate structure and its politics, acquainting him with its values, customs, resources, cast of characters and teaching him the language of the particular company.  He can, where appropriate, teach the student the ins and outs of the social barriers and can even teach him how to overcome them.

· Be an example that the student can emulate:

A mentor can through his own achievements and professional behaviour serve as role model, but a role model is never a mentor.  If a mentor plays a prestigious role in the organization, it may well be useful for the student to take special note of the mentor how he conducts himself, e.g. at meetings who he allies himself with, and which of his ideas are adopted.  Mentors therefore can teach not only the social code of the organization, but can also be a role model for the company’s code of conduct.

· Providing moral support in times of stress:

Particularly in times of stress a mentor is someone to turn to.  The mentor also has an important role as advisor. He can give advice on new positions in the company and which career directions are dead ends.  There is however the danger that the student may feel obliged to follow his advice.  If the student wants to follow a different course of action, the best thing to do is for the student to give the mentor the reasons for his decision.

11.
EVALUATION GUIDELINES

	Theoretical Knowledge
	Theory Application skills
	Use of advanced tools and measuring equipment
	Integration of Skills learnt/

Competencies gained
	Working speed
	Accuracy
	Communication
skills
	Diligence   Motivation
	RATING

	Has little knowledge
	Can not apply any theory
	Can not use advanced

equipment effectively without assistance
	Has not integrated any skills
	Very slow
	Never accurate, always has to rework
	Does not  communicate with any of the staff
	Does nothing unless instructed
	1

	Recalls some knowledge
	Can apply theory with assistance
	Slowly learns to use advanced equipment
	Integrated some of the skills documented
	Seldom finishes tasks on time
	Often has to rework
	Effectively communicate s with most of the staff
	Does just enough to stay out of trouble
	2

	Knows the basics 
	Can apply basic theory 
	Can use most advanced  equipment
	Competent in integrating skills documented
	Just finishes tasks on time
	Just according to spec.
	Effectively communicate s with all the staff
	Shows a willingness to work
	3

	Good knowledge
	Can apply high level theory
	Can select and use advanced equipment effectively
	Effectively integrates theory and practice in all tasks
	Normally on time or ahead of time
	Work is always better than expected
	Is accepted by staff as a person with good communication skills
	Normally looks for work to do
	4

	Excellent knowledge and continually improves knowledge
	Can analyze and synthesize
	Selects and uses   advanced equipment optimally
	Innovatively integrates all theoretical and practical skills learnt
	Always finishes ahead of allocated time
	Excellent levels of accuracy, consistency and finish
	Uses communication skills effectively to positively influence people
	Ambitious and eager to prove talents /skills beyond requirements
	5


12.
UNIVERSITY CONTROL

During the period of Work place learning the student, mentor and workstation will be visited by a representative from the Electrical Engineering department of the Nelson Mandela Metropolitan University. The visit will include an in depth discussion with the student and the mentor as well as a tour of the facilities. During this visit the student’s learning, progress as well as personal development will be discussed and assessed. The logbook will also be inspected.

If the student is at any stage uncertain of the appropriateness of the training he/she is receiving, he/she may arrange a meeting with the departmental representative or the Head of Department.

At the end of the 6month period, the logbook and relevant documentation must be submitted within thirty days. The logbook will be assessed by the work place learning assessor of the Department of Electrical Engineering of the Nelson Mandela University.

The student must receive credit for the first period (P1) before registering for the second period (P2)

13.
WORK PLACE LEARNING SCHEDULE

DATES FOR MONTH 1 – WEEKS 1 – 4:  From ……..……. To ……………….
	DESCRIPTION OF WORK

1. Describe in detail the work that YOU have done – a minimum of two pages. 
2. Enter the LEARNING OUTCOME in the column on the right – LEARNING OUTCOMES – NUMBER 8.1.2
3. You may duplicate the page for more space.
	Insert the number(s) of LEARNING OUTCOMES of the work done

	
	


MONTH 1 – WEEKS 1 – 4 continues:  From ……..……. To ……………….

	DESCRIPTION OF WORK

1. Describe in detail the work that YOU have done – a minimum of two pages. 

2. Enter the LEARNING OUTCOME in the column on the right – LEARNING OUTCOMES – NUMBER 8.1.2
3. You may duplicate the page for more space.
	Insert the number(s) of LEARNING OUTCOMES of the work done

	
	


	WHAT SKILLS DID YOU LEARN?

Write down the skills you have learnt, the competencies gained and compare them to your learning outcomes.

	


Evaluation/Performance Report: Rate/tick each of the eight criteria and record the score, between 1and 5 below and enter the average score obtained by the learner.
ASSESSMENT FOR MONTH 1 – WEEKS 1 – 4:  From ……..……. To ……………….
	Criterion:
	Theoretical Knowledge
	Theory Application skills
	Use of advanced tools and measuring equipment
	Integration of Skills learnt/

Competencies gained
	Working speed
	Accuracy
	Communication Skills
	Diligence   Motivation
	Average = Add the scores and divide by 8

	Rating
	
	
	
	
	
	
	
	
	

	1
	Has little knowledge
	Cannot apply any theory
	Cannot use advanced

equipment effectively without assistance
	Has not integrated any skills
	Very slow
	Never accurate, always has to rework
	Does not communicate with any of the staff
	Does nothing unless instructed
	

	2
	Recalls some knowledge
	Can apply theory with assistance
	Slowly learns to use advanced equipment
	Integrated some of the skills documented
	Seldom finishes tasks on time
	Often has to rework
	Effectively communicates with most of the staff
	Does just enough to stay out of trouble
	

	3
	Knows the basics 
	Can apply basic theory 
	Can use most advanced  equipment
	Competent in integrating skills documented
	Just finishes tasks on time
	Just according to spec.
	Effectively communicates with all the staff
	Shows a willingness to work
	

	4
	Good knowledge
	Can apply high level theory
	Can select and use advanced equipment effectively
	Effectively integrates theory and practice in all tasks
	Normally on time or ahead of time
	Work is always better than expected
	Is accepted by staff as a person with good communication skills
	Normally looks for work to do
	

	5
	Excellent knowledge and continually improves knowledge
	Can analyze and synthesize
	Selects and uses   advanced equipment optimally
	Innovatively integrates all theoretical and practical skills learnt
	Always finishes ahead of allocated time
	Excellent levels of accuracy, consistency and finish
	Uses communication skills effectively to positively influence people
	Ambitious and eager to prove talents /skills beyond requirements
	

	SCORE
	
	
	
	
	
	
	
	
	

	ACTION
	

	COMPANY/MENTOR INFORMATION
	UNIVERSITY ASSESSOR INFORMATION

	Name of Company
	...............................................
	Name of Assessor:
	Mr S GREBE

	Name of Mentor
	...............................................
	Rank of Assessor
	Principal Lecturer

	Rank of Mentor
	...............................................
	ECSA Registration
	Pr Tech (Eng)

	ECSA Registration Number
	...............................................
	ECSA Registration Number
	9770115

	Signature of Mentor
	...............................................
	Signature of Assessor
	………………………………….

	Company Stamp & Date:


	………………………………...
	 Date Assessed:


	………………………………...


DATES FOR MONTH 2 – WEEKS 5 – 8:  From ……..……. To ……………….

	DESCRIPTION OF WORK

1. Describe in detail the work that YOU have done – a minimum of two pages. 

2. Enter the LEARNING OUTCOME in the column on the right – LEARNING OUTCOMES – NUMBER 8.1.2
3. You may duplicate the page for more space.
	Insert the number(s) of LEARNING OUTCOMES of the work done

	
	


MONTH 2 – WEEKS 5 – 8 continues:  From ……..……. To ……………….

	DESCRIPTION OF WORK

1. Describe in detail the work that YOU have done – a minimum of two pages. 

2. Enter the LEARNING OUTCOME in the column on the right – LEARNING OUTCOMES – NUMBER 8.1.2
3. You may duplicate the page for more space.
	Insert the number(s) of LEARNING OUTCOMES of the work done

	
	

	WHAT SKILLS DID YOU LEARN?

Write down the skills you have learnt, the competencies gained and compare them to your learning outcomes.

	


Evaluation/Performance Report: Rate/tick each of the eight criteria and record the score, between 1and 5 below and enter the average score obtained by the learner.

ASSESSMENT FOR MONTH 2 – WEEKS 5 – 8:  From ……..……. To ……………….

	Criterion:
	Theoretical Knowledge
	Theory Application skills
	Use of advanced tools and measuring equipment
	Integration of Skills learnt/

Competencies gained
	Working speed
	Accuracy
	Communication Skills
	Diligence   Motivation
	Average = Add the scores and divide by 8

	Rating
	
	
	
	
	
	
	
	
	

	1
	Has little knowledge
	Cannot apply any theory
	Cannot use advanced

equipment effectively without assistance
	Has not integrated any skills
	Very slow
	Never accurate, always has to rework
	Does not communicate with any of the staff
	Does nothing unless instructed
	

	2
	Recalls some knowledge
	Can apply theory with assistance
	Slowly learns to use advanced equipment
	Integrated some of the skills documented
	Seldom finishes tasks on time
	Often has to rework
	Effectively communicates with most of the staff
	Does just enough to stay out of trouble
	

	3
	Knows the basics 
	Can apply basic theory 
	Can use most advanced  equipment
	Competent in integrating skills documented
	Just finishes tasks on time
	Just according to spec.
	Effectively communicates with all the staff
	Shows a willingness to work
	

	4
	Good knowledge
	Can apply high level theory
	Can select and use advanced equipment effectively
	Effectively integrates theory and practice in all tasks
	Normally on time or ahead of time
	Work is always better than expected
	Is accepted by staff as a person with good communication skills
	Normally looks for work to do
	

	5
	Excellent knowledge and continually improves knowledge
	Can analyze and synthesize
	Selects and uses   advanced equipment optimally
	Innovatively integrates all theoretical and practical skills learnt
	Always finishes ahead of allocated time
	Excellent levels of accuracy, consistency and finish
	Uses communication skills effectively to positively influence people
	Ambitious and eager to prove talents /skills beyond requirements
	

	SCORE
	
	
	
	
	
	
	
	
	

	ACTION
	

	COMPANY/MENTOR INFORMATION
	UNIVERSITY ASSESSOR INFORMATION

	Name of Company
	...............................................
	Name of Assessor:
	Mr S GREBE

	Name of Mentor
	...............................................
	Rank of Assessor
	Principal Lecturer

	Rank of Mentor
	...............................................
	ECSA Registration
	Pr Tech (Eng)

	ECSA Registration Number
	...............................................
	ECSA Registration Number
	9770115

	Signature of Mentor
	...............................................
	Signature of Assessor
	………………………………….

	Company Stamp & Date:


	………………………………...
	 Date Assessed:


	………………………………...


MONTH 3 – WEEKS 9 – 12:  From ……..……. To ……………….
	DESCRIPTION OF WORK

1. Describe in detail the work that YOU have done – a minimum of two pages. 

2. Enter the LEARNING OUTCOME in the column on the right – LEARNING OUTCOMES – NUMBER 8.1.2
3. You may duplicate the page for more space.
	Insert the number(s) of LEARNING OUTCOMES of the work done

	
	


MONTH 3 – WEEKS 9 – 12 continues:  From ……..……. To ……………….

	DESCRIPTION OF WORK

1. Describe in detail the work that YOU have done – a minimum of two pages. 

2. Enter the LEARNING OUTCOME in the column on the right – LEARNING OUTCOMES – NUMBER 8.1.2
3. You may duplicate the page for more space.
	Insert the number(s) of LEARNING OUTCOMES of the work done

	
	

	WHAT SKILLS DID YOU LEARN?

Write down the skills you have learnt, the competencies gained and compare them to your learning outcomes.

	


Evaluation/Performance Report: Rate/tick each of the eight criteria and record the score, between 1and 5 below and enter the average score obtained by the learner.

ASSESSMENT FOR MONTH 3 – WEEKS 9 – 12:  From ……..……. To ……………….

	Criterion:
	Theoretical Knowledge
	Theory Application skills
	Use of advanced tools and measuring equipment
	Integration of Skills learnt/

Competencies gained
	Working speed
	Accuracy
	Communication Skills
	Diligence   Motivation
	Average = Add the scores and divide by 8

	Rating
	
	
	
	
	
	
	
	
	

	1
	Has little knowledge
	Cannot apply any theory
	Cannot use advanced

equipment effectively without assistance
	Has not integrated any skills
	Very slow
	Never accurate, always has to rework
	Does not communicate with any of the staff
	Does nothing unless instructed
	

	2
	Recalls some knowledge
	Can apply theory with assistance
	Slowly learns to use advanced equipment
	Integrated some of the skills documented
	Seldom finishes tasks on time
	Often has to rework
	Effectively communicates with most of the staff
	Does just enough to stay out of trouble
	

	3
	Knows the basics 
	Can apply basic theory 
	Can use most advanced  equipment
	Competent in integrating skills documented
	Just finishes tasks on time
	Just according to spec.
	Effectively communicates with all the staff
	Shows a willingness to work
	

	4
	Good knowledge
	Can apply high level theory
	Can select and use advanced equipment effectively
	Effectively integrates theory and practice in all tasks
	Normally on time or ahead of time
	Work is always better than expected
	Is accepted by staff as a person with good communication skills
	Normally looks for work to do
	

	5
	Excellent knowledge and continually improves knowledge
	Can analyze and synthesize
	Selects and uses   advanced equipment optimally
	Innovatively integrates all theoretical and practical skills learnt
	Always finishes ahead of allocated time
	Excellent levels of accuracy, consistency and finish
	Uses communication skills effectively to positively influence people
	Ambitious and eager to prove talents /skills beyond requirements
	

	SCORE
	
	
	
	
	
	
	
	
	

	ACTION
	

	COMPANY/MENTOR INFORMATION
	UNIVERSITY ASSESSOR INFORMATION

	Name of Company
	...............................................
	Name of Assessor:
	Mr S GREBE

	Name of Mentor
	...............................................
	Rank of Assessor
	Principal Lecturer

	Rank of Mentor
	...............................................
	ECSA Registration
	Pr Tech (Eng)

	ECSA Registration Number
	...............................................
	ECSA Registration Number
	9770115

	Signature of Mentor
	...............................................
	Signature of Assessor
	………………………………….

	Company Stamp & Date:


	………………………………...
	 Date Assessed:


	………………………………...


DATES FOR MONTH 4 – WEEKS 13 – 16:  From ……..……. To ……………….

	DESCRIPTION OF WORK

1. Describe in detail the work that YOU have done – a minimum of two pages.
2. Enter the LEARNING OUTCOME in the column on the right – LEARNING OUTCOMES – NUMBER 8.1.2
3. You may duplicate the page for more space.
	Insert the number(s) of LEARNING OUTCOMES of the work done

	
	


MONTH 4 – WEEKS 13 – 16 continues:  From ……..……. To ……………….

	DESCRIPTION OF WORK

1. Describe in detail the work that YOU have done – a minimum of two pages. 

2. Enter the LEARNING OUTCOME in the column on the right – LEARNING OUTCOMES – NUMBER 8.1.2
3. You may duplicate the page for more space.
	Insert the number(s) of LEARNING OUTCOMES of the work done

	
	

	WHAT SKILLS DID YOU LEARN?

Write down the skills you have learnt, the competencies gained and compare them to your learning outcomes.

	


Evaluation/Performance Report: Rate/tick each of the eight criteria and record the score, between 1and 5 below and enter the average score obtained by the learner.

ASSESSMENT FOR MONTH 4 – WEEKS 13 – 16:  From ……..……. To ……………….

	Criterion:
	Theoretical Knowledge
	Theory Application skills
	Use of advanced tools and measuring equipment
	Integration of Skills learnt/

Competencies gained
	Working speed
	Accuracy
	Communication Skills
	Diligence   Motivation
	Average = Add the scores and divide by 8

	Rating
	
	
	
	
	
	
	
	
	

	1
	Has little knowledge
	Cannot apply any theory
	Cannot use advanced

equipment effectively without assistance
	Has not integrated any skills
	Very slow
	Never accurate, always has to rework
	Does not communicate with any of the staff
	Does nothing unless instructed
	

	2
	Recalls some knowledge
	Can apply theory with assistance
	Slowly learns to use advanced equipment
	Integrated some of the skills documented
	Seldom finishes tasks on time
	Often has to rework
	Effectively communicates with most of the staff
	Does just enough to stay out of trouble
	

	3
	Knows the basics 
	Can apply basic theory 
	Can use most advanced  equipment
	Competent in integrating skills documented
	Just finishes tasks on time
	Just according to spec.
	Effectively communicates with all the staff
	Shows a willingness to work
	

	4
	Good knowledge
	Can apply high level theory
	Can select and use advanced equipment effectively
	Effectively integrates theory and practice in all tasks
	Normally on time or ahead of time
	Work is always better than expected
	Is accepted by staff as a person with good communication skills
	Normally looks for work to do
	

	5
	Excellent knowledge and continually improves knowledge
	Can analyze and synthesize
	Selects and uses   advanced equipment optimally
	Innovatively integrates all theoretical and practical skills learnt
	Always finishes ahead of allocated time
	Excellent levels of accuracy, consistency and finish
	Uses communication skills effectively to positively influence people
	Ambitious and eager to prove talents /skills beyond requirements
	

	SCORE
	
	
	
	
	
	
	
	
	

	ACTION
	

	COMPANY/MENTOR INFORMATION
	UNIVERSITY ASSESSOR INFORMATION

	Name of Company
	...............................................
	Name of Assessor:
	Mr S GREBE

	Name of Mentor
	...............................................
	Rank of Assessor
	Principal Lecturer

	Rank of Mentor
	...............................................
	ECSA Registration
	Pr Tech (Eng)

	ECSA Registration Number
	...............................................
	ECSA Registration Number
	9770115

	Signature of Mentor
	...............................................
	Signature of Assessor
	………………………………….

	Company Stamp & Date:


	………………………………...
	 Date Assessed:


	………………………………...


DATES FOR MONTH 5 – WEEKS 17 – 20:  From ……..……. To ……………….

	DESCRIPTION OF WORK

1. Describe in detail the work that YOU have done – a minimum of two pages. 

2. Enter the LEARNING OUTCOME in the column on the right – LEARNING OUTCOMES – NUMBER 8.1.2

3. You may duplicate the page for more space.
	Insert the number(s) of LEARNING OUTCOMES of the work done

	
	


MONTH 5 – WEEKS 17 – 20 continues:  From ……..……. To ……………….

	DESCRIPTION OF WORK

1.     Describe in detail the work that YOU have done – a minimum of two pages. 

2. Enter the LEARNING OUTCOME in the column on the right – LEARNING OUTCOMES – NUMBER 8.1.2

3. You may duplicate the page for more space.
	Insert the number(s) of LEARNING OUTCOMES of the work done

	
	

	WHAT SKILLS DID YOU LEARN?

Write down the skills you have learnt, the competencies gained and compare them to your learning outcomes.

	


Evaluation/Performance Report: Rate/tick each of the eight criteria and record the score, between 1and 5 below and enter the average score obtained by the learner.

ASSESSMENT FOR MONTH 5 – WEEKS 17 – 20:  From ……..……. To ……………….

	Criterion:
	Theoretical Knowledge
	Theory Application skills
	Use of advanced tools and measuring equipment
	Integration of Skills learnt/

Competencies gained
	Working speed
	Accuracy
	Communication Skills
	Diligence   Motivation
	Average = Add the scores and divide by 8

	Rating
	
	
	
	
	
	
	
	
	

	1
	Has little knowledge
	Cannot apply any theory
	Cannot use advanced

equipment effectively without assistance
	Has not integrated any skills
	Very slow
	Never accurate, always has to rework
	Does not communicate with any of the staff
	Does nothing unless instructed
	

	2
	Recalls some knowledge
	Can apply theory with assistance
	Slowly learns to use advanced equipment
	Integrated some of the skills documented
	Seldom finishes tasks on time
	Often has to rework
	Effectively communicates with most of the staff
	Does just enough to stay out of trouble
	

	3
	Knows the basics 
	Can apply basic theory 
	Can use most advanced  equipment
	Competent in integrating skills documented
	Just finishes tasks on time
	Just according to spec.
	Effectively communicates with all the staff
	Shows a willingness to work
	

	4
	Good knowledge
	Can apply high level theory
	Can select and use advanced equipment effectively
	Effectively integrates theory and practice in all tasks
	Normally on time or ahead of time
	Work is always better than expected
	Is accepted by staff as a person with good communication skills
	Normally looks for work to do
	

	5
	Excellent knowledge and continually improves knowledge
	Can analyze and synthesize
	Selects and uses   advanced equipment optimally
	Innovatively integrates all theoretical and practical skills learnt
	Always finishes ahead of allocated time
	Excellent levels of accuracy, consistency and finish
	Uses communication skills effectively to positively influence people
	Ambitious and eager to prove talents /skills beyond requirements
	

	SCORE
	
	
	
	
	
	
	
	
	

	ACTION
	

	COMPANY/MENTOR INFORMATION
	UNIVERSITY ASSESSOR INFORMATION

	Name of Company
	...............................................
	Name of Assessor:
	Mr S GREBE

	Name of Mentor
	...............................................
	Rank of Assessor
	Principal Lecturer

	Rank of Mentor
	...............................................
	ECSA Registration
	Pr Tech (Eng)

	ECSA Registration Number
	...............................................
	ECSA Registration Number
	9770115

	Signature of Mentor
	...............................................
	Signature of Assessor
	………………………………….

	Company Stamp & Date:


	………………………………...
	 Date Assessed:


	………………………………...


DATES FOR MONTH 6 – WEEKS 20 – 24:  From ……..……. To ……………….

	DESCRIPTION OF WORK

1. Describe in detail the work that YOU have done – a minimum of two pages. 

2. Enter the LEARNING OUTCOME in the column on the right – LEARNING OUTCOMES – NUMBER 8.1.2

3. You may duplicate the page for more space
	Insert the number(s) of LEARNING OUTCOMES of the work done

	
	


MONTH 6 – WEEKS 20 – 24 continues:  From ……..……. To ……………….

	DESCRIPTION OF WORK

1. Describe in detail the work that YOU have done – a minimum of two pages. 

2. Enter the LEARNING OUTCOME in the column on the right – LEARNING OUTCOMES – NUMBER 8.1.2

3. You may duplicate the page for more space
	Insert the number(s) of LEARNING OUTCOMES of the work done

	
	

	WHAT SKILLS DID YOU LEARN?

Write down the skills you have learnt, the competencies gained and compare them to your learning outcomes.

	


Evaluation/Performance Report: Rate/tick each of the eight criteria and record the score, between 1and 5 below and enter the average score obtained by the learner.

ASSESSMENT FOR MONTH 6 – WEEKS 21 – 24:  From ……..……. To ……………….

	Criterion:
	Theoretical Knowledge
	Theory Application skills
	Use of advanced tools and measuring equipment
	Integration of Skills learnt/

Competencies gained
	Working speed
	Accuracy
	Communication Skills
	Diligence   Motivation
	Average = Add the scores and divide by 8

	Rating
	
	
	
	
	
	
	
	
	

	1
	Has little knowledge
	Cannot apply any theory
	Cannot use advanced

equipment effectively without assistance
	Has not integrated any skills
	Very slow
	Never accurate, always has to rework
	Does not communicate with any of the staff
	Does nothing unless instructed
	

	2
	Recalls some knowledge
	Can apply theory with assistance
	Slowly learns to use advanced equipment
	Integrated some of the skills documented
	Seldom finishes tasks on time
	Often has to rework
	Effectively communicates with most of the staff
	Does just enough to stay out of trouble
	

	3
	Knows the basics 
	Can apply basic theory 
	Can use most advanced  equipment
	Competent in integrating skills documented
	Just finishes tasks on time
	Just according to spec.
	Effectively communicates with all the staff
	Shows a willingness to work
	

	4
	Good knowledge
	Can apply high level theory
	Can select and use advanced equipment effectively
	Effectively integrates theory and practice in all tasks
	Normally on time or ahead of time
	Work is always better than expected
	Is accepted by staff as a person with good communication skills
	Normally looks for work to do
	

	5
	Excellent knowledge and continually improves knowledge
	Can analyze and synthesize
	Selects and uses   advanced equipment optimally
	Innovatively integrates all theoretical and practical skills learnt
	Always finishes ahead of allocated time
	Excellent levels of accuracy, consistency and finish
	Uses communication skills effectively to positively influence people
	Ambitious and eager to prove talents /skills beyond requirements
	

	SCORE
	
	
	
	
	
	
	
	
	

	ACTION
	

	COMPANY/MENTOR INFORMATION
	UNIVERSITY ASSESSOR INFORMATION

	Name of Company
	...............................................
	Name of Assessor:
	Mr S GREBE

	Name of Mentor
	...............................................
	Rank of Assessor
	Principal Lecturer

	Rank of Mentor
	...............................................
	ECSA Registration
	Pr Tech (Eng)

	ECSA Registration Number
	...............................................
	ECSA Registration Number
	9770115

	Signature of Mentor
	...............................................
	Signature of Assessor
	………………………………….

	Company Stamp & Date:


	………………………………...
	 Date Assessed:


	………………………………...


14.
SUMMARY OF WORK PLACE LEARNING AND DECLARATION BY STUDENT
Write a summary – maximum 2 pages – about your P1 work place learning. List your good/bad experiences and make recommendations for future placements at the company. Sign the declaration.
	

	DECLARATION BY STUDENT
I ……………………………………………………………. declare that the work place learning is my own and original work and accept that I will be penalized if this declaration is false.

SIGNATURE OF STUDENT:   …………………………………………….……………………
DATE & COMPANY STAMP:  …………………………………………………………………..


15. FINAL EVALUATION, REPORT AND DECLARATION FROM MENTOR 

The mentor must write a brief report on the overall performance of the learner during his/her work place learning and also complete the final overall performance evaluation below. The mentor must sign the declaration.
	

	DECLARATION BY MENTOR

I ……………………………………………………………………. declare that the learner has completed 24 weeks of work place learning and has obtained the assessment marks as indicated in the logbook.

SIGNATURE OF MENTOR …………………………………………………………………………..
DATE & COMPANY STAMP …………………………………………………………………………

	FINAL OVERALL PERFORMANCE EVALUATION OF LEARNER



	Criterion:
	Theoretical Knowledge
	Theory Application skills
	Use of advanced tools and measuring equipment
	Integration of Skills learnt/

Competencies gained
	Working speed
	Accuracy
	Communication Skills
	Diligence   Motivation
	Average = Add the scores and divide by 8

	Rating
	
	
	
	
	
	
	
	
	

	1
	Has little knowledge
	Cannot apply any theory
	Cannot use advanced

equipment effectively without assistance
	Has not integrated any skills
	Very slow
	Never accurate, always has to rework
	Does not communicate  with any of the staff
	Does nothing unless instructed
	

	2
	Recalls some knowledge
	Can apply theory with assistance
	Slowly learns to use advanced equipment
	Integrated some of the skills documented
	Seldom finishes tasks on time
	Often has to rework
	Effectively communicates with most of the staff
	Does just enough to stay out of trouble
	

	3
	Knows the basics 
	Can apply basic theory 
	Can use most advanced  equipment
	Competent in integrating skills documented
	Just finishes tasks on time
	Just according to spec.
	Effectively communicates with all the staff
	Shows a willingness to work
	

	4
	Good knowledge
	Can apply high level theory
	Can select and use advanced equipment effectively
	Effectively integrates theory and practice in all tasks
	Normally on time or ahead of time
	Work is always better than expected
	Is accepted by staff as a person with good communication skills
	Normally looks for work to do
	

	5
	Excellent knowledge and continually improves knowledge
	Can analyze and synthesize
	Selects and uses   advanced equipment optimally
	Innovatively integrates all theoretical and practical skills learnt
	Always finishes ahead of allocated time
	Excellent levels of accuracy, consistency and finish
	Uses communication skills effectively to positively influence people
	Ambitious and eager to prove talents /skills beyond requirements
	

	SCORE
	
	
	
	
	
	
	
	
	

	RECOMMENDATION BY MENTOR – PLEASE TICK THE APPROPRIATE BOX
	LEARNER MEET THE MINIMUM REQUIREMNTS FOR P1
	
	LEARNER REQUIRE ADDITIONAL TRAINING TO MEET THE MINIMUM REQUIREMNTS FOR P1
	

	COMPANY/MENTOR INFORMATION
	 UNIVERSITY ASSESSOR INFORMATION

	Name of Company
	...............................................
	Name of Assessor:
	Mr S GREBE

	Name of Mentor
	...............................................
	Rank of Assessor
	Principal Lecturer

	Rank of Mentor
	...............................................
	ECSA Registration
	Pr Tech (Eng)

	ECSA Registration Number
	...............................................
	ECSA Registration Number
	9770115

	Signature of Mentor
	...............................................
	Signature of Assessor
	………………………………….

	Company Stamp & Date:


	………………………………...
	Date Assessed:


	………………………………...


16. LIST OF ACRONYMS USED

Provide a detailed list of all the acronyms (abbreviations) that have been used in the logbook.
	


17. ADDITIONAL INFORMATION

Add any additional information i.e. Certificates of courses attended, circuit diagrams, etc.
	


18.

CHECKLIST FOR SUBMISSION OF LOGBOOK
Please perform the followings checks before submitting the logbook:
	
	TASKS TO BE PERFORMED
	TICK COLUMN

	1
	Complete all the required blocks on the cover page.
	

	2
	A minimum of 24 weeks (6 monthly reports) must be completed. A maximum of one module can be registered for with P1 but five additional weeks of training must be completed OR a letter from company that states that the learner has worked in extra time.
	

	3
	Describe in detail the work that YOU have done – a minimum of two pages per monthly report – excluding pictures. 
	

	4
	Enter the LEARNING OUTCOME NUMBER in the column on the right – refer to LEARNING OUTCOMES – item NUMBER 8.1.2 on PAGE 5 of the logbook.
	

	5
	Enter the WEEK(S) the LEARNING OUTCOMES were covered in the column on the right – item NUMBER 8.1.2 on PAGE 5 of the logbook.
	

	6
	Complete the skills learned for each of the 6 monthly reports – bullet form.
	

	7
	Every monthly report is assessed and signed by mentor. 
	

	8
	Every monthly report is stamped with a company stamp or a letter from company to confirm that they do not have a company stamp.
	

	9
	Summary of positive and negative experiences during work place learning.
	

	10
	Recommendations for future placement of students at the company for work place learning.
	

	11
	Signed declaration by student, date and company stamp.
	

	12
	Mentor’s report, final overall performance evaluation of student.
	

	13
	Signed declaration by mentor, date and company stamp.
	

	14
	Complete a detailed list of descriptions of all the acronyms used.
	

	15
	Perform a spelling and grammar check before printing.
	

	16
	Preview pages before printing document – make sure every monthly report starts on a new page. Skills learned and assessment must be on one page. 
	

	17
	Pages must not overlap – full pages – delete extra blank rows if necessary.
	

	18
	Spiral binds the logbook.
	

	INSERT THE FOLLOWING THREE PAGES LOSELY INTO THE LOGBOOK AFTER BINDING!!

	1
	Insert a loose certification document into the logbook – Only complete all your personal information and training dates. Comments and rest is for assessor and official use!
	

	2
	Employer (mentor) assessment form of the work place learning program.
	

	3
	Student appraisal form of mentor – signed by student and mentor.
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CERTIFICATION FOR WORK PLACE LEARNING
	NAME………………………………………… STUDENT NO…………………..……………
TEL/CELL NO………………………………………………………………..………………….

COURSE                                                  ND: ENGINEERING ELECTRICAL

PERIOD OF TRAINING (P1/P2)  …………………………....………………………………..
TRAINING COMMENCED  …………………………………..………………………….…….
TRAINING COMPLETED  …………………………………………..…………………………

COMMENTS  ……………………………..……………………………………………………..

                        ……………………………..………………………..…………………………..

RESULT          ……………………………………………………………..……………………

HEAD OF DEPARTMENT:         NAME:                   S GREBE  Pr Tech (Eng)

                                                     ECSA REG NO:     9770115

SIGNATURE:  

DATE:                        

FOR OFFICIAL USE

	PRACTICAL 1                                                      PRACTICAL 2                                                     
QUAL: ……………………………                          QUAL: …………………………… 
CODE: ........................................                          CODE: ........................................
YEAR: ........................................                          YEAR: ........................................
BLOCK: …………………………                            BLOCK: …………………………
RESULTS: ……………………...                            RESULTS: ……………………...
DATE: …………………………...                            DATE: …………………………...


[image: image3.png]NELS®N MANDELA

UNIVERSITY




DEPARTMENT OF ELECTRICAL ENGINEERING
EMPLOYER ASSESSMENT OF THE WORK PLACE LEARNING PROGRAM

	Surname and initials
	

	Name, address and stamp of company
	

	Signature of mentor
	
	Date
	


Using the evaluation scale below, please complete the questionnaire by marking the appropriate answer with an X:

	1
	2
	3
	4
	5

	Very poor
	Poor
	Good
	Very good
	Excellent


	
	
	1
	2
	3
	4
	5

	1
	To what extent do the work place learning outcomes in the logbook meet the training needs of your industry?
	
	
	
	
	

	2
	To what extent does the logbook inform mentors about their responsibilities in the training and monitoring of students?
	
	
	
	
	

	3
	How well are students informed about their responsibilities regarding the completion of the logbook?
	
	
	
	
	

	4
	To what extent do the work place learning program helps the student to develop oral and other communication skills?
	
	
	
	
	

	5
	To what extent do the work place learning program prepares the student to function as a team member?
	
	
	
	
	

	6
	To what extent do the work place learning program helps the student to develop organizational and planning skills?
	
	
	
	
	

	7
	To what extent do the work place learning program helps the student to develop a sense of responsibility and work ethics?
	
	
	
	
	

	8
	To what extent is the work place learning program a means to recruit permanent staff?
	
	
	
	
	

	9
	To what extent is the overall quality of the work place learning program satisfactory?
	
	
	
	
	

	10
	How do students from the Nelson Mandela University compare with students with similar academic results at similar levels to students from other Universities?
	
	
	
	
	

	11
	What is your perception of the academic standards of the Department of Electrical Engineering at the Nelson Mandela University?
	
	
	
	
	

	12
	Do you feel that the visit by the work place learning assessor of the Nelson Mandela University is beneficial to the industry?
	YES
	NO
	

	13
	Do you feel that the visit by the work place learning assessor of the Nelson Mandela University is beneficial to the student?
	YES
	NO
	


Comments: .....................................................................................................................................................

.........................................................................................................................................................................

STUDENT MUST HAND IN QUESTIONAIRE WHEN SUBMITTING THE LOGBOOK. DO NOT BIND IT INTO THE LOGBOOK!
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DEPARTMENT OF ELECTRICAL ENGINEERING – APPRAISAL OF MENTOR

	Surname and initials of mentor
	

	Name, address and stamp of company
	

	Student number
	
	
	
	
	
	
	
	
	

	Surname and initials of student
	

	Signature of student
	
	Date:


Using the evaluation scale below, please complete the questionnaire by marking the appropriate answer with an X:

	1
	2
	3
	4
	5

	Very poor
	Poor
	Good
	Very good
	Excellent


	
	
	1
	2
	3
	4
	5

	1
	Mentor understands his/her responsibilities in the training and monitoring of students.
	
	
	
	
	

	2
	Mentor has a clear indication of the learning outcomes of the work place learning to be performed.
	
	
	
	
	

	3
	Mentor defines the scope of work or tasks to be undertaken
	
	
	
	
	

	4
	Mentor clarifies the responsibility and accountability for the work
	
	
	
	
	

	5
	Mentor provides guidance and is available for consultation
	
	
	
	
	

	6
	Mentor explains the extent of assessment
	
	
	
	
	

	7
	The extent to which the training meets the learning outcomes that are defined in the logbook.
	
	
	
	
	


I acknowledge the above findings and comments:

Mentor: ………………………………………..

Date: …………………………

STUDENT MUST HAND IN QUESTIONAIRE WHEN SUBMITTING THE LOGBOOK. DO NOT BIND IT INTO THE LOGBOOK!
Please note that the contents and procedures of this logbook must be discussed with the mentor before your work place learning starts





The student must ensure that this logbook is kept up to date on a monthly basis.  The mentor must endorse and assess the work listed monthly.





basis and evaluate the student according to the guidelines listed in Section E.
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